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1 PURPGCSE

The purpose of this docunent is to provide policy and
procedures for Centrally Billed Accounts (CBAs) to be used
by Navy activities to help ensure that nonthly invoices are
paid tinely.

These procedures are applicable to the Navy activities that
use a Navy Passenger Transportation Ofice (NAVPTO CBA to

order transportation services for official travel under the
governnent travel card program See Appendix A for a list

of NAVPTGs.

2 BACKGROUND ON CENTRALLY BI LLED ACCOUNTS

The governnent travel card contractor issues CBAs to
Departnent of Defense (DoD) activities for the purchase of
transportation services for official travel. The primry
di fference between CBAs and Individually Billed Accounts
(IBAs) is that the governnent, not the cardhol der, is
responsi bl e for paynment of the account. CBA invoice
paynents are subject to the provisions of the Pronpt
Paynment Act.

For Navy, CBA invoices are paid by the Defense Finance and
Accounting Service (DFAS) using the STARS One Pay vendor
pay system Prior to processing the paynent, the system
mat ches each transaction on the invoice with an obligation
fromone of the accounting systens used to support Navy
activities. This match nust occur for all transactions on
an invoice before the invoice is paid.

2.1 Conmand CBA

Prior to 2000, CBAs were issued only to NAVPTGs. In

Sept enber 2000, the Navy established Coomand CBAs to

i nprove accountability over the paynment process. Comand
CBAs were established for use through a NAVPTO, who orders
tickets, reconciles and certifies the invoice. Under this
concept, Commands are responsible for review ng nonthly
invoices prior to final certification to ensure that al
charges on the invoice have a corresponding obligation in
t he accounting system
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3 RESPONSI BLI Tl ES

3.1 The CGeneral Services Adm nistration (GSA)
GSA awards and adm nisters the SmartPay contract.

3.2 Governnent Travel Card Contractor (GICO

The governnent travel card contractor issues travel
cards/accounts to DoD personnel to pay for expenses
associated wth official government travel.

3.3 Defense Finance and Accounting Service (DFAS)

DFAS serves as the Travel Card Program Managenent O fice
for DoD. DFAS al so operates and mai ntains the accounting
and vendor pay systens used to support Navy activities and
pay CBA invoi ces.

3.4 Assistant Secretary of the Navy (Financial Managenent
and Conptroller) Ofice of Financial Operations (FMO

ASN(FM&C) is responsible for the governnent travel card
program managenent within DON. ASN(FM&C) coordi nates CBA
paynent systemrequirenments with DFAS, and initiates system
change requests (SCR) as necessary to facilitate

i nprovenents to the paynent process.

3.5 Deputy Chief of Naval Operations (CNO) (Logistics),
Supply Progranms and Policy Division (N41)

N4l adm ni sters the commercial transportation contract with

the Comercial Travel Ofice (CTO to provide travel

reservation and ticketing services for Navy official

travel. MN41 provides transportation policy for Navy

activities.

3.6 DON eBusiness Operations Ofice

The eBusi ness Qperations Ofice serves as the Navy
Conmponent Program Manager for the governnent travel card
program This office approves requests for new CBA
accounts, coordinates resolution of mssing or m sapplied
paynments and credit bal ances with NAVPTGs, Agency Program
Coordi nators (APCs) and GICC. The eBusiness Ofice
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coordinates with GICC for EAGS (the bank’s web-based card
managenent systen) access for Navy commands.

3.7 Commanders or Directors of Major Comrands/ Activities

Commanders or Directors designate travel card APCs and
account Points of Contact (POCs) to receive, review, and
identify corrections to the accounting data associated with
the nonthly GICC CBA invoices, and to nonitor account
paynment status. Conmanders or Directors responsible for
Personnel Support Activities (PSAs) and NAVPTGs appoi nt
Certifying Oficers (COs) to certify nonthly CBA invoices
for paynent.

3.8 Navy Passenger Transportation Oficer (NAVPTO

NAVPTOs provide official travel support to all authorized
governnent travelers, regardl ess of conmmand/ activity or
branch of service. The NAVPTO in conjunction with the CTO
reconciles the nmonthly CBA invoices received from GICC.

3.9 Certifying Oficer

The NAVPTO serves as the CO for CBA invoices. 1In
accordance wth the DoD Fi nanci al Managenment Regul ation
(FMR) Volunme 5, Chapter 33, the COis responsible for:
a. Information stated on an invoice, supporting
docunents and records.
b. Conputation of a certified invoice.
c. Legality of a proposed paynent under the
appropriation or fund invol ved.

The NAVPTO nust rely on the travel coordinator to have
ensured that the proper appropriation was cited on the
travel order.

3.10 Commercial Travel Ofice (CTO

The CTO provides travel reservation and ticketing services
for the Navy. The CTO processes electronic billing data
provi ded by GITCC with data naintained in the CIO s
accounting system CTO assists the Navy with reconciling
the nonthly travel account invoices, and forwards the
certified electronic invoices to DFAS.
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3.11 Navy Conmands and Activities

Commands and activities issue orders for official travel

and record obligations for travel orders in the official
accounting systemin accordance with DoD FMR ti neli nes.
Commands and activities are responsible for accessing the
government travel service web-site (GISVWEB) to identify CBA
i nvoi ce transactions in suspense. Commands and activities
are responsi ble for posting obligations or providing

i nvoi ce correction data to DFAS (through ASN(FM&C)) to
correct suspended CBA invoi ce transactions.

