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LEARNING OBJECTIVES:


TERMINAL LEARNING OBJECTIVES 


(1) Given financial source documents, access to Standard Accounting Budgeting and Reporting System (SABRS) and the reference, process accounting transactions into SABRS to ensure 100% accuracy of financial data in SABRS.  (3451-FMGT-1004)


ENABLING LEARNING OBJECTIVES:

(1) Given financial source documents and the reference, verify the source document information for appropriate use for each type to ensure 100% accuracy of financial data in SABRS.  (341-FMGT-1004a)                                                                 


(2) Given access to SABRS, navigate through SABRS to the SABRS Transaction Process (DFMS0003) module to ensure 100% accuracy of financial data in SABRS.  (3451-FMGT-1004b) 


(3) Given access to SABRS, financial source documents, and the references, apply the appropriate data elements to ensure 100% accuracy of financial data in SABRS.  (3404-FMGT-1004c)

(4) Given access to SABRS, financial source documents, and the references, input the financial data from the source document into SABRS to ensure 100% accuracy of financial data in SABRS. (3451-FMGT-1004d)


(5) Given financial source documents and the references, identify the correct feeder system that the financial source documents will be entered into to ensure 100% accuracy of financial data in SABRS.  (3451-FMGT-1004e)
1. INTRODUCTION TO THE FINANCIAL TRANSACTION CYCLE

a. All fund managers receive funding to support their organization and mission needs. This ranges from obtaining supplies, fuel, service support contracts, training, and sending personnel on temporary duty to attend conferences, working groups, etc. The steps for obtaining all this support is basically the same. These steps are:


(1) Requirements Generation. Managers and users determine the need for materials, services, training, conference attendance, etc. to support their functions and overall mission accomplishment.


(2) Requirements are approved and authorized by management within the organization.


(3) Once the requirement is approved, a request for travel, training, contracting action, supply order, etc. is placed.


(4) The order placed is accepted by the providing organization or activity.


(5) The materials and contract services are received, the travel is accomplished, or the training occurs.


(6) The goods, services, travel, or training is paid for.


b. The basic steps that occur to obtain goods and services are closely followed by financial transaction actions and follow a four step process called the Transaction Cycle. All individual requests for goods, services, training, and travel pass through the transaction cycle.

2. FINANCIAL TRANSACTION CYCLE

a. All source documents that are processed into the accounting system enter through a four-phase process called the transaction cycle. These four steps are referred to as: commitment, obligation, expense and liquidation and are initiated as each step in the procurement cycle is completed.



(1) Commitment. A commitment is a firm administrative reservation of funds, based upon firm procurement directives, orders, requisitions, authorizations to issue travel orders, or requests which authorize the recipient to create obligations without further recourse to the official responsible for certifying the availability of funds. The act of entering into a commitment is usually the first step in the process of spending available funds. The effect of entering into a commitment and the recording of that commitment on the records of the allotment is to reserve funds for future obligations. A commitment is subject to cancellation by the approving authority to the extent that it is not already obligated. 



(2) Obligation. An obligation is a firm, legally binding agreement between parties for the acquisition of goods or services. This phase is important in that when an official document describing a financial transaction exists, the government is legally and contractually liable for the amount shown on the source document. Once funds are obligated, the official unobligated available balance of the fund manager’s account is decreased. Commands creating obligations in excess of authorizations could cause a violation of Section 1517 of Title 31 U.S. Code at the level where the funding limitation is held. An obligation may be de-obligated when both parties agree and supporting documentation is provided to update the accounting system.



(3) Expense. An expense occurs when material and services ordered are received and accepted by a designated authorized receiving point. The expense amount creates the accounts payable amount in the accounting system and controls the amount billed for reimbursable transactions.



(4) Liquidation. A liquidation is the payment for goods or services that were ordered and received. Liquidations or payments are made after the finance officer receives an invoice from a vendor or government agency requesting payment.


b. The transaction cycle is directly related to the procurement process. In all cases, the purchase of goods and services follows the same process: order, receipt and payment. Once a requisition form is generated and approved, an official accounting record is established in the accounting system citing the document number of the requisitioner and other pertinent information. As the procurement process continues, additional government forms are generated. These forms represent the movement along the procurement process. The initial accounting record is then amended to reflect the current status of the order.


c. All transactions are processed through the same phases; however, some transactions can be processed through combined phases. For example, when a local procurement is made via credit card and the items are receipted for at the time of purchase, the transaction will be recorded into SABRS as a simultaneous commitment, obligation and expense.

3. TRANSACTION RECORDING PROCESS. The transaction recording process is the process whereby official accounting records are created and recorded in SABRS. All entries should be recorded in SABRS as soon as possible and no later than 10 calendar days from receipt of the source document that accurately reflects the proper transaction cycle stage of each unique document number (i.e. commitment, obligation, expense, liquidation or a combination thereof). The basis of the transaction recording process is supported by various common source documents. SABRS is a table driven system. The data that enters SABRS is validated against various tables, which will be discussed in detail later in this course.

a. To enter SABRS, open the WRQ Reflections program. Select the "3270 Host Mainframe" option. The Marine Corps Data Network (MCDN) screen will appear, this is the first screen in the Logon process.  This screen provides the User with the domain options.
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USE OF THIS OR ANY OTHER DEPARTMENT OF DEFENSE INTEREST COMPUTER SYSTEM
(DODICS) CONSTITUTES YOUR CONSENT TO MONITORING BY DOD AUTHORIZED PERSONNEL
FOR COMPUTER SECURITY AND SYSTEM MANAGEMENT PURPOSES. THIS DODICS AND ALL
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Marine Corps Data Network Screen

Enter the letters “SB” in the ENTER SELECTION field, to access the KC ACCTNG (Kansas City Financial Data Base) where SABRS is located.  Press <ENTER>.
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You are accessing a U.S. Government (USG) Information System (IS) that
is provided for USG authorized use only. By using this IS (which
includes any device attached to this IS), you consent to the following
conditions:

-The USG routinely intercepts and monitors communications on this IS for
purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM),
law enforcement (LE), and counterintelligence (CI) investigations.

-At any time, the USG may inspect and seize data stored on this IS.
-Communications using, or data stored on, this IS are not private, are
subject to routine monitoring, interception, and search, and may be
disclosed or used for any USGauthorized purpose.

-This IS includes security measures (e.g., authentication and access
controls) to protect USG interests--not for your personal benefit or
privacy.

-Notwithstanding the above, using this IS does not constitute consent to
PM, LE or CI investigative searching or monitoring of the content of
privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy,
and their assistants. Such communications and work product are private
and confidential. See User Agreement for details.

Press ENTER key to continue.
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Defense information Systems Agency Warning Screen

The User will next encounter the Department of Defense Compliance Warning Screen as shown above.  Press <ENTER>.

b. The next screen in the Logon process is the System Logon Information/Entry Validation screen.  Data items to be entered on this screen are User-ID and password.  A valid User-ID is required to continue the Logon process.  Contact your Terminal Area Security Officer (TASO) for assistance if a valid User-ID is needed. 
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KLGLGON1 —————— Entry Validation
Date: 03/05/09 System: MSB
Time: 09:19:39 Device: ASNT5031
Identification:
Userid.......
Password..... Change Password ? N (Y or N)

Bulletins: Effective October 30, newly established passwords must consist of
8 characters, including at least one alpha, one numeric and one
National Character ($, @ or #). The National Character must be
between the first and last characters of the NEW password.
For assistance contact our Help Desk at DECC Mechanicsburg
Commercial: 717-605-7426 or DSN: 430-7426
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Entry Validation Screen

The following fields need to be keyed:

USERID: This is a 6-digit alphanumeric code assigned to the User by the TASO, enter the appropriate User-ID. 

PASSWORD: This is an 8 digit alphanumeric code assigned by the User. The initial password will be setup by the TASO and the User will select a new password on their first login.  Passwords must consist of exactly 8 characters, including at least one alpha, one numeric, and one National Character ($, @, or #) within the 8 characters.  Further, the National Character must be between the first and last character of the password.  Enter the appropriate password and press <ENTER>.


c. The User will want to access the Customer Information Control System (CICS) Session ID.  CICS can be selected by placing the curser on that line and pressing <ENTER>, entering a “/” on the action line and pressing <ENTER>, or entering an Action Code on the line and pressing <ENTER>.  In the example in the figure below, CICS is selected by entering an “S” on the action line next to that application. “S” is the Action Code which begins or resumes a Session of a specified application.  Press <ENTER>.
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Actions Options Commands Features Help

KLSVSEL1 CL /SUPERSESSION Main Menu MSB More:

Select sessions with a "/" or an action code.

