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Introduction

About This Course

This course outlines the procedures that you will follow to complete your FFEL Guaranty Agency (GA) related job tasks using the new SFA Financial Management System (FMS).  The primary audience for this course is the SFA Financial Partner, Financial Management group.  The secondary audience is SFA Financial Partner, Partner Services.

This guide provides a step-by-step walkthrough of each procedure.  These procedures will be demonstrated on the system during training, and this guide will be used as reference material after training.

Course Objectives

After this course, you will be able to do the following:
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	· Describe the new FFEL GA Payment Process

· Describe the new GA Form 2000 Submission Process

· Sign-on and navigate through SFA FMS

· Search for and review Form 2000 Monthly, Monthly/Quarterly, and Annual Reports

· Accept or reject Form 2000 reports and enter comments

· Search for and review Form 2000 GA invoices

· Approve Form 2000 GA invoices for payment

· Place and release holds on Form 2000 GA invoices 

· Resolve system holds on invoices

· Create and approve GA miscellaneous invoices for payment

· Review and approve LPIF invoices for payment

· Describe how to create and approve AMF estimated quarterly invoices for payment

· Describe how to apply estimated AMF quarterly payments to end-of-the year AMF invoices and approve for payment

· Maintain GA Agreement Dates

· View and print reports 


Course Modules

This course contains the following modules:
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	· Module 1:  Getting Started

· Module 2:  Review, Accept or Reject Form 2000 Reports

· Module 3:  Review and Approve Form 2000 Invoices for Payment

· Module 4:  AMF and LPIF Management Fee Invoices

· Module 5:  Maintain GA Information and Run Reports


Module 1:  Getting Started
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	This module illustrates how to get started using SFA FMS.  This includes describing the new FFEL GA Payment Process, signing on to the system, and understanding the basic navigation features of the system.




Overview of New GA Payment Process 

New GA Payment Process

The new GA Payment Process can be thought of as a five step process:
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Step 1:  Beginning in FY2001 (October 2000) Form 2000 replaces the 1189, 1130, & 704 forms.  Guaranty Agencies can complete and submit monthly, quarterly, and annual reports for the FFEL loan program online using SFA FMS Form 2000.    Once submitted, an email notification is sent to both the GA and the Financial Management common mailbox, (OSFA_GAR@ed.gov).

Step 2:  Upon receipt of the email notification, Financial Management users will review the Form 2000 report online to decide whether to accept or reject it.  If rejected, an email notification is automatically sent to the GA to review and resubmit the report.  If accepted, the report will automatically be loaded in the  SFA FMS Accounts Payable (AP) and General Ledger (GL).  Amounts owed to the GA by SFA will be recorded as an invoice in AP.   Amounts owed to SFA by a GA will be recorded as a credit memo and applied against in the following months’ payment from SFA to the GA.  If a continuing or excessive amount is due to SFA by a GA, a manual invoice will be created in the Accounts Receivable (AR) module and the AP Credit Memo balance will be reversed.  Additionally, an NSLDS data file is sent to SFA FMS regularly.  This data is automatically loaded into SFA FMS AP to create LPIF and 4th quarter AMF invoice batches as needed.

Step 3:  Next, the Financial Management users will access the SFA FMS AP and review the GA Form 2000 invoices.  After reviewing the invoices, the Financial Management user can either approve it for payment or place it on hold.  If the Financial Management user approves the invoice, SFA FMS will automatically check funds availability.  If funds are available, SFA FMS will reserve those funds.  If funds are not available, SFA FMS will place  a system hold on the invoice.  Additionally, the Finanical Manager user will access SFA FMS AP to create and approve AMF estimated quarterly invoice batches as well as review and approve LPIF and AMF 4th quarter invoice batches.

Step 4:  Once approved, an email notification is sent to both the GA and the Financial Management common mailbox indicating that the Statement of Account report is ready to be generated; however, the invoice is not actually paid until it is picked up in a payment batch.  SFA CFO Accounting will define and create payment batches on a scheduled basis.  Any approved invoice that meets the batch criteria will be included in the payment batch.  SFA CFO Accounting will send the Payment Batch file to ED CFO for disbursement.  Additionally, SFA CFO Accounting will post transactions to the SFA General Ledger (GL) on a scheduled basis.

Step 5:  ED CFO certifies the payment and transmits the file to the Treasury Department for payment. 
GA Payment Process Benefits

The new GA Payment Process is designed to:
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	· Improve cash management

· Improve the accuracy of data

· Reduce the amount of manual data entry

· Provide a centralized point for disbursing and recording payables

· Provide internal controls and audit trails




System Access 

In order to use SFA FMS to perform your various job tasks, you must first know how to sign-on to the system and select a responsibility.
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	In training, you will be using a training system.  The FMS training system is a slice or simulation of the actual FMS system.  It allows you the opportunity for hands-on practice using the system in a risk-free environment. The data used in the training system is fictitious and used only for instructional purposes during FMS training.


User Name and Password

A User Name is a unique identifier, assigned by the system administrator, for each person who will use the system.   To protect the integrity and confidentiality of the data in the SFA FMS system, it is important that you do not share your User Name or Password with anyone else.  Each authorized user of SFA FMS will have their own User Name and Password.  If you forget your User Name or Password, contact the FMS Hotline at 1-800-433-7327 to have it reset.

Your Password must be a minimum of eight alpha–numeric characters.   In order to protect the confidentiality of your password,  the Password field does not actually display the characters that you type into it.  The system will prompt you to change your password the first time that you sign-on to the system and every 90 days thereafter. 
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	During training, you will use a special training User Name and Password.  This User Name and Password will only work in the training system during training, and will not be available to use in the actual system after training.


First Time Sign-On

The first time that you attempt to sign-on to SFA FMS, you will be prompted to install the Jinitiator software on your workstation.  For complete instructions on how to install this software, please refer to the FMS First Time Sign-On  instructions included in your training binder.  

Responsibilities

A responsibility is a predefined set of windows, menus, actions, data sets, and reports to which you have access.  Your responsibilities define your particular level of authority and access when using the system.   

Responsibilities are defined in SFA FMS by the system administrator and assigned to your User Name.  Each user has at least one responsibility, and several users can share the same responsibility.  If the system administrator assigns you multiple responsibilities, you will be prompted to select a responsibility from the Responsibilities window after you sign-on to FMS. 

The following FMS responsibilities are applicable to Financial Management users:

SFA Financial Partner Manager

This responsibility has the capability to access, query, and review Form 2000 Monthly, Monthly/Quarterly, and Annual Reports that have a status of Submitted, Accepted, or Rejected.  Users assigned this responsibility can enter comments in the ED Comments field and can accept or reject Form 2000 Reports with a status of Submitted.   Additionally, this responsibility can access and review the FFEL GA Account Mapping Form.  Lastly, users assigned this responsibility can also access, review, and modify the GA Maintenance Form as well as run reports

This responsibility cannot update or modify the GA Form 2000 Reports nor view GA Form 2000 Reports that have a status of In Process or New.  This responsibility cannot update or modify the FFEL GA Account Mapping Form.

SFA FP Annual Inquiry

This responsibility has the capability to access, query, and review Form 2000 Annual Reports with a Status of Submitted, Accepted, or Rejected.  Users assigned this responsibility can also access and review the FFEL GA Account Mapping Form and run reports.   This responsibility cannot update or modify GA Form 2000 Annual Reports nor the FFEL GA Account Mapping Form.

SFA FFELGA Payables 

This responsibility has the capability to access, query, and review invoices in AP.  Users assigned this responsibility can perform funds checking, approve an invoice, and place and release holds on an invoice.   They can also create invoices and credit memos in AP.  Additionally, this responsibility can access, query, and review payment batch information and supplier information and run reports.