3.12 Agency Program Coordi nators

APCs are DoD mlitary nmenbers or civilian enpl oyees
designated by their commander or director as responsible
for the managenment of CBAs. APCs may al so serve as the
account PQOC.

3.13 Account Points of Contact

The account POCs are the GICC i nvoi ce addressees. PQOCs
have access through EAGQS to the details of their CBA
account. The account POC will receive and review nonthly
CBA i nvoices fromthe NAVPTO

4 PROCESS DESCRI PTI ON

The follow ng sections describe the CBA paynent process.
The process is conprised of six (6) steps: 1) Oder
Preparation, 2) Obligation, 3) Ticket Issue, 4) Invoice
Preparation, 5) Invoice Processing, and 6) Correction.

4.1 Order Preparation

Navy Commands/ Activities prepare tenporary additional duty
(TAD/ TDY) orders and civilian permanent change of station
(PCS) orders authorizing personnel to proceed on official
travel. All orders nust include a valid Standard Docunent
Nunber (SDN), see table bel ow and one or nore valid |lines
of accounting (LoA). For each LoA, an Accounting
Classification Reference Nunber (ACRN) is used. |If one LOA
is used, the ACRNwll be “AA”. If nore than one LOA is
used, the transportation ticket should be charged to the
“AB” ACRN of the LOA
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For commands/activities with a Conmand CBA, record the
command acronymin the remarks section of the order. This
inforns the NAVPTO to charge the Command CBA. The conmand
acronymwi |l include the command nane and the |ast four
digits of the account nunber (exanple: FMO 1234).

After signature by the authorizing official, the original
travel order is provided to the traveler.

St andard Docunent Nunber For mat

Service U C of Requesting FY Docunent Serial Number
Desi gnat or Activity (7-8) Type* (11-15)
(1) (2-6) (9-10)
N,MV, or R 54321 02 TO 12345

*Val id docunent types:
e« TO - Travel order

e |T - Invitational travel, used on nmenorandum f or mat
orders ONLY

RT - Reserve Trave

e CS - Change of Station (civilian)

Note: Travelers/Travel Adm nistrators may contact the CTO before
an order is issued to initiate a transportation reservation. The
CTOinitiates a Passenger Nanme Record (PNR) in the SABRE
reservati on system based on the traveler’s tel ephone call or upon
recei pt of the travel order.

4.2 bligation

Navy Commands/ Activities input the accounting data fromthe
travel order into their designated accounting system
directly or through a source data autonati on system

ol igations shall be recorded in the official accounting
records at the tinme a legal obligation is incurred or as
close to the tine of occurrence as is feasible. 1n no

i nstance shall obligations be recorded any later than ten
(10) cal endar days following the day that an obligation is
incurred (DoD FMR, Vol une 3, Chapter 8).
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For STARS-FL, STARS-HCM and the DI FMS accounting systens,
obligation data is passed to the Field Accounti ng Docunent
Abstract (FADA) file for their Authorized Accounting
Activity (AAA). The FADA is used by the One Pay Systemto
el ectronically match obligations (pre-validate) with
paynent data to ensure that an obligation exists prior to
maki ng a paynent.

4.3 Ticket |Issue Process

4.3.1 Travel Order

Navy Commands/Activities submt a copy of the authorized
travel order to the NAVPTO  Commands/activities using the
Aut omat ed Travel Order System (ATOCS) may enmil order data
files to the NAVPTO. However, because there is no
“electronic signature” on the file, commands/activities
will still be required to fax a copy of the signed travel
order to the NAVPTO.

NAVPTO perforns a visual review of the order to ensure it
was properly prepared. The reviewer nay identify problens,
i ncludi ng incorrect accounting data, and return the order
to the travel er/command for correction. However, the
NAVPTOs support multiple activities, each with uni que LOA,
ACRN- use policies, and SDN nunbering systens, therefore it
may not be possible to identify all errors.

CTO nakes the travel arrangenents and creates a PNR in the
reservation system This step can occur prior to receipt
of the order. The reservation agent identifies the

travel er’s command/ activity and inputs the correspondi ng
Managenent |Information Program (M P) code. The MP code
directs the reservation systemto automatically insert a
CBA nunber in the nethod of paynent field. A CTO assi stant
al so inputs the accounting data fromthe order.

4.3.2 Ti cket |ssue

NAVPTO representative reviews the electronic record, after
the CTO assistant conpletes the PNR screen, and narks it
“OK to ticket.”

On ticket issue date, the NAVPTO representative
el ectronically approves the rel ease of the ticket order.
The data is transnmitted to the airline, and the Airline
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Reporting Corporation (ARC). Data transmtted to ARC

i ncl udes ticket nunber, anount, and nethod of paynent (CBA
nunber). Data is also transmtted to the CTO and stored in
their proprietary database. The CTO data al so i ncludes the
LoA, ACRN, and SDN.

