Approve COD Invoicesin FMS

Scope

This procedure shows how to approve COD transactions for Pell and

Direct Loan Originati

onin FMS.

System References

N/A

Policy

N/A
Responsibility
SFA DLOR Manager
SFA Pell Manager
Distribution

N/A

Ownership

N/A
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Activity Preface

The procedure steps below describe how to approve the COD invoicesin
FMSfor Pell and Direct Loan Origination. The process is the same for
each program. You simply need to sign in under the appropriate Oracle
responsibility (i.e., Pell or DLO). FMS users perform this procedure in
concert with the following procedures:

Load COD Transactions into FM S (documented in this procedure)
Send FSA FM S Responsesto COD

Process COD Responsesto FSA FMS

Create COD Invoicesin FMS

Approve COD Invoicesin FMS

Create Journalsin GL for AP Transactions

Load GAPSto FSA FMS Transactions

Send GAPS Transactions to COD

Load COD to FSA FMS Vendor Updates

10 Send FSA FM S Responses to COD

11. Process COD Responsesto FSA FMS

WoNo~WNE

SFA (Pell/DLOR) M anager

1. Signonto FMS using “AUTOPAYUSER” asyour User ID. The
Responsibilities window appears if you have more than one
responsibility attached to your Oracle username.

Egﬁﬂespnnsihilities x|
Find|SFA % |
|Respansihility =

SFa CHS CFO Manager
SFA DLCO Manager

SFA DLOR Manager

| 5FAFFELDCS CFO MARAGER
SFEA PELL Manager

Find i, Cancel|

2. Select “SFA DLOR Manager” for Direct Loan Orgination. Select
“SFA Pell Manager” for Pell. The “Navigator” window appears.
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E%Navigator - SFA DLOR Manager o ] |

Action Edit Guery Go  Folder Special Help

Functions

Others:Requests:Run

Submit requests

SFA Account Mapping 1. Requests: Submit
- Others
- Requests
Run
View
Set
Profile
Concurrent
Change Organization

Hemove

Close Other Forms

3. Double-click Other. The Other sub- menu appears.

4. Double-Click Requests and Click Run. The " Submit a New
Request” window appears.

E%’,aﬁuhmit a New Request [ x|

What type of request do you want to run?

# Single Request
This allows you to submit an individual request.

" Request Set

This allows you to submit & pre-defined set of
requests.

Cancel 0K

5. Click the Single Request radio button.
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6. Click the OK button The “Submit Request” window gppears.

Eg_;gSuhmil Request
Action Edit Query Go  Folder Special Help
il ?

— Run this Request...

Request Name

Parameters

Language

— At these Times...
As Soon As Possible

Schedule:.. |
— Upon Completion...
[¥' Save all Output Files
Matify Completion Options... |
Print Ta
Copy a Prior Request... ‘ Cancel | | Submit Request I

7. Clickthe List of Values £ icon on the “ Submit Request” window
to select from alist of valid values for the Request Name field. The
“Reports’ window appears.

Birerors |
Find|% |
Kame |Applicatio]
SFEA DL Origination DLSASIHE Error Report Program SFADLOI
SFA DL Qrigination GARS Entry Error Report Pragram SFADLOI
SFA DLOR Auto Payment Proc g Program
SFADLOR PYIRF Contral Report SFADLOI
|SFAFMS DLOR - Process GAPS to APSGL Program SFADLOI
SFAFMS DLOR - Process Unbaooked (DLSASHE) Prodram SFA DLOI
SFAFMS DLOR DLSASIKE Contral Report SFA DL
SFAFMS DLOR GARPS Fileto LO SFA DLOI
SFA Payment Batch Select & Build Program SFA DLOI
SFA Process Direct Loan Qrigination Incoming Data SFADLOI
SFA Process Direct Loan Qrigination Outgoing Data SFADLOI
SFAProcess MSLDS Load SFAFFEL_

| IPPF AP T GAFS INTERFACE SFA Interi
b

J0 _ | - ﬂ_l
Find ‘ 814 |Cance||

8. For DLO, Sdlect “SFA DLOR Auto Payment Processing Program”
request name. For Pell, Select “ SFA Pell Auto Payment Processing
Program” request name.