Demonstration of GA Form 2000 Submission Process

Please refer to the Financial Management System Guaranty Agency Guide included in your training binder to follow along with the demonstration.

Sign-On 
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	The sign-on procedures below assume that the Jinitiator software has already been loaded on your workstation.  Please refer to the First Time Sign-On Instructions included in your training binder for the first time you sign-on to SFA FMS from your own workstation


1. Open Internet Explorer, or other Internet browser.

2. Type the following address into the Address line of the browser:

http://hpl10.ed.gov:8000/PROD_j.htm
3. Press the Enter key.  The “Oracle Applications” window appears.
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	You can also add the http address to your Favorites menu in your internet browser.  This will save you time by allowing you to select a shortcut to the address from the Favorites menu rather than re-typing it each time that you sign-on to SFA FMS.  To add the address to your Favorites menu, type the address into the Address line of your browser.  Then, select Add to Favorites from your Favorites menu and type the name of the shortcut.
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1. Type your username in the User Name field.

2. Tab to the Password field and type your password. 

3. Press the Enter key.

-OR-

4. Click the Connect button.  The “Responsibilities” window appears.
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5. Highlight the responsibility you’d like to use and click OK.
-OR-

6. Double-click the responsibility you’d like to use.  The “Navigator – Responsibility Name” window appears.
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Navigating in Oracle

To use SFA FMS productively, you need to understand the various components of a window, the menu paths and the keystrokes.  These are necessary to access and navigate within the system to perform your various job tasks.

Navigator Window

Each time you sign-on to SFA FMS, the Navigator window will appear.  This window is the starting point for navigating throughout the system and accessing the windows and information needed to perform various job tasks.

The items that appear on the Navigator window will vary based on the responsibility that you selected at sign-on; however, the basic format and features of the Navigator window will remain the same.  The key features are:

· Title Bar

· Menu Bar

· Navigation List

· Top Ten Navigation List

· Tool Bar
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Title Bar

The Title Bar appears at the top of every window in SFA FMS.  It displays the title, or name, of the window.  On the Navigator Window, the title bar also displays the name of the responsibility that you selected at sign-on.

Menu Bar

The Menu Bar appears beneath the title bar on every window in SFA FMS.  It contains pull-down menus of commands that enable you to perform actions in the system.

Navigation List

The Navigation List displays the windows that can be navigated to and business functions that can be performed with the selected responsibility.  This list will vary based on the responsibility that you selected at sign-on.

To open an item on the Navigation List, either:

· Click the item and then click the Open button

-OR-

· Double-click the item
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	The + sign that appears to the left of items on the Navigation List indicates that sub-items exist below that item.  Expand or collapse these items using the expand and collapse buttons at the bottom of the list.

	
	
	
[image: image16.png]





Navigation Top Ten List

For windows used frequently, add them to the Navigation Top Ten List located on the right side of the Navigator window.  The top ten list displays a shortcut to frequently used windows numerically so they can be chosen instantly without having to search for them in the Navigation List. The Top Ten List is unique for the responsibility and User Name combination used at sign-on.  Therefore, a different Top Ten List can be created for each responsibility.

To add an item to the Navigation Top Ten List:

· Click the item on the Navigation List 

· Then, click the Add button  [image: image17.png]Add




To remove an item from the Navigation Top Ten List:

· Click the item on the Navigation Top Ten List

· Then, click the Remove button  [image: image18.png]Remove.





To open an item using the Navigation Top Ten List:

· Click the item on the Navigation Top Ten List and then click the Open button  [image: image19.png]



-OR-

· Double-click the item

Toolbar

The Toolbar window displays shortcut icons to the most commonly used menu commands.  Additionally, the message line at the bottom of the toolbar displays pertinent information regarding the status and processing of the windows and records including error messages.  The Toolbar window appears automatically at the top of the Navigator window after sign on to SFA FMS.  The toolbar window can be reduced to an icon on the bottom of the screen by using the Minimize button.  To see the Toolbar again, simply click on the Toolbar icon to maximize it.
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The following icons appear on the toolbar.  The icons appear on the toolbar in color when available for use, and gray when unavailable:
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Save:  When you save your work, SFA FMS updates the database with the work that you have done since you last saved your changes.  A message will appear on the message bar informing you that the transaction is complete.

Save and Proceed:  The Save and Proceed icon saves any pending changes and prepares the window for the entry of a new record.

Clear Form:  The Clear Form icon clears all data in the current window.

Navigate To:  The Navigate To icon returns you to the Navigator window.

Attachments:  The Attachments icon opens the Attachments window.

List of Values (LOV):  The List of Values icon shows the list of values for the current (selected) field. The LOV feature is useful when entering data in SFA FMS.  It provides you with a powerful, easy-to-use data entry method that increases your accuracy and productivity.  The LOV icon illuminates on the toolbar when a list of values exists for the current field.  By using the LOV, you can choose data from an online list of valid input choices.  Once you choose a value, the List of Values window closes and inserts the value into the current field.

Clear Record:  The Clear Record icon clears all data pertaining to the current record in the window.

New Record:  The New Record icon creates a new record.

Delete Record:  The Delete Record icon deletes the current record from the database.
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Edit:  The Edit icon opens the Editor window for the current field.  You can display an Editor window to view, enter or update the entire contents of a text field.  This window is useful for editing scrollable text fields.  If the current field is a display-only field, then the Editor window appears in a display-only mode.  You can also use the Editor window to search for a phrase and replace it with another phrase.

Window Help:  The Window Help icon displays general help for the current application.

Find:  The Find icon displays the Find window to search for data within a field.

Responsibility:  The Responsibility icon displays the other responsibilities that you have access to and enables you to log on using a different responsibility.

Translations:  The Translations icon opens the Translations window.

Zoom:  The Zoom icon invokes a defined zoom and goes to that form.

Print:  The Print icon prints the current window to your assigned default printer.

Folder Tools:  The Folder Tools icon displays the folder tool palette.

Summary/Detail:  The Summary/Detail icon switches between the summary and detail views.

Basic Terminology

Listed below are some basic terms that are used throughout this guide to refer to elements of the SFA FMS system.  It is important to be familiar with the meaning of these terms in order to follow along in the guide.
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	Field -
	An area in a window that displays data or enables data entry.  Fields that allow data entry appear outlined in black.
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	Icon -
	A graphical element that serves as a shortcut to initiate a menu command.  Icons usually appear on the Toolbar.
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	Button -
	A graphical element that initiates a predefined action when you click it.
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	Scroll Bar -
	A graphical element that enables you to reposition the screen display.
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	Check box -
	An box that enables a selection of an option.  


Keyboard Shortcuts

Many of the tasks that you can perform using the menu bar or toolbar can also be performed using a keyboard shortcut.  Some of the most commonly used keyboard shortcuts are listed below:

	[Ctrl] + [S]
	Save

	[Ctrl] + [L]
	List of values

	[F6]
	Clear record

	[F8]
	Clear form

	[F11]
	Enter query

	[Ctrl] + [F11]
	Execute query

	[F12]
	Count query

	[Shift] + [Ctrl] + [E]
	Display error
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	To learn more keyboard shortcuts, you can select Keyboard Help from the Help menu or press CTRL + K on your keyboard.  This option displays the current mapping of specific functions and menu commands to the keyboard.


Creating Customized Folders

A folder is a customized layout of the fields on a window.  Creating a customized folder allows you to decide what information is most important for you to see on your window and the most useful order for that information to be displayed.

Folders can be created on windows that show an Open Folder icon   [image: image29.png]


  in the upper left-hand corner of the window.  When a folder is in use, the Open Folder icon is followed by the title of the folder.

To create a folder:

· Identify that the Open Folder icon is available on the window in which you would like to create folder.