Session ID Description Type Status
_ TsO TSO Multi
_ ROSCOE ROSCOE - MSB Multi
§ CICs CICS USMC PRODUCTION Multi
_ CIcsz2 CICS USMC PRODUCTION Multi
_ CIcsT CICS USMC TEST Multi
_ CIcsT2 CICS USMC TEST Multi
_ INFOPAC INFOPAC RDS Multi
_ INFOPACM INFOPAC RDS MAINTENANCE Multi
_  ALA SUPERSESSION ALA Multi

KCT SUPERSESSION KCT Multi

TSS7030I Password Changed
Command ===> MSB/ASNT5031
Enter F1=Help F3=Exit F5=Refresh F9=Retrieve F10=Action
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CL / SUPERSESSION Main Menu Screen


d. In the CICS Selection Menu, the User will enter a “2” in the selection field to enter the Production SABRS applications.  Press <ENTER>. 
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CICS Selection Menu Screen


e. The Mailbox Display screen will reflect information concerning system status, cycle schedule, and other information of relevance to the User concerning the system.  Press <ENTER> once the user has reviewed this information.
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 Mailbox Display Screen

f. The User will enter the appropriate number in the Selection Option field for the function requiring access.  Most users’ will select option “1” to enter the SABRS Main Menu. Press <ENTER>. 
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Financial Data Base Main Menu Screen

g. Select Option 3, Initiations/ Commitments/ Obligations/ Expenses to begin the process of procuring goods and services and press <ENTER>.
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SABRS Main Menu Screen

h. The SABRS Transaction recording screen is the first screen of the Spending Recording Process.  The Authorization and Spending Access Table (Table 204) will dictate which DIC’s and Basic Symbols (BASIC-SYM or BASIC SYMBOL) the User is authorized to use. The User can opt to key in the required information manually or they can leave the screen blank and press <ENTER>.   Pressing <ENTER> provides the User a list of Document Identification Codes (DIC).
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09:53:55 SABRS DFMS0003
19 Feb 2009 TRANSACTION RECORDING DFPS0003
PLEASE ENTER ALL REQUIRED FIELDS

LEAVE SCREEN BLANK AND HIT ENTER FOR A LIST OF VALID DOC-ID-CODE/BASIC SYMBOL
COMBINATIONS FOR YOUR USER-ID

DOC NO:
DOC ID CODE:

BASIC SYMBOL: -
FY FULL: -
RTNG ID CODE:

ACRN:

PRCRMNT INSTR ID NO:

CONTR LINE ITEM NO:

REIM ORDER NO:

DIRECT CITE CODE:

FASTPATH>>
PF1=HELP,PF3=PREV ,PF4=MAIN,PF6=EXIT

iy | > 1) 9,24 A

28 T ) (16013270 Terminl - sl i Tt Extened [




Transaction Recording Screen


i. The spending process in SABRS is facilitated through DIC’s.  The DIC identifies each stage of the spending process for an appropriation and defines how the transaction is recorded in the General Ledger Accounts and the Fund Control Spend File.  The DIC Screen provides the User a list of valid DIC’s that the User is authorized to access.
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PLACE AN X IN THE SELECT FIELD NEXT TO THE REQUIRED DATA
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CHMT COMMITMENT
OBL OBLIGATION
EXP EXPENSE
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DIC Screen

Choose the appropriate DIC by placing an “X” to select the proper combination that corresponds with the transaction type to be accomplished. Pressing <ENTER> will take the User to the Basic Symbol/Fiscal Year Screen.

j. The BASIC SYM is a 4-digit alphanumeric field that identifies that specific appropriation or account symbol assigned by the Department of Treasury.  The BASIC SYM used for the following examples will be 1106 which applies to the Marine Corps’ Operations and Maintenance account.  The FY or Fiscal Year refers to the FY in which funds were available for obligation purposes. 
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Basic Symbol/Fiscal Year Screen

The User will select the BASIC SYM and FY FULL that corresponds to the correct funding line and FY.  BASIC SYM is the same field as the BASIC SYMBOL field on the SABRS Transaction Recording Screen.  The User will place an “X” on the corresponding line and press <ENTER>.  This action will take the User back to the SABRS Transaction Recording Screen.
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AAC/FY-FULL NOT ON AAC-ID TABLE (208)

11:13:26 SABRS DFMS0003
19 Feb 2009 TRANSACTION RECORDING DFPS0003
PLEASE ENTER ALL REQUIRED FIELDS

LEAVE SCREEN BLANK AND HIT ENTER FOR A LIST OF VALID DOC-ID-CODE/BASIC SYMBOL
COMBINATIONS FOR YOUR USER-ID

DOC NO: _
DOC ID CODE: CcHT
BASIC SYMBOL: 1106
FY FULL: 2009
RTNG ID CODE: _
ACRN:

PRCRMNT INSTR ID NO:
CONTR LINE ITEM NO:
REIM ORDER NO:
DIRECT CITE CODE:

FASTPATH>>
PF1=HELP,PF3=PREV ,PF4=MAIN,PF6=EXIT
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Transaction Recording Screen

For this example the CMT DIC and 1106 2009 BASIC SYM and FY were selected. SABRS automatically populates the DOC ID CODE field, BASIC SYMBOL field, and the FY FULL field.  The User will now have to enter a valid DOC NO (SDN or MILSTRIP). RTNG ID CODE will be entered for supply requisitions citing a National Stock Number (NSN) and MILSTRIP document number. An ACRN will be used for all other transactions.


k. The Active-View screen will immediately follow the Recording Commitment or Adjustment screen.  The below screen appears after the data is entered and reflects the amounts entered by the User on one of the previous screens.   
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13:35:51 SABRS DFMOCHMTC
19 Feb 2009 RECORDING COMMITMENT DFPOCHMTA

ACTIVE FILE VIEW

QUANTITY UNIT PRICE CHMT-AMT

1% 1.00 ¢ .00

PRESS ENTER TO ACCEPT OR PF3 TO EXIT

QTY: 1

U/P:$ 100
NSN: U/I: _
SPEC FUNC INDIC: _ PURPOSE CODE: _ NEXT MONTH BUSINESS: (N)

FASTPATH===>
PF1=HELP ,PF3=PREV,PF4=MAIN,PF5=ADD MEMO,PF6=EXIT
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Active File View Screen
For this example the QUANTITY is 1, the UNIT PRICE is $1.00 and the CMT-AMT is $1.00.  The User will ensure that the amounts are correct and press <ENTER> to accept. Pressing PF3 will return the User to the Commitment or Adjustment screen to make the necessary corrections.


l. The figure below is a blank SABRS Transaction Recording Screen with a detailed explanation of key information.
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09:53:55 SABRS DFMS0003
19 Feb 2009 TRANSACTION RECORDING DFPS0003
PLEASE ENTER ALL REQUIRED FIELDS

LEAVE SCREEN BLANK AND HIT ENTER FOR A LIST OF VALID DOC-ID-CODE/BASIC SYMBOL
COMBINATIONS FOR YOUR USER-ID

DOC NO:
DOC ID CODE:

BASIC SYMBOL: -
FY FULL: -
RTNG ID CODE:

ACRN:

PRCRMNT INSTR ID NO:

CONTR LINE ITEM NO:

REIM ORDER NO:

DIRECT CITE CODE:

FASTPATH>>
PF1=HELP,PF3=PREV ,PF4=MAIN,PF6=EXIT
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Transaction Recording Screen


(1) DOC NO – the User will key in a 15 digit SDN or a 14 digit MILSTRIP number.  The ACRN field must be entered if an SDN is used.  The User will enter the RIC if a MILSTRIP DOC NO is entered and the transaction is for a National Stock Number (NSN) supply item.  The first six digits of this field must be a valid Activity Address Code (AAC) loaded to the Activity Address Code Table (Table 208).  If the SDN is used, position 9-10 (Document Type Code) must be loaded to the Document Type Code Table (Table 201). 


