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Overview of VFA Payment Process 

The Federal Family Education Loan (FFEL) - Guaranty Agency (GA) financial reporting process is based on Form 2000.  The GA Financial Report, to request payments from and make payments to the Department of Education (ED) under the FFEL Program, is authorized by Title IV, Part B of the Higher Education Act (HEA) of 1965, as amended.  The Financial Management System (FMS) VFA Application Extensions were created for the four GAs (American Student Assistance, California Student Aid Commission, Great Lakes Higher Education Guaranty Corporation, and Texas Guaranteed Student Loan Corporation).that have negotiated and signed Voluntary Flexible Agreements (VFAs) with ED. 

This user guide serves as an addendum to the FMS FFEL-GA Financial Partner User Guide currently being used as reference for all other Form 2000 processing.  It will explain how Financial Managers will review, accept, reject, and process payments for Weekly, Monthly, Quarterly and Annual GA VFA Report information with SFA-FMS online via the Internet.  Please refer to the FFEL-GA Financial Partner User Guide for other detailed procedures on Form 2000 processing.

Automated VFA Process Benefits

· Improves cash management

· Improves the accuracy of data

Reduces the amount of manual data entry

VFA Report Submission Process

Beginning in FY2002 (October 2001), the process for submitting VFA weekly claims and VFA monthly fees will be handled online via an application extension of FMS.  The following two new online reports will replace the hardcopy paper forms used previously:

The GA VFA Weekly Report will be used to submit weekly projections of VFA claims.  

The GA VFA Fee Report will be used to submit monthly, quarterly, or annual VFA fees.  

Once the GA VFA Weekly or Fee Reports are submitted to Student Financial Assistance (SFA), they can be accepted or rejected by SFA.  If there is a question about the information contained on the forms, SFA will enter reasons for rejection in the ED Comments field of the VFA Form.  At this point, the GA contacts will receive a rejection Email from SFA.  The form should then be revised by the GA contacts and resubmitted.  This cycle repeats until the submission is accepted. 

Once the GA VFA Weekly or Fee Report is accepted by SFA, FMS creates an invoice, which goes through an approval process.  When the invoice is approved for payment, an Email is sent to the GA contacts notifying them that the invoice has been approved and that a Miscellaneous Statement of Account can be created and viewed in FMS.  

In addition, at the end of each month, the GA will continue to complete monthly Form 2000 reports (See Form 2000 User Guide for detailed procedures).  With the new VFA application extensions, the system will automatically reconcile the total GA VFA Weekly Report projections with the GA Monthly Report actuals.  The new FFEL VFA SOA Report can be generated after the approval of the invoice for the GA Monthly Report to show this reconciliation clearly.  

Please note that the invoice for the GA Monthly Report will not be approved until the month-end weekly to monthly reconciliation amount has been received from the GA.
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Roles

SFA users will be able to access the GA VFA Reports under their existing roles in FMS. 

Access GA VFA Reports

Access GA VFA Weekly Reports 

Who: SFA Financial Manager responsibility

Frequency: As needed

Situation:  When the GA submits a Weekly report using the GA VFA Weekly Report, the Financial Partner common mailbox will receive an email notification.  A Financial Management user with SFA Financial Manager responsibility can then access and review the submitted GA VFA Weekly Reports on-line. 
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SFA Financial Partner Navigator Window

[image: image39.png]


[image: image40.wmf]
1. From the Navigator window, click GA VFA Weekly Reports. 
2. Click the Open button.  The “SFA GA VFA Weekly Report“ window appears.  The reports appear in ascending order by GA codes with reports for all VFA GAs in reverse chronological order by fiscal month and year. 

SFA GA VFA Weekly Report Window
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Only ASA, Great Lakes and Texas submit GAVFA Weekly Reports.
3. Use the page up and page down keys on your keyboard to move between reports.

Access GA VFA Fee Report

Who: SFA Financial Manager responsibility

Frequency: As needed

Situation:  When the GA submits a Monthly, Quarterly or Annual report using the GA VFA Fee Report, the Financial Partner common mailbox will receive an email notification.  A Financial Management user with SFA Financial Manager responsibility can then access and review the GA VFA Fee Reports online.
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SFA Financial Partner Navigator Window

4. From the Navigator window, click GA VFA Fee Reports. 
5. Click 706 VFA Fee Reports to access the California GA VFA Fee Reports.

