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About This Guide

What is a Change Discussion Guide?

A Change Discussion Guide is a communication tool designed to describe specific process changes that may affect the way you cur-
rently perform various roles within your job. The overview of the changes in this guide will provide you with a foundation to better
understand the changes that will result from Core Financial.

How Should I Use This Guide?

Use this guide to help understand and communicate the changes Core Financial will bring to your various roles within your job. This
guide is NOT training. Training will teach you how to use SAP R/3 to complete tasks. To make training as effective as possible, you
should understand how the roles and tasks you currently perform are changing before you attend classroom sessions.

The scope of the Core Financial Project includes six functional, or process, areas—Budget Execution, Purchasing, Cost Management,
Accounts Payable, Accounts Receivable, and Standard General Ledger. This guide was developed to address changes in one of those
process areas. The guide provides an overview of the process area; however, you may only perform specific roles or tasks within that
process. You should discuss specific impacts to the roles or tasks you currently perform with your supervisor.



Integrated Financial Management Program Overview

The mission of the Integrated Financial Management Program (IFMP) is to improve the financial, physical, and human resources man-
agement processes throughout the Agency.

IFMP will reengineer NASA's business infrastructure in the context of industry “Best Practices” and implement enabling technology to
provide necessary management information to support the Agency's strategic implementation plan.

IFMP will create significant positive change in NASA's business and administrative processes and systems.

As we move into the future, we will be changing the following:
e Business processes,
e Working relationships,
e Job content and skill requirements,
e Policies and procedures, and
e (Organizational relationships relative to decisionmaking and access to information.

The Integrated Financial Management Program includes the following projects: Travel Management, Position Description Management,

Resume Management, Core Financial, Human Resource Management, Integrated Asset Management, Budget Formulation,
Procurement Management, and eProcurement Prototype.

Integrated Financial Management Program Overview



Core Financial Project Overview

Core Financial Project Mission

The Core Financial Project provides the management and technical leadership for the Agencywide implementation of standard systems
and processes necessary to support the Agency’s financial management activities.

Core Financial Project Scope

Budget Execution

Records budget authority and resources available, tracks apportionment and allotments, permits the establishment of spending
limits, and collects financial actuals, permitting the comparison of budget to actual data. Records commitments and obligations,
including verifying and tracking the availability of funds.

Purchasing

Records the accounting impacts associated with obligations from contract awards, purchase orders, grants, and modifications by
associating procurement line items with the respective accounting line items.

Cost Management

Uses workforce, cost, labor, and other inputs to determine cost information and the allocation of costs.

Accounts Payable

Prepares and delivers payments, as well as advanced payment processing for services rendered.

Accounts Receivable

Creates, processes, and manages reimbursable and nonreimbursable bills for accounts receivable.

Standard General Ledger

Establishes SGL accounts and code, maintains the FCS and SGL, and reports financial information.



Core Financial Benefits

Center Management

Enable a “One NASA" concept by providing an integrated and consolidated information source to facilitate data sharing
across the Agency, providing consistent, accessible financial data.

Provide accounting and budgeting structure to enable Full Cost Management.

Support business-based decisionmaking, providing timely financial information so that it can be used in the decisionmaking
process.

Provide financial information backbone to be integrated with project management data for an integrated view of project status.
Provide technical foundation to lead NASA into the world of e-commerce and e-government.

Core Financial Benefits



Core Financial Benefits

Resource Management

e |ncrease time available for meaningful management analysis.
— Reduce the need to compile and reconcile data from disparate sources and systems,
— Provide a single point of data entry (elimination of duplication),
— Provide a real-time, single, consolidated general ledger, and
— Reduce research and analysis time by providing drill-down capability to original source documents.

e |mprove timeliness of acquiring goods and services needed to perform the mission of the Agency.
— Provide fully automated purchase request creation, routing, and approval, and
— Provide a simplified bankcard process.



Core Financial Benefits

Financial Management

e Use resources more effectively and efficiently.
— Automatic calculation of interest,
— Automatic aging of accounts receivable,
— Better handling of installment payments from customers,
— Automatic preparation of IRS 1099s for debt cancellations,
— Automated trial balances and FACTS | and I,
— Elimination of PAC and Hilite Reports, and
— Elimination of FACS generation and transmission to NASA HQ.

e Provide easier distribution of carrier account transactions.

e Share information across functions (e.g., accounting and procurement).