(2) DOC ID CODE – the User will key in a 3-digit alphanumeric code that identifies a document according to the system to which it pertains and its intended use.   The DIC entered must be loaded with the USER-ID on Table 204.



(3) BASIC SYMBOL – the User will enter a 4-digit alphanumeric code that identifies that specific appropriation or account symbol assigned by Treasury.  The BASIC SYMBOL keyed must be loaded to the Basic Symbol Table (Table 206).


(4) FY FULL – the User will enter a 4-digit numeric that identifies the twelve month period starting 1 October and ending 30 September.



(5) RTNG ID CODE – the User will enter a 3-digit alphanumeric field that is assigned by each service/agency to its facilities/activities for use on logistical transactions to identify either the intended recipient of a document or the consignor (shipper) of a supply-type release/receipt that is originated within the distribution system.  This code is required when the supply source is from a government agency.  The entered RIC must be loaded to the Routing Identifier Code Table (Table 226).


(6) ACRN - the User will key in a 2-digit alphanumeric field that is assigned as a prefix in sequential order to uniquely identify each Accounting Classification code on a source document.  This code is required when the requested service or supply item is from a public source.



(7) PRCRMNT INSTR ID NO – This field is used when manually recording an obligation for a contract.  The User will enter the Procurement Instrument Identification Number (PIIN) assigned to the contract. 



(8) CONTR LINE ITEM NO – The User will enter a 4-digit alphanumeric field that identifies each line of accounting data that pertains to each individual item of supply or service that is listed on a contract (or component thereof).  Each contract line item number is unique and may not be repeated on a document.  This field is required if a PRCRMNT INSTR ID NO is entered.



(9) REIM ORDER NO – If the spending transaction is executed in support of an accepted reimbursable order, this field will reflect a 3-digit alphanumeric field that is a locally assigned number to identify a specific request for reimbursable work.



(10) DIRECT CITE CODE (DCC) – If the spending transaction is executed in support of another Marine Corps command that provided funding via the Direct Cite authorization process that command provides a 12-digit alphanumeric DCC that is entered in this field.


m. The following section will provide detailed actions to be taken for each of the DIC’s (CMT, OBL, and EXP).  The process for each DIC will begin with the SABRS Transaction Screen. 



(1) Commitment (CMT)




(a) The starting point in the Spending Transaction process begins with the generation of a commitment. The commitment is an administrative reservation of funds based upon procurement directives, orders requisitions, and authorizations to issue travel orders, or requests which authorize the recipient to create obligations without further recourse to the official responsible for certifying the availability of funds. The act of entering a commitment and the recording of that commitment on the records of the allotment is to reserve funds for future obligations.  A commitment is subject to cancellation by the approving authority if it is not already obligated.  
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14:43:40 SABRS DFMS0003
16 Mar 2009 TRANSACTION RECORDING DFPS0003
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CMT Transaction Recording Screen

The User will key in the following required fields:

- DOC NO

- DOC ID CODE

- BASIC SYMBOL

- FY FULL

- ACRN
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CMT Recording Commitment Screen

The DIC, SDN, BSYM, FY FULL, ACRN, Bureau Control Number (BCN), Fund Function (FUND FUNC), and Work Center Identifier (WCI) Fields will automatically populate.  




(b) The User will key in the following required fields:

	CMT Required Data Fields

	Data Field
	Note
	Data Filed
	Note

	BEA
	Combination of the entered BEA, BESA, FYF, and assigned WCI must be loaded to Table 207
	BESA
	Combination of the entered BEA, BESA, FYF, and assigned WCI must be loaded to Table 207

	FC
	The SUBH and FUND FUNC fields will be populated based on associated info for the entered FC on Table 020
	SOCC
	Must be loaded on Table 049

	CAC
	Must be loaded on Table 014
	AMT
	No decimal, 1.00 written as 100.

	QTY
	See Numeric Entry table(pg 25)
	U/P
	No decimal, 1.00 written as 100


CMT Required Data Fields




(c) The User will press <ENTER> once all the required information has been entered.  Pressing enter will take the User to the Active File View screen.  The User will verify that the information is correct and press <ENTER>.  This will return the User to the Transaction Recording screen.  The RECORD ADDED message will be displayed in the top left corner of the screen and all previously keyed fields will still be present allowing the next document to be keyed.  All fields will remain modifiable.  The User will press F3 if the amounts entered are incorrect.  This action will return the User to the Commitment or Adjustment screen for corrections.


(2) Obligation (OBL)




(a) Obligation (OBL) is a firm commitment or duty to make future payment because an order for goods or services has been placed, thus creating a liability and causing the government to make payment. When an official document describing a financial transaction exists, the Government is liable for the amount shown on the source document. Obligations are created when an order is placed, and without regard to whether goods were delivered or services were performed. Once funds are obligated, they may be de-obligated upon cancellation or reduction in amount providing supporting documentation is submitted to update the accounting system. Note: Majority of OBL’s are processed through feeder systems.
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OBL Transaction Recording Screen



(b) The User will key in the following required fields:






- DOC NO






- DOC ID CODE






- BASIC SYMBOL






- FY FULL






- ACRN
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OBL Adjust Obligation Screen

SABRS will automatically populate the required fields based off the original established commitment transaction on the SABRS active file.  The User can see the updated status for the ACRN on this SDN.  




(c) The User will key in the following required fields:






- *ADJ AMT 






- *ADJ QTY






- *ADJ U/P  

*The User will receive “AMOUNT OF OBLIGATION EXCEEDS COMMITMENT” screen error message if the obligation amount, quantity, and unit price entered is greater than the previously recorded commitment.  




(d) The User will press <ENTER> once all the required information has been entered.  Pressing enter will take the User to the Active File View screen.  The User will verify that the information is correct and press <ENTER>.  This will return the User to the Transaction Recording screen.  The RECORD ADDED message will be displayed in the top left corner of the screen and all previously keyed fields will still be present allowing the next document to be keyed.  All fields will remain modifiable.  The User will press PF3 if the amounts entered are incorrect.  This action will return the User to the Commitment or Adjustment screen for corrections.

(3) Expense (EXP)



(a) This represents goods or services procured by the government, which were received and accepted by the purchasing agent, or other appropriate official. Occurs after goods or services contracted for by the Government have been received and accepted by the purchasing party. Note: Majority of EXP’s are processed through feeder systems.
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EXP Transaction Recording Screen




(b) The User will key in the following required fields:






- DOC NO






- DOC ID CODE






- BASIC SYMBOL






- FY FULL






- ACRN
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EXP Adjust Expense Screen

SABRS will automatically populate the required fields based off the original obligation.  The user can see the updated status for the ACRN on this SDN.  




(c) The User will key in the following required fields:






- ADJ AMT 






- ADJ QTY






- ADJ U/P




(d) The User will press <ENTER> once all the required information has been entered. Pressing enter will take the User to the Active File View screen. The User will verify that the information is correct and press <ENTER>. This will return the User to the Transaction Recording screen. The RECORD ADDED message will be displayed in the top left corner of the screen and all previously keyed fields will still be present allowing the next document to be keyed. All fields will remain modifiable. The User will press PF3 if the amounts entered are incorrect. This action will return the User to the Commitment or Adjustment screen for corrections.
4. COMMON SOURCE DOCUMENTS

a. In the process of obtaining the required goods and services, an order is placed. When placing an order a source document is created. Source documents contain all the required financial and order data required to obtain the needed goods or services. 

b. Source documents can be created in two ways; manually (physically typing in the required information in a pre-established or standard form) or electronically (entering into a computer or business feeder system the required elements to make the order). In either case, the transaction information must get into SABRS by either manual update (user enters transaction information into SABRS) or by electronic interface with a source business feeder system into SABRS.


c. In today’s environment, rarely is a manual source document created. We input our requirements for goods and services into various business feeder systems, such as PR Builder. However, the basic information contained on the forms is the same information entered into the business feeder system. The business feeder system basically duplicates the manual form and processes the entered information through the transaction cycle to obtain goods and services.


d. For material and service type transactions the common source documents are:



(1) DD 1348 DOD Single Line Item Requisition System Document. The DD 1348 is used to requisition materials or services from federal sources. The DD 1348 can be used to commit and obligate funds. A Fund Code is used to identify the appropriation to be charged. The document uses a MILSTRIP document number.



