Note

amounts praviously received by the Govermment, 10 correct errors in
computations, or make other agjustments.

Sub-cbject classes .98 and .99 will be used in corjunction with all major
obfect classes 21 through 31. These sub-object classes represent:

.88 Discounts Taken
98 Interest Paid (Prompt Pay}

i you have any questions conceming object class usage please call Tod
Bidlings on FTS 776-0327 (303-236-0327) or Harman Love® on FTS 776-
0334 {303-236-0334),
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Reports

Financial Plan

ABACIS reports were developed to facilitate communication between the
Division of Financial Management and the Field Offices, The reports begin
with the Financial Plan developed by your office.

This chapter begins with the Financial Plan and discusses hard copy roports
6t to you by mail rom DFM and online reports available on your PC. This
chapter will covar:

L

Financial Plan

r

Using the System

Hardware Requirements
ABACIS Logon Procedures
Signoff

Printing

L

Online Reports

L

Hard Copy Reports

Your financial plan Is pan of the Fadaral budgetary process. It represerts
apprapriated funds allocated to OSM offices by account and object class.

The process begins with an apporticnment letter from the Department of the
Interior and an appropration warrant from the Department of the Treasury
for the approved arount of OSM budget for the fiscal year.

H you have gotten: lost in the jargon, mayba this wili help;

Congress approves and the President signs an appropriation,

The Office of Management and Budget (OMB) apportions the apprapriated
amount through the Department of the Interior to OSM.

Thae head of the agency authorizes an allotment to the Assistant Directors
and Deputy Diractors to obligate funds.

When an obligation is made, the funds are set aside until the BOeNCy o

office receives the equipment, services, etc. and ligutdates tha obligation or
de-cbllgates the funcds,
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The Financial Plan represents the allocation to OSM offices of appropriated
funds by account and cbject class. DFM enters the total appropriation

amount and the financial plans developed by the Office of Budget into
ABACIS,

The oniine computer capabilities in your office afiow you to access your
financial plan and evaluate your current position by using the PLANSOU
report option. Harg copy reports ara sent to you monthly to further describe
your operating position. Both will be discussed in this chapter.
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Using the System

This section will tell you what the system hardwara requlrements are and
how to signen, signoff, and print a report.

Hardware Requirements

To use ABACIS you must have the following items set up and ready to go.

IBM compatible personal comptar
1200 or 2400 baud modem
telephona lina

Reflection 1 scftwara

aperator user identification
account and user passwords

You should have received and installed the Reflection software that connects
your PC to the HP 3000. If you are having difficulty with the dlal-up
procedures call DFM at {303) 236-0324 or FTS 776-0324.

ABACIS Logon Procedures

Enter the ABACIS system by lyping either ABACIS or R1 at the C: prompt
or by sslecting the ABACIS system from your main menu, After Reflection
has initiated the dislup, you will ses several messages. When the
messages stop, press the [enter] key several timas to receive tha colon ()
prompt.

At the calon (} prompt you may sign on. Where & says usemame and
password, type the codes assigned to you by the Divislon of Financia
Management (DFM). Your responses are printed in bold type bejow.
Passwords will not appear on the screen.

E :HELLO username.OSMRE,; TERKM=24-
ENTER ACCOUNT PASSWORD: password
ENTER USER PASSWORD: password

Copyright and compster security wamings will 2ppear on the screen, Tha
massage also gives timas when ABACIS will not be available due to daily
back-up of tha systam. Please take note of these timas,

Cautlon:

DFM sends the account password and a personal password to each person
authorized to use the system. If a password is lost or compromisad, report
it to the System Saecurity Officer immediately at FTS 776-0324 or

(303} 236-0324.
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SIGNOFF

After the messages, the screen will prompd y¢u o choose an cption, Enter
the subsystem you need by typing the word without carrots {=>) and press
[enter]. The subsystems are arranged in the foflowing Kerarchy, Follow the
path indicated by the lines to review the racords you want,

<ABACIS: <DDXRPTS»

/’/7\ /\

<tADVANGE*» <GIFTS» <REPORTS* «DDXSMRY:> ‘DDXDETL:*

I
4,qn'|.|rB:|_/-\ 1GAAMTREG,

IAGEDREPT: ‘PAYRELC» TADEARS»

tFLANUBE: PLANSOUS

When you are in ABACIS and you know where you want to go, you can skip
the <ADVANCE:>, <GIFTS> AND <REPORTS> level by typing In the
repors rame you wish to see.

For example, if you want io see a PAYREC, typa ABAGCIS and press [enter],
ype REPORTS and press [enter], and then type PAYREC and press {erger].

E ABACIS [enter]
REPORTS lenter]
PAYREC [enter]
The screen will Instruct you to enter the particular informatlon for the report

you ara sesking. Each report is listed alphabetically and dealt with
separately in this chapter.

