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Remote Data Entry Undelivered Orders

2.  The document will be displayed with "NEW" in the Command Line.

= Tab twice and key your region number.

Tab and then enter the 11 digit document control number (end with a
suffix-except FO documents).

= Hit “ENTER”.
NEW DOCID: OF 9 973204m813a
STATUS: BATID: ORG: 000-000 OF 000
H- OBLIGATION FIELD INPUT SCREEN
VENDOR CODE: TRANS TYPE: DOCUMENT TOTAL:
NAME : ACTION:
ADDRESS: ALT PAYEE:
BFYS:
COMMENTS:
EFFECTIVE DATE:
NEG PYMT DAYS:
01- LN: BORG: / BFY: JOB: BOC:
AMOUNT : 1/D: DESCRIPTION:
FUND:
02- LN: BORG: / BFY: JOB: BOC:
AMOUNT : 1/D: DESCRIPTION:
FUND:

A--*HD37-TYPE BATID/DOCID & PRESS ENTER
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Remote Data Entry Undelivered Orders

OF - Obligation Header and Line Screen
Key the following fields on the Header Screen:
= VENDOR CODE base number and suffix
= TRANTYPE always "01" (numeric)
= DOCUMENT TOTAL total of the undelivered order (must equal total
of all accounting lines)

Using the down arrow and the tab key, go to the line screen.

Key the following fields on the Line Screen:

= LN line number-one line per each accounting cost
structure beginning with 001 (numeric)

= BORG paying organization (must be on ORGN table)

= BFYS budget fiscal year to be charged

= JOB the four digit program (subactivity) plus the

four digit project number (must be on PROJ
and DVAL tables)

= BOC budget object class (must be on BOCT table)
= AMOUNT amount of the individual cost structure
= DESCRIPTION optional field
DOCID: OF 9 973204M813A
STATUS: BATID: ORG: 000-000
OF 000
H- OBLIGATION FIELD INPUT SCREEN
VENDOR CODE: 3000700887 e TRANS TYPE: 01 DOCUMENT TOTAL: 8000.00
NAME : ACTION:
ADDRESS: ALT PAYEE:
BFYS:
COMMENTS:

EFFECTIVE DATE:
NEG PYMT DAYS:

01- LN: 001 BORG: 97320 / BFY: 2004 JOB: 12610000 BOC: 269a
AMOUNT: 8000.00 1/D: DESCRIPTION:
FUND:
02- LN: BORG: / BFY: JOB: BOC:
AMOUNT : 1/D: DESCRIPTION:
FUND:

<ENTER> for more line screens
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Remote Data Entry Undelivered Orders

Key a "Q (alpha)" to do a quick edit. Correct any fatal errors. Continue
doing a quick edit until status shows SCHED.

q DOCID: OF 9 973204M813A
STATUS: BATID: ORG:  001-001 OF
001
H- OBLIGATION FIELD INPUT SCREEN
VENDOR CODE: 3000700887 E TRANS TYPE: 01 DOCUMENT TOTAL: 8000.00
NAME : ACTION:
ADDRESS: ALT PAYEE:
BFYS:
COMMENTS:
EFFECTIVE DATE:
NEG PYMT DAYS:
01- LN: 001 BORG: 97320 / BFY: 2004 JOB: 12610000 BOC: 269A
AMOUNT: 8000.00 1/D: DESCRIPTION:
FUND:
02- LN: BORG: / BFY: JOB: BOC:
AMOUNT : 1/D: DESCRIPTION:
FUND:

When the Status Line shows SCHED, go “HOME” and key “W” in the
Action Field. “* ENTER” to process the document immediately.

w DOCID: OF 9 973204M813A
STATUS: SCHED BATID: ORG: 001-001 OF 001
H- OBLIGATION FIELD INPUT SCREEN
VENDOR CODE: 3000700887 E TRANS TYPE: 01 DOCUMENT TOTAL: 8000.00
NAME: PERDUE SPECIALTY FEEDS ACTION: E
ADDRESS: PO BOX 1537 ALT PAYEE:
***pD BY EFT*** BFYS:
COMMENTS:
SALISBURY MD 218021537 EFFECTIVE DATE: 06 19 2000
NEG PYMT DAYS:
01- LN: 001 BORG: 97320 / BFY: 2004 JOB: 12610000 BOC: 269A
AMOUNT: 8000.00 1/D: DESCRIPTION:
FUND:
02- LN: BORG: / BFY: JOB: BOC:
AMOUNT : 1/D: DESCRIPTION:
FUND:

The status will change to ACCPT.