· Select New from the Folder menu.  The “Create New Folder” window appears.
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To customize the new folder:

· Name the Folder

· Choose an Autoquery option

· Always: The window containing the folder will load data on the window each time it is accessed. If multiple records exist in the system, this option will make the processing slower.  If this option is selected, you must specify the query criteria.

· Never: The window containing the folder will not load data each time the window is accessed.  The user can query to find records on the window.  For timely results, this option is recommended.

· Ask each time:  This option prompts the user each time the window is accessed to choose a query option.

· Click the Open as Default box to designate the folder as your default folder.  The default folder will appear automatically each time you access the window.

· Click Public if you want all users to have access to the folder.

· Click OK after customizing the new folder.  The window appears showing the new folder followed by the title.

· Select Folder Tools from the Folder Menu

· Use the Folder Toolbar to customize the window

· Select Save folder from the Folder menu.
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	You have successfully completed Module 1: Getting Started.  You are now ready to move on to Module 2: Review, Accept or Reject Form 2000 reports.




Module 2:  Review, Accept or Reject Form 2000 Reports
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	This module describes how to use SFA FMS to search for and review Form 2000 reports submitted by a GA and either accept or reject those reports.




Search for and Review GA Form 2000 Reports

Who:   SFA Financial Partner Manager responsibility

Frequency:  As needed

Situation: When a GA submits a Monthly, Monthly/Quarterly, or Annual report using Form 2000, the Financial Partner common mailbox will receive an email notification.  A Financial Management user with SFA Financial Partner Manager responsibility can access the submitted GA report and review the submitted Form 2000 reports on-line.  

Access GA Annual Report
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1. From the Navigator window, click GA Annual Reports. 
2. Click the Open button.  The “SFA GA Annual Financial Report“ window appears.  The reports appear in ascending order by GA codes with reports for a particular GA code in reverse chronological order by fiscal year.
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	There are five possible values for the Status field on the GA Form 2000 reports:

· New -  a blank report for data entry.  These can only be viewed or modified by the GA users.

· In Process – a report that the GA has saved, but has not submitted.  These can only be viewed or modified by the GA users.

· Submitted – a report that the GA has submitted to SFA .  The SFA Financial Partner Manager needs to review these reports and either accept them or reject them with comments.  The GA cannot modify reports with this status.

· Accepted – a report that has been accepted by the SFA Financial Partner and loaded into the SFA FMS AP and GL.  Neither the GA nor the SFA Financial Partner Manager can modify reports with this status.

· Rejected – a report that has been rejected by the SFA Financial Partner Manager.  The GA must review the SFA Financial Partner Manager comments, modify the data as needed, and re-submit the report.  The SFA Financial Partner Manager cannot modify reports with this status.


3. Use the arrow keys on your keyboard to move between reports.
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	The SFA Financial Partner Manager can access the GA Form 2000 reports for review purposes only.  They can not make any changes or modifications to the GA Form 2000 reports, except to enter comments in the ED Comments field.   If changes are necessary, SFA Financial Partner Manager will need to enter comments and reject the submitted report.  Upon rejection, the GA contact will receive an email notification.  The GA can then make modifications and resubmit the report.


Search for a Specific GA Annual Report
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1. Select Enter from the Query menu to query on a specific field.  The fields in the “SFA GA Annual Financial Report” window are cleared.   This prepares the system to accept your search criteria.
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	The SFA Financial Partner Manager may search on the following fields: GA Code, Status, Source, Fiscal Year, GA Comments, ED Comments, or any of the numeric fields in lines AR-1 through AR-57.  

The percent sign (%) can be used as a wildcard.  For example, in the Status field, type S % to find all the reports with a status of Submitted.


2. Tab to the field in which you would like to search and type the criteria that you would like to find.  

3. Select Run from the Query menu.  The “SFA GA Annual Report” window appears with the reports that match your search in ascending order by GA codes with reports for a particular GA code in reverse chronological order by Fiscal Year.
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4. Use the scroll bar to view the data within a report.

-OR-

5. Tab through the fields within a report one by one to review the data.
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	Line Numbers AR-20, AR-25, AR-36, and AR-39 on the GA Annual Report appear gray-colored to indicate that they have an additional detail window.  The total of the information entered on the additional detail window appears on the GA Annual Report; however, the additional detail window can be reviewed by double-clicking on the gray line number.  


6. Double-click on the gray line number to access the detail window box.   The “Schedule of Itemized Line Items” window appears.
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	If the text in a field appears truncated, place your cursor in the specific field and select Edit Field from the Edit menu to view the entire contents of the field in the “Editor” window.  This functionality exists for all fields in the system.  If your responsibility has the capability to make modifications to the contents of the field, the text may be modified in the “Editor” window and saved.


7. Use the Tab key to move between fields.  Select Edit Field from the Edit menu to view the contents of a field in the “Editor” window.  
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8. Click OK on the “Editor” window to return to the “Schedule of Itemized Line Items” window.

9. Click the Return button.   The “SFA GA Annual Financial Report” window appears.

10.  Click the X button to close the “SFA GA Annual Financial Report” window.  The “Navigator – SFA Financial Partner Manager” window appears.

Access GA Monthly/Quarterly Report
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1. From the Navigator window, click GA Monthly/Quarterly Reports. 
2. Click the Open button.  The “SFA GA Month/Quarterly Financial Report“ window appears.  The reports appear in ascending order by GA codes with reports for a particular GA code in reverse chronological order by fiscal month and year. 
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	SFA FMS uses the fiscal month rather than calendar month.  In the fiscal calendar, October is month 1, November is 2, etc.  Therefore, the For Fiscal Month/Qtr Of  6/2000 is March 2000, not June 2000.  For clarification, use the List of Values icon in any For Fiscal Month/Qtr Of field to display a list of months with both the numbers and fiscal month names.


3. Use the arrow keys on your keyboard to move between reports.

Search for a Specific GA Monthly/Quarterly Report
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1. Select Enter from the Query menu to query on a specific field.  The fields in the “SFA GA Month/Quarterly Financial Report” window are cleared.   This prepares the system to accept your search criteria.
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	The SFA Financial Partner Manager  may search on the following fields: GA Code, Status, Source, Qtr, For Fiscal Month/Qtr of (Fiscal Month/Year), ED Comments, GA Comments, or any of the numeric fields in lines MR-24 through MR-42.  

The percent sign (%) can be used as a wildcard.  For example, in the Status field, type S % to find all the reports with a status of Submitted.


2. Tab to the field in which you would like to search and type the reports that you would like to find.  

3. Select Run from the Query menu.  The “SFA GA Month/Quarterly Financial Report” window appears with the reports that match your search in ascending order by GA codes with reports for a particular GA code in reverse chronological order by Fiscal Month and Year.
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4. Use the scroll bar to view the data within a report.

-OR-

5. Tab through the fields within a report one by one to review the data.

6. Click the X button to close the “SFA GA Month/Quarterly Financial Report” window.  The “Navigator – SFA Financial Partner Manager” window appears.

Access GA Monthly Report
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1. From the Navigator window, click GA Monthly Reports. 
2. Click the Open button.  The “SFA GA Monthly Financial Report“ window appears.  The reports appear in ascending order by GA codes with reports for a particular GA code in reverse chronological order by fiscal month and year. 
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3. Use the arrow keys on your keyboard to move between reports.

Search for a Specific GA Monthly Report
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4. Select Enter from the Query menu to search on a specific field.  The fields in the “SFA GA Monthly Financial Report” window are cleared.   This prepares the system to accept your search criteria.
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	The SFA Financial Partner Manager  may search on the following fields: GA Code, Status, Source, For Fiscal Month of (Fiscal Month/Year), ED Comments, GA Comments, or any of the numeric fields in lines MR-1 through MR-23.  

