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Role (s):   Accounts Receivable BI Reporter
Purpose:  The Sales Order Report displays non-appropriated funds received from outside sources.  This report allows agencies to track Sales Order funding authority and the status of billed and collected amounts for reimbursable and trust fund Sales Orders.  This report is also used to support receivables against Sales Orders.

A Sales Order is a document posted to the General Ledger (GL) representing an agreement to provide future goods or services. It represents a customer order for goods or services provided by USDA and tracks agreement based activities.  A Sales Order with an advance is created when a down payment is required before providing goods or services.  A Sales Order without an advance is created when a down payment is not required before providing goods or services.  After activity is incurred against the Sales Order, the billing process collects the costs and notifies the customer of the amount due.  The Work Breakdown Structure (WBS) element links a Sales Order with its corresponding Funded Program in a one-to-one relationship.  The billing process collects costs incurred against a Sales Order and notifies the customer of money due.
The spending amounts are aggregated by Funded Program, and Budget Period.  If Expenditures are incurred against a Funded Program that also contains a reversed Sales Order, those expenditures will display on the report with a zero Sales Order amount.   
Menu Path:   Accounts Receivable /BI Accounts Receivable Reports/Sales Order History Report 
Help Hints:
The R/O column in the field description table represents the two types of data entry fields in FMMI:

· R is for required fields that must be populated to complete a transaction.

· O is for optional fields that are not mandatory to complete a transaction.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.

Steps to Generate the Sales Order History Report 
1.  Login to FMMI Portal
2. Access the Accounts Receivable Tab 

3. Click BI Account Receivable Reports Tab
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4. Click the Sales Order History Report Task Link 
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the specified key date, including: Past
due amounts; Amounts cleared after the
key due date.

Reimbursable Activity Report
This report allows users to view
expenditure, overhead, billing, and
collection activity against reimbursable
agreements. Budget Authority
estabished from reimbursable
agreements will be available by funded
program, funded program levels, and
fund

Sales Order History
The Sales Order report ists non-
‘appropridsaes order Hstoryved from outside
sources. It allows agencies to track
customer orders for goods and services
provided by USDA and agreement based
activities. The report displays customer

sale orders, and subsequent accounts
receivable activities.
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collection.

Customer Account Activity

The Customer Account Activity Report
provides detailed information about customer
account activity for a given date range. For a
given customer, the principle amount,
interest, administrative fees, penalty charges,
and the activity amount is given. The.
corresponding billing document, clearing
document, and posting date is provided





5. Variable entry screen for report will appear.   Enter the desired parameters to execute the report. 
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6. Enter the required Prompts as indicator by asterisks (*).  Additional prompts may be entered to further filter the data returned.   Optional fields do not require a value to be entered.  However, if data is entered in optional fields, it will limit the data returned in the report output.
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7. As required, complete the fields as follows:
	Field
	R/O
	Description

	*Fiscal Year
	R
	An accounting period consisting of 12 months.  A fiscal year begins on October 1 and ends on September 30 of the following year.
Year Format:  YYYY

	*Fund 
	O
	A Funds Management Master Data element within FMMI that represents a set of specific accounting elements for recognition of obligation (budget) authority.  A Fund is referenced whenever spending occurs.  A Fund is a 10-digit alphanumeric naming structure consisting of an agency identifier, a business area, and ending with an agency defined naming structure.

Examples:  

· CF0000150D

· USDA/AG0001099X MISCELLANENOUS FINES

	Budget Period
	O
	A 4-digit code which indicates both the beginning and ending budget fiscal years for a fund.  Each budget fiscal year begins October 1st  and ends September 30th .  Budget Periods can be annual, multi year or no year. 

Example:  12XX

	Business Area
	R
	An organizational unit of financial accounting that represents a separate area of operations or responsibilities within an organization and to which the value changes recorded in financial accounting can be allocated. An element within FMMI that identifies USDA Agencies.

Example:  CF00

	Funds Center
	
	A Funds Management Master Data element within FMMI that encompasses organizational entities used to distribute budget and funding.  It is linked to Cost Centers.  Funds Centers are used to track and manage budget.  Funds Centers will have a 10-digit alphanumeric naming structure which will start with the business area and ends with an agency defined name.

