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Purpose
The Center for Charge Card Management (CCCM) Data Management Division (QRBDA) seeks to aid customer agencies in recalculating and reviewing refunds paid from their contractor bank. QRBDA developed the Automated Refund Review Tool for agencies to automatically calculate refunds on a quarterly basis. The Agency Refund Review user guide provides a step-by-step process on how to utilize the tool.
Automated Refund Review Tool
The Automated Refund Review Tool is a method of re-performing GSA SmartPay refund calculations. The tool follows the refund calculation business rules as defined by the GSA SmartPay 3 Master Contract.  As stated in Public Law 112-194, purchase and travel accounts must be reviewed by the agency for accuracy and properly recorded as a receipt to the agency that pays the monthly bill. The tool does not replace the requirement for agencies to perform their own independent review and assessment as indicated in Public Law 112-194. 
Guide Overview
This user guide explains how to use the SmartPay Automated Agency Refund Tool in 4 steps.
Main Form
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The SmartPay Automated Agency Refund Tool breaks down the tool in four areas:  “Clear Data”, “Select Filters”, “Import Data”, and “View Data”. See below for more detailed descriptions and information.
Step 1: Clear Data
The “Clear Data” – section allows for the user to delete any transaction file, summary file, and net credit loss data –in order to reset the tool and decrease the size of the database.  This is important when calculating refunds, as the tool was developed to calculate one agency refund at a time.
Step 2: Select Filters
The “Select Filters” section of the main form prepares the tool for what is to be imported.  Each file will be imported separately and will be determined by selecting the type of bank (US Bank or Citibank), agency (top 24 CFO act agency only), and the fiscal quarter.  
Use the four filters to define the calculation of the agency refund in this section: 
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The tool locates the data based on the selected filters and automatically points to reference tables to perform the calculation. Ensure that that the selected Bank and Agency match with the Basis Points Mapping file for the tool to calculate refunds properly.
Step 3: Import Data
The “Import Data” section of the mainframe is the entry point to calculating an agency refund.  The calculation consists of three required input files. These three files are: 1) Quarterly Agency Transaction, 2) Quarterly Agency Summary and 3) Basis Points Mapping, all in excel format. The Quarterly Agency Transaction and Quarterly Agency Summary files are provided directly to the agency by the agency’s contractor bank. Sample file column headers and type of information required can be located in Appendix E & F. The Basis Points Mapping file is user-created (See Appendix A).
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In the main form display, click on “Import Basis Points Mapping Data from Excel” and navigate to the folder where the Basis Points Mapping file is located and click “Open.” Make sure the table name is “Basis Points Mapping”.  Once this is complete, users can begin importing the Transaction and Summary Files. Microsoft Access will automatically save the imported Basis Points Mapping table so this file only needs to be imported into the tool once. Agencies with a tiered refund structure based on speed to pay should refer to Appendix A for more information regarding the creation of the Basis Points Mapping file. 
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Note: Import the files from a folder set up on the user’s drive.  There are no predetermined file paths that the user would need to setup to import the two input files. 
Import Error Solution: 
The user may encounter some errors when importing such as: 
1) Excel Versioning and Compatibility Issues with the Tool
a. If the user encounters an error in importing the excel files at any point, the user should re-save the excel files as a .csv file format and import them into the tool again. 
How to re-save as a .csv file: 
1) In both transactions and bank summary file in Excel, go to “File”, “Save As”, locate the folder where to save the file, and within “Save as type” select “.csv”. 
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2) A message prompt will pop up after clicking save, indicating that “features in the workbook may be lost if you save it as a CSV (Comma Delimited).  Click “Yes” to continue using the format.
3) Re-save both files as indicated above and re-import the files into the tool.
Step 4: View Data
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The “View Data” section of the mainframe consists of two sub-sections: 1) “Raw Data” and 2) “Reports”.  The “Raw Data” sub-section validates what has been imported and allows the user to modify information should the file not import successfully. The “Reports” sub-section allows the user to view the calculated results of the agency refund input files.  
The “View Summary Report” subsection will prompt the user with two questions before proceeding to view the summary report. Per Section B.3.4 of the GSA SmartPay 3 Master Contract, refunds for Travel Individually Billed Accounts (IBAs) are calculated differently from other business lines if net credit losses on Travel IBAs during the reporting period are greater than or equal to 30 basis points of Net Charge Volume (See Section titled Agency Refund Review Calculations for more information). If there are no net credit losses for the current reporting period, enter in zero.
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Tip: Refer to file format in the User Guide Appendix to ensure that columns and information are correct if the raw information is not correctly importing.
Tip: If there is information that has changed in the reference tables, such as basis points information, the user can modify and save the information in the table directly in Microsoft Access. 
See below for further detail on each sub-section:
Reference Data: 
“View Bank Transaction Data” – Subsection
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The “View Raw Data” sub-section allows the user to review the transaction file imported into the tool.
“View Bank Summary Data” – Subsection
The “View Bank Summary Data” sub-section shows a replica of the reported agency summary data file that was imported in the second step.  This table allows for a quick review of what was imported into the tool. 
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“View Basis Point Mapping” – Subsection
[bookmark: _GoBack]The “View Basis Point Mapping” sub-section filters out the basis points information based on the user’s bank and agency.   The basis points information will be a table that the user will create and import into the tool.   Please see Appendix A for the proper file format and additional direction for agencies with a tiered refund structure.
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Calculated Data: 
“View NCV by Transaction Code” – Subsection
The “View NCV” sub-section shows the net charge for all transaction types as coded in the associated table, by product line. The specific column details of the table are as follows: Bank, Transaction Description, Transaction Code, IBA, CBA, Tax Advantage, Purchase and Fleet.
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 “View Summary Report” – Subsection
The “View Summary Report” sub-section generates the agency refund results by comparing the calculated results versus what was reported by the bank.  Please note that the Summary Report output delineates transactions as either Standard Transactions or Large Ticket Items. EPayables are not included in the output as a transaction type. More information regarding transactions that were marked as ePayables should be directed to the relevant servicing bank.
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Calculation Error Solution: 
The user may encounter some errors when the tool begins calculating refund numbers on the summary report such as: 
1) #Type! Error 
a. If the user encounters such an error, the user should close the Summary Report Tab, navigate to the ‘All Access Objects Pane’ and double-click on the Summary Report again.
Agency Refund Review Calculations