The percent sign (%) can be used as a wildcard.  For example, in the Status field, type S % to find all the reports with a status of Submitted.


5. Tab to the field in which you would like to search and type the reports that you would like to find.  

6. Select Run from the Query menu.  The “SFA GA Monthly Financial Report” window appears with the reports that match your search in ascending order by GA codes with reports for a particular GA code in reverse chronological order by Fiscal Month and Year.
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7. Use the scroll bar to view the data within a report.

-OR-

8. Tab through the fields within a report one by one to review the data.

Accept GA Reports 

Who: SFA Financial Partner Manager responsibility

Frequency: As Needed

Situation:  After reviewing a submitted report, an SFA Financial Partner Manager can accept a report. 
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1. After the report has been reviewed and determined acceptable, click the Accept button.  Reasonability edits are performed on the data and a “Caution” window will appear.  
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	The reasonability edits performed include:

· MR-1 through MR-23: + or - 5% of corresponding amount for the same month of the previous year

· MR-1A Other: >= MR-1A Principal for same form

· AR-1 through AR-14: current amount >= corresponding amount for previous year

During the first year of operation, the system will not have any data from the previous year for which to perform the edits.  Therefore, the message will indicate that no previous year data exists.  In subsequent years, the message will indicate the line number and column in which the data does not pass the edits.  Columns are indicated by: PA for Principal Amount, IA for Interest Amount, or OA for Other Amount.
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2. Click OK to close the window and continue accepting the report.

-OR-
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3. Click the Cancel button to cancel acceptance of the report and review the lines.

-OR-

4. Click the OK button to ignore the edits and continue accepting the report.   A “Note” window will appear indicating that the report is being loaded into the SFA FMS AP and GL.  
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5. Click OK. The “SFA GA Monthly Financial Report” window appears with the Accept and Reject buttons disabled and the Status field updated to Accepted.
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	Once the SFA Financial Partner Manager has accepted a GA report, no updates or modifications can be made.  The SFA Financial Partner Manager cannot update the ED Comments field.  In addition, the GA cannot make any updates to the report.  

If updates to the report are deemed necessary after the report has been accepted, the GA should be instructed to make the adjustment in the report for the next time period.


6. Click the X button to close the “SFA GA Monthly Financial Report” window.  The “Navigator – SFA Financial Partner Manager” window appears.

Reject GA Reports 

Who: SFA Financial Partner Manager responsibility

Frequency:   As Needed

Situation:  After reviewing a submitted report, an SFA Financial Partner Manager can reject a report.
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1. From the Navigator window, click GA Monthly/Quarterly Reports. 
2. Click the Open button.  The “SFA GA Month/Quarterly Financial Report“ window appears.  The reports appear in ascending order by GA codes with reports for a particular GA code in reverse chronological order by fiscal month and year. 
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3. Select Enter from the Query menu to query on a specific field.  The fields in the “SFA GA Month/Quarterly Financial Report” window are cleared.   This prepares the system to accept your search criteria.

4. Tab to the field in which you would like to search and type the report that you would like to find.  

5. Select Run from the Query menu.  The “SFA GA Month/Quarterly Financial Report” window appears with the reports that match your search in ascending order by GA codes with reports for a particular GA code in reverse chronological order by Fiscal Month and Year.
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6. Once the report has been reviewed and determined rejectionable,  click the ED Comments field.  ED comments are required in order to reject the report.

7. Type your initials, followed by today’s date: and the reason for rejecting the report.  If comments already exist in the field, new comments should be entered at the beginning of the line.

–OR-

8. Click the Editor icon on the Toolbar.  The “Editor” window appears. 
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9.  Type your initials followed by the date: and reason for rejection.  Click the OK button.  The “SFA GA Monthly Financial Report” window appears with the comment field updated.
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10. Click the Reject button.  The “SFA GA Month/Quarterly Financial Report” window appears with the Accept and Reject buttons disabled and the Status field updated to Rejected.
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	Once the SFA Financial Partner Manager has rejected a GA report, they can no longer make any updates to the ED Comments field until the GA resubmits the report.  If further communication with the GA is required, the SFA Financial Partner Manager will need to manually contact the GA via telephone or email.

Upon rejection of the report, the GA contact will receive an email notification.  The GA can then access the rejected report, make modifications, and resubmit the report.


11. Click the X button to close the “SFA GA Month/Quarterly Financial Report” window.  The “Navigator – SFA Financial Partner Manager” window appears.
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	You have successfully completed Module 2: Review, Accept or Reject Form 2000 reports.  You are now ready to move on to Module 3: Review and Approve Invoice for Payment.


Module 3:  Review and Approve Form 2000 Invoice for Payment
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	This module describes how to use SFA FMS to review an invoice and approve it for payment.  This module also illustrates how to place and release holds on invoices.




Switch Responsibility

Who:  All SFA FMS responsibilities

Frequency:  As Needed

Situation:   A user may need to switch the responsibility that they selected at sign-on in order to access the windows, menus, actions, and data sets that they need to accomplish their work tasks.
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1. From the Navigator window, select Switch Responsibility from the Special menu.

-OR-

2. Click the Responsibility icon on the Toolbar.  The “Responsibilities” window appears.
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3. Highlight the responsibility you’d like to use and click OK.
-OR-

4. Double-click the responsibility you’d like to use.  The “Navigator – Responsibility Name” window appears.
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Review Invoice 

Who: SFA FFELGA Payables responsibility

Frequency:   As Needed

Situation:  Once the SFA Financial Partner Manager has accepted the GA Monthly Report and the data has been successfully loaded into Accounts Payables, either an invoice or a credit memo will be created depending on the value of line MR-16.  The SFA FFELGA Payables must search for the invoice/credit memo and then review it to determine whether he/she will approve it for payment or place it on hold. 

	[image: image77.wmf]FYI


	There are two types of invoices:

· Standard – an invoice for an amount owed to the supplier by SFA.  Once approved, these invoices are paid to the supplier according to the payment terms & payment method defined for the supplier.

· Credit Memo – an invoice for an amount owed to SFA by the supplier.  These invoices are not paid, but are adjusted in the next month’s standard invoice.  If a credit memo continues to exist or is excessive, it can be reversed and an invoice created in Accounts Receivables.


Search for Invoices
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1. Double-click Invoices.  The Invoices submenu appears

2. Double-click Entry.  The Entry submenu appears.

3. Click Invoices. 

4. Click the Open button. The “Find Invoices” window appears.   Search to find the invoices that you need to review and approve.
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	The SFA FFELGA Payables responsibility can search to find invoices using any field or combination of fields on the “Find Invoices” window; however, you must select something in the Supplier or Invoice sections in order to limit the search by the other sections.  Some useful search criteria include:

· Supplier: Name – select a specific GA Name from the List of Values to find all the invoices for one specific GA.

· Invoice: Number – select %MMMYYYY% to find an invoice from a particular Monthly Report.

· Invoice: Pay Group – select GA Pay Group from the List of Values to find all the invoices for GAs.  Combine this with the Date or Status option to narrow your search.

· Invoice: Date – select a specific date range to find invoices that were created in a certain time period.  This option is helpful to narrow your search results when using one of the other search options.

· Invoice: Status – select a status from the drop-down list to find invoices on which you need to take action.  The status include Never Approved, Needs Reapproval, and Approved.  This option can only be used if you have also selected a search criteria in the Supplier or Invoice sections.


5. Tab to the field in which you would like to search.  Type the invoices that you would like to find or click the List of Values icon to select from a list of valid values.

6. Click Find.  The “Invoices (SFA FMS) ” window appears with the invoices that match your search listed.
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	The Form 2000 GA Invoice numbers follow the convention:

###Mmmyyyy

· ### is the three- digit GA code

· M indicates the invoice originated from a monthly report

· mm is two-digits representing the month of the report

· yyyy is four–digits representing the year of the report


Standard Invoice
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1. Double-click the row of the invoice that you need to review.  The blue box at the front of the row will indicate that that invoices has been selected.

