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HOW DO | CREATE AN AWARD FOR A POLLUTION
REMOVAL FUNDING AUTHORIZATION (PRFA)

This portion of the job aid goes over how to create an award for pollution response funding
authorizations

The FSMS responsibilities required for this portion of the job aid will be:

UCG Miscellaneous Obligation Preparer
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How To Create An Award—Steps 1, 2, & 3

o. e P S

» BB UCG Lease Buyer
» BB UCG Lease Contracting Officer

» Bl UCG MILSBILLS Non-MILSTRIP ICM
Inquiry

» BB UCG MILSTRIP Approver

» BB UCG MILSTRIP ICM Inquiry

» BB uCcG MILSTRIP Inquiry

» BB UCG MILSTRIP Preparer

» BB UCG MILSTRIP Status Updater

» BB ucG Miscellaneous Obligation Approver

» BB UCG Miscellaneous Obligation Preparer

» BB ucG Payables CBA Inquiry
» BB ucG Payables Inquiry

=1

OD UCG Miscellaneous Obligation Approver

4 B UCG Miscellaneous Obligation Preparer
: Notifications Summary
& item Search
= Supplier Summary
[ Requests
=| Umbrella Programs
(&8 Personal Profiles
(&8 Attachments

» BB Awards

» BB management
» BB Accounting

» BB Reports

» BB uCG Payables CBA Inquiry

0’ Bm uceG Miscellaneous Obligation Approver

4 BB UCG Miscellaneous Obligation Preparer
_;. Notifications Summary
&8 Item Search
E Supplier Summary
[ Requests
= Umbrelia Programs
[@ Personal Profiles
[ Attachments
4 B Buyer Work Center
__ Demand Workbench

- _Workload Assignments

=| suppliers

| Contract File

=| Protests

Step 1: Click on the UCG Miscellaneous Obligation Preparer link
Step 2: Click on the Buyer Work Center link

Step 3: Click on the Awards link




The d th ope dificat ]
Headers L Schedul Pay ltems Distributi
Mew Search w  Hide Filt
Filters
Export |
Award Sel... OU Award Description Supplier Site Creation Date Total Currency
i ~ MNo
search
conducted
Supplier
i w

Buyer

Approval Status

Go Save Add w

Status

Crealel UCG Misc Ob w Go

Acknowledgment

Step 4: Click the Create dropdown button and select UCG Misc Ob

Click the Go button to create the award
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How To Complete The Award Header — Step 1

Q:reate UCG Misc Ob

* Indicates reguired field

Header @ Addresses and Supplier Details Lines  Schedules  Disiributions

Operating Unit UCG Organization

Award Type v Step 1: Click the Edit
Source IDV a Document Number link

Umbrella Program
Fair Opportunity Reference Q,
Award  T0L 722N,

Edit Document Mumber

Undefinitized ™G

Supplier q,
Supplier Site Q,
Supplier Contact Q
Communication Method [ | Print
[] Fax
(] E-Mail

External IDV Mumber

Referenced external IOV or GEA schedule number




How To Complete The Award Header — Step 2

Document Header Details

UCG Misc Ob Number

Prefix
Fiscal Year
Program Office Identifier

Order Code
Serial Number
Document Number

70Z
24

090

MO

0000001
70Z09024MO0000001

The Misc Obligation Preparer will fill out the UCG Misc
Ob Number fields

The Misc Obligation Document Number is made up of
five segments:

1. Prefix—70Z for all Misc Obligations
Fiscal Year — This field will default to the current
fiscal year

3. Program Office Identifier — This field is program
office ID for the office making the award

4. Order Code — This will always be MO for
Miscellaneous Obligations

5. Serial Number — Will automatically populate the
serial number based on the number of awards
made by program office ID

Step 2: Click the Ok button to apply the document
number to the award




How To Complete The Award Header — Step 3

Qreate UCG Misc Ob

% . . -
Indicates reguired field

Header | Addresses and Supplier Details Lines Schedules Distributions

Operating Unit UCG Organization
Award Type w
Source IDV
Umbrella Program
Fair Opportunity Reference

Award T0Z04922MO0000044
Edit Document Mumber

Supplier ]
Supplier Site
Supplier Contact *
Communication Method [_] Print
[] Fax
[] E-Mail