CTO prints a paper ticket (if required), itinerary, and an
order endorsenent to provide to the traveler.

Not e: Unused paper tickets nust be turned in to the NAVPTQ CTO
for credit. Credits for unused paper tickets are input weekly by
the CTO Unused e-tickets are automatically credited by the
airline on the date the flight occurred. Depending on the CBA
statenent date, the credit/refund may or may not appear on the
same nonthly invoice as the charge.

4.4 CBA Invoice Preparation

The card contractor conpiles transaction data for each CBA
during the nonthly billing cycle and prepares both a paper
and el ectronic invoice for each account. The transactions
on the nonthly statenent include new charges, paynents,
credits for unused e-tickets and credits processed by the
CTO. The card contractor transmts the electronic invoice
to the CTO via electronic transm ssion and nmails the paper
i nvoi ce to the NAVPTO or conmand POC.

CTO receives the electronic invoice fromthe card
contractor and runs a programthat reads, converts, and
stores billing information fromthe electronic invoice into
their propriety database-billing file. The CTO then
notifies the NAVPTO that the invoice is ready for
reconciliation.

NAVPTO executes the CBA programthat conpares the stored
ticket records for that travel account with the records
fromthe invoice, using ticket nunber and dollar anount of
the ticket as the match criteria. The reconciliation
procedure results in the creation of an invoice file and a
“Credit Card Data Unmatched Report.” The NAVPTO researches
the unmat ched transactions and adjusts themon the invoice
file. Unmatched transactions that cannot be identified are
di sputed. NAVPTO prepares a dispute formand forwards it
to the card contractor or the conmand POC. The NAVPTO and
the CTO have three (3) business days to conplete the
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reconciliation and notify the CTO to produce a fi nal
i nvoi ce or prepare the Command CBA invoice review file.

FOR COMVAND CBAs ONLY

The CTO transmts the invoice review file by email to the
CBA PCC.

Command/ Activity CBA POC reviews the invoice file to verify
that each transaction on the invoice has a correspondi ng
obligation in the accounting system The POC identifies
errors in the SDN, ACRN, or AAA and notifies the NAVPTO to
make corrections (for activities that do not produce a
FADA, NAVPTO shoul d make corrections to any LoA field,
reference Appendix E). The POC conpl etes the review not

| ater than cl ose of business on the second busi ness day
followng the day the review file was received and sends it
to the NAVPTO The POC will notify the NAVPTO by emnai

when the paper invoice is received and date-stanp the first
page of the paper invoice with the invoice receipt date.

Note: The Pronpt Paynent Act standards begin with the receipt of
the invoice by the government. |In this case, the CTO acts as an
agent for the governnent. The Pronpt Paynent Act invoice receipt
date is the later of the date the CTO received the el ectronic

i nvoice or the date the command received the paper invoice.

Transactions That Do Not Cite the Command LOA.
Occasionally, NAVPTO CTOw |l charge a ticket incorrectly
to a Coormand CBA. The POC should identify transactions
that do not cite the command’s LOA, and send this
information to the NAVPTO. The NAVPTO w || use this
information to track charges recorded to the wong account.
Al t hough the command cannot verify the accounting data,

t hese transactions are not valid disputes that should be
adj usted off the account. |If the erroneous charge causes
the invoice to suspend in One Pay, FMOw || notify the
responsi bl e command to correct the transaction.

NAVPTO makes the adjustnents to the electronic CBA invoice
in the CTO s dat abase system

4.5 Report Ceneration

NAVPTO. After all adjustnments and corrections have been
made, the NAVPTO notifies the CTOto close the invoice.

10
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The CTO runs the “close prograni and notifies the NAVPTO
that the final reports have been sent to the NAVPTO s
printer. The final reports consist of the foll ow ng:

* Reconciled Debit Transaction Report (includes accounting
dat a)

* Reconciled Credit Transaction Report (includes sane data
el ements as Debit report)

e Airport Credits Report

e Summary Reconciliation Report (sunmarizes all actions
taken that cause the paynent anmount to differ fromthe
anmount bill ed)

e Bill Paynment Sunmary Report (this serves as the paper
i nvoi ce submtted to DFAS)

e Billing D screpancy Report (disputed transactions and any
nodi fications made to the data by NAVPTO s)

e Report of Unbilled Transactions to Date

Reconcil ed transactions are then deleted fromthe database
and transferred to a storage nmedi um

NAVPTO prints and signs the Bill Paynment Summary report,
and adds the invoice receipt date. NAVPTO faxes the signed
Bill Paynment Sunmmary report to the CTO

The CTO creates the invoice data file and sends the invoice
data file and Bill Paynment Summary inage file to DFAS by
emai | .

