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Purchasing
Purchasing roles will fall into two major categories: those performed outside of the Procurement area and those performed inside it. When validating the Preliminary End-User List, please consider the hints described below for each of the Purchasing roles.

Most Common Roles outside Procurement

The most common Purchasing roles for HQ end-users who work outside the Procurement area will be:

· Requisitioner
· Requisition Approver
· Bankcard Holder
· Bankcard Approver
· Outside Buyer

· Acceptor

· Bankcard Receiver

· Receiver

Most Common Roles within Procurement

The most common Purchasing roles for HQ end-users who work inside the Procurement area will be:

· Bankcard Holder
· Agency Buyer
· Center Buyer
· Agency Contracting Officer
· Center Contracting Officer
· Procurement Approver
· Procurement Team Lead
· Procurement Report Generator

Most Common Role at the Regional Finance Office (RFO) 

Outside Buyer will be the primary Purchasing role for employees working at the RFO.
Roles that Correspond to Current Positions

Five of the Core Financial Roles in the Purchasing process area correspond directly to current positions: 

· Bankcard Holder = Credit Card Holder

· Bankcard Approver = Credit Card Approver

· Requisitioner = PR Initiator (outside HQ Procurement)

· Agency/Center Buyer = Contract Specialist, including Contract Specialists for Simplified Acquisitions

· Outside Buyer = Buyer

Clarification Points

When performing role mapping for Purchasing, please keep the in mind the points discussed below.

· Agency vs. Center Buyer: 

· The Agency Buyer can buy from and administer other Centers’ contracts. HQ should have a small number of Agency Buyers.

· The Center Buyer corresponds to the current position of Contract Specialist. 

· Acceptor vs. Receiver

· The Acceptor corresponds to the current positions of COTR and Requisitioner. 

· The Receiver is the actual person “on the dock.”

· Bankcard Holder vs. Bankcard Receiver

· The desktop receiving function (e.g., the act of receiving the purchased item) is built into the Bankcard Holder role.

· The Bankcard Receiver role applies only for those employees actually on the receiving docks

· Requirements and activities for the new Requisitioner role.

· In today’s system, purchase requisitions (PRs) are logged in an online email system, and necessary budget information is added throughout the subsequent approval process.

· In SAP, the requisition initiator (Requisitioner) must assemble and add all this budget information up front. The PR then enters a review cycle, but no additional information is added to the PR to it during the cycle. Instead, it’s simply approved or rejected.

Budget Execution

Most of the end-users mapped to Budget Execution roles will be mapped to the Budget Report Processor and the Project Planner roles. When validating the Preliminary End-User List, please consider the hints described below for each of the Budget Execution roles.

Budget Maintainer

· This role performs central functions at the CFO Office level for the Agency and for Headquarters.

· End-users mapped to this role will likely be in Codes BR, CFB, and the Enterprise resource management offices

Budget Report Designer

· Recommend 1 end-user per Code be mapped to this role.

Budget Report Processor

· This role corresponds to the current positions of Resource Analyst and Program Analyst.

· There will be numerous end-users throughout all Codes mapped to this role.

Funds Reserver

· This role deals primarily with reservation documents related to approved Reimbursable Orders.

· This role corresponds to the current position of Resource Analyst.

· End-users mapped to this role will most likely be in Codes CFB, BR, and possibly BFB.

Project Planner

· In many cases, end-users mapped to Budget Report Processor should also be mapped to the Project Planner role.

· While the Budget Report Processor role and the Project Planner role cover different transactions in SAP, at NASA HQ they are in many cases components of the same job (and will be filled by the same person.)

· End-users mapped to this role can be in any Code.

Cost Management
Cost Management roles will primarily occur at the Regional Financial Office (RFO) at GSFC. When validating the Preliminary End-User List, please consider the hints described below for each of the Cost Management roles. 

Assessment Cycle Administrator, Assessment Cycle Maintainer, and Consumption Data Processor

· While it is not yet decided if Headquarters will be performing assessments in SAP, please map end-users as if they will indeed be performing these assessments for HQ. 

· 1 or 2 end-users mapped to each of the roles above at the RFO.

Contractor Cost Report (CCR) Administrator, CCR Analyst, and CCR Processor

· Approximately 2 or 3 end-users should be mapped to each of roles above at the RFO.

· For the Jet Propulsion Laboratory (JPL), these roles will be performed by the NASA Management Office at JPL.

Cost Administrator

· This is primarily an oversight role, and should have approx. 1 or 2 end-users mapped to it at the RFO.

Labor Cost Analyst

· End-Users mapped to this role are likely to work at the RFO in the areas of labor interface and HQ resources.

Miscellaneous Accrual Analyst and Straight Line Accrual Analyst

· 1 or 2 RFO end-users should be mapped to each of these roles.