- To signoff the system, use the SIGNOFF cormmand or /f command; they are

interchangeable,

The prompt will ask you to PLEASE LOG ON, press [entar], The prompt will
ask you for a USER NAME six times. Prass [entar] six times to cause Geonet
{the telephone connection) to disconnect. You will be totally disconnected
when the message says NO CARRIER

To return to your main menu or C prompt hold the [Alt] key down and press
the [X] key.
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Printing

To print a paper copy of the report, depress the function keys following
thess steps:

Step t.  F10 {once)

Step2  F1 (twice)

Step3d.  F3 [once)

Step 4, Press the [antet] key

Thig saries of kaystrokes will initialize your printer, You may do this at any
time. If you want a record of your work, initiallze yowr printer at the
kegirming of your sesslon,

To stop printing, simply press [F3] again,

Helpful Hints

Prees the [Cir} key along with the zmow keys to scroll up an down ¥ you
wart to read the Information from screen to screen.

Type HELP when you fet stuck,
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Prepoanad Q! Coin Duanl,
'[':Pmun.u.l 1o, Va93

PAYRED
General:

Fayrec: A payment transaction record that displays all activity against a
single obligatlon (purchase order). Shows cbligation actions, modification
actions, disbursement actions, changes and corrections, receiving reports for
SATIN ordevs, documents in suspense, ete,

Categokles of the payrec:

Yendor name and address: Name and address of the payee.

hote: does not necessarily reflect the disbursement remit address.
Payrec reads the information from the initial obligation daca.
Address information is taken from the addee-code (vendor's telephone
number). Often this information is changed in the system and may be
reflecting a previous address, Disbursements do not necessarily use
the same addee-code as the obligation,

Docupent Summaty:

Total Obligati : Shows the current total cbligated amount.
note; this amount may differ from the ariginal total cbligated amount
as this record reflects discounts taken and interest disbursed.

ccrued Exp (Bec Re : For SATIN ecrders, this will reflect the amocunt that
has been receipted for.

A/C Pavable (Tnwoice): Amount payable against the obligation (invoice has
been entered and posted - not necessarily disbursed yet (will inelude invoices
in disburse suspense Status, posted invoices are warehoused in Suspense until
their Prompt Payment due date). Amount will be affected by dizcounts taken
and interest paild.

Disburse: Amount currently disbursed against the obligation (does net reflect
invoices currently in suspense Status). Amount will be affected by discounts
taken and interest paid.

Unpajd Oblig: Amount remaining unliquidated against the obligation., This
amount does net reflect discounts or interest, shows balance of original
obligared amounts,



Repert body: Data is eategorized first by account number and cbject class.
Account numbers are shown in numerlc order first by fiscal year, then within
each fiseal year by actual account number. Mere than one block may exist for
the same account number if it has different object classes, Many transactions
will appear several times in a report if it is split between more than one
aceount number or objeet class.

bate: This is the date of the document {i.e. obligation order date, vender
invoice date, schedule date, ete.), shown by year-month-day. One tramsaction
may have more than one date {i.e, an invoice Iz dated 92072%,.and then
assigned to a schedule 9208l5). Each time an actlion is takén a new datz line
iz created.

Documept Wugber: The unigue document nusher assigned for sach action (i.s.
PO=Purchase Order, CH=~Commitment, Bl=Blanket Order, IN=Invoice, etc.).

Amend Mo.: A three digit sub-number (i.e. ADL, M0l) indicates an
amendment /modification. An alpha character in the last (12th} position
indicatea an action by DFM (i.e. a correction made, a supplemental
disbursement if split between fiscal years, ste.).

note; when a scheduls number has been assigned, a data line will be

created to show this and the schedule rumber will be indicated in this
fiald.

Obligations: Shows amount of actilcon against an obligation decument,
modification, autodeobligaticn, corrsction to an amount, ete,
note: this field also is used for illustrating the vendor inveice
mumber for a disbursement transaction,

Accrued Exp (rec Rept); This field will be blank unless the order has been
processed through SATIN. For SATIN orders, this field will indicate the
amount that has been recelved with an automated receiving report. The data
line will indicate the purchase order nuwber and shipment rumber under the
Document Number and Amend No. categories (i.e. P0212345501).

4/C Peyable (Tnvoice): Shows invoices payable for disbursement (includes
those in disburse suspense as well as those already disbursed). Amount will
show only as correct for that account number and object elass (if transaction
is splic between saveral account numbers, each portion will be shown under its
correct account mumber), When discounts are taken or Interest paid, they will
be indicated under a 'separate block for the same sccount number and object

class major, with the object class minor showing as 98 for discounts and §9
for intexest.

Disburse;: Indicates amounts actually disbursed (categorized by each account
number and cbject class, For each line created in A/C Payable Invoice, a line
will be created in disburse when the action is completed and a schedule nurhar

has been assigned}. Discounts and interest are shown in thelr own object
clazs minor of 98 or 99,



Unpaid Oblig: Amcount remaining unliquidated for that account number/object
class following that data line of action {amount will increase/decrease
depending upon the action taken). '

Obiaect Classz Total: Indirates the total for each category within that object

clasg. Object clazgs minor 98 blocks will show negative amounts in all

categories Indicating a deduction to the ebligation and disbursement amounts

caused by diccounts taken. Object clase minor 99 blocks will show a positive

amount Indicating an increase to the obligation and disbursement amcunts due

to interest pald out. S
. r

Lepend: Illustrates symbols used in the report.