-OR-

2. Click the row of the invoice that you need to review and click the Distributions button.   The “Distributions (SFA FMS) - # name” window appears.  This window shows the amount and account mapping for each of the lines MR-1 through MR-16 of the GA Form 2000 Monthly report.
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3. Use the scroll bars to review the details of each line.   Click the Account field and then click the List of Values icon to see the complete ACCS for any line.  The “SFA COA” window appears.
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	Although it is possible to make changes to the amounts and account mapping on the Distributions window, any changes to the account mapping should be made by SFA CFO on the FFEL Account Mapping “SFA Accounting Segments” window.  Any changes to the amounts in these lines should be made as an adjustment by the GA in the next month Form 2000.


4. Click the X button to close the “SFA COA” window.  The “Distributions (SFA FMS) - #, GA Name” window appears. 

5. Click the X button to close the “Distributions (SFA-FMS) -# GA name window.  The “Invoices (SFA FMS) - #” window appears.
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6. Click the Overview button to view an overview of the invoice.  The “Invoice Overview (SFA FMS)” window appears with summary information about the invoice supplier, status, holds, payment schedule, and actual payments. 
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7. Click the X button to close the “Invoice Overview (SFA FMS)” window”.  The “Invoices (SFA FMS) - #” window appears.
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8. Click the Scheduled Payments button to see the payment due date and payment method.  The “Schedule Payments (SFA-FMS) - #, GA name” window appears. 
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	The due date is calculated based on the date the invoice was created plus the payment terms defined for the supplier.  The date the invoice was created is the date the SFA Financial Partner Manager accepted the Form 2000 report.  The payment terms defined for all GAs is net 21days.


9. Click the X button to close the “Schedule Payments (SFA FMS) - #, GA Name” window.  The “Invoices (SFA FMS) - #” window appears.
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10.  Click the Payments button to view any payments made for the invoice.
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11.  Click the X button to close the “Payments” window.  The “Invoices(SFA FMS)-#” window appears.

Approve Invoice 

Who: SFA FFELGA Payables responsibility

Frequency:   As Needed

Situation:  Once the SFA Financial Partner Manager has reviewed the invoice/credit memo, it can be approved for payment.
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1. Once the invoice has been reviewed and determined payable, from the “Invoices (SFA FMS) window, click the row of the invoice that you need to approve.  The blue box at the front of the row will indicate that that invoice has been selected.

2. Click the Actions button.  The “Invoice Actions” window appears.  
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3.
Click the Approve check box and click the OK button.  The SFA FMS system will automatically conduct funds checking at this time.  A “Note” window will appear to indicate whether any holds were either placed or released from the invoice.  Therefore, if the invoice had no holds before the approval, the message “No holds placed or released” indicates that the invoice was approved.   
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4.
Click the OK button on the “Note” window to continue.  The “Invoices (SFA FMS) - #” window appears.
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5.
Verify that the Status field has been updated to Approved.
	[image: image100.wmf]FYI


	Once the invoice is approved, an email notification is sent to the GA and the Financial Partner common mailbox indicating that the FFEL GA SOA Report is ready to be generated.


Place an Invoice on Hold 

Who: SFA FFELGA Payables responsibility

Frequency:   As Needed

Situation:  Once the SFA Financial Partner Manager has reviewed the invoice, a hold can be placed on the invoice. 

Credit Memo Invoices
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1. Double-click the row of the invoice that you need to review.  The blue box at the front of the row will indicate that invoice has been selected.

-OR-

2. Click the row of the invoice that you need to review and click the Distributions button.   The “Distributions (SFA FMS) - # name” window appears.  This window shows the amount and account mapping for each of the lines MR-1 through MR-16 of the GA Form 2000 Monthly report.
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3. Click the X button to close the “Distributions (SFA-FMS) -# GA name window.  The “Invoices (SFA FMS) - #” window appears.
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4. Click the Overview button to view an overview of the invoice.  The “Invoice Overview (SFA FMS)” window appears with summary information about the invoice supplier, status, holds, payment schedule, and actual payments. 
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5. Click the X button to close the “Invoice Overview (SFA FMS)” window”.  The “Invoices (SFA FMS) - #” window appears.
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6. Click the Scheduled Payments button to see the payment due date and payment method.  The “Schedule Payments (SFA-FMS) - #, GA name” window appears.
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7. Click the X button to close the “Schedule Payments (SFA FMS) - #, GA Name” window.  The “Invoices (SFA FMS) - #” window appears.

Place a Hold on an Invoice
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1. Click the row of the invoice that you need to place on hold.  The blue box at the front of the row will indicate that that invoices has been selected.

2. Click on Holds on the “Invoices (SFA FMS) - #” window.  The “Invoice Holds (SFA FMS) - #” window appears.  
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3. Click the List of Values icon to view the complete list of hold names and hold reasons. The “Holds” window appears. 
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4. Use the scroll bar to view more information about the types of holds and reasons why a hold can be placed on an invoice.

5. Click the Hold Reason to identify the type of hold to be placed on the invoice and click OK.  The “Invoice Holds (SFA FMS) - #” window appears with the hold identified.
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6. Click the X button to close the “Invoices Holds (SFA FMS) --#” window.  The “Invoices (SFA FMS)” window appears with the Status field updated to Needs Reapproval.
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7. Click the X button to close the “Invoices (SFA FMS) --#” window.  The “Navigator – SFA FFELGA Payables” window appears.

Release a Hold  

Who: SFA FFELGA Payables responsibility

Frequency:   As Needed

Situation: Once the reason for the hold has been resolved, the SFA FFELGA Payables can release the hold and approve the invoice for payment.
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1. Double-click Invoices.  The Invoices submenu appears

2. Double-click Entry.  The Entry submenu appears.

3. Click Invoices. 

4. Click the Open button. The “Find Invoices” window appears.   Search to find the invoices that you need to review and approve.
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5. Tab to the field in which you would like to search for and type the information that you would like to find.  

6. Click Find.  The “Invoices (SFA FMS) ” window appears with the invoices that match your search listed.
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7. Click the Actions button.  The “Invoice Actions”  window appears.

[image: image116.wmf]
8. Click  the Approve check box and the Release Holds checkbox. 

9. Tab to the Release Name field and type Holds Quick Released.  The Release Name field is populated.

10.  Tab to the Release Reason field.  The Release Reason field is populated.

11. Click the OK button.  A “Note” window will appear to indicate whether any holds were either placed or released from the invoice.  Since the invoice had 1 hold before the approval, the message “Holds placed: 0  Holds released: 1” indicates that the invoice was approved.
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12. Click OK on the “Note” window to continue.  The “Invoices (SFA FMS) - #” window appears with the Status field updated to Approved.
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13. Verify that the Status field has been updated to Approved. 

14. Click the X button to close the “Invoices (SFA FMS) - #” window.  The “Navigator – SFA FFELGA Payables” window appears.

System Holds

Who: SFA FMS

Frequency:   As Needed

Situation:  When the SFA Financial Manager approves and invoice for payment, the SFA FMS performs funds checking.  If there are not adequate funds to pay the invoice, SFA FMS will place a hold on the invoice.  This hold cannot be released until there are adequate funds to pay the invoice.  Once the funds are replenished, the invoice needs to be reapproved in order to release the system hold.

Place a System Hold
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1. Double-click Invoices.  The Invoices submenu appears.

2. Double-click Entry.  The Entry submenu appears.

3. Click Invoices.

4. Click the Open button.  The “Find Invoices” window appears.  Search to find the invoices that you need to review and approve.
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5. Tab to the field in which you would like to search for and type the information that you would like to find.