Sales Refund Formula:
Net Charge Volume (NCV) is a measure of transactions posted to accounts within the reviewed agency’s testing period that are refund eligible. A transaction code is applied to every transaction based on the type of exchange that occurred. Some examples include: cash advance, credit reversal, sales drafts, and ATM cash disbursements. Each contractor bank specifies which transaction codes are included in their calculation of Net Charge Volume.  The sales refund is the contractual minimum in basis points that the contractor banks pay to their customer agencies based on the Net Charge Volume for the period.

NCV = (Purchases + Cash Advances) – Credits 
Sales Refund = Net Charge Volume × Contractual Minimum
Refunds for the Travel IBA business line are calculated in the same way noted above unless net credit losses during the current reporting period are greater than or equal to 30 basis points of Refund Eligible Net Charge Volume).

NCV = (Purchases + Cash Advances) – Credits 
Credit Loss Rate = (Carried Over Net Credit Losses + Net Credit Losses) ÷ (NCV) 
Dollars withheld by Contractor for Credit Loss = NCV × Credit Loss Rate
Sales Refund = (Net Charge Volume × Contractual Minimum) – Dollars withheld by Contractor for Credit Loss

For more information, please visit the Section B.3.3 and Section B.3.4 of the GSA SmartPay 3 Master Contract on the GSA SmartPay website at the following link: 
GSA SmartPay website 


Appendix
Appendix A: Basis Points Mapping Reference Table

The tool will need a basis points mapping excel table uploaded into the tool. The following sample format is shared below.  Save as “Basis Points Mapping” in excel file format.
Create column names: “Agency”, “Program Name”, “Transaction Type”, and “Contractual Minimum”

Column Name Descriptions:

	Column Name
	Definition

	Agency
	Name of the agency. The name of the agency should match the format given in the drop down of the main form of the tool. Sub-agencies under the Department level using the tool must have the Agency field marked as the Department.

	Program Name
	Name identifying the type of the business line. (e.g., Purchase, Fleet, Travel IBA, Travel CBA, Travel Tax Advantage)

	Transaction Type
	Detailing whether the contractual minimum corresponds for a Standard transaction or Large Ticket transaction

	Contractual Minimum
	The basis points multiplier used to calculate sales refund




See Sample Basis Points Mapping table (Excel) below:
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Agencies with a tiered refund structure in their individual task order will have to update their basis points in the basis points mapping file or table in the tool based on the relevant tier for the reporting period. When conducting a refund review, ensure that the proper basis points are being referenced for the relevant reporting period.


Appendix B: Product Names Reference List

Use the following reference list to correctly list the product name for the tool:

	Product Name

	Travel IBA

	Travel CBA

	Travel Tax Advantage

	Purchase

	Fleet





Appendix C: Program Code Examples

	Program
	Associated Code

	Travel IBA
	0661

	Travel CBA
	0652

	Travel Tax Advantage
	0678

	Purchase
	0479

	Fleet
	0646





Appendix D: Bank Summary File

Please use the following bank summary file template when importing the file into the tool: 
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	Column Name
	Definition

	Program Name
	Name identifying the type of the business line. (e.g., Purchase, Fleet, Travel IBA, Travel CBA, Travel Tax Advantage)

	Bank
	Enter type of bank (e.g., Citi or USB).

	Agency
	Enter name of agency (e.g., offices/bureaus/divisions/components).

	Program Code
	Code identifying the type of the program business line.

	Pay Point
	The name and point at which the quarterly refund review is paid out (e.g., offices/bureaus/divisions/components).

	Large Ticket Transaction
	Yes/No that indicates if a transaction was marked as Large Ticket.

	NCV
	Sum of all transactions for the quarter (e.g., (Purchases + Cash Advances) – Credits).

	Contractual Minimum
	Basis points multiplier.

	Sales Refund
	Refund amount as calculated by Sections B.3.3 and B.3.4 of GSA SmartPay 3 Master Contract.






Appendix E: Bank Transaction File
Please use the following bank transaction file template when importing the file into the tool: 
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	Column Name
	Definition 

	Bank
	Name of the participating bank (e.g., Citi, JPMC, USB)

	Agency
	Name of the agency

	Pay Point
	The name and point at which the quarterly refund review is paid out (e.g., offices/bureaus/divisions/components)

	Business Line Number
	Number identifying the product line

	Agency Bank Number
	Number identifying the bank based on product line

	Business_Line_Name
	Name identifying the type of the business line. (e.g., Purchase, Fleet, Travel IBA, Travel CBA, Travel Tax Advantage)

	Account Number
	The account number (unique ID) for the transaction

	Transaction Date
	Date that the transaction posted

	Large Ticket Transaction
	Indicates whether the transaction was marked as a Large Ticket Transaction (Yes/No)


	Transaction_Code
	Transaction code

	Transaction_Amount
	Sum of the amount of transaction

	Transaction_Count
	Sum of the number of transactions for the specified account
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Step 3: Import Data
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