? -~ Travel Advance fs excluded from the totals,

% - Bills/Refunds amounts are included in the # records,

(# - not explained: indicates a system generated action such as aute-

deobligation or auto-resbligation).

Summary of Payments by Schedule;

Invoice Vendor #: The munber assigned by the vendor to identify the
transaction, {0ften vendors will not provide an invelce number and DFM will
assign a number - usually: Invoice 01, 02, ete.)
nota; invoice number iz shown as %% VARIOUS #*, indicates that more
than one action was paid against the same schedule number. If more
than one inveice is paid for the same vendor on cne schedule, Treasury
will combine them and cut one check; however, the amount shown in the
report is correct for the total against that order specifically.

Date: Date of the schedule and when disbursement data went to Treasury (is
not the disbursemsnt date).

Scheduele: Schedule number assigned for the action.
note; schedule type will indiecate what kind of action:

V schedule - a check was out,

E schedule - EFT {(ACH transfer from Ireasury to vendor‘s bank).

M schedule - Travel voucher payments.

G schedule - Grant payments on GIFTS program.

T2 schedule - Diners Club and GBL payments.

T3 schedule - zero schedule for travel, MT''s, and VT's.

all numeric schedule {no alpha character} - other manual zero
schedules for corrections/changes action nets to zero.

Amount: Amount against that schedule for that obligation., Will reflect
discounts taken and interest paid - 1s sctual net amount to vendor,

Check and Pald: Indicates the Treasury asaigned check pumber and the actual
payment date {date shown year-month-day].
note; chis information is loaded manually by DFM {(is not automatic
from Treasury). Often may take several wesks from the schedule date
to obtain and lead this Information. ({(Payment date I= usually within
three to five working days of the schedule date).



Pocunents in suspense:

Type: Indicates type of decument in suspense:
OBLIG = obligation, medification, eblig correction decument. Received
but not yet posted,
INVOICE = involce being processed but not yet posted.
DISBURSE = invoice iz posted but not yet paid (will be warshoused
until Prompt Payment PDD - can cross-reference with the invaice
document number (IN number} in ADEARS to get PDD). “

Docupent Humber: Transasction number assigned for that action (PO, IN, EI, LV,
HT, etc.).

Amount: Amount of the action. IFf data is not yet entared, amount will bLe 0.

Yendor Inveice #: Invoice number assigned by vendor for that invoice. Will
be blank if not yet enteted.
note; message - NO SUSPENSE RECORDS FOUND - indicates that all
actions received for that obligation have been completed in the
system.

PAYRE COMMITHENT NEET FPUR ORDERS :

*note;: Documents are originally entered into the system as CM {Commi tment}
Documents. They are converted by the system te BL documents. To access in
FPAYBEC, enter the number required as a BL.

Agount Committed: This is the remaining balance of the commitment { amount

decreases ag involces are postad againzt the order).

Total Obligation; This is the amount obligated against the order (amount
inereases as invoices are posted against the order, and should agree with the
A/C Payable invoice amount).

Unpafd Oblig: This amount will always be zero unless a document is in
Disburse Suspense (an invoice has been posted, decreasing the commitment and
increasing the obligation, but not yet pald out). While in suspense the
involce amount will be indicated In this fleld, and will return to zere when
the involce has been assigned to a schedule.

Commltpents: Shows activity againzt the commitment amount (pesitive numbers
indiezate an increase to the commitment, nepative numbers indicare a decrease}

For each inveice against the order, a commitment activity line will alzoc he
created.

+

* {Accrued Exp Rec Rept field 1z nor present on this FATREC wersiom),



Online Reports

Several reparts are available through the ABACIS Service Metwork. The
reports are arranged alphabetically on tha next pages to heip you find the
one you want quickly, An overview appears in the table below. Some of
these may not be available to all offices.

ADEARS Ad hot detaied Informatlon based on the
selection criteria entered.
il
ADVBAL Current outstanding travel advance for an
individual traveler.

AGEDBREFT | Trawvel acvance record of an individual traveler
and the age of each cutstanding advanca.

DOXDETL Displays the detalls of your grant requests.
(See last chapter called “Grants.”)

DDXSMAY Displays a summary of your grant requests.
(Sea last chapter called *Grants.”)

GRANTREG | Prowides drawdowrn, award and cost
Information by grant or by project, (See last
chapter called *Grants.”)

PAYREC Displays the acthvity on & single obilgation
document {purchase order}.

PLANSOU Displays the financial plan by chiect class for
an account number or office numbar.

PLANUSE Disptays the financial plan, obligations,
commitments, and availablae balances by

object class for an account number or office
humber,

(See ABACIS Logon Procadures, for more information on accessing thess
repons.

The online reponts allow you to start with the most summary repont available
(PLANUSE), investigate a particular line on that report and find a document
that ks included in that line (ADEARS), and then go to the most detailad level
by ordering the payment recerd (PAYREC) for that document,

Although the type of information is essentially the same, the information you
can access onling is more current than the information you raceive monthly
on hard copy repons.