6. Click Find.  The “Invoices (SFA FMS)” window appears with the invoices that match your search listed.
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1. Once the invoice has been reviewed and determined payable, from the “Invoices (SFA FMS) window, click the row of the invoice that you need to approve.  The blue box at the front of the row will indicate that that invoice has been selected.

2. Click the Actions button.  The “Invoice Actions” window appears.  
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3.
Click the Approve check box and click the OK button.  The SFA FMS system will automatically conduct funds checking at this time.  A “Note” window will appear to indicate whether any holds were either placed or released from the invoice.  Therefore, if the invoice had no holds before the approval, the message “Holds placed: 1. Holds released: 0” indicates that SFA FMS placed a system hold on the invoice.   
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4.
Click the OK button on the “Note” window to continue.  The “Invoices (SFA FMS) - #” window appears.
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5. Verify that the Status field has been updated to Needs Reapproval.

6. Click on Holds on the “Invoices (SFA FMS) - #” window.  The “Invoice Holds (SFA FMS) - #” window appears.
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	A System Hold cannot be released until the situation that created the hold has been resolved.  If the reason for the system hold is insufficient funds, the Financial Management user must contact SFA CFO Accounting to resolve the situation.  SFA CFO Accounting may need to request additional funds.  Once the funds allotment has been recorded in SFA FMS GL, SFA CFO Accounting will inform the Financial Management user that the situation has been resolved.  The Financial Management user can now reapprove the invoice and the system hold will be released.


7. Click the X button to close the “Invoices Holds (SFA FMS) --#” window.  The “Invoices (SFA FMS)” window appears.

8. Click the X button to close the “Invoices (SFA FMS) --#” window.  The “Navigator – SFA FFELGA Payables” window appears.

Release a System Hold
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1. Double-click Invoices.  The Invoices submenu appears

2. Double-click Entry.  The Entry submenu appears.

3. Click Invoices. 

4. Click the Open button. The “Find Invoice” window appears.   Search to find the invoices that you need to review and approve.
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5. Tab to the field in which you would like to search for and type the information that you would like to find.  

6. Click Find.  The “Invoices (SFA FMS) ” window appears with the invoices that match your search listed.
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7. Click the row of the invoice that you need to approve.  The blue box at the front of the row will indicate that the invoice has been selected.

8. Click the Actions button.  The “Invoice Actions” window appears.
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9. Click the Approve check box and the OK button.  A “Note” window will appear to indicate whether any holds were either placed or released from the invoice.  Since the invoice had 1 hold before the approval, the statement “Holds Placed: 0. Holds Released: 1” indicates that the invoice was approved.
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10. Click OK.  The “Invoices (SFA FMS) - #” window appears with the Status field updated to Approved.
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11.  Click the X button to close the “Invoices (SFA FMS) - #” window.  The “Navigator – SFA FFELGA Payables” window appears.
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	You have successfully completed Module 3: Review and Approve Form 2000 Invoice for Payment.  You are ready to move on to Module 4: Create and Approve Miscellaneous, LPIF, and AMF Invoice Batches for Payment.




Module 4: Create and Approve Miscellaneous, LPIF, and AMF Invoices for Payment
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	This module illustrates how to use SFA FMS to create and approve miscellaneous FFEL GA invoices.  It also illustrates how to review and approve LPIF invoice batches for payment.  Additionally,  it describes how to create  and approve quarterly estimated AMF invoices


 Create and Approve Miscellaneous GA Invoices

Who: SFA Financial Partner Manager responsibility

Frequency:   As Needed

Situation:  The SFA Financial Partner Manager can create and approve miscellaneous invoices for payment to GAs.

Create Miscellaneous Invoice
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1. Double-click Invoices.   The Invoices sub-menu appears.

2. Double-click Entry.   The Entry sub-menu appears.

3. Click Invoice Batches. 

4. Click the Open button. The “Invoice Batches (SFA FMS)” window appears with the Batch Name column blank. 
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	The Miscellaneous Invoice Batches follow the naming convention: 

FFEL###MIMMDDYYYY
· ### indicates the GA Code

· MI indicates that this batch contain Miscellaneous Invoices

· MM represents the two-digit day that the invoice batch was created

· DD represents the two-digit day that the invoice batch was created

· YYYY represents the four-digit year the invoice batch was created

The Invoice Numbers within a Miscellaneous Invoice Batch follow the same naming convention as the Invoice Batch name.  

If multiple miscellaneous invoices are included in the same batch, adding a sequential letter to the end of the batch name can distinguish between the invoice numbers.  For example, the first invoice number will be FFEL###MIMMDDYYYYA and the second invoice number will be FFELGAMIMMDDYYYYB.


5. Type the batch name in the Batch Name field following the convention FFEL###MIMMDDYYYY.

6. Tab to the Control Count field and type the number of invoices that are included in the batch.

7. Tab to the Control Amount field and type the total dollar of the invoices that are included in the batch.

8. Click the Invoices button. The “Invoices (SFA FMS) -- #” window appears blank.
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9. Click the Supplier field and click the List of Values icon to select the GA Name from a list of valid values.

10. Tab to the Invoice Number field.  The Supplier Number, Site, and Invoice Date fields are populated.

11. Type the invoice number in the Invoice Number field following the convention FFEL###MIMMDDYYYY.

12. Tab to the Invoice Amount field and type the dollar amount of the invoice.  Note: if there is only one invoice in the invoice batch, the invoice amount should equal the control amount in the invoice batch.
13. Use the scroll bar to move the screen display to the right. 
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14. Click the Distribution Set field and type M.  The Distribution Set field is automatically populated with the word Miscellaneous.

15. Tab to the Transaction Code field and type F.  The Transaction Code field is populated with FFELMI_TC01, the active transaction code for Miscellaneous invoices.

16. Click the Distributions button.   The “Distributions (SFA FMS) - # name” window appears.
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17. Click the Account field and click the List of Values icon.  The “SFA COA” window appears.
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18. Click the Institution field and click the List of Values icon on the ”SFA COA” window to select the GA name from a list of valid values.  The Loan/Grant Type field appears.

19. Click the OK button. The “Distributions (SFA FMS) - # name” window appears.
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20. Use the scroll bar to move the screen display to the right.

21. Click the Description field and type the reason for the miscellaneous invoice.

22. Click the Save icon on the Toolbar to save the invoice.

23. Click the X button to close the “Distributions (SFA FMS) - # name” window.  The “Invoices (SFA FMS) -- #” window appears. 

Approve Miscellaneous Invoice
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1. Click the Actions button. The “Invoice Actions” window appears.  
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2. Click the Approve check box and click the OK button.  The FMS system will automatically conduct funds checking at this time.  A “Note” window will appear to indicate whether any holds were either placed or released from the invoice. Therefore, if the invoice had no holds to begin with, the message “No holds placed or released” indicates that the invoice was approved.
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3. Click the OK button on the “Note” window to continue.  The “Invoices (SFA FMS) - #” window appears.
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4. Verify that the Status field has been updated to Approved.

5. Click the X button to close the “Invoices (SFA FMS) - #” window.  The “Invoices Batches (SFA FMS)” window appears.
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6. Click the X button to close the “Invoice Batches (SFA FMS)” window.  The “Navigator – SFA FFELGA Payables” window appears.

Review and Approve LPIF Invoices 

Who: SFA FFELGA Payables responsibility

Frequency:   Quarterly

Situation:   An NSLDS file is sent to SFA FMS and automatically loaded into SFA FMS AP.  An LPIF invoice batch is automatically created. The SFA FFELGA Payables can search for LPIF invoice batches, review the invoices, and approve them for payment. 

Search for LPIF Invoice Batch
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1. Double-click Invoices.   The Invoices sub-menu appears.