Core Financial Benefits



SAP

SAP—An Integrated System

e |s highly integrated

e Has a centralized database

e Records business events only once in system

o (reates consistency among records and modules

e Maximizes data integrity

e Prevents anti-deficiency with real-time funds availability checking

SAP—An Agency-Wide System

e Configured as an Agency solution

e (entralized financial management system

e (Organized as one legal entity and one chart of accounts
e Managed centrally through a competency center

e (an be accessed at all Centers

e (One coordinated closing process for periods



Reports in SAP

Reports in SAP
e Agency CFO statements are automated
FACTS I and Il are automated
SF-224 is automated
Many internal reports are also automated
Utilize Business Warehouse
Have extensive query capabilities
Can download data to MS Excel or other tools

Reports in SAP



Accounts Payable Maintain Master Data

Maintain AP Master Data

e Remit to vendor master data—Vendor banking information and all other pertinent fields relating to payment
— Verify remit to vendor master data—Center
— Create remit to vendor master data—Center
— Update remit to vendor master data—Center
— Approve remit to vendor master data—Competency center

e Bank master data—Bank control number and address
— Verify bank master data—Center
— Create bank master data—Competency center
— Update bank master data—Competency center



Accounts Payable Enter Invoice

Enter Invoice

The following fields will be manually entered:
® Invoice date
e Invoice received date
o Purchase order number
e Reference—the vendor's invoice number and the contract or purchase order number
® Header amount—the invoice total

All other fields will be populated automatically, such as the following:
e \endor master
e Purchase order
e Receiving report

Fields can be overridden, such as:
e Line item amount
e Quantity
e Payment terms
e \endor information

Accounts Payable Enter Invoice



Accounts Payable Enter Invoice

Status of Invoice
e Park
— Saves the data
— No Standard General Ledger (SGL) effect

e Park Complete
— Reserves the obligation
— Triggers the electronic workflow
— No SGL effect

e Post
— Records the SGL effect
— Makes payment available for scheduling



Accounts Payable Execute & Manage Payments

Execute and Manage Payments

Create Payment Proposal
— Groups all Payments for the Intended Period by vendor or document type on the Invoice

Verify Payment Proposal
— Verify that all Information on the Payment Proposal is Correct

Skip Payment
— Removes a Payment from that Payment Proposal. The Payment will automatically appear on the next Payment Proposal

Block Payment
— Payments can be blocked at the Vendor or Payment level. The Payments will have to be unblocked to appear on another
Payment Proposal

Reverse Qriginal Invoice

— If the Invoice is incorrect it will have to be reversed. It cannot be corrected due to the SGL effects created when it was
posted. (In order to correct an invoice that has been determined to be incorrect after it has been posted that invoice must
be reversed.)

Re-Enter Invoice
— The corrected Invoice will have to be Re-Entered

Accounts Payable Execute & Manage Payments



Accounts Payable Execute & Manage Payments

Execute and Manage Payments

e Print Proposal
— Print a hard copy of the Payment Proposal

e Execute Proposal
— The payment proposal is where the prompt payment due dates, discounts and interest payments are calculated.
Disbursements-In-Transit are recorded when the payment run has been created

Submit File to Treasury
— Will be handled through an Interface

Payment Confirmation
— Will be handled through an Interface with Treasury. Records accounting impacts to clear Disbursements-In-Transit and decrease Cash

Payment File Formats
- CTX
e Credit Card Vendor
— CCD+
o All other Commercial Vendors
— PPD+
e Employee Travel Payments
— Checks
- PAC
— HHS



Accounts Payable Interfaces

Health and Human Services (HHS) Interfaces
e Authority Interface
— Eliminates Dual Entry in SAP and HHS

e Drawdown Interface
— Will Record Cost and Disbursement at the time of the drawdown using an agency defined algorithm
— Headquarters will IPAC centers once a month for HHS drawdowns as they do today.