The following pages describa the functions of the online reports and then
the hard copy reports.
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The ADEARS online report is a useful research tool betwsan morithly
status reports. The online screen instructions will guide you through the
process, but you shoukd know what you can expect to do with an
ADEARS report.

For example, four monthg Into the fiscal year you may show $2,000 year-
to-date spending for a particular object class, The nesxt month it jumps to
$15,000. You may only have $20,000 budgated for that objecz class for
the ertire year.

The ADEARS raport will help you find the source of the incroase by
helping you define the parameters of the document.

Ulimately you will be able to pull up the document reflecting this
purchase order or contract on a PAYREC and review the detalls,

The ADEARS report affows you to display spacific detailed information by
office code, account number, fiscal year, date, vendor {addresses code),
document type and object class. That is, you can look at the entire
record as it Is stored in the data basa. The information is obtained by
accassing the following files in the data base:

" OBLIG for purchase ordars, travel authorizations, training
requests, etc.
COMMIT datﬁ from commitment fike.
INVOICE contains specific information on invoicas.
DISBURSE shows disbursemerts,
PAYROLL displays payroll within particular pay pericds.

We have not inciuded an example of an ADEARS repcet here sinca it can
take several shapes depending upon how It is ordersd {above).
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ADEARS

Uses of the ADEARS raport:

» You can monltor how inveicing is coming in under blanket purchases.
» Analyze spending In proportion to budget.

- Lnﬂkatanamlrerecnrdashissmmdinmadaﬁ-bm

» Find the microfilm code s0 you can calt up and get a copy of the original
document.

Once you have entered the ADEARS report option, the computer will ask
you the category type of the document: INVOICE, DISBURSE, OBLK3,
PAYROLL, or COMMIT (ses explanations on the previous page).Be praparad
to answer these types of questions or enter [ALL].

Enter the specific 12position document number or preas
RETURN/ENTER.

Ertar addressese code or <ALL>.

Enter document code or <ALL> or <//=,

Enter activity code or <ALL> or <//>.

Enter earliest document date in format YYMMDD.

Mow erter most recent docurnant date In format YYMMDD.

Enter cffica number or <ALL> or <//> or press RETURN/ENTER.

Enter accourt number or <ALL> or <ff>

Entes the starting pay period in format YYPP.
These are just examples. Notice that you have the option of asking for ALL
‘entries or defina the parameters of the one(s) you are looking for. You will
want to give the computer as much information as possible so & can sort
through all the documents for you,
The purpose of these questions is to try to narrow the possibilities in order

o find the document in question. ¥ you would like mora detalled
instructions on using this research tool, please cail DFM.
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ADVBAL

The ADVBAL is a very simple onfine report that displays the outstanding
travel advance of a particular traveler by social security number,

Before issuing a travel advancs, the issuing officer should typa the travelars
secial security number into this program to see if the traveler has any
outstanding travel advances. Refer 1o THV-1, Part 10-1 for OSM guidelines
on issuing a travel advance when there are outstanding travel advances.

The onscreen report will look ke this:

This is the Travel Advence Balance Report. Advence Report #§
Enter <//> to exit.

Enter 55N of travelar.

{ABACIS-ADYBAL- FHSTRYOE]

55 H - i Rame: i

Advance Balance as of 03/713/91: % Tr4.0n
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AGEDTRAV

The AGEDTRAV report is essentially tha same as the Aged Travel Advanca
Report Issued In hard copy on a manthly basis. They bath show the travel
achvance recerd of an individual traveler and the age of each outstanding

advance.

Use the AGEDTRAV online report to more closely monitor dednquant
repaymernts of travel advances o your office. By using this report, you do
nct have to wait a month 10 see if a delinquency has-been resolved.

This report i also useful in monltoring area open travel advances since

Federal Traval Regulations; Travel Management Program, Part 301-10.3{cHa}
places certaln restrictions on time and limitations of area open travel

advances.

TRAVYEL A DY ANCE

REPODRT S

ENTER CONTROL DATE {FORMAT MM/DRSYYI, DR /F TD QUIT:

ENTER SEsW, ALL, DR /7 TO QUIT,

ENTER TERHM FOR CUTPUT TGO TERNINAL,
TAPE FOR OUTPUT TO TAPE,
LP FOR OUTFUT TO LINE FRI

LASER FOR OUTPUT TO LASER PRINTER,
FILE FOR DUTPUT To FILE,
NTER, 77 TO EXIT.

