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Job 
Aid 

Cheat Sheet 3-1– Funds Commitments for UNVs 

Objectives 
This Job Aid highlights the necessary feature of funds commitments (FCs) raised to issue a 
Financial Authorization (FA) for UN Volunteers (UNVs). 
 

Enterprise Roles, T-codes and Specific Features of FC 
FM Accounting Office User uses t-code FMZ1 for manual creation or ZFMFCDOCLOADTOOL for 
spreadsheet upload.  FCs Raised to permit the issuance of an FA for UNVs must have: 
 

i) Document Type = 31 Letter of Authorization (no pre-commitment needed) 
ii) Currency = Using the currency of the payment facilitates automatic reconciliation; 

however, automatic reconciliation can also happen when the FC and SCA are in 
different currencies.  

iii) Document Header Text: “UNDP+ Country office + FA + Reason” 
a. e.g. UNDP Nepal FA UNVs Jan to Mar 16 
b. The Header Text is important because it will help the FC certifying/approving 

officers easily identify UNDP documents in workflow.  
c. Please note that the text in this field does NOT appear on the FA form. 

iv) GL Account = In range 71511010 to 71511055 depending on nature of expense 
v) Vendor = UNDP field office selected from drop down list. Refer to job aid UNDP 7 for 

UNDP vendors configured with Operating Unit 
vi) Line Item Text: Enter the “Index+ Full Name+ Location of the UNV”. 

a.  If name of UNV is not yet known, the location and type of UNV should be 
entered instead (e.g. Port-au-Prince, National) 

b. Index and name should be entered when known. In other words, line item text 
must be updated and FC should be reapproved. This is important because this 
will be the only record of the staff or consultant name in Umoja! 

vii) Long Text of the Line Item must include detailed instructions 
a. It is important that the text is entered at the line item level and not the header 

level. Text entered in the document header will NOT appear on the FA 
b. If the Funds Commitment has multiple line items and the instructions apply to 

the whole document, enter the text on the last line item 
c. If instructions apply to a specific line, then enter the text in the text field of that 

specific line 
d. Enter “//” if you want the text to be split on multiple lines 

viii) Tolerance:  Same tolerance exists as for all other FCs i.e. lower of 10% or USD 4,000. 
ix) Service Fee: Service fees will post as a direct expense against the cost centre or 

WBSE used in the FC at the time the SCA file is uploaded in Umoja.   
a. Do not add a line for Service Fees. 
b. Service fees should NOT be included in the amount of the FC. 
c. There should be enough budget deployed on the cost center or WBSE to allow 

for the SCA file to automatically reconcile and post the fee as a direct expense. 
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Screenshots for FMZ1 

 
 

 
To enter or display detailed instructions in the Long Text field, double click on the FC line to 
open the line and using the Environment Menu, select Document Line Long Text: 
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Screenshots for ZFMFCDOCLOADTOOL 
 

 
 
 
 

 


	Objectives
	Enterprise Roles, T-codes and Specific Features of FC
	Screenshots for FMZ1
	Screenshots for ZFMFCDOCLOADTOOL