2. Double-click Entry.   The Entry sub-menu appears.

3. Click Invoice Batches. 

4. Click the Open button. The “Invoice Batches (SFA FMS)” window appears with the Invoice Batch column blank. 
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	The LPIF invoice batches follow the naming convention -

FFELNSLDSLPIFB#

where B# is a sequential number that will increase with each batch that is received from NSLDS.  The invoice  batch date field will indicate the fiscal quarter.


5. Select Enter from the Query menu.  The fields on the “Invoice Batches (SFA FMS)” window are cleared.  This prepares the system to accept your search criteria.

6. Tab to the field in which you would like to search and type the reports that you would like to find.

7. Select Run from the Query menu.    The “Invoice Batches (SFA FMS)” window appears with the invoice batches that match your query.

[image: image153.png]= Batches (SFA FMS) [Tl
on Edit Queyy Go Eolder Special Help

Batch Narme Date Control Count Control Amount [
[T]FreLNSLDSLPIFBY Jpa-ocr2000 ][

I
LI | | | I
LI | | | I
| | I

I

L]

LI |
LI |
] |

=TT

Approve 1






8. Click the Batch Name field for the batch number that you want to review and click the Invoices button.  The “Invoices (SFA FMS) - #” window appears. 
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9. Use the scroll bar to view all of the invoices in the batch.
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	The invoice number within an LPIF batch follows the convention:  

###LPIF-ddmmyyyy-DDMMYYYY-#

· ### represents the GA code

· ddmmyyyy represents the day-month-year of the quarter

· DDMMYYYY represents the day-month-year the invoice was created

· # represents a sequential number counting the number of invoices in the batch


Review the LPIF Invoice
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1. Click the row of the invoice that you need to review.  The blue box at the front of the row will indicate that that invoices has been selected.

2. Click the Distributions button.   The “Distributions (SFA FMS) - # name” window appears. 
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3. Click the X button to close the “Distributions (SFA-FMS) -# name” window.  The “Invoices (SFA FMS) - #” window appears.
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4. Click the Overview button to view an overview of the invoice.  The “Invoice Overview (SFA FMS)” window appears with summary information about the invoice supplier, status, holds, payment schedule, and actual payments. 
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5. Click the X button to close the “Invoice Overview (SFA FMS)” window.  The “Invoices (SFA FMS) - #” window appears.
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6. Click the Scheduled Payments button to see the payment due date and payment method.  The “Scheduled Payments (SFA-FMS) - #, GA name” window appears. 
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7. Click the X button to close the “Schedule Payments (SFA FMS) - #, GA Name” window.  The “Invoices (SFA FMS) - #” window appears.

Approve LPIF Invoice for Payment
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1. Once the invoice has been reviewed and determined payable, from the “Invoices (SFA FMS) - #” window, click the Actions button.  The “Invoice Actions” window appears.  
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2. Click the Approve check box and click the OK button.  The FMS system will automatically conduct funds checking at this time.  A “Note” window will appear to indicate whether any holds were either placed or released from the invoice. Therefore, if the invoice had no holds to begin with, the message “No holds placed or released.” indicates that the invoice was approved.

[image: image164.png]APP-10301: No holds placed or
released.

o





3. Click the OK button on the “Note” window to continue.  The “Invoices (SFA FMS) - #” window appears.
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4. Verify that the Status field has been updated to Approved.

5. Click the X button to close the “Invoices (SFA FMS) - #” window.  The “Invoices Batches (SFA FMS)” window appears.
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	Rather than approving each invoice in the LPIF batch individually, you may also approve the entire batch of invoices simultaneously.  Click the Batch Name field on the “Invoice Batches (SFA FMS)” window to select the row and then click the Approve button.


6. Click the X button to close the “Invoice Batches (SFA FMS)” window.  The “Navigator – SFA FFELGA Payables” window appears.

Create and Approve AMF Invoices 

Who: SFA FFELGA Payables responsibility

Frequency:   Annually

Situation:   The Financial Management user must estimate quarterly AMF payments and create and approve estimated quarterly invoices for payment.  At the end of the fiscal year, the Financial Management user must review and approve the adjusted actual fourth quarter invoice for payment.

Create and Approve AMF Estimated Invoice Batches

At the beginning of the fiscal year the Financial Management user will use the previous fiscal year AMF fourth quarter actual invoice to calculate the estimated AMF payments for the first three quarters of the current fiscal year for each GA.

Following similar procedures as creating a miscellaneous invoice batch, the Financial Management user will use the SFA Payables responsibility to create and approve one AMF invoice batch for each quarter.  Each invoice batch will contain one estimated invoice for each of the GAs.  
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	Akin to LPIF invoice batches, the AMF Invoice Batch naming convention is – 

FFELNSLDSAMFB#

· B# is a sequential number that will increase with each batch that is received from NSLDS.  

The invoice number within an AMF batch follows the convention -

###AMF-ddmmyyyy-DDMMYYYY-#

· ### represents the GA code

· ddmmyyyy represents the day-month-year of the quarter

· DDMMYYYY represents the day-month-year the invoice was created

· # represents a sequential number counting the number of invoices in the batch


The Financial Management user will future date the invoice batches so that the Invoice Date indicates the quarter to which the invoice pertains.  NSLDS AMF and LPIF payment terms are Immediate.  Therefore, once the invoice is approved, the invoice will be picked up in the next  SFA CFO Accounting payment batch immediately following the invoice date.  When the payment batch is confirmed, an email notification is sent to the GA and the Financial Partner common mailbox indicating that the FFEL GA NSLDS SOA report is ready to be generated.

Review and Approve Adjusted AMF 4th Quarter Invoices

At the end of the fourth quarter, an NSLDS file will be sent to SFA FMS with an actual year-to-date AMF invoice for each GA.  This file is automatically loaded into SFA FMS AP, creating a fourth quarter invoice batch.  

The estimated payments from the first three quarters are applied to the fourth quarter invoice.   The Financial Management user will review and approve adjusted the fourth quarter invoice for each GA.  Once the invoices are approved, the GAs are paid the outstanding balance for the year. When the payment batch is confirmed, an email notification is sent to the GA and the Financial Partner common mailbox indicating that the FFEL GA NSLDS SOA report is ready to be generated.
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	You have successfully completed Module 4: AMF and LPIF Management Fee Invoices.  You are ready to move on to Module 5: Maintain GA Information and Run Reports.




Module 5: Maintain GA Information and Run Reports
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	This module illustrates how to use SFA FMS to maintain GA information including agreement dates and quarterly submission schedules.  It also describes how to use SFA FMS to run reports.

Additionally, it illustrates how to sign-off of SFA FMS.


Switch Responsibility

Who:  All SFA FMS responsibilities

Frequency:  As Needed

Situation:   A user may need to switch the responsibility that they selected at sign-on in order to access the windows, menus, actions, and data sets that they need to accomplish their work tasks.

[image: image171.wmf]
1. From the Navigator window, select Switch Responsibility from the Special menu.

-OR-

2. Click the Responsibility icon on the Toolbar.  The “Responsibilities” window appears.

[image: image172.wmf]
3. Highlight the responsibility you would like to use and click OK.
-OR-

4. Double-click the responsibility you would like to use.  The “Navigator – SFA Financial Partner Manager” window appears.

GA Maintenance

Who: SFA Financial Partner Manager responsibility

Frequency:   As Needed

Situation:  A FP Manager will need to maintain agreement dates and submission schedule for GA. 

Access GA Maintenance information
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1. From the “Navigator – SFA Financial Partner Manager” window, click GA Maintenance. 

2. Click the Open button.  The “SFA GA Maintenance” window appears.  
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	There are two methods for searching to find existing records:

· Select Run from the Query menu to display all records.  The records display in ascending order by GA Code.