5 | NVO CE PAYMENT

DFAS Norfol k upon receipt of the Bill Paynment Summary
Report and invoice file, copies the data to a network file
server and runs a programto format the electronic bil

file into the One Pay input file format. The program
pronpts the technician to enter summary information from
the Bill Payment Sunmary Report. This information includes
Procurenent Instrunent ldentification Nunber (PIIN),

i nvoi ce date, clock-in date, certifying Unit Identification

11
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Code (U C), and invoice nunber. The systemtechnician also
runs another programto correct commonly encountered data
input errors and insert the correct ACRN, and type
transaction code for selected activities, as shown in Table
5-1, DFAS Invoice Data Correction Program

If CTO Invoice File Then
Position 9-10 of Requisition Nunber = Repl ace wth "TO' (al pha
“TO” @)
Requi sition Nunmber = all "9"s, all Repl ace with generic
“0s”, or all spaces Requi si ti on Nunber
Consi sts of
"NNX925" +j ul i an dat e+
I ncrenment ed count of
+00001
ACRN = “ “ (bl ank) Repl ace wth “AA”
ACRN = “/]” Repl ace with “AA”
Position 2 of ACRN = “ — Repl ace with “A”
ACRN = “17” “97, “98", O “99” Repl ace wth “AA”
Position 1 of 6-digit AAA = Alpha “O Repl ace with “0” (zero)
Position 2-6 of Requisition Nunber = Repl ace ACRN with “AB”
“66715”
BCN = “66715” Repl ace ACRN with “AB’
AAA = “ 068342 Repl ace Transaction Type
with “6C
BCN = “ 77777 Repl ace Transaction Type
with “2F

Tabl e 5-1, DFAS Invoice Data Correction Program

To process through One Pay, each invoice nust have a uni que
vendor invoice nunber and a DFAS assi gned Docunent Control
Number (DCN). Each invoice nust also reference the 15-
digit PIIN of the contract between the governnent and the
vendor. For CBAs, DFAS inserts a pseudo-PlI N conprised of
zeros, the CBA invoice sequence nunber, and “GIS", for
exanpl e NOOOOxxO000GTS. The x’s represent the invoice
sequence number.

The invoice nunber is the CBA account nunber and 6-digit
sequence nunber and is constructed as foll ows:

12
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44861600001212340000xx

In One Pay, each CBA is treated as a separate contract, and
each ticket is a separate Contract Line Itemand is
assigned a Contract Line Item Nunber (CLIN). To indicate
credits, a two-character Supplenental Line Item Nunber
(SLIN) is added. A quantity of “1” is also assigned to
each CLIN

Upl oad to One Pay

When all invoice information has been upl oaded, bill
nunbers and i nvoice anounts fromthe Bill Paynent Sumrary
Reports are automatically conpared with the program
calculated total of the detail transactions. |If the detai
total does not match the summary total, DFAS contacts the
CTO for corrected sunmary information or a corrected

i nvoice file.

CBA invoices are input to One Pay using a batch process.
One Pay accepts one CBA batch input file in a nightly
processi ng cycle. The acceptance of the batch file in One
Pay begins the pre-validation process of the invoice.

5.1 Assigning Error Codes

During the pre-validation process, One Pay conpares each
CLIN/SLIN s SDN and ACRN to the FADA and attenpts a match.
If a match is found, the LoA in the FADA is conbined with
the PIIN and a funds availability check is conducted. If
One Pay finds a SDN ACRN match during pre-validation, the
LoAin the FADA is over-laid to the transaction and is used
for the disbursenment record. One Pay can access the FADA
from each STARS region (d obal FADA) to pre-validate
transactions. |If no match is found or funds are
insufficient, the transaction is flagged with an error
code.

GISVWEB. Commands and NAVPTGs can view all suspended

transactions affecting CBA invoices using the GTSWEB. See
Section 8 for a detail ed description.

13
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Common Errors

Error Error Description

Code

VW I nsufficient Obligation (FADA)
VN SDN not found in File

GG G7 Pendi ng Prevalidation

GG GT I nsufficient Obligation (Non-FADA)
GG GY Amount exceeds unl i qui dat ed

obl i gati on (non- FADA)

Tabl e 5-2, Error Codes

5.1.2 VWN Error

The nost common type of error, is “no obligation found.”
This error is marked “WN' in error reports. A WN error is
caused by two possible conditions:

» The ACRN or SDN on the invoice transaction does not match
an ACRN or SDN established in the conmand/ activity’'s
accounting system Generally, these result from data
entry errors. Data entry errors can occur at order
preparation, obligation input, or by the CTGQ or

e The activity did not obligate the travel order or has
cancel | ed the transaction.

5.1.3 VW Error

A WM error code indicates all the relevant fields to pre-
val idate the invoice are correct; however, the obligation
in FADA is insufficient for the invoice to pay.