External IDV Number

Referenced external IDV or GSA schedule number

Step 3: Use the search and select
feature to enter the supplier details™

Note — For Federal Entities, Select the appropriate
supplier (i.e. Federal Trading Partner — Servicing
Agency) by clicking the corresponding quick select
button

Note — Federal Trading Partners start with an ALC,
user should either search by ALC or put a % before
the name of the Federal Trading Partner (example:
%Department of Homeland Security)

___________________________________________________________

Note — If the Federal or Non-Federal Entity does
i not come up when using the Search and Select tool,
+ you will need to submit a Supplier Request Form to

FIN-SMB-FSMS-Vendorsupport@uscg.mil


https://www.milsuite.mil/book/docs/DOC-1122023

How To Complete The Award Header — Step 4

Qreate UCG Misc Ob Step 4: Click the Award Type dropdown
* Indicates required fisld and Select Award*

Note — The Award Type for all Misc.

Obligations shall always be Award
Award Type  Award .28 5

Header @ Addresses and Supplier Details  Lines  Schedules  Distributions

Operating Unit UCG Organization

Source IDV Q
Umbrella Program
Fair Opportunity Reference Q
Award 70Z204922MO0000044

Edit Document Mumber
Undefinitized Mo

Supplier ENVIRONMENTAL PROTECTION WE o

Supplier Site ZTCPELFB&M&4 Q
Supplier Contact Q
Communication Method [ ] Print
[] Fax
[ E-Mail

External IDV Number

Referenced external 1DV or GSA schadule number




How To Complete The Award Header — Step 5

Effective Date 11-Oct-2023 i
Total 000 USD Q

Total Excluding Options 0.00 USD
Undefinitized Total 000 USD
Total Fund Value 000 USD

* Buyer THOMAS, ROBERT J. Q
Award Administrator Q Ste|; 5: Click in the
Contracting Officer PERE, TERESA M. g, Effective Date field and
pescription P select the date of the
Confirming Award No award

Standard Form MISCOB w
Document Format MISCOEB w
Control Type W




How To Complete The Award Header — Step 6

Effective Date

Total

Total Excluding Options
Undefinitized Total
Total Fund Value

* Buyer

Award Administrator
Contracting Officer
Description

Confirming Award
Standard Form
Document Format
Control Type

11-0ct-2023 iy

0.00 USD Q

0.00 USD

0.00 USD

0.00 USD

THOMAS, ROBERT J. Q

FERE, TERESAM Q

NO W

MISCOE v
MISCOE v

Step 6: Verify that the name
listed in the contracting officer
field is the person who will be
approving the Misc. Obligation
award (i.e., obligation) as the
Misc. Obligation Approver

Verify that the Standard Form
and Document Format have
MISCOB selected

NOTE: This does not have to be the same person who signs the funded
order as the Obligation Approving Official per policy




How To Complete The Award Header — Steps 7 & 8

Terms
7

Payment Terms IMMEDIATE a

Pay On Receipt No w

Acknowledge By

* Default Ship-To Location 37090 SECTOR CHARLESTON Defau @
D Vid )

Bilateral Indicator MNone 4 Freight Terms

Number of Signed Copies

Step 7: Enter Immediate into the Payment Terms field

Step 8: Verify the Ship-To Location




How To Complete The Award Header — Step 9

Qisnellaneous Obligation Information

F Miscellaneous Obligation Type National Pollufion Funds Center (MPF( Does RWA Include Capitalizable?
Utility Type

WCF Assessment

Step 9: Ensure the Miscellaneous Obligation Type selected
is National Pollution Funds Center PRFA/INRDA
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How To Verify Addresses And Suppliers — Step 1

Update UCG Misc Ob 70Z09024MO0000001

* Indicates reguired field

b Search

Header | Addresses and Supplier Details Lines  Schedules

Distributions

Step 1: Click on the
Addresses and Supplier
Details link




How To Verify Addresses And Suppliers — Step 2

eresses

Show All Details | Hide All Details
Details Address Type Location Address Code Contact
» Issuing Office 51800 FINCEN - Finance/Supply Z51800
COR Office 51800 COR FINCEN - Finance/Supply, 751800
Administration Office T0Z090 USCG Finance Center (FINCE o, 702090