GSMRE NED, MAR 13, 1991, 12:
SSH: W AGED TRAVEL AS DF D3/117901 12:46 PA
AMOUNT OF TRAVEL ADVANCES AGED:
-=====-----=:—==----==3ﬂ=II'll=:
1-30 DAYS  31-60 DAYS 51-90 DAYS OVER 90 DAYS 10T
oL AWOUNT CANGUNT AMOUNT ANDUNT AROORE
ﬁuv' TYPE —————————— AWI===L FNEATF==S - gEEE A L E TN AEREE=T=
EEE=3 U ExNN
A. TDY
Dirip 774.00 6.00 0.04 .00 7T4.00
2)0pan .00 0,00 .00 0.00 0.00
B. PCS _o.00 o.00 0.00 0.00 0.00
TOTALS 774,00 Y - ==

PRESS ANY XEY TO CONTINUE.
3110 CABACTIS-AGEDTRAV)Y

AUTH ADV/vau
NEBR TYFE DOC NER

TA139 1Y

HAME :
55N

ADY/¥OU
DOC DATE

ar TDMODATS O2/O05/%1
ODUTSTAMDING ARYAKNCE TOTAL

AGED TRAVEL ADVANCE DETAIL

DATE: 03/71/91

ADVYANECE EFFECT EXPIR
AHOUNT BALANCE AGE DATE DATE
774.00 T774.00 3 02/10791 03705791
774.00
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PAYREC

g Uopaes
w suoiebige predun jo el ‘Bigo
predun

‘& Ucioas
U SISWaRINGSIP || JO fZ10L esIngs1g

£ LORoos 310N
U| pasl| Se0l0ME OLR (B J0 [E0L  F1gVAYd O/

UEY 8Q SABM[E Il LLINIOO S {xdey oey}

chx poruny

“depio eseysind  suoneBigo

Siy1 s} suopefiqqo ay) e o el IOl
uondiraseq LHUnjos

£ UOI0BS Al] 1 SUWINIOS By

S BLUES B 68 LDOSOS SIUS Ul SULLINKD oY) 1841
SORON "MOjBq £ UDKOAS Ut pejuxd LOFBULIOML
oy} SOZUBWING “AHYAWNS INSWNOOJ aulL

Z Uopdeg

"SEEIPPER puie
BB Jopuea Bl ‘(I8N 2aUBI88) JUSLINIOR)
AQUINU Od e 515N "03HAYd eul o Bupeay

1 uopoeg

OFHAYd &l o uoines

yoea wesaides sebed peu eyl uo saidwexe
841 "vonoet Uee usemiad oUl| Usep-axInop

B LIM SUO09S [BIBASS OJUI PRDINP §t S3UAVd Y

(‘92012110 pue SPEZHODG ‘eidumxe 164)
"SISUINY 8IUeM8] JUALNIOP Jo uojiduasep

B X} SOD07) IWOWND0g, 005 “ICIEDpUl

Jead peasy yBip-aue pue Jowoipu) edA) uBip

-0Mt Sl BpARIU| 01 BINS 29 "IBLUNU JUBLWLINDOD
WBp-Bie auy) Jaue < /f = 10 Jequunk esusieey
Wwawnang o1} Jolua, sABs 119810S Byl usypy

‘unpecosd SIY) WO Lo 01U
1o} ¥ UCID8S 985 suclisenb Yim nok [es oym
S10peA Jo) uoieuioiLl 185 o) Aem Joyoinb e
8lol]) "1aremal MIONOq ¢} dol Way STHAYd B

PES. 0} MO Lelthe suoponnsul Buimol|o) eyl

FUmMOoe pue suopefigo

Buiwiesuns w4a o sewnbyy Joj uopBLBUMOOD
dnyeq sapwoid osfe 3 -siewosna

PUE SI0pUSA INOA 10) 8BS Jonod spiacid

1 paall NOA UOFBULCIU) eyl noA 8B DIHAYL v

‘gsuxisns v SIUALNDGG  «
“JeqUInL
anpayas Ag sirewded jo ABwuins v
‘SSE 1e[qo pue
unoooe 4G saoloMl pue sucieBqo peziey
‘BuEEg
uanebiqo Guiurewal PUB SEDIOALE [€10]
Iapio eseyaind B UD paebioo p1o1 oy «

NOA SMOLS HIHAY
‘(lapio aseysind) wewnoop

uogebngo eBus e uo Ayanoe re Gukerdsip
spodal yesn S0 oyl Jo 8UO St DIHAYY

12



PAYREC

Y B LESZ0LNEI SLL0L4&
E6TIR0L L5821 bPLLASGESE0E (2508AL)FRI20INY &0LOLG
La"gl a CLSHZ0LNL LOLDLE
1S El 3 CAEE0LINT LO0LDLG
L1221 | CLUE20LNI LOLDLG
“LEEL ¥ ESHEQLNL LOLOLA
[ - 4% CSRZOLNT lolQLs
e RIOL [y PLYZELYESEOE (ZYDEALYSSDZOLN] [EZ2LOS
LS 2l O85Z0LAI 972104
S5 PRI 1521 PELEX0LASEOE (YYQSALIQLRLALNL 922104
1521 LRS20LNL 222006
Fr &40l 11 LHALHECZRE0E (ZY0SALICTLILOLNL SL2L06
0579001 QL | LEAGYESTIEDE (OYOSALIBELLOENL AL2L04
9L BOE2OLNI ELZLO05
Yo L LOEZOLKI ELZLQS
g 'gLLL L5 21 IPLLAAAZFENE (PEOSALILYZLOLK] OLZL0&
g dl 2RLZ0LNY 207104
15 21 GS0Z0LNI S2LL04
15 21 QLELOLHL Z2LID4
LL°0ELL Z0°0%01 SOYYELYLLOd SLLLOA
*0° L EFLLQLNL £LLLDAG
PLLL FELLOINL SLLLDG
L5 24 LY LQLNL 20106
L7019 L& 9L ¥OWYELYLLOd S20L06
Y8 El -g0Toozai EO¥YELRLLODG Y201084
eCELEZL ETEL SOVRELYLLOd 220104
POVYELYLLIOd [OOLDS
00 00zl oot ooed ¥EL¥ll0Od LoOLOS
21780 35UNA81I0 (IITOANIS C1d434 233) SHOILYSITN90 'ON LELEHLL 3lvd
dJi1vdaR 31AVAYS 27V J4X3 d3NHIAY JHNINY LHIWNDIOQ