5.1. 4 GG Error

One Pay reads the AAAin the LOAto determne if the
transacti on should be in FADA or should be sent through the
Aut omat ed Pre-validation System (APS) to the AAA for
obligation verification as a “for others” transaction. |If
the AAA is not a FADA-provider, the transaction is
suspended pendi ng pre-validation and assigned an error code
“ GG

14
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The APS is a batch process that occurs after the daily CBA
batch. Each “pendi ng” transaction is assigned an

Aut hori zati on Request Nunber and is transmtted as a pre-
val i dation transaction type “71,” initial request for
authority to pay. The supporting AAA, as determ ned from
the LoA, processes the pre-validation batch and sends a
reply to One Pay with a pre-validation transaction type
“8Y,” authorized to pay, or “8N,” not authorized. Pre-
val i dated transactions wll process on the next CBA batch.
Transactions that do not match are assigned a second error
code indicating why the transaction failed pre-validation
at the supporting AAA

5.1.5 STARS/ | DA Reports

If any CLIN SLIN transaction on an invoice suspends, the
entire invoice suspends, pending correction of the failure
condition. The STARS I DA 128 and 129 are One Pay reports
produced for activities that provide obligations to the
FADA. Transactions identified as “for self” by DFAS-NOR
wi || appear on the I DA 128, “STARS Report of Cbligation
Deficiencies”, in One Pay. Suspended “for others”
transactions will appear on the I DA 129, “Report of

ol i gation Deficiencies From O her One Pay OPLOCS’, report
at the supporting DFAS for the command/ activity

5.2 Error Correction

5.2.1 Recycl ed Transacti ons

In One Pay, suspended invoices are recycled daily.
Adjustnents to obligation records resulting in a FADA match
W th previously suspended transactions wll cause the

di sbursenent transactions to process w thout a DFAS
technician’s intervention.

5.2.2 Aut omatic Override

To hel p expedite paynents through One Pay, DFAS inplenented
an “automatic override” for STARS activities that allows
transactions with insufficient obligations (“WM errors) to
pre-validate if the insufficiency was $2,500 or less (the
docunment nunber and ACRN nust be in the FADA). Wen al
other error conditions with the invoice are corrected, One

15
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Pay will transmt an obligation adjustnent to the
accounting systemthrough the FADA. The autonmatic override
is not applicable to the follow ng transactions:

e STARS HCM transactions with rei nbursabl e subheads

* Transactions citing Navy Wrking Capital Fund or Foreign
Mlitary Sal es LOAs
e Transactions with a NULO greater than $2, 500.

Note: In STARS HCM obligation adjustnments cannot be processed
after a di sbursenent has posted agai nst a docunent nunber. For
transactions with multiple charges (ticket adjustnents or
credits) against a docunment nunber, the override will not apply
for subsequent transactions. |In this situation, the command nust
obligate the full anmount under another ACRN.

5.2.3 Cancel | ed Tickets

If a ticket was issued by the NAVPTO and the trip was
cancel led, the activity nust | eave an obligation in the
accounting systemto pre-validate both the charge and
subsequent credit.

I f the cancelled ticket is |l ess than $2,500, the Fund
Admi ni strator (FA) can obligate $0.01. An automatic
override will clear this suspended transaction. However,

if the cancelled ticket is greater than the $2,500
threshold, the entire ticket anobunt nmust be re-obligated
before the ticket can pay. The conmmand nust followup with
the traveler or NAVPTO to ensure that the ticket was turned
into receive a refund.

5.2.4 Processing Corrections of Errors
Commands are advised to post obligations to natch the
suspended “WN' transacti on whenever possible. In

situations where obligating “as is” is not possible because
of systemedits, corrections need to be forwarded through
FMO t o DFAS. DFAS nekes corrections to three (3) fields
(1) Standard Docunent Nunber ( SDN)

(2) Accounting Cassification Reference Nunber (ACRN)

(3) Authorized Accounting Activity (AAA)

16



User Qui de
%' Centrally Billed Accounts for Transportation Services

Corrections to other fields of the LOA are not necessary
since One Pay overlays all other fields fromthe FADA.

Corrections for suspended transactions should be sent via
emai|l to Cha.Corrections@no.navy.m | as an Excel
spreadsheet attachnment. FMO will consolidate al
corrections received and forward to DFAS. Below is a
sanple of the fields required to make corrections to
suspended transactions:

Corrections from Command CORRECTIONS REQUIRED

DCN CLIN ACRN AMT ~ REQ NR ~ AAA  Ticket4  Traveler'sName DocNo(C)  AAA(C) ACBNI(C)

6 MANAGEMENT OF CBAS

6.1 Establishing Command CBAs.

Commands t hat purchase nore than 50 tickets per nonth or
have a substantial high ticket volune froma single NAVPTO
are eligible to establish a Command CBA. To request a new
CBA, conmands shoul d access GICC s governnent card services
web-site for a downl oadabl e CBA request form The command
w Il coordinate the request with the supporting NAVPTO.
Commands will forward request fornms to the eBusiness
Qperations Ofice, P.O Box 2050, Mechani csburg, PA 17055,
for approval and subm ssion to the card contractor. The
payi ng office is DFAS Norfol k, except for Commander, Naval
Reserve Forces, for which the paying office is DFAS
Pensacol a.

The eBusi ness office will provide the account nunber to the
command, NAVPTO, and CTO  The command will coordinate with
the NAVPTO to ensure that a MP code is established in the
CTO s reservation systemto charge the Command CBA with
command tickets.