Requesting Office 51800 FINCEN - Finance/Supply Z51800

Froperty Administration Office

2
»
4
b SBA Office
»
» Invoice Office USCG FINANCE CENTER Q Z51800
»

Payment Office USCG FINANCE CENTER 751800

Step 2: Enter the appropriate information in the required Address fields as required using the Search and Select icon:
*  Administration Office: This will be the contracting office administering the Assisted Acquisition. The location name will start with 70Z0XX

*  COR Office:Will be the OPFAC who will be managing the award, if applicable. (Note — A POC shall not be entered for Misc Ob’s, however, will cause a warning
during validation. The Award will still be able to be submitted)

* Invoice Office: Will be USCG Finance Center

* Issuing Office: Will be the OPFAC and POC for who is issuing the award (Same as the Administration Office)
*  Payment Office: Will be USCG Finance Center

*  Property Administration Office: Not applicable

*  Requesting Office: Will be the OPFAC and POC for who put in the requisition

*  SBA Office: Not required for Misc Ob Awards




=3 How To Verify Addresses And Suppliers — Step 3

Step 3: Federal Entities
q . \ 1. Ensure the EFT Indicator is selected
upplier Details

2. Verify the address information is correct

Refresh PP §
3. Select US Federal Vendor for SAM

EFT Exclusion Reason q Remit To Address  ZTCPELFBAMS4 “ | | 4. Ensure Exclude from IPP is selected
Unique Entity Identifier ZTCPELFBAMa4 EFT
. _ 5. Click the Save button
Remit To Address Detail 60157TH STREET SE, CAGE Code 1LUY4
CHARLESTON, WV 25304 U TN Number 556000760
SAM Registraton Indicator  Yes Physical Address 601 57TH ST SE Step 3: Non-Federal Entities
SAM Registration Stafus Active CHARLESTON, WV 2304, US 1. Ensure the EFT Indicator is selected
SAM Exception Reason v Supplier Contact Name
2. Verify the address information is correct
Supplier Sze v Phon Number
Socio Economic Information Email 3. Verify Supplier IPP Status and Select
Original Suppler Name ENVIRONMENTAL PROTECTION WEST VIRGINAD IPP Award Status Exclude for IPP if applicable
PP Status Do not Send Vendorto PP 4. Click the Save button

Exclude from IPP




HOW DO | CREATE AN AWARD FOR POLLUTION REMOVAL
FUNDING AUTHORIZATION

SECTIONS

SECTIONS

1, How To Create an Award 7. How To Verify Vendor Eligibility on an Award
3 Bypass Creating A FPDS-NG Reporting Detail For An
2. How To Complete the Award Header - Award
9. How To Check Funds on an Award
3. How To Verify Addresses and Suppliers
- W Y HPPI 10. How To Validate an Award
4. How To Create Award Lines 11. How To Submit an Award for Approval
5. How To Update Award Schedules

How To Create Award Distributions

|



How to Create Lines on an Award — Steps 1 & 2

e.lpdate UCG Misc Ob 70Z09024MOQ0000001

* Indicates requirad field

Step 1: Click the Lines link

Step 2: Click the Edit Lines
button to edit line details

p Search
Header = Addresses and SupolierDetai Schedules  Distributions
o; Search
Header  Addresses and Supplier Details | Lines | Schedules  Distributions
Operating Unit UCG Organization Status Incomplete Total 0.00 WUSD
@ Funding Source is applicable for Informational lines only. To enter Funding Source, the Parent Line should not contain any distributions.
Select Lines: Actions  Link to Request Lines v  Go OrganizeLines | =X I 2 5 £ w [Nl
* % * * * Contract Add Funding
O Line Exhibit Info ~ Type Item " Description = Category Type Qty Unit Price Amount Need-By SLIN Source Option Actions
[ = 0001 a  [J] Misc3-Way ., Q p q |COST 0 o 4 i
[ = o002 a  [J Misc3-Way 4 Q p q |COST 0 ta " EAT
] = 0003 o [J Misc3-Way 4 Q p Q |[COST 0 | ok & S
] = 0004 a | [J Misc3Way 4 Q P Q COST 0 | & S
'
0 = 0005 a [J Misc3-Way 4 Q p Q COST w 0 fe dk " 7 Eﬂ
il