If the field enters the payment, file in document control number order and

follow Regional guidance. If NBC is to make the payment, forward to NBC
with appropriate cover page.
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Undelivered Orders
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Remote Data Entry Undelivered Orders

2.  The document will be displayed with "NEW" in the Command Line.

= Tab twice and key your region number.

= Tab and then enter the 11 digit document control number (end with a
suffix-except FO documents). Itis critical the DCN number match the
requisition--otherwise the document will not be referenced properly --
do not put an “A” at the end of this type of document.

= Hit “ENTER".
NEW DOCID: FO 1 1482af6309
STATUS: BATID: ORG:
MISCELLANEOUS ORDER INPUT SCREEN
VENDOR CODE: TRANS TYPE: DOCUMENT TOTAL:
NAME : COMMENTS:
ADDRESS: ACTION: BFYS:
ACCTG PD:
MO DATE:
FUND:
DISCOUNT %: DAYS:
DISCOUNT %: DAYS:
DISCOUNT %: DAYS:
ALT PAYEE: /
REF REQ: BLANKET NUMBER: CONTRACT #:
CONTACT: NO OF OPTIONS:
DOC TYPE: RESP PERSON:
EFFECTIVE DATE: BUYER: ASSOC ORDER:
RCVR RQRD: INV RQRD: CONF ORDER: PURCH METHOD:
PRINT PO: TEXT TYPE:
INVITATION #: END DATE: NEG PYMT DAYS:

A--*HD37-TYPE BATID/DOCID & PRESS ENTER
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Remote Data Entry Undelivered Orders

FO Header Screen

Key the following fields on the Miscellaneous Order Input Screen:

= VENDOR CODE 3000000001 z
= TRANS TYPE 01 (numeric)
= DOCUMENT TOTAL Total amount of the obligation (must

equal the total of all accounting lines)

DOCID: FO 1 1482AF6309
STATUS BATID: SEC2

MISCELLANEOUS ORDER INPUT SCREEN

VENDOR CODE: 3000000001 Z  TRANS TYPE 01 DOCUMENT TOTAL: 36000.00

NAME : COMMENTS:
ADDRESS: ACTION: BFYS:
ACCTG PD:
MO DATE:
FUND:
DISCOUNT %: DAYS:
DISCOUNT %: DAYS:
DISCOUNT %: DAYS:
ALT PAYEE: /
REF REQ: BLANKET NUMBER: CONTRACT #:
CONTACT: NO OF OPTIONS:
DOC TYPE: RESP PERSON:
EFFECTIVE DATE: BUYER: ASSOC ORDER:
RCVR RQRD: INV RQRD: CONF ORDER: PURCH METHOD:
PRINT PO: TEXT TYPE:
INVITATION #: END DATE: NEG PYMT DAYS:

Press “ENTER" to go to the line screen.
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Remote Data Entry Undelivered Orders

FO Line Screen

Key the following fields on the line screen: Remember, only one cost
structure per vehicle is allowed by the FFS interface.

= LN Three digit sequential line beginning with 001

= BORG Organization to be charged

= JOB Four Digit Sub-Activity (program) and four
digit project code

= BOC 311L (Budget Object Class) always

= BFYS Budget fiscal year to be charged

= DESCRIPTION Document Control Number (include dashes)
space twice then type MOTO (stands for

motor vehicle)

= AMOUNT Amount to be charged to the accounting cost
structure
DOCID: FO 1 1482AF6309
STATUS BATID: SEC2
0l1- LN BORG PROG JOB BOC BFYS FUND
001 10130 12610000 311L 2004
DESCRIPTION AMOUNT 1/D P/F
10181-4-P800 MOTO 18000.00
REF REQ-LINE RPT CATG CLSD BFYS CLSD FND
02- LN BORG PROG JOoB BOC BFYS FUND
002 10130 12620000 311L 2004
DESCRIPTION AMOUNT 1/D P/F
10181-4-P801 MOTO 18000.00
REF REQ-LINE RPT CATG CLSD BFYS CLSD FND
03- LN BORG PROG JoB BOC BFYS FUND
DESCRIPTION AMOUNT 1/D P/F
REF REQ-LINE RPT CATG CLSD BFYS CLSD FND
USFWS, NCTC 8 Rev. 12/03



Remote Data Entry Undelivered Orders

"ENTER" if more lines are needed.
Press the "HOME" key to go to the Command Line.

Key a “Q” to do a quick edit. Correct any fatal errors. When the Status
Line shows SCHED, go “HOME”

Key “W” in the Action Field. “ENTER” to process the document
immediately. Status will show “ACCPT".

Forward the original document to the NBC for processing. Attach a copy of
the appropriate cover page.
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