(2) DD 1149 Requisition and Invoice/Shipping Document. The DD 1149 is used to initiate the requisition of materials or services from federal and non-federal sources. The document will use both the MILSTRIP document number and the SDN. This form is used to request goods and services and when approved becomes a commitment. This form can also be used as a receipt/receiving report once goods and services are delivered and becomes your evidence for recording an expense in SABRS.



(3) SF 1449 Solicitation/Contract/Order for Commercial Items. The SF 1449 is replacing the DD 1155. The form contains identical information as the DD 1155 and serves the same purpose for contract award.



(4) SF 30 Amendment of Solicitation/Modification of Contract. The SF 30 is used to amend or modify an existing DD 1155 or SF 1449 (i.e., obligating document). This form is commonly used to change price, quantity, color, etc. on the original contract. It is also used to cancel a contract in its entirety. Some changes, such as color or size, may not have a financial impact, while other modifications or even a cancellation, will impact SABRS and a fund manager’s account.



(5) DD 250 Material Inspection and Receiving Report. The DD 250 is used to record the receipt of goods shipped by a commercial vendor to a government receiving point. For example, when a vendor ships goods to the government, the receiving point will verify receipt, inspect the goods to ensure they conform to the specifics of the contract and complete the DD 250 when goods are determined acceptable. The purpose of this form is to document the receipt of material and is therefore considered an expense document. 


(6) DD 448 Military Interdepartmental Purchase Request (MIPR). The DD 448 authorizes funds for an external command, outside the Department of the Navy, to perform work or services for the requesting command. For example, if a Marine unit is training at an Army base, the Marine unit will send funds to the Army Base comptroller with the DD 448 to fund work or services required by the Marine unit. An SDN with a DTC of MP is required on the document. DD 448 is always a commitment document because it documents the request to the external command to perform the services required. The external command has the option of accepting or declining the work request.



(7) DD 448-2 Acceptance of MIPR. The DD 448-2 is the formal acceptance to the DD 448 used with other government agencies outside the DON. If the external agency determines they can perform the requested work or services, the external agency will complete the DD 448-2 and forward the document to the requesting activity. Receipt of this document from the performing activity constitutes an obligation of funds from the requesting unit’s accounts. The performing activity can choose whether to accept the funds on a direct cite or reimbursable basis by checking Block 6a or 6b on the DD 448-2.



(8) NAVCOMPT 2275 Order for Work and Services. The NAVCOMPT 2275 is used to request reimbursable work or services from any organization element within the Department of the Navy. The form authorizes funds for an external command to perform work or services for the requesting command. For example, a Marine unit is training at a Navy base. The training unit will send funds to the external fiscal office or comptroller to perform work or services for the unit that is conducting the training. The NAVCOMPT 2275 requires an SDN with a DTC of WR. Prior to the acceptance by the performing activity, the NAVCOMPT 2275 is considered a commitment document to the requestor. Once signed and accepted by the performing activity the form becomes an obligation document.



(9) NAVCOMPT 2276 Request for Contractual Procurement. The NAVCOMPT 2276 is used to request contracting action for work or services from a Navy contracting office or office in support of the command such as a facility maintenance contract (2276 is used to request contracting support from Navy Public Works). This form is a commitment when accepted. The obligation is created once the actual contract (DD 1155 or SF1449) is issued. This form requires an SDN with a DTC of RC.



(10) DD 282 DOD Printing Requisition/Order. The DD 282 is used to request printing/publication orders from the Navy or other DOD components. This form requires an SDN with a DTC of PT. This form is considered a commitment when it has been created but not approved. After the document has been approved and subsequently delivered to the printing office, it becomes an

obligation document. This document can also be used as an expense document if the total amount of the order (i.e., actual cost) is written on the form after it has been returned with the order from the printing office.



(11) SF 182 Authorization, Agreement, and Certification of Training. The SF 182 is used to request and authorize payment or reimbursement for training classes for both civilians and military personnel. (Note: DOD memorandum of 25 September 1998 directs that the purchase card be used as the method of payment for all training requests valued at or below $25,000.) This form is considered a commitment form when it has been created but not approved. After the document has been approved, it becomes an obligation document.



(12) SF 1164 Claim for Reimbursement for Expenditures on Official Business. The Standard Form 1164 is used to reimburse government employees for expenses they have incurred during the conduct of official government business. This form is usually used to reimburse employees for mileage when authorized to use a Privately Owned Vehicle (POV) for official government business. Since this form authorizes reimbursement, it is classified as a commitment, obligation and expense in one transaction. This form requires an SDN with a DTC of RV.

5. DOCUMENT TYPE CODES (DTC) FOR STANDARD DOCUMENT NUMBERS

a. The two-digit document type code used to construct the standard document number is critical within SABRS. SABRS keys off the DTC for additional elements required to process the transaction or to allow the document number to be associated with multiple lines on a contract.


b. Proper assignment of a DTC by the fund manager is critical to the type of request being created to obtain goods and services. All valid DTCs are listed in MCO 7300.21A, Appendix B.


c. Some of the key DTCs, there purpose, business feeder systems and the forms they are used with are: 
DTC DTC TITLE                        FORM/SYSTEM

CB Commercial Bill of Lading         Power Track

CC Credit Card                       CitiDirect

DC Direct Cite                       MC to MC reimbursement

MD Miscellaneous Document

  PRBuilder-Misc Pay 

MP Military Interdepartmental

  DD-448 PRBuilder
   Purchase Request  


  
PT Printing Request                  DD-282 (DAPS order) WAWF-MP
RC Request for Contractual Services  DD-1149, NAVCOMPT 2276,







  


  PR Builder - SPS

RV Claims for Reimbursement          SF-1164 DTS

SU Purchase Requests


  DD-1149 PRBuilder - SPS

TG Request Training Reimbursement    SF-182 PRBuilder
TO Travel Orders                     DTS

WR Funded Reimb Work Request         NAVCOMPT 2275 PRBuilder
6. KEY BUSINESS FEEDER SYSTEMS  

a. Currently, we maximize the use of approved business feeder systems to create our requirements for goods and services. These systems are interfaced with SABRS and allows for an electronic transfer of information. Basically data is entered once by the originator of the requirement and each successive step of the transaction cycle only requires additional information to allow the transaction to process. This not only saves time but is more accurate for posting of financial information and obtaining the requested goods and services

b. The major business feeder systems we use today are:



(1) Procurement Requirements Builder (PR Builder).



(2) Standard Procurement System (SPS).



(3) Wide Area Work Flow (WAWF).



(4) Wide Area Work Flow Misc. Payment (WAWF-MP).



(5) Fuels Automated System (FAS).



(6) Supported Activities Supply System (SASSY).



(7) Direct Supply Support Center (DSSC).



(8) CitiDirect (GCPC).



(9) DOD EMall.



(10)Defense Travel System (DTS).



(11) Power Track.

7. PROCUREMENT CYCLE BUSINESS FEEDER SYSTEMS

a. Our current procurement process can be broken into six major functions. Each part utilizes a mechanized business process. The functions are:



(1) Requirements Generation. This function is determining that a good or service is required for mission accomplishment and that the source provider will be a private concern requiring contracting action. We process our requirements via the Purchase Request Builder (PR Builder).



(2) Requirements Approval. Approving official reviews requirements in PR Builder. Once they approve the requirement, this information is electronically passed to SABRS for a funds control check. If funds are available the transaction is passed to the contracting system for action.



(3) Contract Generation. Contracting officials take the information provided in from the approved PR Builder request and complete their actions of source determination, cost, bid reviews, etc. and approve and issue a contract. The contracting office processes contracting actions via SPS.



(4) Vender Invoice Generation. The vendor awarded the contract will provide an invoice for payment once delivery of the contracted goods or services is performed. The vendor will process the invoice via the Wide Area Work Flow (WAWF) system. WAWF gets information from SPS that will contain information from the issued contract to include PIIN, SPIN, CLIN and ACRN data required by the vendor to process the invoice.