Example: USDA/AP00000000 APHIS DEFAULT

	Funded Program
	O
	A program or project with a defined operational purpose and time frame for which, budget has been appropriated.  Funded programs are master data elements that enable agencies to record budget and monitor performance at the project or program level.  Funded programs can vary from simple activities to complex projects, and can cross an organization’s fiscal years.

Examples:

· FPDEFAULT

· USDA/AP.AQ.AIRC.01.2005.Q1 2005 – AGI AIR CRA

	Funded Program LV1
	
	Budget spent at positions one through ten (1-10).

	Funded Program LV2
	
	Budget spent at positions one through thirteen (1-13).



	Funded Program LV3
	
	Budget spent at positions one through eighteen (1-18).



	Funded Program LV4
	
	Budget spent at positions one through twenty four (1-24).

	Sales Order Document Number
	
	The FMMI generated number of the sales order document.



8. Click ‘OK’ Button to execute the report. 
[image: image5.png]= B
Avatabe Varnts: | ] Save] [Save As..| [ Dokte Show Varabe ersonaizaton

General Variables.

Variable Current Selecton
* Fiscal Year (Singe Value Entry, Required) 2013
© AR

Budget Period

Business Area

Funds Center

Funded Program

Cost Center

Funded Program LV1

Funded Program L2

Funded Program LV3

Funded Program Level ¢

‘Sales Order Doc # (Hutiple Values)





9. The report will be displayed with the following data elements in the default layout. 
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10. Click Scroll Right button to view additional columns within the report. 
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11. Below are the report’s Default Columns and their descriptions:

	Column
	Detail/Measure) 
	Descriptions

	Budget Period
	
	A 4-digit code which indicates both the beginning and ending budget fiscal years for a fund. Each budget fiscal year begins October 1st and ends September 30th. Budget periods can be annual, multi year or no year.

Example:  13XX

	Fund 
	
	A Funds Management Master Data element within FMMI that represents a set of specific accounting elements for recognition of obligation (budget) authority.  A Fund is referenced whenever spending occurs.  A Fund is a 10-digit alphanumeric naming structure consisting of an agency identifier, a business area, and ending with an agency defined naming structure.

Examples:  

· CF0000150D

· USDA/AG0001099X MISCELLANENOUS FINES

	Funded Program
	
	A program or project with a defined operational purpose and time frame for which, budget has been appropriated.  Funded programs are master data elements that enable agencies to record budget and monitor performance at the project or program level.  Funded programs can vary from simple activities to complex projects, and can cross an organization’s fiscal years.

Examples:

· FPDEFAULT

· USDA/AP.AQ.AIRC.01.2005.Q1 2005 – AGI AIR CRA

	Sold-To-Party 
	
	The government agency or company contractually responsible for the purchase of the goods or services from USDA.  In FMMI, the customer master data number is the sold-to-party.

	Sales Order Number
	
	The FMMI generated number of the sales order document.



	Column
	Detail/Measure) 
	Descriptions

	Sales Order Type
	
	The order type categorizes the sales order according to its purpose.  The following are the Sales Order Types in FMMI:

· RONA – Reimbursable Order No Advance

· NFNA – Non-Federal No Advance

· ROWE – Reimbursable Order with Exception

· INTR – Inter-USDA Agency Agreement

· ROWA- Reimbursable Order with Advance

· FOWA – Federal Reimbursable Order with Advance

· TOWA – Trust Fund Order with Advance

· UFAN – User Fees – Anticipated

· UFEE – User Fees

· PRBL -  Periodic Billing

	**Sales Order Amount
	Net Value of the Sales Order.  GL Accounts 4610 and 4650.
	The monetary value of goods or services sold.  In FMMI, this value is always calculated in US dollars.

	**Unfilled Sales Order 
	Sales Order Amount – (Commitments + Obligations + Expenditures + Disbursements)
	Amount remaining on the Sales Order.