Commands will provide an email address to the CTO

(CBA@q. satotravel .com) to receive the nonthly invoice file
for review. Comrands nust ensure that a primary and
alternate POC have access to the enmail account to ensure
that the file is reviewed tinely.
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6.2 Account Managenent Activities

Ef fective Cctober 1, 2001, the card contractor began
suspendi ng accounts that have past due bal ances over 60
days. Therefore, it is inperative that commands clear ALL
suspended transactions in a tinely manner.

A major factor contributing to past due bal ances are
unresol ved charges. This situation can be caused by
activities failing to submt disputed transactions to the
card contractor using an approved D spute Form

Unprocessed di sputes can accunul ate to the point where an
account can have a “perpetual” past due balance. Until the
card contractor receives a dispute form these transactions
will continually appear as unpaid bal ances. Once the card
contractor has received a conpleted dispute form a
provisional credit wll be given for the disputed
transaction(s) until a resolution is attained. Depending
on the resolution, these charges will be added to a
subsequent invoice or elimnated.

Travel adm nistrators nust nonitor their nonthly statenents
to ensure that disputed transactions are renoved fromthe
account. Dispute problens should be coordinated through

t he eBusi ness Qperations Ofice.

6.2.1 Moni toring Paynents

Once all suspended transacti ons have been cleared, paynents
are made daily (Monday to Friday) to CBA accounts by DFAS.
If a paynent is pending, this usually indicates there are
suspended transactions hol ding up paynent.

Commands/ activities should ensure all suspended
transacti ons have been processed. Comrands shoul d nonitor
t he paynent status of invoices by accessing One Pay.
Account hol ders nust maintain a | og of invoices received
and paid and verify that the paynent was posted to the
account. Paynents appear on the first page of the paper
invoice. A sanple log is presented bel ow
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CBA Account: 4486160000121234

| nvoi ce | Reconci |l ed Dat e Dat e Anmpunt Date | Anpunt Dat e
MO YR Anpunt Invoice | Certified Pai d Pai d Post ed | Post ed
Recei ved by by

Grcc GICC

7 CBA MANAGEMENT TOCLS

Several automated tools have been devel oped to inprove the
CBA nmanagenent process.

7.1 Electronic Account Governnent Ledger System (EAG.S)

EAGLS is a web-based card account nmanagenent system
devel oped by GICC for the tracking of governnent travel
charge cards. Once | ogged onto the website, a user can
access a variety of options such as:

Account bal ance, |ast paynent

Recent transactions

Prior statenents

Contact information on accounts

Request standard reports

Certify and reconcile transactions, initiate disputes
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3 EAGLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

J File Edit Miew Favortes Toolz  Help |

e o2 . 0 AT @ B & g o .7
Back Fanwand Stop Refresh Home Search  Favortes  History tdail Size Frirt Edit

J Addresz I@ https: / Awwa, gov-eagls. bark ofamerica. com/cgi-bin/ax. cgi/G LD GX-{2213FDE0-6C79-11 D 2-930F -0000FEAACD BA} j (“\} Go |J Links **

Bankof America (=

As OF: 10/17/200]1 =

m

‘g Account —

N rquiryMainte . s

3_ Inguiry

Mgl Mainienance

g Program Information

8 Setup

§ Transaction Data

[7) User Options

[=] .

< 0 Toel

2

g Help

2 Training

il Loz Off -

5 ez Bankof America .

& =

D .

:; Versian 2.0

< Relegse 5.7

"

o

3 SIS

g L

| Covvrizht © 1999 Bank of America, NA (USAY. All vishis reserved. ||

@] Dore I_E|@ Intermet

il Start| 1) Inbox - Micms...l @ E xploring -M:...l %Micmsoft Acc...l BE Microsoft Excell ¥ Microsoft Wor...”@ EAGLS - EIL_. |<B§m@ 340 P

A desi gnated individual fromeach command shoul d have
access to EAGS. Access to the system shoul d be requested
t hrough the eBusi ness Operations Ofice.

7.2 GISWEB

The GIS website has been operational since March 2001.

DFAS, in conjunction wwth FMO, established this website to
provide FAs the ability to view suspended transacti ons.
Every Monday, Wednesday and Friday at 12. 00amthe website
is updated with the nost recent data on suspended
transactions from One Pay. The website gives the pertinent
detail on suspended transactions and the associated error
code, which determ nes the type of correction required for
the transactions to clear. Transactions will remain on the
website until the necessary corrections have been nade.
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TS Search Cntena - Microsoflt Internet Explorer

j File Edit “iew Favoites Tools Help ﬂ
eI S x| | & 3 | B & 5 = .7
Back Fonwmard Stop Refresh Home | Search Favarites Histary | hd ail Size Print Edit

jﬁgdless ;@ https: 4 /mzd.mech. disa. mil/stars/gtaweb, :_j & Go J Links ”

GTS Search Criteria

|&] Done |—__ (g_|@ Internet

R Stalti ¥ Microsoft ‘wWord - CBA USEI...“@ETS Search Criteria - __ |@<€:ﬁ 4:08 PM

I nformation can be sorted and extracted on the website
based on a nunber of criteria. |If the criteria selection
is left blank all the records will be extracted. Commands
shoul d access the GISWEB after each refresh to check for
suspended transactions and to nonitor the status of
corrections and/ or obligations.