e SF 272 Interface
— Will electronically Transmit the SF 272 from HHS
— Cost and Disbursement recorded from the drawdown will be adjusted using the agency defined algorithm when the SF 272 is
received
Treasury Interfaces
e Payment File to Treasury

e Treasury Confirmation to SAP

Accounts Payable Interfaces



Accounts Payable Interfaces

IPAC Interface

e Center Initiates Payment to Vendor
— Invoice has been recorded in SAP
— Payment Method field will identify the Invoice as a IPAC invoice
— Creation of the Payment File will Trigger the interface

e Vendor Initiates Adjustment (to previous NASA Initiated Payment to Vendor)
— Interface will create a Credit Memo in SAP
— Credit Memo will Reference Previous Invoice
— Credit Memo will be Cleared Through Cash

e Vendor Initiates Collection from NASA Center (Invoice does not exist in SAP)
— Interface will create an Invoice in SAP
— Invoice will be Cleared Through Cash

e \endor Initiates Collection from NASA Center (Invoice exist in SAP)
— Interface will match the Payment to the Invoice
— Invoice will be Cleared Through Cash

e NASA Center Initiates Adjustment (to previous Vendor Initiated Collection)
— Credit Memo will be created in SAP
— Payment Method field will identify the Credit Memo as a IPAC Transaction
— Creation of the Payment File will Trigger the Interface

e NPPS Interface to update Vendor file for Employees
— Bi-Weekly Updates
— Name
— Banking Information
— Organization Code
— Social Security Number (SSN)



Accounts Payable Travel Activities

Travel Order—Funds Commitment

e Funds Availability Check Performed, if funds are not available error message is displayed, and no posting occurs
e System validates FCS prior to posting
e Posting of Funds Commitment records a commitment and obligation

Travel Cost

e (Cost accruals are recorded at month end using a Journal Voucher (JV) on all outstanding Travel Orders
e (ost accruals are automatically reversed at the beginning of the next month
e Actual cost is recorded when the Travel Voucher is posted

Travel Advance

Travel Voucher—Enter Invoice in FI

Records Actual Cost and Disbursement

Clear Travel Advance

Payment will be made to Traveler

Electronic Notification will be sent to Traveler

Accounts Payable Travel Activities



Core Financial Role Mapping

A “Role” is:
e A component of a job.
e Any given job can be composed of one or more roles.
Core Financial to-be roles were defined for the Agency.
The Core Financial project team developed an initial list of end-users mapped to these to-be roles.
Managers and Team Leads were briefed on the role mapping process. They were asked to:
e Review the list of to-be roles.
e Think about which roles would be linked to which of their employee(s).
e Review the end-user/role map initial list and make additions/deletions/corrections as necessary.

Managers and Team Leads re-visited the list of end-users mapped to the to-be roles on a periodic basis until the list was finalized.

(NOTE-Position Descriptions will not be changed as a part of the Core Financial project.)



Accounts Payable Roles

ACCOUNTS PAYABLE CERTIFICATION PROCESSOR

Description: The Certification Processor is responsible for all activities dealing with Treasury, including stopping payment through
Pacer. The Certification Processor verifies the payment proposal prepared by the Vendor Payment Processor (VPP) and Travel Payment
Processor (TPP). If corrections are necessary, the Certification Processor re-routes the payment proposal back through the VPP and or
TPP for corrections. Once all entries are verified, the Certification Processor prints the proposal to create a certified proposal.

After the Certification Processor has created the file for Treasury, the Certification Processor approves the entries made in ECS by
the ECS Maintainer and submits the file to Treasury. If Treasury does not process the file, the Certification Processor determines
the reason for non-execution cancels the original ECS entry and resubmits the file to Treasury. Once Treasury processes the file
and the payments are confirmed the interface will post the confirmations in SAP.

ACCOUNTS PAYABLE INTRA-AGENCY PAYMENTS AND COLLECTIONS PROCESSOR

Description: The Accounts Payable Intra-Agency Payments and Collections (AP IPAC) Processor handles all transactions between SAP
and the IPAC system. This includes initiating a download of the IPAC transactions for their specific ALC. The trigger for the interface
to pick up IPAC transactions will be the payment run.

AGENCY HEALTH AND HUMAN SERVICES PROCESSOR (Headquarters Role)

Description: The Agency Health and Human Services (HHS) Processor performs manual activities related to the HHS Sub-process.
These include informing the various centers and HHS when new recipients are established. The Agency HHS Processor is also respon-
sible for reconciling Centers’ and HHS's data and running reports within the SAP system. They will also ensure that each center is prop-
erly charged for its recipients’ drawdown and billed each month for all IPAC transactions.