How to Create Lines on an Award — Steps 5 - 7

Update Line 0001 (UCG Misc Ob 70204922MQ0000044)

Operating Unit  UCG Oroanization
(] Informaion Line

¢ Indicates required field

Exhibit qQ

*ine Type Misc2-Way y Q

Description  OPA- Harbor Paint Yacht Club - v
Maring /

4

Supplier [tem
Action v
Undefinitized No
(] Opiion Line

Cancel Actions Add Another Line v G0 FPreviousLine  NextLine Apply

Currency USD

5 .
Category MISC

onfractType FFP v

Firm Fixed Price

Cost Constraint 2 v
* Extended rice 1 Pricing Details

( Extended Price = Quantity * Unit Price )

6

Total Undefinitized Amount
Line Total 0.0
(Line Total = Exfended Price + Total Undefiniized Amount)
Negotiated Mo v

Reserved No

Step 3: Ensure Misc 2-Way is
selected for the Line Type

Step 4: The Description shall
include the following items:

PRFA — Project Name and Federal Project
Number

Recipient Agency Name

Address

Unique Entity Identifier

Tax ID Number

Step 5: Category shall be MISC
Step 6: Contract Type shall be FFP

Step 7: Click the Pricing Details
Link




How to Create Lines on an Award — Step 8

o x

Pricing Details

Step 8: Complete the pricing details,
Pricing details must always be in the

Firm Fixed Price below format

Quantity Quantity = Total Cost
UOM Dollars, US. UOM = Dollars, U.S.
Unit Price Unit Price=1
Extended Price 10000

m Click the Calculate button

Click the Ok button




How to Create Lines on an Award —Step 9

Step 9: Click the Apply button

quate Line 0001 (UCG Misc Ob 70Z204922MQ0000044)

Operating Unit

* Indicates required field
Exhibit
* Line Type
* Description

Supplier ltem
Action
Undefinitized

UCG Organization
("] Information Line

o

Misc 2-Way o Q

OFA - Harbor Foint Yacht Club -

Marina

No
[] Opfion Line

11

Cancel Actions Add Another Line v GO Previous Line  MNextLine ] Apply

Currency

* Category
Contract Type

Cost Constraint

* Extended Price

Total Undefinitized Amount
Line Total

Negotiated
Reserved

UsD

MISC Q
FFP v

Firm Fixed Price

W

10,000.00 Pricing Details
[ Extended Price = Quantity * Unit Price )

10,000.00
(Line Total = Extended Price + Total Undefinitized Amount)

No w
No




How to Create Lines on an Award — Step 10

Step 10: Click the Save button to apply
the changes you made

Confirmation
Flease click Save to finalize the changes yvou made to the line.

Update UCG Misc Ob 70Z04922MO0000044

* Indicates reguired field

Cancel Actions Add Contract Terms

p Search

Header Addresses and Supplier Details Lines Schedules Distributions

Operating Unit  UCG Organization Status Incomplete

(6] Funding Source is applicable for Informational lines only. To enter Funding Source, the Parent Line should not contain any distributions.

Select Lines: Actions  Link to Request Lines - Go | Organize Lines | =X T2 &= T L% « [
x
[ * Line Exhibit Info *Type Item *Description *Categc-ry Tfpc;ntract
- : OPA- =
] == 0001 Q [ Misc 2-Way Q Harbor MISC Q FFP -
] = 0002 Q, [ Misc 3-Way Q, = | COosT b

10000

Total

10,000.00

Oty Unit Price Amount Need-By

usD

Add Funding
SLIN Source

-~ Go Generate DHS Form 1501 Approval Options Submit

Option Actions

+ 20

+ 20




How to Create Lines on an Award —Step 11

Step 11: Changes will be applied and
unused lines will be deleted

q:iate UCG Misc Ob 70Z04922MO0000044 Cancel Actions Add Contract Terms v  Go Generate DHS Form 1501

* Indicates reguired field

b Search

Header Addresses and Supplier Detalls | Lines | 3Schedules  Distributions

Operating Unit  UCG Organizafion Status Incomplete Total 10,000.00

@® Funding Source is applicable for Informational lines only. To enter Funding Source, the Parent Line should not contain any distributions.