	**Amount of Advance
	GL Account 4222 and 4114.
	Advance amount received on a Sales Order.

	**Open Commitments 
	GL Account 47XX.
	The amount of allotment or sub-allotment committed in anticipation of an obligation.



	**Open Obligations
	Undelivered Orders.   GL Accounts 4801, 4871, 4881, and 4802.
	An obligation is a reservation of funds for a specific purchase.

	**Unpaid Expenditures 
	Cost associated with Purchase Order.  GL Account 4901. 
	Cost associated with the Purchase Order.

	**Disbursements 
	Costs associate with the Sales Order.  GL Account 4902.
	Cost associated with the Sales Order.  

	**Unpaid Billed
	Amount of outstanding Accounts Receivable.  GL Account 4251.
	Amount of outstanding Accounts Receivable.

	**Cumulative Collections
	Amount of revenue collected or amount of advance. GL Account 4252. 
	Amount of revenue collected or amount of advance.

	**Amount Unbilled
	(Expenditures + Disbursements) – Cumulative Billed Amount – Cumulative Collections
	The total Expenditures less the Unpaid Billed Amount less the Cumulative Collections.


**Key Figures:  See Exhibit A on page 15 for more details. 

12. Below are Free Characteristic fields that can be dragged and dropped:

	Fields
	Description

	Billing Category:  
	The Billing Category is used to differentiate the billing documents by requirements for invoice printing, billing document creation, and forwarding to Financial Accounting.


	Billing Date:  
	Date located on billing document

	Billing Document:  
	Represents the system-generated document number for the bill.


	Billing Type:  


	Billing Document Type controls the processing of Invoices.  Billing Types include F1, F2, BV, and FAZ.

	Bill To Party:  


	Person or company that receives the invoice for a delivery or service.

The bill-to party is not necessarily the payer who settles the bill.

	Changed On 
	Date document was changed in FMMI.

	Commitment Item
	Commitment Item (CI) defines how funds are either controlled or spent. It is the Funds Management equivalent of a GL account and is used for BOC or Revenue Source Code.

Example:  USDA/0203       COMM ACTIY-EXCEPTION

	Confirmation Indicator:  
	Indicates whether a Sales Order has been created.


	Cost Center 
	An organizational cost object that consumes, collects, allocates, controls, reports, and plans costs.

Example:  CF00000000

	Created On:  
	Date document was created.

	Customer Account Group
	Represents a classification assigned to each customer (Federal Customers, State and Local Government Customers, Commercial Customers, etc.)

· AGST (USDA Ship/Bill To)

· Bank (Bank Customer)

· COMM Commercial)

· EMPL (Employee Customer)

· FED (Federal Customer)

· SNL (State and Local Customer)

· USDA (USDA Agency Sold to Party)

	Fiscal Year
	An accounting period consisting of 12 months. A fiscal year begins on October 1 and ends on September 30 of the following year.

Year Format:  YYYY

	Functional Area
	Functional Area is used in mission critical programs without an end date. These programs are core to the operations of USDA agencies and staff offices.

Examples:

· AP00AGDEPOIT000 DEPOSIT FUND-UNIDENTIFIED 

· AGDEFAULT


	Fields
	Description

	Funded Program Component (CP) 1:  
	First two positions of the Funded Program 

	Funded Program CP 2:  
	Positions four and five of the Funded Program

	Funded Program CP 3:
	Positions seven through ten of the Funded Program

	Funded Program CP 4:  
	Positions twelve and thirteen of the Funded Program

	Funded Program CP 5:  
	Positions fifteen through eighteen of the Funded Program

	Funded Program CP 6:  
	Positions twenty through twenty-four of the Funded Program

	Funded Program Level 1:   
	Budget spent at positions one through ten (1-10).

	Funded Program Level 2:  
	Budget spent at positions one through thirteen (1-13)

	Funded Program Level 3:  
	Budget spent at positions one through eighteen (1-18)

	Funded Program Level 4:  
	Budget spent at positions one through twenty four (1-24).