DEEZ I55¥710 1a3rdn I t1ANOI2Y
I..HH"““““"““"““"H.IIIIlIIl.ﬂ"“"n“““"“HHH.l.l.llIIIIIH““"“““““H“HIIIIIIIIIIHHH"“““““""

D9 502'¢ ¥8'59% £2799% og” 42 694°¢
El1qo #s4angstq (a310Aug) {1day 23yl suciiehi|i1qo
piedun B|qeied 1/¥ dx3j panJagy . I¥LOL
AYYHHNS LNAWMNIOQ
"""“““HHHHII.I..IIIIIIHIIlIHH|I..HHHHIHIIIlIlllH“HHﬂﬂH“..h“H..I.HH.I..Illllllﬂﬂﬂlﬂ““ﬂ.u““""ﬂ

v20d 02 "M3IANID
BILNID ADIAYES I¥NIGIS !EEIJPRY Jopuep
SHOTILYIIRNMNGD L53H 8N 1dUEN JOopuUap
gEiglsowL ] RELYLIOd idIuRdelay JUALNDOQ

L&fg0fED-a1Eg 03033 LNIHAYD ONY HOPEVDITAD {6Q0CGHSHA-ITI¥LAVd-S[IvVEY)

13



PAYREC

suaEnfel wewled diwoid Jepun eiep

SR JEUL LD POSNOLIIEM BIEB SIUMUARH ‘310N

‘@snoyeses el Ul wauAed

mﬁ;m 1 sum ayy Buunp pue paUPNE & AJIOALI
BAfl BELM QIBUL UBWIBI [IM ) UnKa sjaelizg
D/ 8YL Ul Jeedde 14 8D0AUI BU) JO WUNOWR

AUl pUe Jequunu eiudieisl SIDVEY B4l pue alep
(Wawnzop) saau aup Bumoys D3HAYL oU

uo readde |1m 1 'S210AUL UE SOAIZI) W40 UBUA

"B} 5
¥ eyl elespul pug W4qg ) podas Buwesels yuid
B Jwqgns 'palebijge-ep eq pInous asuereq oyl

"pasn aq o} Bupem

uoiebiqo ey u Bulurewes feuow st agl) (2
‘pesop Od

ay) pue perebiqe-ep 8q pinous eauerg ey) ()

sBupn oMy jo Suo e UBS )| asy

meadde || acsereq B ‘uoiebiqo eyl srepinby
Alsteidwios jou prp eyl peisod Biem SAOA |
DAgo AivdNN

uwinged sk seadde pred ade ey swe
ISHNASIA

WY Aeg }dweig ey Jepun areudoidde

3 usym pied aq (Im wey ey asncUaeM Syl U]
Buprem s1 edtoaul U} ‘pesINgsIp Usaq 10U sney
SPLUTY Bl I PaAIR0 UBBG SBL aZI0AU) Ue Ji

(3DI0ANI) TIavAYd OV

"UEK] 8Q SABME (I ULWINIOS S,
{(rdey oo} dx3 perusoy

“Uwnjoz sucnedigo

o) ol yaea) Ayl Suoj os ale eyl ssequnu
S010AU e @58U) “AIUS Od S MOjBq SOUY Bl
Ll Lunias SiL) olu) Y28l 181 SO [BuaippE o)
AQ pasnjuoz eq U G BQWNU Japuo aseyand
pa1espul eyl Japun psiediiqo wnouwe [ej0]
SNOLLYD90

JGRAUBA BUL LM INGOIE &) SSNAsip nok

ueLm NOA Fol Miesn Aejoedss £g pnoys Jequini
5J0PUSA BL|| “JAGLETL BIUBIEHI IC BOIOALI

& Jopusa oL 5| sessyuesed Ul sy puasas ayg

{pred sem Wwa) syl Usum Jepun) sequinu
aPaYas ayl s1 seseyuased Ul wey 15y By

LOLINU Sy} Jexe LoneLlc)ul

fEUCIIPEE UIZTIOS SHLUNU 83I0ALY 3]

“lapio eseyasnd |y suebe peaesel sasloall
B4 158. &) PUE JAqUmu Od oU1 §t Anue 183}

8U) JBY) SONON  “IBCLUNE ILALUND0P AU} LI SLeal
IIoemyD Loes reys jo uondimsap alaidwos