Select Lines: Actions  Link to Reguest Lines 4 Go  Orpanize Lines | =t Ej e {3} w [
x
] *Line Exhibit Info *T]Irpe ltem * Description *Categor]r T:pintract Qty Unit Price Amount Need-By

. OPA- -
(] = 0001 a [ Misc2-Way . Q e P MISC Q | |FFP ~ 10000

-

usD

Save

Add Funding

SLIN  Source
ar

Approval Options ~ Submit

Option Actions

. 20
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How to Update Award Schedules — Steps 1 & 2

oUpdate UCG Misc Ob 70Z209024MO0000001

" . . -
Indicates reguired field

p Search

Header | Addresses and Supplier Details  Lines Distributions

0} Search

Header Addresses and Supplier Details Lines Schedules Distributions

Operating Unit UCG Organization Status Incomplete 10,000.00 usD
Select Shipments : Actions  Link to Reguest Lines w Go || H & 9 4t~
- . . Period Of Period OFf
[l Line Line Description Schedule = Location Org Qty Unit Price Amount Need-By Performance Start Performance End Actions
Date Date

OPA - Harbor Point Yacht Club -
Marina Federal Project MNumber: 1

[ 0001 UCGPE22702 West Virginia 37090 SECTOR CHy @ UCG 10000 e (B
Environmental Protection Agency

Charleston, W UEI: Tax I1D:

Step 1: Click the Schedules link

Step 2: The details for the award schedules will display showing the Delivery Location. The Period of
Performance Dates should be updated to reflect the period of performance for the PRFA




How to Update Award Schedules — Step 3

epdﬂte UCG MiSC Ob ?0204922M00000044 Cance! Actions Add Contract Terms vy

* Indicates reguired field

p Search

Header  Addresses and Supplier Details Lines Schedules Distributicns

Operating Unit UCG Organization Status Incomplete
Select Shipments : Actions  Link to Reguest Lines GO ﬂ = a9 {E} - @I
[ Line Line Description * Schedule *Location *Drg Qty Unit Price Amount Need-By
OPA - Harbor FPoint Yacht Club -
Marina Federal Project Mumber: 1
[C] 0001 UCGPE22T02 West Virginia 37090 SECTORCHy o UCG 10000

Environmental Protection Agency
Charleston, WV UEL: Tax |D:

Go  Generate DHS Form 15I_‘rpproval Options = Submit

10,000.00 USD

Period Of Period Of
Performance Start Performance End Actions
Date Date

ta | | 19-Apr-2022 00: £ 01-Jun-2022 00: gy S B2

Step 3: Click the Save button to apply changes
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Create Award Distributions —Steps 1 & 2

deate UCG Misc Ob 70Z09024MO0000001

- . . _
Indicates reguired field

b Search

Header Addresses and Supplier Details Lines Schedules

Cancel Actions J Create Default Distributions w Generate DHS Form 1501  Save  Approval Options  Submit

Step 1: Click the Distributions link

Step 2: On the Actions dropdown Select Create Default Distributions and Click the Go button




Create Award Distributions — Step 3

ea Confirmation

Default Distributions have been created successfully
Update UCG Misc Ob 70Z04922MO0000044 Cancel Actions Create Default Distributions R Go Generate DHS Form 1501 Save Approwval Options Submit

x - N -
Indicates reguired field

p Search
Header Addresses and Supplier Details Lines Schedules Distributions
Operating Unit UCG Organization Status Incomplete 10,000.00 uUsD
Select Distributions Actions  Global Update ~ Go | H =2 94t~ -
harge Acct Activity Actions

Q B
FCIPPA CODE|COST CENTER|PROJECTIOBJECT CLASS|SGLIALLOTMENT CODE[TASK]STRATEGIC CODE|MISSION PROGRAMIMISSION SUBPROGRAMIMISSION ACTIVITY|RFU1|RFUZIRFUZIRFU4 = \'—‘ m

