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This user guide provides instructions to run a Budget Entry Document Report with subtotals for funds management verification.  
By reviewing Budget Entry Document Report subtotals by the Functional Area and Document Type for negative results, you can verify funds were transferred by the correct Document Type.  Negative subtotals can be an indication a fund transfer was done incorrectly.  Note that this verification will not necessarily identify “reversals” that are done incorrectly that impact Safety Margin calculations. 
· At the beginning of the fiscal year the Budget Office transfers funds carried over from the previous fiscal year to suballotted (SALT) to the appropriate State funds center and functional area.  The carryovers are funds that were unobligated at the end of the previous year and were eligible to be carried over to the subsequent year.

· Once the preliminary and final apportionments are received for the fiscal year the Budget Office transfers the funds from ALLT to SALT for each State and functional area.

Each Regional WSFR office must then transfer the apportionment to the functional areas within each State funds center in order to allocate the funds according to the mandates of the Wildlife Restoration and Sport Fish Restoration Acts and requests of the States.  Sport Fish Restoration must be transferred out of the rollup functional area and allocated between marine and freshwater sport fish restoration, aquatic resource education and boating access as applicable.  Wildlife Restoration must be transferred out of the rollup functional area.  Traditional Hunter Education may need to be transferred to Wildlife Restoration as requested by the State.  Enhanced Hunter Education must be transferred out of the rollup functional area.  State Wildlife Grant must be transferred out of the rollup functional area.

· During the year awards are deobligated to reduce the funds per request from the State or to reduce the remaining funds when an award is closing.  

It is important to use the correct document type when transferring funds.  The document type is used when calculating the safety margin and to display the data in the custom WSFR reports in EMIS.

The following are document types used by WSFR:

4201	-   Carryover - All grant funds
4201 R 	-   To identify current year apportionment from a previous year’s funding
4114 	-   Current Year (New) - Wildlife Restoration grant funds
4126 	-   Current Year (New) - Sport Fish Restoration grant funds
4119 	-   Current Year (New) - State/Tribal Wildlife grant funds
201V 	-   Reversions





Use the following user guides when transferring funds.

https://inside.fws.gov/index.cfm/go/post/FAS-UserGuides

**WSFR PROGRAM ONLY**
· How to transfer funds carried over from the previous fiscal year for WSFR programs - FAS User Guides - How to Transfer WSFR Carryovers
· How to transfer funds for the current preliminary or final apportionment for WSFR programs - FAS User Guides - How to Transfer WSFR Current Year Apportionments
· How to transfer funds that recover from award deobligations for WSFR programs - FAS User Guides - How to Transfer WSFR Recoveries 
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1. Log into FBMS using your active directory user ID and password.
2. The FBMS Welcome screen is displayed.
3. Click on the Core Financials tab.
4. Click on Display.
5. Click on Budget Execution.
6. Click on Display Entry Documents Report.
a. FM Area		1400
b. Budget Category	9F
c. Version		0 (zero)
d. Fiscal Year		20xx (current fiscal year)
e. Budget Type		SALT
f. [image: ]Funds Center	Use funds center for specific State (example: FF03M020IA) or Region wide (example: FF03M020*)
7. Click the Execute button. (F8) 



NOTE: This page (3) is the way R3 has been running the report – includes 201V.
The following page (4) is consistent with how the FAS transfer user guides instruct how to run the report – excludes 201V.