(5) Government Acceptance. Once the vendor has delivered the contracted goods and services and invoiced the government via WAWF, designated government officials will provide the acceptance for delivered goods or services via WAWF. This completes the required electronic evidence of entitlement, delivery and acceptance to payment.



(6) DFAS process the payment for the completed payment package via several automated disbursing systems.


b. Our current procurement process is business system dependant to properly request and ultimately pay for required goods and services. SABRS is provided electronic transactions to update the accounting records through the transaction cycle.


c. Another benefit of “paperless acquisition process” provided by the use of PR Builder, SPS and WAWF is that there are no “manual” source document files to maintain for pending and posted transactions. All the requirements of transaction proof for audit purposes are maintained within the source business systems to support and justify the transaction recordings in SABRS. Fund Manager’s should devise a means of tracking these transactions (i.e. log, spreadsheet, database, etc.) until they officially post in the accounting system.

8. PR BUILDER

a. PR Builder automates the process by which a purchase request (PR) and reimbursable funding documents (NAVCOMPT 2275 and DD 448) will be generated and routed between the originator, approver, contracting communities and selling activities for reimbursables. Requirements are input into the PR Builder system and are routed to the approving official. Once a PR Builder requirement has been approved, the transaction is sent to the accounting system for a funds availability check. If funds are not available or the financial data is not correct, a negative response is sent back to PR Builder for correction and re-approval. If edit checks are passed a commitment is recorded in the accounting system. PR Builder sends the approved transaction to SPS for contracting action.

9. STANDARD PROCUREMENT SYSTEM (SPS)

a. SPS is the standardized automated procurement system for use by the DOD procurement community. A warranted contracting official receives the PR Builder request and finalizes the contract in accordance with the rules and regulations of the FAR.


b. Upon contract award, SPS sends contractual data to SABRS for recording an obligation by PIIN/CLIIN/ACRN under the SDN of the commitment (SDN associated with the purchase request submitted via PR Builder). The financial data elements are originally derived from the PR Builder document. These elements are validated against the standard data element tables and post to the accounting system with a SYSID (source system identifier code) of SPS. Further, the contract information is transmitted from SPS to EDA to establish a record which will be used by WAWF and the vendor to invoice the government for provided goods or services under the issued contract terms.


c. The same contractual information will be transmitted to the entitlement system (CAPS-W) that will be used for prevalidation of payment by DFAS. The contracting data for this transaction is electronically sent from EDA to WAWF for government receipt and acceptance of delivered goods and services and for the vendor to submit a valid invoice for payment. All the contract information can be found in electronic form in EDA (Electronic Document Access). 
10. WIDE AREA WORKFLOW (WAWF)

a. WAWF is a secure Web-based system for electronic invoicing, receipt, and acceptance. WAWF creates a virtual folder to combine two of the three documents required to pay a Vendor. Specifically the vendor invoice and the government acceptance/receiving report.


b. WAWF application enables electronic form submission of invoices, government inspection, and acceptance documents in order to support DOD’s goal of moving to a paperless acquisition process. It provides the technology for government contractors and authorized DOD personnel to generate, capture, and process receipt and paymentrelated documentation, via interactive Web-based applications.


c. WAWF helps to mitigate interest penalty payments due to lost or misplaced documents and highlights Vendor offered discounts so that the DOD benefits on both fronts. Further, WAWF stream lines the whole invoice, receipt/acceptance and payment process from weeks to days.



(1) We use two different WAWF processes currently in the Marine Corps. These are WAWF – RA (receipt and acceptance) and WAWF – MP (miscellaneous payment).




(a) WAWF – RA (RECEIPT AND ACCEPTANCE)




1 WAWF-RA is used for invoice processing from the vendor for delivery of goods and services under an awarded contract. The vendor invoice is their request for payment for satisfying all or part of the contract agreement. The Vendor creates an invoice in WAWF by PIIN/CLIIN and DODAAC and submits via WAWF-RA to the Contracting Officer’s Representative (COR). A valid DODAAC must be cited as this is a key driver for WAWF.





2 The COR reviews the information submitted by the vendor and supplements the vendor invoice with the SDN (if not entered by the vendor).





3 The COR certifies that the goods and services received by the vendor are acceptable and valid for payment. The acceptance completes the requirements for a payment package and is submitted to DFAS to initiate vendor payment.





4 A complete payment package consists of a valid obligation/entitlement document (in this case a contract), the vendor invoice for delivered goods or services and the government’s acceptance of the goods or services.





5 Once the acceptance is processed by the COR, WAWF sends a record of invoice acceptance to SABRS to record the expense transaction for the cited SDN, PIIN, ACRN, etc.




(b) WAWF – MP (MISCELLANEOUS PAY)




1 WAWF-MP was developed as a means of automating the transaction cycle and payment process for miscellaneous transactions that were not covered or processed in other business feeder systems or contracts that contain funded CLINs (an example of this is a contract for utilities). Miscellaneous transactions include utilities, UFM program reimbursement to MCCS, background investigations, billeting charges, etc.





2 Miscellaneous Pay is a non-contractual “3n1” transaction containing the required information to support entitlement, ensure government acceptance, and effect payment. The Miscellaneous Pay can be initiated in two forms: Vendor initiated for companies with a CAGE Code or Government Acceptor initiated on behalf of the vendor (ECP 491) or for personal reimbursements. Miscellaneous Payments represent 40% of all invoice transactions in the Marine Corps. The goal of WAWF - Miscellaneous Pay is to accelerate the payment process, reduce late fee payments and eliminate manual data entry fees.





3 For WAWF-MP to work and process miscellaneous transactions properly, an initial commitment record must be established for the expected future payment. To do this, fund managers will utilize PR Builder to create the requirement which will pass a financial record to SABRS for fund availability check and, if all edits are passed on the incoming record, establish a commitment record. 




4 Once the commitment is created, either the vendor or a government employee (when the payment is a reimbursement to an individual) will initiate the “invoice” for the transaction. Once the invoice action is complete, the acceptance must be entered into WAWF-MP to accept the receipt of goods or services. Once the acceptance is entered the assigned local processing official (LPO) will validate the financial information for the transaction and process a voucher for payment. The voucher completes the transaction for payment preparation and the transaction is then electronically forwarded to DFAS to process.

Further, at the time the LPO processes the voucher and obligation and expense record (OEX) is created and passed to SABRS to update the commitment record.

11. ELECTRONIC DOCUMENT ACCESS (EDA)

a. EDA is a web based front end process to view images of source documents to include contracts, contract deficiency reports, freight GBLs, government transportation requests, and public vouchers.


b. All source documents used for commercial payments (public vouchers) are scanned by DFAS into their Electronic Document Management (EDM) System. These images are made available for access via EDA.


c. EDA is a key process for research of source documents that impact any public voucher processed by DFAS. 
12. ADDRESS CODES

a. For several of the automated or mechanized systems we use to obtain goods and services, they process transactions through the Military Standards Logistics System (MILS) process. The MILS process includes requisitions (Military Standard Requisitioning and Issue Procedures (MILSTRIP)) and a payment process (Military Standard Billing System (MILSBILLS)). The key to these systems are a Fund Code, which provides the appropriation data to be charged for obligation and liquidation purposes, and an address code which provides identification of the unit that placed the order.


b. The address code must be unique and must be registered in the Department of Defense Activity Address Directory (DODAAD). Once registered the identifying code is called a Department of Defense Activity Address Code (DODAAC). The DODAAC is registered with three key addresses that allow the mechanized supply systems to identify where to ship ordered items and where to process the bill for the goods ordered. These addresses are referred to as the TAC1, TAC2, and TAC3 addresses assigned to the specific DODAAC. The addresses signify:



(1) TAC 1. Unit’s mailing address.



(2) TAC 2. Unit’s address for large shipments.



