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Please find below Frequently Asked Questions (FAQSs) in relation to the UNDP Financial
Authorization process. Users are strongly encouraged to read these FAQs and to refer to the
UMOJA job aids before raising production support issues.

1.

| cannot find the UNDP Business Partner | need.

Please refer to the list of UNDP Business partners in job aid 1-0. If the UNDP country
office does not appear in this job aid please raise an ineed ticket to Umoja Master Data
and provide details on which UNDP Country Office you believe is missing and the details
of the transaction to be posted.

Why are the detailed service instructions entered on the Funds Commitment not
appearing on the Financial Authorisation?

Check to ensure that the detailed instructions are entered at the line item level of the
Funds Commitment not the header level.

Why can’t | issue a Financial Authorisation related to a Funds Commitment?

Please check that the funds commitment is approved (FAs related to unapproved FCs
cannot be sent).

If you have used a Funds Commitment please check that vendor used is a UNDP Office.
Please refer to UNDP Job aid 1-0 with the list of UNDP Business Partners which should
be used. Also ensure that the UNDP vendor is on every line of your funds commitment.

The funds center of the funds commitment may not be mapped to a UNDP donor code
(this can be checked using ZAP_DONORMAP, this T-code is mapped to finance roles).
If the funds center is not mapped an ineed ticket needs to be raised and assigned to
Umoja Tier 2b-Financial Accounting in UNHQ.

Why can’t | issue a Financial Authorisation related to a Purchase Order?

Please check that the vendor used is a UNDP Office. Please refer to UNDP Job aid 1-0
with the list of UNDP Business Partners which should be used.

The funds center of the purchase order may not be mapped to a UNDP donor code (this
can be checked using ZAP_DONORMAP, this T-code is mapped to finance roles). If the
funds center is not mapped an ineed ticket needs to be raised and assigned to Umoja
Tier 2b-Financial Accounting in UNHQ.
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7.

Why is the text information entered into SRM missing from the FA for a PO.

Ensure you have entered text into the Internal Note field of the line item. Click on
Internal Note, which is located on the Notes and Attachments tab of the line item. Please
note that for POs with multiple service lines, users must enter all instructions (for all
lines) on the first line for them to appear on the FA.

Why can’t | issue a Financial Authorisation related to a AP Document (FV60
MIR7)?

Check that there is no payment block.

Ensure that there is a funds center on each line of the FV60 document (even if the line
relates to a balance sheet account, i.e. for MPQOs, petty cash etc).

The funds center of the AP Doc may not be mapped to a UNDP donor code (this can be
checked using ZAP_DONORMAP, this T-code is mapped to finance roles). If the funds
center is not mapped an ineed ticket needs to be raised and assigned to Umoja Tier 2b-
Financial Accounting in UNHQ.

Check the payment method selected, it should be U.

Check that the FV60 or MIR7 was posted/approved (if they are not approved the FA
cannot be created).

Why can’t | issue a Financial Authorisation related to a Travel Document?

Some of the possible reasons are as follows:

o Check the payment method selected, it should be U on the FI (use FBV3 to check).

e |If payment method “Other” is not selected in the Travel Portal, the TPA will not be
able to add in the UNDP vendor.
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e Check the vendor text field in the FI document to ensure the UNDP Donor code is
there.
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e The funds center of the travel document may not be mapped to a UNDP donor code
(this can be checked using ZAP_DONORMAP, this T-code is mapped to finance
roles). If the funds center is not mapped an ineed ticket needs to be raised and
assigned to Umoja Tier 2b-Financial Accounting in UNHQ.

e There is a payment block on the AP document.

8. lam about to approve the FA but | see there is an issue how can | amend?

The source document for the FA needs to be modified first and the changes will then be
reflected in the FA.

Note that the Remarks field can be used to add additional instructions for UNDP. But this should
not contradict other instructions in the lines of the FA.
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9. UNDP does not accept FAs that do not include VAT.

In the case where the PO does not include VAT because the UN procedure is to not include
VAT in the PO (as this is included at the time of the invoice), text should be added either in the
detailed instruction of the PO or in the remarks field of the FA to instruct UNDP to pay the VAT.
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um[]Ja FAQ- Issuing Financial Authorizations Job Aid

For further guidance on FA please refer to:

e UNDP Job aid 3-0, Source Documents for UNDP FA, which has instructions on how to
create source documents for FA.

e UNDP Job aid 4, Issuing, amending and cancelling FAs, at the approval stage and also
after approval when an amendment needs to be sent to UNDP.
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