Step 3: A new distribution line will be created, Click the Edit icon




Project] UCGITC10PS
* task | 220PRTNS

* Expenditure Type | 252045.0ther_Driver Servig

* Expenditure Org | 37090 SECTOR CHARLES

* Expenditure Item Date ] 12-Apr-2022

e

L

Step 4: Enter the correct POET
information for the new award line

Note — The Expenditure Type for all Non-
Federal Entities is 252046

Note — The Expenditure Type for all
Federal Entities is 253014

Note — The Expenditure Item Date must
be the date that the modification is being

created

Click the Apply button




Create Award Distributions — Step 5 (For Federal Entities Only)

Additional Information

Context Value US Federal Attributes W
US Federal Attributes
BETC DISB

Trading Partner TAS D

Trading Partner BETC

Step 5: Scroll to the Additional Information section, the Context Value will display US Federal Attributes, Click the dropdown and
select the blank Context Value, then select US Federal Attributes again

Note: Since Assisted Acquisitions actions are done with a Federal Agency, the user will need to enter the Trading Partner Treasury

Account Symbol (TAS) and Business Event Type Code (BETC) information. The BETC will populate based off the Trading Partner TAS
Code chosen

Click the Trading Partner TAS Search and Select button, Utilize the Search and Select feature to select the appropriate Trading
Partner TAS for the Assisted Acquisition

___________________________________________________________________________________________________________________________________________________________________
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HOW TO VERIFY VENDOR ELIGIBILITY FOR FEDERAL
ENTITIES




Actions  Verify Vendor Eligibility §ave Approval Options  Submit

Vendor Eligibility Details

Verify Vendor Eligibility  Refresh izl ﬁ-v [

']

Supplier =~ Supplier Site -~ DUNS Number -~ Eligibility Status Performed On -~ Performed By Approved without Check Exception Reason
70010103 - Department of Homeland Security 700101031 13-Feb-2022 15:47.27 UCGCLM, TWENTY E] US Federal Vendor v

Vendor Eligibility History
Helbdty @

Supplier Supplier Site DUNS Number Related Offers Status Performed On
Mo Vendor History Exists

Return to Update UCG Misc Ob

Performed By

Error

Step 1: Click on the Actions Dropdown button and select Verify Vendor Eligibility and Click the Go button
Step 2: The Verify Vendor Eligibility page will display. Click the Approved Without Check checkbox.
Note: The Performed On and Performed By fields will populate with the current date and name of the user

Click the Exception Reason dropdown button and select Us Federal Vendor

Click the Save button




How To Verify Vendor Eligibility For An Award for Federal Entities — Step 3

i Confirmation

Vendor Eligibility details have been saved

Step 3: A confirmation message will display.

Click the Return to Update UCG Misc Ob link




HOW TO VERIFY VENDOR ELIGIBILITY FOR NON-
FEDERAL ENTITIES




How To Verify Vendor Eligibility For An Award for Non-Federal Entities — Steps 1

CancelQActions Verify Vendor Eligibility

aerify Vendor Eligibility
Supplier Site -~ Unique Entity Identifier -~  Eligibility Status Performed On -~ Performed By Approved without Check Exception Reason

§ave Approval Options  Submit

Vendor Eligibility Details
O

Verify Vendor Eligibility § Refresh = = [ {} - @

ENVIRONMENTAL PROTECTION WEST VIRGINIA D

ZTCPELFEBGMBE4 ZTCPELFBG6MB4

Performed By Error

Status Performed On

Vendor Eligibility History
Unique Entity ldentifier Related Offers

Heba m
Supplier Site

Supplier
Mo Vendor History Exists

Return to Update UCG Misc Ch

Step 1: Click on the Actions Dropdown button and select Verify Vendor Eligibility and Click the Go button

Step 2: The Verify Vendor Eligibility page will display. Click the Verify Vendor Eligibility button

Click the Save button




How To Verify Vendor Eligibility For An Award for Non-Federal Entities — Step 3

Q Confirmation

Viendor Eligibility check details have been refreshed for the supplier

Verify Vendor Eligibility

Vendor Eligibility Details

Verify Vendor Eligibility  Refresh ﬁ = {E} - @
Supplier Site -~ Unique Entity ldentifier -~ Eligibility Status Performed On -  Performed By Approved without Check Exception Reason

Supplier 2
ENVIRCNMENTAL PROTECTION WEST VIRGIMIAD ZTCPELFBGM34  ZTCPELFBGME4 Eligible 12-Apr-2022 13:08:21 THOMAS, ROBERT J. [
Vendor Eligibility History
He & M
Supplier . Supplier Site -~ Unique Entity Identifier = Related Offers Status -~  Performed On . Performed By - Error
ENVIRONMENTAL PROTECTION WEST VIRGIMIA D ZTCPELFBGME4 ZTCPELFBGME4 Submitted 12-Apr-2022 13:08:20 THOMAS, ROBERT J.
Eligible 12-Apr-2022 13:08:20 THOMAS, ROBERT J.