Accounts Payable Roles



Accounts Payable Roles

HEALTH AND HUMAN SERVICES PROCESSOR

Description: The Health and Human Services (HHS) Pracessor is responsible for all activities related to HHS payments. These include
all manual processes involved to create and maintain the recipient account, maintain Remit-To vendor information, and issuance of nec-
essary letters to recipients.

Once the recipient account is established, the HHS Processor interfaces the HHS data with SAP to update disbursements and cost at the line
item level. The HHS Processor interfaces all SF272 data to automatically update and adjust cost and disbursements at the line item level.

PAYMENT AUDITOR

Description: The Payment Auditor is responsible for producing any and all reports for the accounts payable area to include the
Annual Report of Payment Activities and the 1099 Report.

TRAVEL AUTHORIZATION PROCESSOR

Description: The Travel Authorization (order) Processor (TAP) is responsible for entering the approved Travel Authorization Document
into SAP. The Travel Authorization Processor is responsible for ensuring that the Travel authorization document has all the required
information, proper approvals and that it meets the requirements of the FTR. The Travel Authorization Processor is also responsible for
validating that the appropriate commitment /obligation is recorded in the proper USGL accounts when the order is posted. The TAP will
also be responsible for posting the JV cost accruals.



Accounts Payable Roles

TRAVEL PAYMENT PROCESSOR

Description: The Travel Payment Processor is responsible for processing all travel vouchers, travel advances and other invoices relat-
ed to travel through the creation of the payment proposal.

The Travel Payment Processor is responsible for validating that the vouchers and all advance requested are valid and meets the require-
ments of the FTR and the FMM 9700. When validating the vouchers, the Travel Payment Processor is responsible for determining if
there are errors and making the appropriate adjustment, recording the adjustment and reimbursing the traveler for the correct amount.
The Travel Payment Processor is also responsible for posting the vouchers, processing travel advances (Request for Down Payment),
tracking returned vouchers, reversing the JV cost accrual entries and running the payment proposal for travel payments.

The Travel Payment Processor is also responsible for reissuing payments in the case of payments issued to the incorrect traveler, pay-
ments that have not yet cleared Treasury, limited pay ability payments, and vendor initiated requests for replacement payments. In
these instances, the Travel Payment Processor determines if the payment has cleared Treasury and if it was issued to the correct ven-
dor. The Travel Payment Processor then either informs the requestor of the status of the payment or initiates a new payment and for-
wards the required information to Accounts Receivable, if necessary.

The Travel Payment Processor is responsible for recording the appropriate expenses to liquidate advances (Clear Down Payment).

After the Certification Processor has reviewed the payment schedule, the Travel Payment Processor makes any adjustments necessary
based on debit balances or Certification Processor request.

The Travel Payment Processor also records the cost and disbursement as required for transactions that appear on the error log pro-
duced by the IPAC Processor and post these transactions, such as PCS tax information.

NOTE: This role is for items that will not be processed in Travel Manager, such as: recording of PCS & Foreign payments, processing
Centrally billed credit card statements, and miscellaneous travel payments.

Accounts Payable Roles



Accounts Payable Roles

VENDOR INVOICE PROCESSOR

Description: The Vendor Invoice Processor receives the date-stamped invoices from the Invoice Receiver, enters them into the
system and, after performing some preliminary checks, parks the invoice for further processing. The Vendor Invoice Processor is
responsible for ensuring that all Remit-To vendor master data is correct (including banking information) and determines whether
the invoice is forwarded to the Vendor Payment Processor, the IPAC Processor, or the HHS Processor.

VENDOR MASTER ADMINISTRATOR (Competency Center Role)

Description: The Vendor Master Administrator is responsible for approving any changes to the Remit-To vendor master data after the
Vendor Invoice Processor has entered it.

VENDOR PAYMENT PROCESSOR
Description: The Vendor Payment Processor is responsible for processing all commercial invoices up to creation of the payment proposal.

The Vendor Payment Processor ensures that the invoice is a valid invoice per the Prompt Payment Act that any matching required falls
within approved tolerances on a contract-by-contract basis, and that all required approvals have been obtained. If an invoice proves to
be invalid according to the requirements of the Prompt Payment Act, the Vendor Payment Processor ensures that the invoice is returned
to the vendor within 7 days of receipt of the original invoice accompanied by a letter detailing the deficiencies of the invoice. If more
than 7 days passes, the due date of the corrected invoice is reduced by the number of days exceeding 7. The Vendor Payment Processor
is responsible for tracking all returned invoices and correctly matching them with re-submitted invoices. Prior to creation of the file for
Treasury, but after all required validation activities are performed, the Vendor Payment Processor places the invoice in park complete
status and routes the invoice for all required approvals, and then posts the invoice.