B 10} 58P0 Wawnzog, uo Jadeys eyl aeg
H3AgGWNNN LNIWN200

PBULINIO2 &) jo uonduossag

"$SER Wwelgoaunnse

ay} L Ayanoe Ue siesalda) el Lpes

‘iapuo [BaiBojouna) Ul ale sepnue ay) pue sselo
welgo pire Jequunu jINCoae Aq pebueie eme
LOJ0es ATBUALINS JUSIINOOR BUYL jO SI219P ey

E Ho|Rag

114



PAYREC

‘walfed
Area jo esneoseq LoNE] SEM WUNCISID B ‘g5
J0 SSBIS 130[0-GNS B SMOUS JUNDIRE LB LB

'SAEP © UL W4T o1 8%10AUl

BU1 pIemIO) pUE SAZD £ LI SEJIAIDS pUR
spoc Jof 1diesal Nod )| pEpIoAE B UED ISesaL|
BO0AUI TELJ L0 pled ueeq Sy 1Ralens 'G5

o sSEP Welqo-qns ¥ SMOUS JLUNOIOR UE LISYM,

EL"E%01L 15728 191126629200 EEY0S2LIR2SHZ0MNI FLLOLS
Z9°0E0l 1521 IFLLLSAZDE0L (EY0L2LI2SQ20LNI SiL0LE
L EYDI - LEGOYSSZRENS {&SOANALIEBEZOLNI HLI0LS
B %S80L 02 LFLOYZSAFE0E (SC0EALISREZOLKI SLEQLS
eD"s P2LE0LN] ELLOLS
L LL LESZRLHI FLLOLA
£4° 1901 L5°21 PFLLAGSE9E0E (ZSO0SALIERLZ0INT &SOL0L&
ls21 a 2EEZOLN!I JfOiDLé&
-L§7et a CLEIOLNT JaI0L&
LE"Z1 | ZSEECLAN] Z0t0Le
15821 ¥ ZZBEOLNI LOLOMG
15721 ZEEZOLNI LDLDLS
Bk R P Lgray FLYZELPESEDE (29Q6ALIASOZOINI LEZLD4
15=21 OSSZ0IMI 822104
SETFR0L Ls" 2L LELGYOS6EE0F (ry0&ALIFIELOLNL 922L06
L 21 LPGEOLN] 222106
P 6601 31 R ARL5Y2920E08 (2908ALE9LL0LNE 412104
05901l 9L L FBSOTSSERE0E COYDAALIGELLOLATI 2LZL06
94701 BEEZGLINI ELZIOS
04 LBE20LHI C£L2104
g2'8LLL [ | LOLLISE29C08 (QEDSALILYALOLNS OLZL0G
LE 74 SRL20LKEL LOPL06
L2l GR0Z0LNT BZLLO&
ls 2l QLBI0LN] 221106
2A°0ELL 20090l SOVPLLPLLOE Slbi0d
02 ERILOLNT ELLLDG
g1 GELLOINI £11104
[e L LAL1OLND f0OLLOGA
§2708 L&°9L *OveLloLLOS 520L06
PREL ~aaT0QeL E0YRELYL L0 ¥20L08
2TELZL B EL ZOYEELSL10d Z20L04
oo onzgl D002 | Y¥ELRLLO4 LOOLQA
91140 IsUNEsIa CITNAANTY  (Ld43¥ 23U} SHNOIL¥YDITAO -oON YIAWANR alva mw
a1¥4Mn ATBYAVL IFY  d¥I g93nyoayv AKIWY LMIAWNI0Q
GEcZ  1SS¥I3 123r80 Ry G020y
TNEYAYD 2 10U PLE LI

BME0 GIVdNN Bl ednpaJ siuawesingsip
fjuo 'enioN 1epio aseyamnd eyl Uo Yo 1 YN
MOL SMOUS ‘DT80 AIvdNA ‘Udinjao 158] 8y L

"sea.dxy Jopuap SOSN Jopuea ey sse[un

#3643l B pAIada) 0] JopUaA Byl 1o} sABp QL 01

£ ael w ) Tuawded 1oy Anseall O ues Laag
sel 3senbe. a) mow nod ‘Lunjos I5HNGSIA
o)) U Unowe Ue se dn smoys S010AU) UE LsL

115



PAYREC

£1 ON ANI ERTave' L

£ IDI0ANI HOONAA LHNOWY

LOLYOLIN]

3EHNE51Q
YIEWNN - LHANAITD 3dil m

tajuadsns vr ade sjuasbnzop BujmMoyros eyl

d6"£29 FED&AL S0L0L& 21 AN AN
no-g L8084 LAED LG #a SNOIAVA .«
2410271 EEDGAL GZ20Lé bE
sR2O0E"L 6904801 02014 0L OK AKI
gi'590'L Ly0aalL E210L8 an SN01HYA .4
0E"06s 0S0&AL JOLOLG & dJI0ANI
0922071 FELTYES LEZ LG 4 ON AN1
g9 45 2r0&AL SZZ104 9 OR ANI
06066 o¥nNsAlL T L DN ANI
S2TETLNL YEOSAIL 102104 yr SNOTHFA yu