ENVIRONMENTAL PROTECTION WEST VIRGIMIAD ZTCPELFEGME4 ZTCPELFBEME4

Return to Update UCG Misc Cb

Step 3: Click the Return to Update UCG Misc Ob link
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Bypass Creating A FPDS-NG Reporting Detail For An Award —Step 1

Cancelj Actions Update FPDS-NG Reporting Information Save Approval Options  Submit

Step 1: Click the Actions Dropdown button and select Update FPDS-NG Reporting Information

Click the Go button




Bypass Creating A FPDS-NG Reporting Detail For An Award — Step 2

ledate Award 70Z04922M0O0000044: Edit FPDS-NG Reporting Information Cancel Save
Operating Unit UCG Buyer PERE, TERESAM.
Status  Incomplete Currency USD
Supplier ENVIRONMENTAL PROTECTION WEST Amount 10000
VIRGIMIAD

Funded Amount 10000
Supplier Site  ZTCPELFBG&ME4

Reporting Details

Return to Update UCG Misc Ob

The Preparer will scroll to the Reporting Details section:
Step 2: Click the Reporting Method dropdown button and select Exempt

Click the Exemption Reason dropdown button and select Transaction is for a Miscellaneous Obligation




Bypass Creating A FPDS-NG Reporting Detail For An Award — Step 3

Q, Confirmation

Car T0Z£04922MO0000044 has been successiully saved.

Update Award 70Z04922MO0000044: Edit FPDS-NG Reporting Information cﬂ.m

Operating Unit UCG Buyer PERE, TERESAM.
Status  Incomplete

Currency USD
Supplier ENVIRONMEMTAL PROTECTION WEST Amount 10000
VIRGIMIA D

Funded Amount 10000
Supplier Site ZTCPELFBGM34

Reporting Details

Reporting Method  Exempt W

* Exemption Reason  Transaction is for a Miscellaneous Obligation

Step 3: Click the Save button. A confirmation message will display stating the FPDS-NG Reporting Detail has
been saved.

Click the Return to Update UCG Misc. Ob link
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How To Perform A Funds Check On An Award — Steps 1 & 2

TCancel Actions Check Funds LY gave Approval Options Submit

g (j) Information

Your Budgetary Control action completed successfully.

View Results

Step 1: Click on the Actions Dropdown button and select Check Funds

Click the Go button

Note: If funding is available, an information message will display in a new window confirming that the
Budgetary Control action has completed successfully.

Step 2: Click the Ok button
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How To Validate An Award Document — Step 1

Cancel JActions Validate Document b Eave Approval Options Submit

Step 1: Click the Actions Dropdown button and select Validate Document

Click the Go button

Note: If the award document has no errors, you will get a confirmation that the Award has been validated

Note: If there are errors on the award document, the errors will be listed and you will not be able to proceed
to the next step until the errors are corrected
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How To Submit An Award For Approval —Steps 1 & 2

Cancel Actions Validate Document W Go Generate DHS Form 1501 Save  Approval Options

Step 1: Click the Submit button

Step 2: A pop-up box will display asking if you want to continue, click the Yes button

 Note: You will be returned to the Demand Workbench page and a Confirmation will display stating that ‘UCG
Misc Obligation (70ZXXXFYMOOO00000X) has been submitted for approval

Note: If you have additional DOD Fleet Card Fuel Ancillary Fee Obligations to award, return to Slide 4 and re-
' start the award process



COMMON ERRORS WHEN COMPLETING THE

AWARD PROCESS

The following is a list of common issues when creating an award for Miscellaneous Obligations

1.