(continued on next page)



Accounts Payable Roles

VENDOR PAYMENT PROCESSOR (continued)

The Vendor Payment Processor is responsible for validation of the invoice. Should the invoice fail the status checks when attempting
to place the invoice in park complete status, the Vendor Payment Processor confirms that the obligation amount is correct, the invoice
is charged to the correct procurement line item (PLI) and/or make a downward adjustment to the invoice, as necessary. Following
receipt of all required approvals, the Vendor Payment Processor checks for any holdbacks that are required per the contract and makes
any other adjustments that are required before posting the invoice.

For all IPAC invoices, the Vendor Payment Processor records cost and disbursement as required for transactions that appear on the
error log produced by the IPAC Processor and then post these transactions. For those transactions that do not contain errors, the
Vendor Payment Processor analyzes the transactions to determine if reimbursement is due from other centers and informs the initia-
tor of the transaction if an adjustment is required. The Vendor Payment Processor then manually routes IPAC information to the appro-
priate approving official.

The Vendor Payment Processor is also responsible for reissuing payments in the case of payments issued to the incorrect vendor, pay-
ments that have not yet cleared Treasury, limited payability payments, and vendor initiated requests for replacement payments. In
these instances, the Vendor Payment Processor determines if the payment has cleared Treasury and if it was issued to the correct
vendor. The Vendor Payment Processor then either informs the requestor of the status of the payment or initiates a new payment and
forwards the required information to Accounts Receivable, if necessary.

The Vendor Payment Processor will on the last business day of each month create a temporary invoice receipt in SAP using a special
document type for all contract/purchase orders that have non-valuated goods receipts without invoice receipts. The Vendor Payment
Processor will reverse these invoices on the first business day of the next month to allow for the real invoice to be posted when it is
received in the accounts payable office.

The Vendor Payment Processor is responsible for recording the appropriate expenses to liquidate advances.

After the Certification Processor has reviewed the payment schedule, the Vendor Payment Processor makes any adjustments neces-
sary based on debit balances or Certification Processor request.

Accounts Payable Roles



Frequently Asked Questions

What is FCS?
Financial Classification Structure (Today what we call the accounting code).

How will the IPAC Processor know when there are transactions that need to be processed?
The IPAC Processor will continue to login into the website as they do today. They will download the transactions for their applicable
ALC and the file will be processed by the interface.

Can invoices be returned in SAP?
Depending on the status of the invoice it can be reversed and then deleted. If the invoice is in a park status it can be deleted at this
point without any further steps.

What kinds of reports can be generated in SAP
The agency design team has developed a set of Minimum Standard reports (MSR) for the agency for each sub-pracess. In the addition
to the MSR there will be custom reports for some areas.

What and where is the partner code being entered in SAP?
Partner code is the Treasury Partner Code which is currently a 2 digit code that is being populated in the Trading Partner field on the
Vendor Master Record.

How are tolerances set up in SAP?
Tolerances between invoice and obligation are set to 10% not to exceed $500.

How will miscellaneous ODN be processed in SAP?
There will be an Outside Buyer Role within the Finance Office that will obligate miscellaneous obligations when applicable.

How will advance payments be made in SAP?
Advance payments will be processed through the creation of a down payment request in SAP.



Key Terms

Account Group
Determines the data that is relevant for the master record. It also determines a number range from which numbers are selected for the
master records. An account group must be assigned to each.

Bank Master
Collective term for all bank master data records. The bank master contains the data of all banks of which the company conducts business.

Bank Master Data
The information on a bank required to carry out a business transaction with the bank. This information is stored centrally in the R/3
System and includes the name and address of the bank and any country-specific information as appropriate.

Deletion Flag
Indicator that flags a data record to be physically deleted from the database. Records flagged in this way are deleted from the
database by a general deletion.

Partner Functions
A name or number that identifies a group of business partners, such as sold-to parties or ship-to parties. The three major partner
function codes are OA (Order from Vendors), PI (Remit-To Vendors), and VN (Vendor Headquarters).