The web address is
https://ned. nech. di sa. m | /stars/gtsweb/

7.3 ATOS Pl us/CTO Interface

The Space and Naval Warfare (SPAWAR) Systens Center (SSC),
ATCS Program O fice has rel eased an updated version of ATOS
that allows users to create and send a file to the CTO t hat
contains accounting data via email. This information wl|
be upl oaded into the CTO s reservation system thus
elimnating the need for re-keying of data. Because there
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is no “electronic signature” on the file, commands w ||
still be required to fax a copy of the signed travel order
to the NAVPTQO

7.4 CBA I nvoi ce Review Program

SSC, Norfol k has devel oped a programthat conpares
accounting/obligation information on a CBA invoice with
STARS FL accounting data and identifies transactions on the
i nvoi ce that do not have a corresponding obligation in
STARS. The programis currently available to | oad on a
personal conputer. Conmmands nust then coordi nate with DFAS
for a data query to obtain an obligation file for downl oad
into the program |In, fiscal year 2002, the programw ||
be avail able on the web. Subscribers’ accounting data wll
be downl oaded daily by SSC, so activities will sinply
upload the invoice file and run the review program For
nore information contact, M. Bill Cole, SSC,

col eb@cn. spawar . navy. m | .
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Appendi x A - Navy Passenger Transportation O fices and

NAVPTO Bangor
Everett
Brenerton
Wi dbey I sl and

NAVPTO Char | est on
Atl ant a
At hens
Beauf or t
Roosevel t Road

NAVPTO Cor pus Chri sti
Fort Worth
I ngl esi de

NAVPTO G eat Lakes
Cr ane
Menphi s

NAVPTO Jacksonvill e
Cecil Field
Key West
Ki ngs Bay
Mayport
O | ando

NAVPTO New London
Brunswi ck
Kef | avi k
Lakehur st
Mechani csbur g
Newpor t
Phi | adel phi a
Por t snout h
W Il ow Gove

NAVPTO New O | eans

NAVPTO Nor f ol k
Dam Neck
Little Creek
Por t snout h
Suf f ol k
Wal | ops I sl and
Yor kt own

NAVPTO Pensacol a

Satellite Ofices

Corry Station

cul f port

Meri di an

Panama City

Stenni s Space Center

NAVPTO Port Huenene
Chi na Lake
Cor ona
Fal | on
Lenoor e
Mont er ey
Poi nt Mugu

NAVPTO San Di ego
Bal boa
Cor onado
North I sl and
Poi nt Loma

NAVPTO Washi ngt on Navy Yard
Bal | st on
Bet hesda
Car der ock
Dahl gren
| ndi an Head
Naval Acadeny
Naval Research Lab
Pat uxent Ri ver

OVERSEAS
NAVPTO Napl es
La Maddel ena
London
Rot a
Si gonel | a

NAVPTO Pear| Har bor
NAVPTO Guam

NAVPTO Yokosuka
At sugi
M sawa
Cki nawa
Sasebo
Si ngapor e
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Appendi x B - Invoice Processing Tineline
Day 0 - GICC cycle end date
Day 4 - GICC electronic invoice transmtted to CTO
Day 5 - CTOruns reconciliation program
Day 8 - NAVPTQO CTO conplete ticket reconciliation
Day 11 - Command recei ves paper invoice from GICC

1

1
1 - CIOtransmts electronic invoice file to
Commands

Day 13 - Commands verify data, identify corrections, return
Corrections/di sputes to NAVPTO

Day 14 — NAVPTO corrects invoice, certifies invoice and
Notifies CTOto produce final electronic
I nvoi ce. Submts certification docunent to DFAS

Day 15 — CTO produces invoice, forwards to DFAS via
Emai |

Day 18 — DFAS receives certification docunent to match
Wth electronic invoice

Day 19 — DFAS upl oads invoice to STARS

Day 20 — Possibly, invoice suspends due to failure to
pre-validate all transactions. Suspended
transacti ons appear on the I DA 128 or | DA 129

report
and GIS website.
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Appendi x C - Rel evant Legislation

Pronpt Paynent Act (PPA)

Summary: The Pronpt Paynent Final Rule (fornmerly OVB
Crcular A-125, "Pronpt Paynent") requires Executive
departnments and agencies to pay conmercial obligations
within certain tinme periods and to pay interest penalties
when paynents are | ate.