· Select Enter from the Query menu to enter specific search criteria.  Then, select Run from the Query menu to execute your search.  The records that match your search criteria will display in ascending order by GA Code.
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3. Select Run from the Query menu to see the records for all GA Codes.  The records appear in ascending order by GA Code.

4. Use the Arrow key on the keyboard to page down through the records to find the specific GA that you need to maintain.

Search for Specific GA Maintenance information
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1. Select Enter from the Query menu to query for the specific GA record.  The fields in the “SFA GA Maintenance” window are cleared.
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	SFA Financial Partner Managers may search on the following fields:  GA Code, GA Name, or any of the Agreement Date lines.  

To search in any of the Agreement Date lines, use the data format DD-ABC-YYYY where DD is the two digit day, ABC is a three letter abbreviation for the month, and YYYY is the four digit year.


2. Tab to the field in which you would like to search for and type the information that you would like to find. 

3. Select Run from the Query menu.  The “SFA GA Maintenance” window shows the records that match your search.
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4. Tab to the field and type changes as needed.   

	[image: image180.wmf]FYI


	The Expected Quarterly Report Submission check boxes are used to tell the system whether this GA will submit monthly/quarterly report information on a monthly or quarterly basis.   In order for the system to function properly, it is imperative that this data be updated when a GA informs SFA that it wants to change the frequency of its submission.  The GA cannot change the frequency of its submissions mid-quarter; therefore, this information should not be changed until the beginning of the quarter that they would like the change to take place.

The GA Date Maintenance fields are used to track the dates that these agreements were signed.  This information should be updated whenever these dates change.


5. Click the Save icon on the Toolbar to save the report.  

6. Click the X button to close the “SFA GA Maintenance” window.  The “Navigator – SFA Financial Partner Manager” window appears.

Run Reports

All SFA FMS Responsibilities have the ability to run reports in SFA FMS.  However, the specific reports that you can run and the data sets that you can use will vary depending on the responsibility that you selected at sign-on.

The reports that are relevant to FFEL-GA Financial Management users and the responsibility required to run the report are listed below:

	SFA FFEL GA SOA Detail Report
	
	This report summarizes the GA’s activity and provides information regarding its expected payment for Form 2000 Monthly Report information.  It is generated in SFA FMS when the Form 2000 Monthly Report invoice is approved for payment.  An email notification is sent to the GA and the Financial Partner common mailbox indicating that the report is ready.
	
	SFA Financial Partner Manager

	
	
	
	
	

	SFA FFEL GA SOA NSLDS Detail Report
	
	This report summarizes the GA’s activity and provides information regarding its expected payment for LPIF or AMF information from NSLDS.  It is generated in SFA FMS when a payment batch containing an LPIF or AMF invoice is confirmed. An email notification is sent to the GA and the Financial Partner common mailbox indicating that the report is ready.
	
	SFA Financial Partner Manager

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SFA FFEL GA SOA Misc Detail Report
	
	This report summarizes the GA’s activity and provides information regarding its expected payment for miscellaneous invoices.

It is generated in SFA FMS when the FFEL GA miscellaneous invoice is approved for payment.   An email notification is sent to the GA and the Financial Partner common mailbox indicating that the report is ready.
	
	SFA Financial Partner Manager

	
	
	
	
	

	SFA FFEL GA Monthly Detail Report
	
	This report enables the user to view and print Form 2000 Monthly Report information for a given GA, Month, and Year.
	
	SFA Financial Partner Manager

	
	
	
	
	

	SFA FFEL GA Quarterly Detail Report
	
	This report enables the user to view and print Form 2000 Monthly/Quarterly Report information for a given GA, Month, and Year.
	
	SFA Financial Partner Manager

	
	
	
	
	

	SFA FFEL GA Annual Detail Report
	
	This report enables the user to view and print Form 2000 Annual Report information for a given GA and Year.
	
	SFA Financial Partner Manager

-or-

SFA FP Annual Inquiry 

	
	
	
	
	

	SFA FFEL GA Monthly Status Report 
	
	This report enables users to view the status of Form 2000 Monthly invoices including the invoice status, total invoice amount, amount paid, and payment date for all GAs.
	
	SFA Financial Partner Manager

	
	
	
	
	

	SFA FFEL Account Mapping Report
	
	This report enables users to view account code combinations by report type that were active for an extension as of a particular date.
	
	SFA Financial Partner Manager

-or-

SFA FP Annual Inquiry

	
	
	
	
	


In addition to these reports, there are a number of standard reports that are available in Oracle AP, AR, and GL.  Also, the Oracle Discoverer tool provides additional ad hoc querying and analytical capabilities.  Training on the use of the Discoverer tool is available through the Oracle Corporation.

View and Print GA Statement of Account

Who: SFA Financial Partner responsibility

Frequency:   As Needed

Situation:  The SFA Financial Partner Manager can view and print a GA Statement of Account report on an as needed basis.
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1. Double-click Others.  The Others sub-menu appears.

2. Double-click Requests.  The Requests sub-menu appears.

3. Click Run.
4. Click the Open button.  The “Submit a New Request” window appears.
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5. Click the Single-Request field. 

6. Click the OK button.  The “Submit Request” window appears.
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7. Click the List of Values icon on the “Submit Request” window to select from a list of valid values for the Request Name field.  The “Reports” window appears.
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8. Double-click on the report name.

-OR-

9. Highlight the report name and click the OK button.  The “Parameters” window appears.
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10. Type the GA Code in the GA Code field.
11. Type the year in the Fiscal Year field.  The Fiscal Year notation appears.
12. Type the month in the Fiscal Month field.  
13. Press the Enter key.

-OR-

14. Click the OK button.  The “Submit Request” window appears.

[image: image187.png]Action Edit Query Go Help

Run this Request
Request Name [SFA FFEL GA SOA Detail Report
Parameters [235:2000:9
an English

Language [Ame

At these Times.
As Soon As Possible

Upon Completion...
¥ Save all Output Files
Natify Completion Options.

Print To TEST2

Copy a Prior Request... Cancel Submit Request





15. Click the Submit Request button.  The “Requests” window appears.
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16. Click the Refresh Data button to update the information on this window. This window displays the Phase and Status of your report request.  The Phases are: Pending, Running, and Completed. The Statuses are: Normal and Error.  You may need to click the Refresh Data button multiple times until the request is completed. 

-OR-

17. While the data is being refreshed, you can minimize the “Requests” window and open the “Navigator- Financial Partner Manager” window to work on other tasks.  In order to check on the progress of your requests, maximize the “Requests” window to view the Phase and Status. 

18. Once the Request is completed, click the View Output button to view the SOA report.  The “Report: request ID - # ” window appears.  
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19. Click the Font Size field to change the font size of the report for easier viewing.

20. Use the scroll bar to move through the report.

21. Click the X button to close the “Report: Request ID - # ” window.  The “Requests” window appears.
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22. Click the X button to close the “Requests” window.  The “Navigator – SFA Financial Partner Manager” window appears.
Sign-Off

Who: All SFA FMS responsibilities

Frequency:   As Needed

Situation:  When you have finished using SFA FMS to complete your FFEL-GA related job tasks, you will  need to sign off of SFA FMS.
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1. Click the X button to close the “Navigator – Responsibility Name” window.  A “Caution” window appears questioning whether you’d like to exit the system.

[image: image192.png]& Exit Oracle Applications?

Cancel 0K






2. Click the Cancel button to continue using SFA FMS.  The “Navigator – Responsibility” window appears.
-OR-
3. Click the OK button to exit the system.
4. Click the X button to close Internet Explorer.
	[image: image193.wmf]Congratulations!



	You have successfully completed Module 5: Maintain GA Information and Run Reports. You have now completed the FFEL-GA Financial Partner Users course!
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