(3) TAC 3. Billing address (for USMC this currently is DFAS-CL).


c. The DODAAC is loaded to SABRS Table 208 and is used in the MILSTRIP process and the associated billings for delivered goods routed by item managers via the Defense Activity Addressing System Center (DAASC). Entries on the 208 Table must match the data loaded for that DODAAC in DASSC. DAASC is the “hub” for electronic routing of all MILS type transactions. 
13. FUELS AUTOMATED SYSTEM (FAS)

a. Most of the fuel obtained by a unit to operate vehicles, generators, etc. is obtained from the Defense Energy Support Center (DESC), a subordinate command of the Defense Logistics Agency (DLA). DESC controls all fuel operations for all DOD agencies. Whether in garrison or deployed, the fuel farm or pumping stations are DESC owned.


b. A VOYAGER fuel card or Fuel Key is required by the unit to use the fuel farm. This will be based on the type of pumps used at the installation. The VOYAGER card should be accepted at commercial fuel stations. The VOYAGER card contains the units DODAAC (which will be used in the supplementary address field of the record and used as a key for the Material and Services Financial Information Pointer Cross Reference Table (Table 030) to find the appropriate financial data elements to process the transaction in SABRS) and an appropriate Fund Code for billing purposes to charge the unit for the fuel they obtain. The Fuel Key is electronically coded with a unique serial number that will point to the units DODAAC and Fund Code. The fuel card or key information is entered into FAS and used for monthly billings to the unit in the form of an Interdepartmental Bill (IDB). The IDBs are processed in accordance with MILSBILLS standards and will have DIC beginning with “FJ.”


c. Each time the card is used at the fuel farm, FAS creates an electronic record of the purchase and passes this transaction to SABRS. SABRS uses Table 030 to obtain the required financial code information to post the obligation transaction.


d. If a match for the MAC and DODAAC in the supplementary address field are found, the incoming record picks up the fiscal data element information and a commitment, obligation and expense transaction (COE) is posted in SABRS with a system identification code (SYSID) of BSME. Transactions may also process via a UDAPS interface with SABRS. The monthly IDB processed will “marry up” with the COE record in SABRS based on the transactions MILSTRIP document number. 

e. FAS is a “purple” or DOD system. If a command’s financial data is not entered in this system and associated with the fuel card or key, SABRS will not get a record to process the obligation for the fuel charges. However, the Marine Corps will still get a billing based on the DODAAC on the card or key.


f. Key process and management control point checks are:



(1) Ensuring FAS is updated with correct data elements (i.e. DODAAC, Fund Code, etc.) to ensure an electronic transaction is passed to SABRS to commit, obligate, and expense the fuel purchase. 



(2) Ensure SABRS is receiving electronic records from FAS for processing. Ensure that SABRS is receiving IDBs (at least monthly) for previous FAS purchases.



(3) Ensure VOYAGER card is only being used to purchase fuel for authorized vehicles and only authorized personnel are allowed to check the card out for use.

14. SUPPORTED ACTIVITIES SUPPLY SYSTEM (SASSY)

a. SASSY is the automated information system that supports the retail (intermediate and consumer) level of U.S. Marine Corps supply. SASSY provides the retail supply accounting functions (e.g., stock replenishment, requirements determination, receipts, inventory, stock control, and asset visibility for all U.S. Marine Corps units).


b. SASSY processes requisition and receipt using MILSTRIP transactions. Keys to all requisitions processed via SASSY into

SABRS are the units DODAAC contained within the document number and the using unit’s Job Order Number (JON) entered in the requisition. SASSY will process this transaction in one of two ways into SABRS:



(1) Free Issue From Stock. Item is currently within the SMU inventory and is issued to the requesting unit. This transaction will not have an impact within SABRS on the units direct funding.



(2) Not In-Stock, Passed to Source of Supply Item Manager. Item is not in inventory at SMU, they will order the item through the MILS process, citing SMU direct funds. This transaction creates an obligation against the SMUs direct funding and reduces their available balance for future purchases of goods and services. This transaction uses the 0F2 table to pick up required financial information for posting the commitment and obligation in SABRS.

15. DIRECT SUPPORT STOCK CONTROL (DSSC)

a. A DSSC is established at installations to provide material support for low-cost, fast-moving commodity areas and general support items such as office type supplies, cleaning supplies, etc. Authorized customers are issued a “DSSC Card” that they use when purchasing items from the DSSC.


b. When units require items that are carried at the DSSC a “shopping list” is created. The shopping list contains a rough estimate of the items, quantities, and cost of goods to be obtained at the DSSC. The list is normally submitted to the fund manager for approval prior to shopping. The approval is basically an internal funds availability check prior to obtaining the goods.


c. Upon funding approval, a unit DSSC card is provided to the individual to go to the DSSC and obtain the required items. The DSSC card is the key for processing the financial transactions into SABRS. Each DSSC card contains key information used within the DSSC system and the record passed to SABRS to post the financial event. The information contained on the card includes:



(1) Unit DODAAC code.



(2) Fund Code.



(3) Job Order Number.


d. The DSSC system will assign a document number to the purchase (either by individual item/quantity purchased or a “bulk” transaction that rolls the total of all the items into one document number for posting to SABRS. Once the DSSC system processes the purchases, a data set of transactions is provided to SABRS for inclusion in a cycle update. SABRS will use the 0F2 table below to append the required fiscal data elements to the transaction to post.


e. The transaction(s) post into SABRS as a commitment, obligation and expense with a DIC of B7A and a system identifier code of DSSC. The liquidation for the transaction(s) is an interdepartmental billing (IDB) processed by the DSSC system. The IDB will post based on the MILSTRIP document number of the B7A transaction previously posted in SABRS.

16. GOVERNMENT WIDE COMMERCIAL PURCHASE CARD (GCPC)

a. The GCPC is a procurement method for official government use for “micro-purchases” and is mandatory for commercial purchases meeting the micro-purchase thresholds of $3,000 for supplies and $2,500 for services. The program is managed and administered through the unit’s local Regional Contracting Office (RCO). Cards are requested and assigned to users once internal command authorization is granted by the command’s agency program coordinator assigned within the contracting office. Only trained government employees with delegated contracting authority are issued GCPC cards to make micro-purchases.


b. The Navy and Marine Corps use Citibank’s VISA Card as the contract vehicle for the government purchase card. Merchants who accept the card are paid via a streamlined payment process with payment usually received within 24 to 48 hours.

17. DEFENSE TRAVEL SYSTEM (DTS)

a. DTS was established to meet the requirements for a single, paperless Temporary Duty (TDY) travel management system to be used by all DOD travelers.


b. DTS is an electronic end-to-end process that allows traveler’s to make automated transportation and lodging arrangements, estimate travel costs, authorize travel, obligate funds, issue tickets, process vouchers for reimbursement and reconciliation, and meet financial and management reporting requirements.


c. DTS is the official travel system for DOD and the Marine Corps. DTS is the replacement for the SABRS travel order writing module. 
18. REIMBURSABLE AUTHORITY


a. The DIC of FRA is used to initially record reimbursable authority in SABRS. An FRA is used to accept funding at the Work Center or WCI level.  The WCI comptroller office must then process an OTX, OT1, or OT2 to distribute the funds to the execution Budget Execution Activity (BEA) and Budget Execution Sub-Activity (BESA) that will be performing the requested work/support.  To process these DICs, the user must be loaded to Table 204 with the authorization DIC and the appropriation(s) authorized for fund distribution.  


 Full responsibilities on accepting and executing a reimbursable order from another service, agency, or private party are contained in Chapter 7 of MCO 7300.21A.

b. Funded Reimbursable Authority (FRA) - This DIC is used to accept funding provided by other DoD activities and federal agencies to perform specific work or services as outlined in the accepted funding document (i.e. DD Form 448 and NAVCOMPT 2275).  The DIC of FRA is to record automatic orders.  Automatic orders were in prior years referred to as “funded” orders.  To begin recording automatic reimbursable authority, you will need to select option 2 in the SABRS main menu. Once option 2 is selected the BEA Authorization Recording screen will appear.
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SABRS Main Menu Screen
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BEA Authorization Recording Screen

Required Fields

DIC – Enter “FRA”

BASIC SYMBOL - A four digit code that identifies a specific appropriation or account symbol assigned by the U. S. Treasury.  An Example of a basic symbol is 1106 for Operations and Maintenance, Marine Corps appropriation.  The basic symbol entered will be your basic symbol that will initially be used when supporting the reimbursable order.