-OR-

6. Click 725 VFA Fee Reports to access the ASA GA VFA Fee Reports.

–OR-

7. Click 748 VFA Fee Reports to access the Texas GA VFA Fee Reports.

–OR-

8. Click 755 VFA Fee Reports to access the Great Lakes GA VFA Fee Reports.

9. Click the Open button.  The “SFA GA VFA Fee Report“ window appears.  The reports appear in ascending order by GA codes with reports for all VFA GAs in reverse chronological order by fiscal month and year. 

California GA VFA Fee Report Window 
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ASA GA VFA Fee Report Window
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Texas GA VFA Fee Report Window (with Monthly Texas GA VFA Fee Report shown)
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Texas GA VFA Fee Report Window (with Annual Texas GA VFA Fee Report shown)
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Great Lakes GA VFA Fee Report Window
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10. Use the page up and page down keys on your keyboard to move between reports that are retrieved for a particular VFA GA.

Search for a Specific GA VFA Weekly or Fee Report

Who: SFA Financial Manager responsibility

Frequency: As needed 
Situation:  When the GA submits a GA VFA Weekly or Fee Report, the Financial Partner common mailbox will receive an email notification.  A Financial Management user with SFA Financial Manager responsibility can then access and review the submitted GA VFA Weekly or Fee Reports on-line. 

The following procedures outline how to search for a GA VFA Weekly Report, although the procedures are the same for searching GA VFA Fee Reports.
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SFA GA VFA Weekly Report Window
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1. Select Enter from the Query menu to search on a specific field.  The fields in the “SFA GA VFA Weekly Report” window are cleared.  This prepares the system to accept your search criteria.
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The SFA Financial 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 SR-1-A through SR-1-G.  

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 data for the reports that you would like to find.  

3. Select Run from the Query menu.  The “SFA GA VFA Weekly Report” window appears with the reports that match your search criteria in ascending order by GA codes in reverse chronological order by Fiscal Month and Year.

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

GA VFA Weekly Report Window
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1. Click the 
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 button in the upper right corner of the screen to close the “GA VFA Weekly Report” window.  The “Navigator” window is displayed.

-OR-

Select the Action menu, and choose Close Form to close the “GA VFA Weekly Report” window.  The “Navigator” window is displayed.

Accept GA VFA Weekly or Fee Reports

Who: SFA Financial Manager responsibility

Frequency: As Needed

Situation:  After reviewing a submitted GA VFA Weekly or Fee Report, an SFA Financial Manager can accept a report.  

The following procedures outline how to review and accept for a GA VFA Weekly Report, although the procedures are the same for accepting GA VFA Fee Reports.

SFA GA VFA Weekly Report Window


1. After the report has been reviewed and determined acceptable, click the Accept button.  

[image: image4.wmf]FYI


In the case of Great Lakes and ASA, if the Fees submitted are less than the allotted AMF amount for that time period, a “Note” window like the following will appear: 
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This note window is for informational purposes only, and is intended to inform the Financial Management user to contact SFA CFO Accounting.  SFA CFO Accounting will then review and approve the accounting distribution associated with fourth quarter AMF calculation.

2. A “Note” window will appear indicating that the report is being loaded into the SFA FMS AP and GL.
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3. Click OK.  The “SFA GA VFA Weekly Report” window appears with the Accept and Reject buttons disabled and the Status field updated to Accepted.

SFA GA VFA Weekly Report Window 



4. Click the 
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 button to close the “SFA GA VFA Weekly Report” window.  The “Navigator – SFA Financial Manager” window appears.
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Once the SFA Financial Manager has accepted a GA report, no updates or modifications can be made.  The SFA Financial 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. 

Reject GA VFA Weekly or Fee Reports

Who: SFA Financial Manager responsibility

Frequency:   As Needed

Situation:  After reviewing a submitted GA VFA Weekly or Fee Report, an SFA Financial Manager can reject a report.

The following procedures outline how to review and reject for a GA VFA Weekly Report, although the procedures are the same for rejecting GA VFA Fee Reports.

SFA Financial Partners Navigator Window
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1. Once the report has been reviewed and determined to need rejection, click the ED Comments field.  ED comments are required in order to reject the report.

2. 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-

3. Click the Editor icon on the Toolbar.  The “Editor” window appears. 
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4. Click the Reject button.  

5. The “SFA GA VFA Weekly (or Fee) Report” window appears with the Accept and Reject buttons disabled and the Status field updated to Rejected.
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6. Click the 
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 button to close the “SFA GA VFA Weekly (or Fee) Report” window.  The “Navigator – SFA Financial Manager” window appears.
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Once the SFA Financial 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 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.