Payment Proposal

A listing of vendor invoices that are due. The list is based on user-defined parameters that define which accounts and items that the
payment proposal is to include. The payment proposal should always be verified for accuracy prior to running the payment run. When
the payment proposal is ran, the system: 1) Checks the accounts and documents specified in the parameters for due items 2) Groups
due items for payments 3) Selects the relevant payment methods, house banks, and partner banks 4) Calculates interest and discounts.

Payment Run
The final run of the payment proposal after it has been edited and is error free. During the payment run, the system: 1) Posts payment
documents as disbursements-in-transit 2) Clears open items 3) Prepares data for printing.

Remit-To Vendor

The remit-to vendor is the vendor receiving payment. The remit-to vendor may have a vendor master record. Remit-to vendor records
have associated account groups.

Key Terms



Key Terms

Vendor Block

Block of a vendor or a supply relationship for quality reasons. The block can be valid for different procurement functions, for example
for requests for quotations, purchase orders, goods receipts.

Vendor Master

Collective term for all vendor master records. The vendor master contains the data of all vendors of which the company conducts
business.

Vendor Master Record
Data record containing all the information necessary for contact with a certain vendor, in particular for carrying out business transactions.



Core Financial Training

The four major components of the Core Financial training include: RWD SAP 4.6, Instructor-led Training (ILT), Web-based
Training (WBT), and On-line Quick Reference (OLQR).

RWD SAP 4.6

This course is web-based. You are required to take the RWD SAP 4.6 course prior to any other web-based or instructor-led training
you have been scheduled to attend. It is designed to give you a basic understanding of SAP 4.6 prior to your role-based training.
Only those employees who have taken the RWD SAP 4.6 will be allowed to attend the role-based training courses.
[NOTE: In order to perform your role(s) proficiently, it is imperative that you attend all role-based training courses for
which you are scheduled.]

The following highlights some aspects of the RWD SAP 4.6 training course:

e Provides an overview of the SAP system using generic examples and data

e Provides end-users with a foundation to use SAP 4.6 in their roles

e Contains modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-
Codes)

Instructor-led Training (ILT)
There are 32 instructor-led training courses. These courses vary in length from two to eight hours. The to-be roles you will be per-
forming in SAP determine the courses you will be scheduled to attend. Instructor-led training is:

Led by business/functional experts

e Places emphasis on interactive discussions, hands-on practice, and exercises

e Enables instructors to use the training database, the OLQR, and their own experience

e Employs presentation tools and exercise packets that are distributed to participants

Core Financial Training



Core Financial Training

Web-based Training (WBT)

The Core Financial Web-Based Training (WBT) course will focus on procedures that describe the process end-users will need to use
to complete tasks related to specific roles. These courses are designed with multiple modules that will afford you an opportunity to:
direct your own learning; determine the right level of detail; and assess the success of instruction. You will be able to access WBT
on the NASA Intranet, at your workstation, during the two months prior to “go live.” Web-based training:

e Provides a high-level overview of the Core Financial processes

e Focuses on procedures that describe how to complete tasks related to specific roles

e Focuses on a specific process or system (e.g., bankcard), and offers information you will need to understand the financial and
accounting system in SAP.

SAP Mission Control — Online Quick Reference (OLQR)

The Core Financial SAP Mission Control (OLQR) tool is designed to provide you with procedures, job aids, and other necessary Help
content via the Internet. The Help content is role-related, focusing on tasks you will perform within your roles and providing need-
ed assistance to effectively use SAP to execute those tasks. This tool:

e Supports you on the job at your point-of-need

e Includes step-by-step Core Financial transaction requirements, definitions, and process descriptions

e Includes flows for specific business processes

Training Invitations

You will receive your training invitations by e-mail. The invitation includes information on the training courses you are expected to
attend and instructions on how to sign up for your courses.