[image: ]
1. Log into FBMS using your active directory user ID and password.
2. The FBMS Welcome screen is displayed.
3. Click on the Core Financials tab.
4. Click on Display.
5. Click on Budget Execution.
6. Click on Display Entry Documents Report.
a. FM Area:		1400
b. Budget Category	9F
c. Version		0 (zero)
d. Fiscal Year		20xx (current fiscal year)
e. Budget Type		SALT
f. Entry Doc Type	Excludes 201V
  See next page for how exclude from selection.
g. [image: ]Funds Center	Use funds center for specific State (example: FF03M020IA) or Region wide (example: FF03M020*)
7. Click the Execute button. (F8) 
Note: 201V document types are reversions that are created from deobligations to awards.  The 201V budget document transfers the reversion from SALT/State funds center to ALLT/Regional funds center.  This is done automatically by the safety margin program.  Since the report was filtered initially to show only SALT document types, this is the send side of the transaction.
[image: ]
Entry Document Type – 201V Instructions
-Type in 201V
-Click in the 201V box, Right Click, Choose “Options”.  You will see the following box.  
-You will see that the =Singe Value line is highlighted. Click on the Exclude from Selection box. Then put cursor back on Single Value line and double click.
This will bring you back to the main Entry Document screen.  You should see the red and white equal sign next to the 201V box. 
[image: ]
Continue on with Step 7 in instructions
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8. The Selection List for Entry Documents is displayed.
9. Select Amount (Total of Transactions in Local Currency) column.
10. Select Total. (Ctrl+F6) [image: ]
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11. Select Created On Column.
12. Select Sort in ascending order. (Ctrl + F4)
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13. Select columns in the following order (multiple columns are selected while holding down the Ctrl key – columns are sorted in order selected).
a. Funds Center
b. Functional Area
c. Doc. Type
14. Select Subtotals. (Ctrl+Shift+F6)
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15. Export spreadsheet to Excel. 
a. Click on List.
b. Select Export.
c. Select Spreadsheet. (Ctrl+Shift+F7) 



NOTE: The FAS user guides provide an alternate way to export the report to Excel.
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16. The spreadsheet displays all budget documents that have been entered during the fiscal year for the State funds center and budget type SALT.
17. The spreadsheet is sorted by funds center, functional area and document type.
18. In Excel, insert three rows at top of report.
19. Add Title to report (Display Entry Document Report).
20. Add Date to report.
21. Save the spreadsheet.
22. Select Total of Transactions in Local Currency column and add thousands separator (under Home/Number).
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[image: ]
23. Apply filters (under Data) to row with headers.  Filters allow you to filter by Funds Center.
24. Select Entry Document Type filter, unselect (Blanks).  This step removes an unnecessary Functional Area subtotal.
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By reviewing Budget Entry Document Report subtotals by the Functional Area and Document Type for negative results, you can verify funds were transferred by the correct Document Type.  Negative subtotals can be an indication a fund transfer was done incorrectly.  Note that this verification will not necessarily identify “reversals” that are done incorrectly that impact Safety Margin calculations. 
Continue with funds management verification by locating subtotals by Functional Area and Document Type that are negative.
Negative subtotals can be an indication a fund transfer was done incorrectly. 
Quick review tip: Select filter for column A (Int. Bdgt. Process) and filter to only show (blanks).  
The resulting filtered report will only show subtotals.
You can then quickly scan the subtotals for Total of Transactions in Local Currency for negatives.
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4201 - Carryover - All grant funds 
Transfer of recoveries can result in a negative subtotal by Functional Area and Document Type when the transfer is completed correctly.  See example below.
[image: ]

201V - Reversions 
Reversions can result in a negative subtotal by Functional Area and Document Type.
Note: 201V document types are reversions that are created from deobligations to awards.  The 201V budget document transfers the reversion from SALT/State funds center to ALLT/Regional funds center.  This is done automatically by the safety margin program.  Since the report was filtered initially to show only SALT document types, this is the send side of the transaction.
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SEND 4126 220150 BHORROW. SALTIAFY14 SEQ Retum SFR SALT X00F81515A FFO3M0201A  ALLOBJ FWF951000.000000 FMWF95100300000  (312,046.00) "SALT FY14 SEQIA 951010 9511 77300033636 2015 BMORROW 5128/2015