	GL Account
	Represents the Standard General Ledger account that is impacted when a transaction is posted.  The following are the GL Accounts contained in this report:   

· 4801(Undelivered Orders - Obligations, Unpaid)

· 47XX (Commitments - Programs Subject to Apportionment)

· 4871(Downward Adjustments of Prior-Year Unpaid Undelivered Orders - Obligations, Recoveries)

· 4881 (Upward Adjustments of Prior-Year Undelivered Orders - Obligations, Unpaid)

· 4802 (Undelivered Orders - Obligations, Prepaid/Advanced)

· 4610 (Allotments - Realized Resources)

· 4650 (Allotments - Expired Authority)

· 4222 (Unfilled Customer Orders With Advance)

· 4114 (Appropriated Trust or Special Fund Receipts)

· 4901 (Delivered Orders - Obligations, Unpaid)

· 4902 (Delivered Orders - Obligations, Paid)

· 4251 (Reimbursements and Other Income Earned – Receivable)

· 4252 (Reimbursements and Other Income Earned – Collected)

	Item
	Sales Document Item.  Each sales order contains one or more line items representing each good or service provided as part of the sales order.

	Order Quantity
	The quantity to be ordered for each specific line on the customer’s sales order document. 

	Posting Period
	A period within a fiscal year for which transaction figures are updated.  Every posted transaction is assigned to a particular posting period.  



	Predecessor SD Doc Number:  
	The document that precedes the current document in document flow. For example, if a user creates a sales order, the preceding document might be a quotation. A quotation represents an offer which is legally binding to deliver the product or provide a service in some fixed conditions.  If you create a sales document with reference to a preceding document, the system copies nearly all the data from the preceding document. The data in the preceding document originally comes from the customer and material master records. Because the data is copied from the preceding documents into the sales document, any changes that have been made to the master data records since the preceding document was created are not included in the sales document.




	Fields
	Description

	Predecessor SD Item:  
	The item of a document that precedes the current item of a document in document flow. If you add another item to the sales document that was not in the preceding sales document, the system determines the data for it from the master records, such as the material master or info record.

	Purchase Order Number:  
	The number used by FMMI to uniquely identify a Purchase Order (PO). The following are the number ranges for PO’s used in this report.

· 6000000000 - 6099999999 (PO’s ZIO and ZIN)

· 4500000000 - 4599999999 (PO NB)    

	Purchase Order Date:  
	The date shown on the Purchase Order.

	Purchase Order Type:  
	The Purchase Order types are ZIO (IAS Purchase Order with reference to a Purchase Requisition); ZIN (IAS Purchase Order without reference to a Purchase Requisition); and NB (direct-entered Purchase Order). 

	Reference Document Number: 

	The documents created during the automatic postings are assigned a reference document number in the Reference number field, located in the document header.



	Reference Item:   
	The line item referenced on a Sales Order.  Each Sales Order contains one or more line items representing each good or service provided as part of the Sales Order.  

	Sales Organization:  


	Organizational unit of Sales and Distribution at the next level below the Company Code level.  In FMMI, the Sales Organization represents an Agency.  

	Successor Document Number


	Follow-on sales document.  A sales order will remain open until you have transferred all the items to a follow-on document, a Delivery or Invoice.



	Successor Document Type:  
	Follow-on sales document category.  The type of follow-on document that is to be created.


	Successor Item Number:  
	Follow-on item of a sales document.  The item listed in a follow-on document.

	
	


The Un-Liquidated Obligations Detail Report has been successfully viewed.  This is the end of the procedure.  

EXHIBIT A
	Column A
	
	
	Column B
	Column C
	Column D
	Column E
	Column F
	Column G
	

	GL  Accounts 4610 and  4650 
	A – (B + C+ D + E)
	GL Accounts 4222 and 4114
	GL  Accounts 47XX
	GL  Accounts 4801, 4871, 4881, and 4802
	GL  4901
	GL 4902
	GL 4251
	GL 4252
	(D + E) – (F –G)

	Sales Order Amount
	Unfilled Sales Order
	Amount of Advance
	Open Commitments
	Open Obligations
	Unpaid Expenditures 
	Disbursements
	Unpaid Billed
	Cumulative Collections
	Amount Unbilled

	$
	$
	$
	$
	$
	$
	$
	$
	$
	$
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