Accounts Payable Course Curriculum

Course Name-Invoice Processing in Materials Management (MM)

Description: This course will focus on the processes to enter invoices into SAP. Specifically, end-users will learn the processes used
for payments in contracts/purchase orders. End-users will learn the process to ensure invoices are ready for routing and approval and
the activities to process commercial invoices before a payment is made. The module will focus on the activities to handle invalid
invoices, the process for validating invoices, including IPAC invoices, and the process to post invoices to the system. (Roles: AP IPAC
Processor, Payment Auditor, Vendor Invoice Processor, Vendor Payment Processor)

Course Name-Invoice Processing in Financial Accounting (FI)

Description: This course will focus on the processes to enter invoices into SAP. Specifically, end-users will learn the pracesses
used for travel and simultaneous Commitment Obligations Cost and Disbursement (COCD) payments. End-users will learn the
process to ensure invoices are ready for manually routing and approval and the activities to process commercial invoices before a
payment is made. The module will focus on the activities to handle invalid invoices, the process for validating invoices, including
IPAC invoices, and the process to post invoices to the system. (Roles: AP IPAC Processor, Payment Auditor, Vendor Invoice Processor,
Vendor Payment Processor)

Course Name—Processing Payments through Treasury

Description: This module will focus on the steps to process payments through Treasury, including how to create, verify, print,
and execute payment proposals. Within this module, end-users will be taught how to validate payments, including the process
for reissuing payments. End-users will also learn the activities to post Treasury confirmations. (Roles: AP Certification Processor,
Vendor Payment Processor)

Course Name-Vendor Master

Description: The Vendor Master module will focus on the activities/tasks to approve/generate changes to the Remit-To vendor master
data, the process to ensure all Remit-To vendor master data is correct, and the process to enter/verify Bank Master data. (Roles: Payment
Auditor, Vendor Invoice Processor, Vendor Master Administrator, Travel Payment Processor)

Accounts Payable Course Curriculum



Accounts Payable Course Curriculum

Course Name—Intra-Governmental Payment and Collection Processing (IPAC) Processing

Description: This module will instruct end-users on how the interface works, how to record Intra-Governmental Payment and
Collection (IPAC) transactions, how to enter invoices and adjustments into SAP. how to resolve issues associated with the error log,
and how to post IPAC transactions. (Roles: AP IPAC Processor, Vendor Payment Processor)

Course Name—Report Generation—Accounts Payable

Description: In this session, end-users will learn how use SAP to design and run standard financial reparts, develop custom financial
reports, and create cost and performance measurement reports. This course will also provide end-users with specific functional area
report generation information. In addition, end-users will be introduced to the Business Warehouse (BW) Interface and learn how to
execute BW reports, queries, and drill-downs. (Roles: AP IPAC Processor, Agency HHS Processor, HHS Processor, Payment Auditor,
Vendor Payment Processor, Travel Authorization Processor, Travel Payment Processor)

Course Name—NASA Core Financial on the Web

Description: In the Web-based Training (WBT) course, end-users will be provided with an overview of NASA Core Financial busi-
ness areas and detailed business process information related to specific roles within Core Financial functions. There will be one WBT
training course that covers all functional areas, composed of 17 modules. Provided, below, are descriptions of the WBT modules that
end-users in Accounts Payable will be required to complete prior to the implementation.

WBT Module: Travel Authorization and Payment Processing

Description: The Travel Authorization and Payment Processing module will teach end-users: the process for entering approved
Travel Order Documents into SAP; the procedures used to process travel vouchers, travel advances, and other invoices related to
travel; the process for posting vouchers/travel invoices and advances (Down Payment Request) in the system; add Journal Vouchers
(JV) associated with entering cost; how to track returned vouchers and run the payment proposal for travel payments. (Roles: Travel
Authorization Processor, Travel Payment Processor)



Core Financial Contacts

Who Should | Go To If | Have Questions?
Your supervisor should be the first person you turn to with questions concerning changes in your job. If your supervisor cannot address
your question, they will follow up with your Change Agent to address the question. Core Financial MSFC Resources Extended Team

Members (Change Agents)

HQ Change Agents:

Codes/Areas Covering
A CO

A, CO

BF

BF

BR

EAA

EU

FE

FE

FM

FP

FT

G K L

HC

I

J

J

JE

M - Funds processing
M - Funds processing and PRs
M - General

M - PR processing
NMO at JPL

P

Procurement
Procurement

Q

Q

R

Receiving & Inspection
RFO

RFO

RFO

S

Name

Michael Chatman
Sandra Smith
Donna Dull
Bertha Lee

Mary Ellen Wirsing
Omega Jones
Linda Worthington
Sherri Mcgee
Loretta Smith
Joyce Smith