FISCAL YEAR FULL - A four digit numeric field that identifies the twelve month period starting 1 October and ending 30 September that constitutes the official accounting period established by the Federal Government.  Enter the four digit fiscal year applicable to the funding being distributed (ex. 2009 for fiscal year 2009). Once the fields required are keyed and <ENTER> is depressed and all fields validated against table 204 for user access, the following screen will appear:
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Recording Reimbursable Authorization Screen 1

Required Fields

REIM ORDER NO (Reimbursable Order Number) – This field is comprised of two parts.  The first six digits will be the Activity Address Code (AAC) of the command accepting the reimbursable funds and must be loaded to Table 208.  The second part is the last three digits of the serial number.  This field will be the three digit Reimbursable Order Number (RON) used on all transactions when executing the accepted reimbursable funds.  

Once the AAC and RON are keyed and <ENTER> depressed, the following screen will be displayed.
[image: image24.png]@ sabrs.rsf - AttachmateWRQ Reflection - IBM 3270 Terminal - ASNT5979

File Edit Connection Setup Macro Window Help

DR & 2@ a6 »eoN

REIM ORDER NO: M00085 09WAOO TSt

11:35:14 SABRS
29 Jun 2009 RECORDING REIMBURSABLE AUTHORIZATION
DIC: FRA BASIC SYMBOL: 1106 FY FULL: 2009

DFMOFRAB
DFPOFRAA

SUBHEAD: _ FUND-FUNC: BCN: MAJ RSC:
BUYER TPN:
CUST REF NO: ALC:
FUNDS EXPR DATE: AMEND NO:
WORK COMPLT DATE: PREDEPOSIT AMOUNT: 0.00
MAIL BILLINGS TO: PROJECT ORDER: _ OR
ECONOMY ACT ORDER:
FIXED PRICE: _ OR
COST REIMB:
ENTER TO CONTINUE WITH CUSTOMER INFORMATION
FASTPATH==>
PF1=HELP,PF3=PREV,PF4=MAIN,PF6=EXIT
TR >0 0 10,15 A

10,15 (@ 8 | 1BM 3270 Terminal - msn-ftp.stl.disa.mil via Telnet Extended

[ [cap|





Recording Reimbursable Authorization Screen 2

Required Fields

SUBHEAD – A four digit alphanumeric code that represents the administering office, budget program, or limit that funds are executed under.  Subhead normally will identify the first sub-division below an appropriation for identification of purpose or use of fund execution.  Valid Basic Symbol and Subhead combination are loaded to the Basic Symbol Subhead Budget Activity Table (Table 217).  
FUND-FUNC (Funding Function) - A minimum of two, maximum of eight, digit field that is used to identify the purpose for which funds are intended below the appropriation level.  Funding functions are constructed differently for different appropriations.  Funding function is currently the lowest designated level that appropriations are issued by HQMC for fund distribution in SABRS.  Valid funding functions are loaded to the Funding Function Table (Table 218).
BUR-CTRL-NO (Bureau Control Number or BCN) - A five digit field used to identify the holder of an appropriation or the purpose of an allotment and the specific sub‑division of the budget to which the allotted funds will be applied.  The entered BCN must be loaded to the Bureau Control Number Table (Table 251).

Note – The combination of entered subhead, funding function, and BCN must be loaded to the Allotment Recipient Identifier Basic Symbol Sponsor Table (Table 247).

MAJ-RSC (Major Reimbursable Source Code or RSC) - A one-digit alphanumeric field that identifies the source(s), by general category, of the funds with which one activity is reimbursed for work, services, or goods furnished to another activity.  The entered RSC code must be loaded to the Major Reimbursable Source Code Table (Table 213).
BUYER-TPN (Buyer Trading Partner Number) - For DOD activities it is “DOD” plus the six digit Department of Defense Activity Address Code (DODAAC) of the buying activity. For example, HQMC is “DODM00027”. For non- DOD buying activities, the trading partner number is a registered D&B Data Universal Numbering System (DUNS) number assigned exclusively to the activity.

CUST-REF-NO (Customer Reference Number) – The document number or reference number assigned to the source funding document from the buying activity.

ALC (Activity Locator Code) – An eight digit code assigned to identify a specific disbursing office or DFAS activity that supports the buying activity.  The ALC code entered must be loaded to the Agency Locator Table (Table 321).

FUNDS-EXPR-DATE (Funds Expiration Date) – The eight digit date when authorized funds will expire for creating new obligations.  This date code will be in YYYYMMDD format.

AMEND-NO (Amendment Number) – This field will contain “INT” for initial funding or the amendment number cited on the funding document.

WORK-COMPLT-DATE (Work Completion Date) - The eight digit date when the authorized work is estimated to be completed by the selling command.  This date code will be in YYYYMMDD format.

PROJECT ORDER OR ECONOMY ACT ORDER – Place an “X” in the field that represents the type of funding order being provided.  For most orders the type of order being accepted will be an Economy Act Order.  Refer to Chapter 7 of MCO 7300.21A for additional information.

MAIL BILLINGS TO:  This will be the address information provided by the buying command or the address of the DFAS activity supporting the buying command.

FIXED PRICE OR COST REIMB - Place an “X” in the field that represents the type of agreed upon reimbursement for the provided services of either fixed price or reimbursement is based on the actual costs incurred to provide the requested support.  Refer to Chapter 7 of MCO 7300.21A for additional information.

Once the required fields are keyed, <ENTER> depressed, and the keyed data passes SABRS field edits, the following screen will be displayed:
[image: image25.png]@ sabrs.rsf - AttachmateWRQ Reflection - IBM 3270 Terminal - ASNT5979

File Edit Connection Setup Macro Window Help

DR & 2@ a6 »eN

AUTHORIZATION AMOUNT :
CURRENT YEAR AMOUNTS PRIOR YEAR AMOUNT:
1ST QUARTER:
2ND QUARTER:
3RD QUARTER:
4TH QUARTER:
TOTAL AUTH AMOUNT:
CUSTOMER ACCOUNTING CLASSIFICATION (LOA): ACRN: DEPT-CODE : FY:
BSYM: SUBHD: / OBJCLASS(3)/BCN(5)/SA(1)/AAA(6)/TT(2)/PAA(6)/CC(12)

FASTPATH==>

11:50:53 SABRS DFMOFRAC
29 Jun 2009 RECORDING REIMBURSABLE AUTHORIZATION DFPOFRAA
DIC: FRA BASIC SYMBOL: 1106 FY FULL: 2009 BUYER TPN: DODA22645
SUBHEAD: 27T0 FUND FUNC: 4A2G BCN: 00027 SELLER TPN: DODM00085
REIM-ORDER-NO: MO0O08509WA00TS1

ENTER RBC ONLY: _ DESCRIPTION:

PF1=HELP,PF3=PREV,PF4=MAIN,PF6=EXIT

TR >0 0 9,18 A

9,19 MO 8 | 1BM 3270 Terminal - msn-ftp.stl.disa.mil via Telnet Extended I

[cap|





Recording Reimbursable Authorization Screen 3

Required Field

ENTER RBC (Reimbursable Billing Code) ONLY – This field will contain the one digit billing code being assigned to a specific funding line provided within the authorization document.  The original buyer authorization may contain several different lines of accounting (LOA) classifications that must be separately identified and billed, which is accomplished through the use of different RBC codes for the reimbursable order.

Once the RBC field is keyed and <ENTER> depressed, the following screen will be displayed:
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Recording Reimbursable Authorization Screen 4

Required Fields

DESCRIPTION – Enter a descriptive title representing the RBC or purpose of the reimbursable order.

1ST/2ND/3RD/4TH QUARTER AMOUNT FIELDS – Enter the authorized funding amount for each quarter in these fields as cited on the source funding document.

TOTAL AUTH AMOUNT – Enter the total authorization amount from the source funding document.  The total of the quarter amounts entered must equal the total authorization amount entered in this field.

CUSTOMER ACCOUNTING CLASSIFICATION:

ACRN (Accounting Classification Reference Number) – Enter the two ACRN assigned to the customer appropriation data cited on the accepted buyer’s funding document.

DEPT CODE (Department Code) - Enter the appropriate department code of the DoD activity or government agency cited on the accepted buyer’s funding document.

FY (Fiscal Year) – Enter the one digit code representing the year funding is valid for new obligations cited on the accepted buyer’s funding document

BASIC-SYM (Basic Symbol) – A four digit code that identifies a specific appropriation or main account assigned by the U. S. Treasury that is cited on the funding document.  

SUBHD (Subhead) – Enter the subhead or limit code cited on the accepted buyer’s funding document.