SEND 4126 20150 BUORROW ___ SALTIAFY14 Final Increment SFR SALT XOOFE151SA_ FFO3M020/A ALLOBJ FWS51000.000000 FMWFS5100300000 _(1,168.809.00) “SALT Final SFRIA 9510 10 9511 77300033536 2015 BMORROW 5126/2015
G - T FFo3M020A | [FWF951000.000000 | = L - ]
RECV 4126 50750 BWORROW  SALTIAFYTS Prefiminary SFR SALT O ET5TSA_ FFO3M020/A ALLOBJ FWF951100.000000 FWWFS5T10300000 46150308 SALT Freliminan A G510 10 0571 300029256 "2075 BWORROW 12072074
RECV 74126 20150 BUORROW  SALTIAFY14 SEQ Relum SFR SALT XOFE151SA FFO3M020/A ALLOBJ FWF951100.000000 FMWFS5110300000 4680690 SALTFY14SEQIA9510109511 77300033535 2015 BHORROW 512612015
RECV 74126 20150 BMORROW  SALTIAFY14 Final Increment SFR SALT XOFE151SA FFO3M020/A ALLOBJ FWF51100.000000 FMWFSS110300000 17532135 SALT Final SFRIA 951010 9511 77300033536 2015 BHORROW 512812015
SEND 74126 20150 BUORROW ___Transfer IA SFR - Current Year Apporlionment SALT XO8151SA FFO3M020/A ALLOBJ FWF951100.000000 FMWFS5110300000 _ (683.631.30) Transfer IA Request SFR 951110 9514 77300033543 22015 BMORROW 512012015
G - T TIT I 1 FFo3M020A | [FWF95T100.000000 | = L -
RECV 4201 72075 70 Niabafe UAPPTo SALT SALT OO ET5TSA_ FFO3M020/A  ALLOBJ FWF51100.000000 FIWFG5TT0300000 24556740 FYT5 nifal Camyover 000488754 2075 CGANDL T0217207%
SEND 74201720150 BMORROW  Transfer IA SFR - Carmover SALT XOE151SA FFO3M020/A ALLOBJ FWF951100.000000 FMWFSS110300000  (245,567.40) Transfer IA Request SFR 951110 8514 77000553400 22015 BUORROW 512972015
SEND 74201720150 BUORROW __[TiansferIASFR=Recoieiies SALT XOFE151SA FFO3M020/A ALLOBJ FWF951100.000000 FMWFS5110300000 (23.458.00) Transfer 1A Request SFR 951110 9514 77000553490 22015 BMORROW 512012015
o TTTIIT_1 FFo3M020A | [FWF95T100.000000 | [ (zaas600)] L - ]
RECV 4126 50750 BWORROW  SALTIAFYTS Prefiminany SFR SALT OO ET5TSA FFO3M020/A  ALLOBJ FWF957400.000000 FWWFO540300000  2,153,680.90 SALT Preliminary A 0510 1o 0574 300029256 "2075 BWORROW 12072074
RECV 74126 20150 BUORROW  SALTIAFY14 SEQ Relum SFR SALT XOFE151SA FFO3M020/A ALLOBJ FWFS51400.000000 FMWFS5140300000 21843220 SALTFY14 SEQIA51010 9514 77300033535 2015 BHORROW 512612015
RECV 4126 20150 BMORROW  SALTIAFY14 Final Increment SFR SALT XOFE151SA FFO3M020/A ALLOBJ FWF951400.000000 FMWFS5140300000  818.166.30 SALT Final SFRIA510 1o 9514 77300033536 2015 BHORROW 512812015

RECV 74126 20150 BUORROW ___Transfer IA SFR - Current Year Apporlionment SALT XOFE151SA FFO3M020/A ALLOBJ FWF951400.000000 FMWF95140300000 68363130 Transfer IA Request SFR 951110 9514 77300033543 22015 BMORROW 512012015
G - T TIT I 1 FFo3M020A | FWF957400.000000 | [ 387301070] L -
RECV 4201 72075 70 Niabafe UAPPTo SALT SALT XOFETSTSA_ FFO3M020A ALLOBJ FWF51400.000000 FIWFG5140300000 27.45 P15 niial Carmyover 000488754 2075 CGANDL T0217207%

RECV
RECY.

7201720150 BMORROW  Transfer A SFR - Camyover SALT XOE151SA FFO3M020/A ALLOBJ FWF951400.000000 FMWFS5140300000 24556740 Transfer A Request SFR 951110 9514 77000553400 22015 BUORROW 512972015
%4201 20150 BMORROW ___Transfer A SFR - Recoveries SALT XOOFE151SA FFO3M020/A ALLOBJ FWF951400.000000 FMWFS5140300000 I 2348001 Transfer 1A Request SFR 951110 9514 77000553490 22015 BMORROW 512012015
Taxoi] T 1 T [TTIIIT 1 TFFoa020 | TFWF951400 000000 | [ 260,05286 [ T T ]