Statement of Account 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 for the VFA application extension and the responsibility required to run the report are listed below:

Report

Description of Report

Responsibility Needed

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 can be 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.  This report includes VFA related information such as approved invoices for GA VFA Weekly Reports and GA VFA Fee Reports.

SFA Financial 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.  Particular to VFAs, the VFA_WEEKLY subsystem section maps the accounting for the GA VFA Weekly Reports, and the VFA_FEE subsystem section maps the accounting for the GA VFA Fee Reports.

SFA Financial Manager

-or-

SFA FP Annual Inquiry







SFA FFEL GA VFA SOA Detail Report

This report summarizes the monthly reconciliation between GA VFA Weekly Report submissions and GA Monthly Report actual in a given month for a given weekly participating VFA GA (ASA, Great Lakes, Texas).  It shows the Net Balance Due To/From Guarantor for ease in month-end reconciliation processes.  This report can only be run for one VFA GA at a time, as specified by a parameters screen.  

SFA Financial Manager

SFA FFEL GA SOA MISC REPORT

The SFA FFEL GA SOA MISC REPORT (Miscellaneous SOA) lists miscellaneous transactions.  It is a running list of all miscellaneous transactions for a GA in a given fiscal year.  The Miscellaneous SOA contains information about each of the GA VFA Weekly and GA VFA Fee reports approved by SFA in addition to other miscellaneous transactions.  The GA contacts will receive Email notification of report availability in FMS each time the invoice for a new GA VFA Report is approved.  
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Note that the SOA can only be run after the email for the invoice approval of the GA VFA Report has been received.
SFA FFEL VFA SOA REPORT

The new SFA FFEL VFA SOA REPORT can be created after SFA approves an invoice for a GA Monthly Report and the invoices for the GA VFA Weekly Reports have been approved.  This Report details the reconciliation between the GA VFA Weekly Reports and the GA Monthly Report that have been submitted for the month by listing each GA VFA Weekly Report invoice and the GA Monthly Report invoice amounts.  The following is an example of the SFA FFEL VFA SOA Report for ASA in Fiscal Month 2 and Fiscal Year 2002 (note all data listed is test data):



             Department of Education - Student Financial Assistance



                      Statement of Account FFELP VFA





     GA Code   725   American Student Assistance, Massachusetts

                      For Month 2      Year 2002



  Invoice No.       Amot Due/From     Description                 Inv Date

 ---------------------------------------------------------------------------

 725M022002W1      $         7.00  VFA GA 725 VFA_Weekly Week     28-AUG-02

                                   From 01-NOV-02 To 07-NOV-02

 725M022002W2      $        14.00  VFA GA 725 VFA_Weekly Week     28-AUG-02

                                   From 08-NOV-02 To 14-NOV-02

 725M022002W3      $        21.00  VFA GA 725 VFA_Weekly Week     28-AUG-02

                                   From 15-NOV-02 To 21-NOV-02

 725M022002W4      $        28.00  VFA GA 725 VFA_Weekly Week     28-AUG-02

                                   From 22-NOV-02 To 30-NOV-02

 ---------------------------------------------------------------------------

 Weekly Total      $        70.00



 Month Amount      $        50.00



               -------------------

 Net Due/From     -$        20.00

View and Print Statements of Account

Who: SFA Financial Partner responsibility

Frequency:   As Needed

Situation:  The SFA Financial 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.

Submit Request Window
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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.

Submit Request Window
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15. Click the Submit Request button.  The “Requests” window appears.

Requests Window
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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 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.  

Report: request ID - #### Window
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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 
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 button to close the “Report: Request ID - # ” window.  The “Requests” window appears.

Requests Window
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22. Click the 
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 button to close the “Requests” window.  The “Navigator – SFA Financial Manager” window appears. 


Print Reports and Statements of Account

Before a report or Statement of Account can be printed, it must first be viewed in the “Report: request ID - # ” window.  The following steps show how to copy a report to the Internet browser and print the report using the browser’s print capability.


1. With the report displayed in the “Report: request ID - # ” window, select Copy File from the Special menu.  The report is copied into the browser (i.e., Internet Explorer or Netscape), and can be printed using the print functionality of the browser.

2. Once the report prints, close the report displayed in the browser.

3. Click the 
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 button to close the “Report: Request ID - # ” window.  The “Requests” window is displayed.

4. Click the 
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 button to close the “Requests” window.  The “Navigator” window is displayed.
[image: image29.wmf]FYI


Please refer to the FFEL-GA Financial Partners User Guide for more details on Form 2000 processing. 
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