Bill Ingerski
Christine Hunter
Ruth Krat
Reginald Walker
Shirley Perez
Christina Gibson
Jay Rosenthal
Christopher Hart
Andrea Ledbetter (Jordan)
Vickie Walton
Gary Gaukler
John Watts
Angel Castillo
Peggy Fleming
Bradley Poston
Delia Robey

Dale Moore
Margaret Pavlik
Greg Lindsay

Pat Burns

Sandra Brown
Denise Brown
Melissa Mouer
Jane Green

Code
CFA
CFB
BFB
BFZ
BRA
EAA
CFA
FEA
CFA
FMA
FP
FTA
CFA
HC
IMA
JXA
JXA
JEA
M-6
MAA
MAA
MAA
SJ
CFA
210
210
0AA
0AA
RB
239
155
157
159
SRA

Phone

(202) 358-0085
(202) 358-1307
(202) 358-1035
(202) 358-0998
(202) 358-1467
(202) 358-0292
(202) 358-1957
(202) 358-1524
(202) 358-2216
(202) 358-1179
(202) 358-1214
(202) 358-2176
(202) 358-1706
(202) 358-0443
(202) 358-1619
(202) 358-1121
(202) 358-1122
(202) 358-0115
(202) 358-4772
(202) 358-1016
(202) 358-1013
(202) 358-0101
(818) 354-1585
(202) 358-1456
(301) 286-3294
(301) 286-8109
(202) 358-0545
(202) 358-1911
(202) 358-4832
(301) 286-6611
(301) 286-0785
(301) 286-6122
(301) 286-6022
(202) 358-1019

Core Financial Contacts

Email
mchatman@hg.nasa.gov
sandy.smith@hgq.nasa.gov
ddull@hg.nasa.gov
blee@hq.nasa.gov
mwirsing@hg.nasa.gov
ojones@hq.nasa.gov
Iworthin@mail.hg.nasa.gov
amcgee@mail.hg.nasa.gov
Ismith1@hgq.nasa.gov
jsmith4@hg.nasa.gov
bingersk@mail.hg.nasa.gov
chunter@hg.nasa.gov
rkrat@hg.nasa.gov
rwalker@hg.nasa.gov
sperez@hg.nasa.gov
cgibson@nhq.nasa.gov
jrosenth@hg.nasa.gov
chart@hg.nasa.gov
ajordan@mail.hq.nasa.gov
vwalton@hg.nasa.gov
ggaukler@hq.nasa.gov
jwatts@hg.nasa.gov
acastillo@nmo.jpl.nasa.gov
pcarroll@hg.nasa.gov
bposton@pop200.gsfc.nasa.gov
drobey@pop200.gsfc.nasa.gov
dmoore@hg.nasa.gov
mpavlik@hg.nasa.gov
glindsay@hq.nasa.gov
eburns@pop200.gsfc.nasa.gov
sbrown@pop100.gsfc.nasa.gov
debrown@pop100.gsfc.nasa.gov
mdevoto@pop100.gsfc.nasa.gov
jgreen@mail.hg.nasa.gov



Core Financial Contacts

HQ Change Agents, continued:

Codes/Areas Covering Name Code
Salaries, Benefits, CE, CP. CIP Debra Randall CFA
SE Rebecca Mulkey SEA
SS Geraldine Paige SSA
SZ Sheila Gorham SZ
Training James Wilk 114

U Marcella Lafley upP

U Ronald Ray upP
W Sharon Kent WMA
W Carolyn Newsome WMA
Y Brenda Hales YBA
Y Janet Suthard YBA

For copies of other guides referenced in this guide, please contact your supervisor or Change Agent.

Phone

(202) 358-1173
(202) 358-0347
(202) 358-0890
(202) 358-0032
(301) 286-2021
(202) 358-4460
(202) 358-0551
(202) 358-4448
(202) 358-2574
(202) 358-2117
(202) 358-1168

Email
drandall@hg.nasa.gov
rmulkey@hg.nasa.gov
gpaige@hg.nasa.gov
sgorham@hg.nasa.gov
jwilk@pop100.gsfc.nasa.gov
mlafley@hq.nasa.gov
rray@hq.nasa.gov
skent@hg.nasa.gov
carolyn.newsome@hg.nasa.gov
bhales@hq.nasa.gov
jsuthard@hq.nasa.gov