OBJCLASS(3)/BCN(5)/SA(1)/AAA(6)/TT(2)/PAA(6)/CC(12) – These fields represent the remainder of the standard accounting classification code (refer to MCO 7300.21A) that is required on payment transactions.  The field titles and field length are:


-Object Class (OBJCLASS) – Three (3) digits


-Bureau Control Number (BCN) – Five (5) digits


-Sub-Allotment (SA) Number – One (1) digit


-Authorized Accounting Activity (AAA) – Six (6) digits


-Transaction Type (TT) – Two (2) digits


-Property Accounting Activity (PAA) - Six (6) digits


-Cost Code (CC) – Twelve (12) digits


These fields may be listed in the above manner on the source document (i.e. field titles segregated by these fields on the source funding document) or may be run together or listed in a manner that does not meet the above categories.  Enter the information as the cited on the source document (to include spaces) in this field even if the data does not match the title or category areas of this field.  If in doubt how to enter the buyer’s data, contact them prior to establishing this record.  What is entered in these fields is used on the vouchers to identify the customers LOA and, if cited incorrectly, may cause unmatched disbursement errors on the buyers accounting records.


Once the required customer amounts and appropriation data are keyed and <ENTER> depressed, the following screen will be displayed:
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Recording Reimbursable Authorization Confirmation Screen


On this screen, validate the amounts and buyer appropriation data from their source document.  If the information has been entered correctly for the RBC, depress <F12> to process the authorization or press <F3> to return to the prior screen to make corrections.  Once the <F12> key is depressed, SABRS will return you to the RBC screen to enter another RBC record (if applicable) for the accepted buyer’s funding document.  If no other RBC record is required, depress <F4> to return to the SABRS main menu.


The FRA record entered accepted the funding from the buyer or customer.  Prior to being able to actually perform work and bill the buyer for the work, you will need to distribute the accepted funding to either a Budget Execution Activity (BEA) or Budget Execution Sub-Activity Level (BESA) that will be performing the work or providing the requested support.


Follow the instructions for processing a Document Identifier Code (DIC) record of OTX (distributes funding to both the BEA and BESA level with one transactions), OT1 (distributes funding to the BEA level), or OT2 (distributes funding from a previously processed OT1 record at the BEA level to an associated BESA record).  
Note – When processing the OTX, OT1, and/or OT2 record the 15 digit reimbursable order number field assigned in the FRA record will be used in the Doc No/RON field.  Further, the applicable RBC for the funding must be entered in the Reim Bill Code field on the OTX, OT1, and/or OT2 record.

19. Budget Execution Activity Authorization (OT1)

a. This DIC is used to distribute direct funding to a Budget Execution Activity (BEA) within a Work Center.  To process this DIC, the user must be loaded to Table 204 with the DIC of OT1 and the appropriation(s) authorized for fund distribution.  


b. Once option 2 is selected from the SABRS Main Menu, the following screen will be displayed:
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BEA Authorization Recording Screen

Required Fields

DIC – Enter “OT1”

BASIC SYMBOL - A four digit code that identifies a specific appropriation or account symbol assigned by the U. S. Treasury.  Examples of basic symbols are 1106 (Operations and Maintenance, Marine Corps) and 1109 (Procurement, Marine Corps).  

FISCAL YEAR FULL - A four digit numeric field that identifies the twelve month period starting 1 October and ending 30 September that constitutes the official accounting period established by the Federal Government.  Enter the four digit fiscal year applicable to the funding being distributed (ex. 2009 for fiscal year 2009).
Once the fields required on the BEA Authorization Recording screen are keyed and <ENTER> is depressed and all fields validated against table 204 for user access, the following screen will appear:
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Recording BEA Authority Quarterly Screen

Required Fields

STD-DOC-NO (Standard Document Number or SDN) - The AAC (first six positions) of the SDN must be loaded to Table 208.  The Document Type Code (position 9-10 of the SDN) will be “BE” for this transaction.

EFFECTIVE DATE – An eight digit numeric code representing the date the authorization is effective.  This will be in year, month, and day format of YYYYMMDD.

SUBHEAD – A four digit alphanumeric code that represents the administering office, budget program, or limit that funds are executed under.  Subhead normally will identify the first sub-division below an appropriation for identification of purpose or use of fund execution.  Valid Basic Symbol and Subhead combination are loaded to table 217.
FUND-FUNC (Funding Function) - A minimum of two, maximum of eight, digit field that is used to identify the purpose for which funds are intended below the appropriation level.  Funding functions are constructed differently for different appropriations.  Funding function is currently the lowest designated level that appropriations are issued by HQMC for fund distribution in SABRS.  Valid funding functions are loaded to table 218.
ALLOTMENT RECIPIENT - A six digit alphanumeric code that identifies the installation or activity receiving funds from the Major Command Recipient.  
SUBALLOTMENT RECIPIENT - A six digit alphanumeric field that identifies the installation or activity receiving funds from the Allotment Recipient command.
WORK-CTR-ID (Work Center Identifier Code or WCI) - A six digit alphanumeric field that identifies a subdivision of a Suballotment Recipient (SRI) from which funds are received.  WCI is the lowest command level indicator that funds are distributed within SABRS.  Entered code must be loaded to Table 208.

BUR-CTRL-NO (Bureau Control Number or BCN) - A five digit field used to identify the holder of an appropriation or the purpose of an allotment and the specific sub‑division of the budget to which the allotted funds will be applied.  The entered BCN must be loaded to Table 251.

BUD-EXEC-ACTY (Budget Execution Activity or BEA) - A two digit alphanumeric field that identifies an organizational element designated by a WCI, planning estimate or operating target holder to control a specific segment of funds.  These codes have been standardized so that the same type of organization at all commands use the same code.  A listing of standard BEA codes can be found in Appendix B, MCO 7300.21A.

AMOUNT – Enter the total amount of the authorization.  Do not use commas or decimals (ex. One Thousand dollars would be reflected in the amount field as “100000”).

QTR 1, 2, 3, or 4 AMOUNT – Enter the amount applicable to a quarter or multiple quarters in the appropriate QTR Amount field.  If more than one quarter field is used, the total of all the quarter fields must equal the figure entered in the Amount field.

Optional Fields

SUBALLOTMENT may be required if funding is designated with a suballotment indicator in the initial funding provided from HQMC.  

OBJECT CLASS CODE field can be used if the funding is being restricted to purpose, such as temporary additional training (TAD) funding via an object class of 210.

SPCL INTRST CODE may be used if the funding being passed to the BEA/BESA is in support of a specific special interest area and funding is only to be used in support of that special interest.

QUANTITY may be required based on Basic Symbol Sponsor requirements associated with the approved allocation.

Note:  Funding must be available at the WCI level for the funding keys entered or the system will display an error message.  Further, the combination of WCI, BEA, and BESA of “00” must be loaded to the Work Center Identifier Code Table (Table 207).

Once all required fields have been entered, the <ENTER> key is depressed, and all fields entered have passed SABRS and fund availability edits, the following screen will be displayed:
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DIC: OTH1 DEPT CODE: 17 BASIC SYMBOL: 1106 FY FULL: 2009
DOC NO / RON: M6700409BETEST1 EFFECTIVE DATE: 20090629
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AMOUNT : 1.00 QUANTITY: 0

QTR 1 AMOUNT: 0.00 QTR 2 AMOUNT: 0.00
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BEA Authority Quarterly Confirm Update Screen

This screen will provide the User with the opportunity to review the data and amounts entered prior to official processing into SABRS.  If the information entered by the User is correct, press <F12>.  If some or all of the information is incorrect, press <F3> to return to the previous screen for error correction.  This allows an additional verification prior to release of the entered transaction.

Once the User presses the <F12>, SABRS will return to the Authorization Recording Screen.  In the upper left hand corner of Authorization Recording Screen the system message of “RECORD PROCESSED” will appear to inform the user that the previous entered DIC OT1 transactions was processed into SABRS.  The User may either enter another authorization transaction or press <F4> to return to the SABRS Main Menu.

REFERENCES:

1. DOD 7000.14R

2. DOD FMR VOL 9

2. JFTR

3. MCO P4650.37

4. MCO P7300.21

5. SABRS On-Line Help
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