9. Click the OK button The “Parameters’ window appears.
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%Parameters

Fay Group |NOR PRSI |

Clear Cancel 0K J

10. For DLO, Select the “DLO Pay Group” from the LOV icon. For Pell,
Select the “Pell Pay Group” from the LOV icon.

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

E'uu'lmn Requesk
Scdion Bt Quare Lo T

a2

[ e 2 ) e

Help

~ Hum this Reguesi.._.
Request Wame
Parameters
Languags

- !d-'l.'lau Tlmal -
Az Soon A Pesgible

Upan Complefion....

= Save all Duwpu Files

Hctify

Prird To | TEST2

Copy a Prior Reguesi...

SFA DLOR Auto Paymant Processing Program
DLD Pay Group

fumerican English |

Scledlule... | |

Completion Options... |

Cancal Submit Reguesi ]

12. Click the Submit Request button. The “Requests’ window appears.
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ESR Fequests

Arlion EdA - Query Qo ' Hpecisl Help
Rafresh Data | Fisd Requosts | Subnit o Now Reuiest .
Regues! I Parent
Harma Phise Blatug Parameters
=743 Final Payment Register Comgbeted  Moimal DL Py G plt 0
145742 Corfirm Payment Batch Completed  Mommal DLO Pay Group@Blsl, 35 AmR02,1
25741 Check Pesiodic Alent Cromyp bt d Mommal 2000a, W0z, A
]2'45?4[! SF& IPPP Fite FTP Pragrs Completed  Mommzl IBPPOUT, diord ap20020 835007 0w,
]215333 IPP# &F TD GAFS INTERE Compieted  Hommal DL Pay Group, DLO Pay Growpl
[Jees738  Build Paymenes Completed  Homal P_USER_ID-1540, P LOGIM_[D=221
]215]'3? Check for Economically 8 Completed  Hormal DL Pay GroupBBisd
]ZHIHE AirSebeet Compbered  Moimal P_PAYMENT BOTCH=DLD Pay Gie
2ETAT  SFA Payraent Batch Sele Completed  Moimal SFA MLOR Manager, 5, DLO Pay G
- 20714 Fayables Apgroval Coinpbeted Hormal A, oy DL Pay Groaig, ., 1, H
BT T | Wiew Dntails .. ! Wieer Outgud |
Genosl Ritngmes | Diagrostics l Wi Lo |

13.

14.

15.

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. 'Y ou may need to click the Refresh
Data button multiple times until the request is completed.

-OR-

While the data is being refreshed, you can minimize the “ Requests’
window and open the “Navigator” 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.

Once the Request is completed, click the View Log button to verify
that the Request processed successfully. View output and log reports
to manage and monitor data and identify details on any errors.

FYI1: There are five requests that run automatically when running this
process. These requests generate the following log reports, which are
helpful for monitoring the process:

SFA DLOR Auto Payment Processing Program- describes the
processes and what happened (successes and errors). Click on
“View Log” button to view any processing errors.
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Payables Approval— describes the invoices approved in AP.
Click on the “View Output” button to view the Payables Approval
Report, which details any holds on invoices.

SFA Payment Batch Select & Build Program - describes the
processes and what happened (successes ard errors) as the
payment batch is being built, formatted, and confirmed. Click on
“View Log” button to view any processing efrors.

IPPP AP TO GAPSINTERFACE - describes the process of
sending invoices to GAPS. Click on “View Log” button to view
any processing errors.

Final Payment Register - describes the details of the payment
batch. Click on the “View Output” button to view the Fina
Payment Register Report, which details any al the information on
the confirmed payment batch.

16. Once the Request is completed, click the View L og button to verify
that the Request processed successfully.

End of activity.
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