COR Contact in Addresses and Suppliers: The COR contact shall not be entered for any Misc Obligations; however,
this will display a warning during award validation and the award shall still be submitted

IPP Exempt: IPP Exempt shall be selected for all Miscellaneous Obligation Awards
Amount Based Lines: ALL Misc Obligations are required to be Amount Based, no exceptions

2-Way Match: Misc Obligations are required to be set to 2-way match in schedules for payment to be processed by
FINCEN

Accrue at Receipt: ALL 2-Way match documents must have ‘Accrue at Receipt’ flagged as No

Error: Warrant Not Found: This error populates if the person listed in the Contracting Officer field does not have
the appropriate warrant set up in the system. The proper setup for the MILSTRIP Approver Role is: UCG
Miscellaneous Obligation Approver - should have USCG Non-Contracting Unlimited for warrant type. Submit a
SNOW ticket to fix this error



NEXT STEPS & AVAILABLE TRAININGS

You have reviewed Version 2.0. For the latest Job Aid versions, please click here.

You may access any available trainings, if applicable, on the Common Core Learning Platform.

Stay informed on the latest FSMS-related updates by visiting the FIMPS Homepage and subscribing to The FSMS Fix.



https://cg.portal.uscg.mil/communities/cgcc/MASTER%20CONTENT%20-%20FMPS%20LIBRARY/Forms/AllItems.aspx?RootFolder=%2Fcommunities%2Fcgcc%2FMASTER%20CONTENT%20%2D%20FMPS%20LIBRARY%2FFMPS%20Workspace%2FCOMMS%5FFSMS%5FJob%5FAids&FolderCTID=0x0120008C2E9AFDB4AEC2408431EE975C0A141F&View=%7b8CC7ABE2-9C06-4008-9733-9FFAFB2B5FF0%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
https://cg.portal.uscg.mil/communities/cgcc/LP/Index2.html
https://cg.portal.uscg.mil/communities/cgcc/SitePages/FMPS_HOMEPAGE.aspx
https://urldefense.proofpoint.com/v2/url?u=https-3A__secure-2Dweb.cisco.com_1q4yWhf3oEA-2Dtdf6n7UtV3eu-2DGmpyFVYbnVwwfk9f70Tg69teSIn542Ukz-5FWwMbEBRleyscYM-5FRSFodVbba-5FTN8CS-5FHHN9y7D1qZto-5Ff-5FK7PSRSLQ5dezQhMO0eTtXwkZAoHtGwCZ6wVXJtVq9SouteowPcky-2DfM4oJRobqRuuc5PsNBAvSboEZ6R48MZlSM-5F1YFuUtNmLH5baXNLQJmQeNyUPTZ51K-5FieQTbnMxlpbSwQ2YZmDdElPkC8chQg8nKCe-5FPNxBnQS8RhNiaMJLRhLsjYunv2CDKMno17YENdeEeOcyFK6DHp9OGPxDfghJ0XlzKQepfARb8j5HIuXJxg0y0mrO4P5RpzCUm6Hwax1cgZrzU1evb-2D4VaK-2D9ak7z-2DFpgVnxiGO2iP3BfWRjum-5FRGlTDheQ4-5Fs-5FcdFDeuhmRL88tBIj-5FuJI7ztfuZQR8IGJhPxKXVlzqQqqy-2DTGIJ8I-2DqB9gIyNzQF82uTvLrZgUpsarv-2DywGpPOoM5Aq3NchJCgOZd3ZFVf-5F5FTBJTZijHw_https-253A-252F-252Fwebmail.apps.mil-252Fowa-252FHQ-2DFMPS-2DFSMS-2DFix-2540uscg.onmicrosoft.com-252Fgroupsubscription.ashx-253Faction-253Djoin-2526source-253DMSExchange-252FLoki-2526guid-253D67ab2e0f-2D030e-2D438b-2Dbefb-2Dd63cae9026f3&d=DwMFAg&c=tnPw9yRHa20_HV5YVoVFtg&r=5SDSdNB5DgbBIdUWbPxEomGsFRFBpFequk18X9Ij47M&m=YBsFYbAK8NzA91qW_4h8wB_r8AeyqCFj_cTURICUVhU&s=PmqpvyjqhS34k-jubQJXVuQh93dHrdjnqT7oAAopJl4&e=
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