The Pronpt Paynment clock starts when the POC/ APC or the CTO
receives the invoice from GICC, whichever is later. CTO
acts as an agent of the governnent. The invoice receipt
date is placed on the Bill Paynment Summary prepared by the
NAVPTO,

http://ww. fns. treas. gov/ pronpt/regs. ht n

G assl ey Arendnent to Defense Appropriation Act

Summary: Ensures that all disbursenents in excess of

$500, 000 shall be matched to a sufficient obligation before

t he di sbursenent is made. D sbursenents over this

t hreshol d should not be divided into smaller pieces to

avoid this Act. Exceptions are in the case of

(1) a disbursenent involving depl oyed forces,

(2) a disbursenment for an operation in a war decl ared by
Congress or a national emergency declared by the
Presi dent or Congress,

(3) a disbursenent under any other circunmstances for which
the waiver is necessary in the national security
interests of the United States, as determ ned by the
Secretary and certified by the Secretary to the
Congressi onal defense committees.

http://ww4. | aw. cornel | . edu/ uscode/ 10/ 113. not es. ht i

Certifying Oficer Legislation

Summary: A certifying official should ensure the
information stated on an invoice and supporting records are
correct and the legality of a proposed paynment under the
appropriation or fund involved. Specific requirenents can
be found in DoD FMR Vol une 5, Chapter 33

http://ww4. | aw. cornel | . edu/ uscode/ 31/ 3528. ht i
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Appendi x D - Abbreviation/ Acronym Li sting

Abbr evi ati on/ Definition
Acronym
AAA Aut hori zati on Accounting Activity
ACRN Accounting C assification Reference Nunber
APS Aut omat ed Pre-validation System
ASN Assi stant Secretary of the Navy
ATCS Pl us Aut omat ed Travel Order System Pl us
BCN Bureau Control Nunber
CBA Centrally Billed Accounts
CLIN Contract Line Item Nunber
CNO Chi ef of Naval Operations
CS Change of Station
CTO Commercial Travel Ofice
DCN Docunent Control Nunber
DFAS Def ense Fi nance and Accounting Service
DFAS- CL Def ense Fi nance and Accounting Service —
C evel and
DI FMS Def ense I ndustrial Fund Managenment System
DoD Depart nent of Defense
DON Depart ment of the Navy
EAGLS El ectroni ¢ Account Governnment Ledger System
FA Fund Adm ni strat or
FADA Fi el d Accounting Docunment Abstract
FMO O fice of Financial Operations
FMR Fi nanci al Managenent Regul ation
GSA General Services Adm nistration
GI'S Government Travel System
GICC Government Travel Card Contractor
HQ Headquarters
LOA Li ne of Accounting
M P Managenent | nformation Processing
NULO Negati ve Unliqudated Ooligation
NAVPTO Navy Passenger Transportation Ofice
Pl I'N Procurenent Instrunment ldentification Nunber
PNR Passenger Nane Record
POC Poi nt of Contact
SDN St andard Docunent Nunber
SLIN Suppl ement al Line |Item Nunber
SPAWAR Space and Naval Warfare Systens Conmand
STARS St andard Accounting and Reporting System
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Abbr evi ati on/ Definition
Acronym
STARS FL St andard Accounting and Reporting System
Field Level
STARS HCM St andard Accounting and Reporting System
Headquarters C ai mant Mdul e
One Pay St andard Accounting and Reporting System One

Pay

TAD Tenporary Additional Duty
TDY Tenporary Duty
ucC Unit Identification Code
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Appendi x E - FADA Providers

One Pay TFS TABLE | NQUI RY

ACTI VI TY NAME AAA  APPN [SUBH
CRANE, |N 000164 | 4930NHLJ
CARDEROCK, MD 000167 | 4930 NHLC
NRL WASHI NGTON, D. C. 000173 | 4930 NH4A
| NDI AN HEAD, MD 000174 | 4930 NHLF
DAHLGREN, VA 000178 | 4930/NHLE
KEYPORT, WA 000253 | 4930 NH6B
MC BASE, HAWAI | 000318

PAX Rl VER 000421 | 4930NH2A
DAPS PHI LADELPHI A 004705 | 49305@ 0
DAPS PHI LADELPHI A 007003 | 49305GL0
DAPS PHI LADELPHI A 007008 | 49305GL0
DAPS PHI LADELPHI A 007027 | 49305GL0
DAPS PHI LADELPHI A 007038 | 49305Q 0
DAPS PHI LADELPHI A 007056 | 49305G 0
DFAS- CL PACI FI C 045924

DFAS- CL NORFOLK VA ( FLEET) 060951

DFAS- CL SAN DI EGO CA (FLEET) 060957

DFAS- CL YOKOTA JAPAN 062649

DFAS- CL ROTA SP 062863

PWC SAN DI EGO 063387 | 4930 NELE
PORT HUENEME 063394 | 4930 NHLK
SPAWAR CHARLESTON 065236 | 4930 NH3S
NADEP NORTH | SLAND 065888 | 4930 NA2B
SPAWAR SAN DI EGO 066001 | 4930 NH3P
NEWPORT, Rl 066604 | 4930 NH6A
MC Al R STATION, | WAKUNI, JAPAN 067400

DFAS- CL CHARLESTON SC  (HCM (068342

DFAS- CL PENSACOLA FL 068566

DFAS- CL SAN DI EGO CA 068688

( ASHORE)

DFAS- CL NORFOLK VA ( ASHORE) 068732

DFAS- CL CHARLESTON SC ( FL) 068892

DFAS- CL QAKLAND CA 068894

NFESC, PORT HUENEME, 068894 | 4930 NH5A
PWC WASHI NGTON 068925 | 4930 |NEl L
PO NT MAGU CHI NA LAKE 068936 | 4930 NH2C
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