NOVA PROJECT Prepared by: Suzanne Saxer 4-Mar-2009
Monthly Accruals Procedure

Go to the Finance Section’s online applications web page and run an open commitments
report for the project (NOVA is project 425). http://finance.fnal.gov/FinanceOnSite.html

For each PO line on the Open Commitments Report, determine whether the PO line is
SN, GN or GR (Service Non-receipt, Goods Non-receipt, or Goods Receipt).

For the GR lines, the Fermilab receiving department will enter a receipt into the Oracle
Materials Management System (MMS) module when the item is received on site. An
accrual will be done automatically at month-end by the financial system for any item that
has been received but not yet invoiced.

For the SN lines, send an e-mail to the contact person at the University, other Laboratory
or vendor to determine the estimated actual costs thru the end of the month. Prepare the
Service Receipt Accrual spreadsheet and submit to accounting before 10AM on the
month-end cut-off date.
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For the GN lines, contact the requestor at the receiving institution and determine whether
they have taken delivery of the item(s) on the PO. For items that have been received, send
an e-mail to Fermilab’s receiving department requesting that they enter a receipt into
Oracle MMS. The financial system will then automatically accrue the estimated costs.