NASA Supply Management System (NSMS) Distribution Analyst and NSMS Purchasing Analyst

· No end-users should be mapped to these roles for Headquarters/RFO.

Accounting: Accounts Payable

The majority of end-users mapped to Accounts Payable (AP) roles will work in the Regional Financial Office (RFO) at GSFC. When validating the Preliminary End-User List, please consider the hints described below for each of the AP roles.

AP Certification Processor

· This role corresponds to the current position of Certifying Officer.

· There should probably be 1 end-user mapped to this role and 1-2 more mapped as back-ups. 

AP Intra-Agency Payments and Collections (IPAC) Processor

· This role corresponds to the current position of Voucher Examiner at the RFO.

Agency Health and Human Services Processor

· No end-users should be mapped to this role for HQ and the RFO.

Health and Human Services Processor
· This role corresponds to the current position of Voucher Examiner at the RFO.

· There should be 1 or 2 end-users at the RFO mapped to this role.

Payment Auditor

· This role corresponds to the current positions of Accountant and Voucher Examiner.

· A handful of end-users at the RFO should be mapped to this role.

Travel Authorization Processor and Travel Payment Processor

· These roles only apply to end-users working in the Travel Office at the RFO. Staff at Headquarters who plan and carry out travel at Headquarters will need access to the Travel Manager system, not the Core Financial Module. 

· A handful of end-users at the RFO should be mapped to this role.

Vendor Invoice Processor

· This role corresponds to the current Data Entry positions.

· End-users in this role must be civil servants, not contractors.

Vendor Payment Processor

· This role corresponds to the current position of Voucher Examiner at the RFO.

· The majority of end-users working in the Accounts Payable process area will be mapped to this role.

Accounting: Accounts Receivable

The majority of end-users mapped to Accounts Receivable (AR) roles will work in the Regional Financial Office (RFO) at GSFC. When validating the Preliminary End-User List, please consider the hints described below for each of the AR roles.

Account Maintainer

· The people mapped to this role should be Accountants.

· There should be 2 end-users at the RFO mapped to this role. 

Collection Processor

· The people mapped to this role should be Accountants working in the area of AR.

· This role should be filled by 1 person at the RFO and 1 backup.

Customer Master Maintainer

· This role will be filled by 1 end-user and a backup at the RFO, and 1 end-user and a backup at the NMO.

Customer Payment Processor

· This role will be filled by 1 end-user and a backup at the RFO, and 1 end-user and a backup at the NMO.

Deposit Processor

· The people mapped to this role should be Accountants or Accounting Technicians working in the area of AR.

· This role should be filled by 1 end-user at the RFO with 1-2 backups.

Reimbursable Manager

· The people mapped to this role should be managers who work in the area of Reimbursables.

· This role should be filled by 1 end-user and a backup at the RFO and 1 end-user and a backup at the NMO. 

Receivables Processor

· The people mapped to this role should be Accountants and Accounting Technicians working in the area of AR.

· This role should be filled by 2 end-users at the RFO with 1-2 backups. 

Sales Invoice Processor

· The people mapped to this role should be Accountants and Accounting Technicians working in the area of AR.

· This role should be filled by 1 end-user and a backup at the RFO and 1 end-user and a backup at the NMO. 

Sales Order Processor

· The people mapped to this role should be Accountants and Accounting Technicians working in the area of AR.

· This role should be filled by 1 end-user and a backup at the RFO and 1 end-user and a backup at the NMO.

Accounting: Standard General Ledger

The majority of end-users mapped to Standard General Ledger roles will work in the Regional Financial Office (RFO) at GSFC or in Code BFB at Headquarters. When validating the Preliminary End-User List, please consider the hints described below for each of the Standard General Ledger roles.

Data Entry Validator

· This role corresponds to the current position of Accountant and General Ledger Accountant.

· There should 1 end-user mapped to this role at the RFO, with 1-2 more mapped as back-ups. 

External Information Generator

· This role performs Agency level reporting and will be filled by Code BFB.

Financial Data Maintainer

· This role will be filled by Code BFB.

Financial Information Analyzer

· This role will be filled at the RFO by a General Ledger Accountant.

· There should be 1 end-user mapped to the role as well as 1-2 backups.

Journal Entry Processor

· This role will be filled by staff at the RFO. 

· Should be limited to staff in the General Ledger Accountant position.

· There will be a much greater number of staff mapped to this role than the other Standard General Ledger roles.

Management Information Generator

· This role corresponds to a General Ledger Accountant or an SF224 Accountant.

· This role should be filled by 2 people at the RFO and 2 backups.

Period Closer

· This is an Agency-wide role that will be filled by Code BFB.
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