G 099 S20&AL 2ZLLDG 2 ON ANI ﬂﬂ
E&THER FZO&AL ELLLOSG L DN AH1
iNNOKY IINOIHDS Fivd # H00H3A
ITI0OAKT
PAINCANIS AT SINTHAVD 40 LEVHHAS

o

el aje

XY wawied 1diuoug eyl o suoisiwoud ey o peed
90 pinoys 3 sfes 19eAU0D 843 KIe jpun ped

80 10U [IIM WaY BUL 'S UOHISS UI PeIsy Bq osje
M Wwey YL (SOI0AN! T1GVAV O/ PeIED
uNe: eyl U wawsed o) esnalesem sy L
Bunem 51 Weli ewy asneseq si s3050 Buwesel
$J0pUSA LIl Aelep B 10} UOSES UOLLILIND 1SO0W 8y )

8 Wophaeg

‘BACGE SUDNOES e} Ul UNOJDE Byl Jo SiE1ep
AUl meas! Ued noA pred Useq 10U SBY Wway

el i ‘divy 10y W4Q Bunes proae pue Abraue
PUE aUif} J2sInod eAes LED Nek 1514 31ng3H0S
A8 SINTFWAYA SO AHYIWWNS oul Buisn 4g

WAyl Uyoeal O Yoot eyl Joj Asiliing auy)

Uo Sl OfeD BLE WoY SABD O O £ aXel 1M ¥
TeUl Jopuiaa ayl punsey ‘pred Bg o1 Ainseal] o
ues SBM Il UdUm Jopuea ay) )0l Ues nok uonoas
SIU Ul sreadde ) | lequInU G0HALY) S JopuaA U
10} 1514 UCHOSS SAE UT Yoo 01 SI jed ey} ejpuey
0 NoA 1o Aem 1sa15ee oY) ‘prd USe SBY SJ0AL
Ue 2 mOLY O SIUeM DU NOA S|[ed Jopea sy ||

b uojioeg



PLANSOU

Tha purposa of tha PLANSOU report is to display the financial plan funding
by ocbject class for an account number or office. Currently, funds for OSM
are allocated yearly, not quartery; therefora, this report is not as useful as

it might be for cther bursaus or offices.

The PLANSOU remains on the system for your uss. See examplo below.

Enter the desfred Account Number, <ALL>, <SUNMARY> ar «ji>.
¥ow enter the Flecal Year, i.e,,

g2,

83,

Freas the RETURN Key when ready to print.

Fund &1
Offize 1110
Acoount

Fiscal Year 90D

Object Clavs

-

1

12
21
23
25
25
R

&

Fers Comp
Fars Henafit
Travel
Rt,CommiUtTL
GQther Bvecs
Supplies
Equipment

Fress Return Kay to

REGULATION &
DIY15I0N OF FINANCIAL MGT
DIVISION OF FINANCIAL MGHT

1862083

o DoeoOSSas

ete.

FINMANCIAL FLAN
TECHNOLOGYT

Guarter-2

continue or <//> to stap,

117

o oocoaoon

Quarter-X

Frinted Date
Micrefilm Humbar
Decument Number
Document Data
Status: Posted

Quarter-4

- SO0

1842093



PLANUSE

The PLANUSE report shows the same informatlon as the Account Level
Fund Status report. It displays the most recent balances by object class for
an account number or office numbar on your computer screen,

Notice the responses required from you by the program.

Enter the dasired Total eption:
Clurrent Totals Mlanth End Totels
Enter the desired Account Mumber, <ALL>,<SUMMARY> ar «/ff>,

Wow anter the Flscal Year, (.e., B2, B3, etc.

Press the RETURN Xey When Ready to Print.

FINANCIAL PLAN TABLE
CURRENT TOTALS

Fund &1 REGULATION & TECHNOLOGY Printed Date o3/ 12791
AQffice 31ii DIVISION OF FINANCIAL MWGT

Accaunt DIYIEICON OF FIMANCIAL MGHY

Fiscal Year 90 blrect
QhJect Class Author!lzed Authaorized Total Qutstanding Uncommitted

CAnnual) (Cum-dt) Obligations Commitmenta Balancse

11 Pers Conp 114055%. 00 1140559, 00 1136102 .15 N 4556.85
12 Pers Benefi Z01ZTS5.00 2B1275.00 211345 .13 ) 1007013 -
21 Travael 2550000 25500.00 I0s91.86 o0 51%1_3&-
22 Trons Thing .80 L Q0 &4 .90 .aa &5, 98-
2% Rt,Commélit1 10500.00 10500.00 10754, 40 .00 eh& . 410~
25 Other Swveg 44125900 441259.00 I24F69.02 00 11448%,958
** .. ..Total 1862093.60 12352095.00 185994771 .00 2145.29

Press Return Key to continue of <//> to step.
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Hard Copy Reports

On a monthly basis the Division of Financial Mamagement sends cut a
papar copy of the following reports eut to the flekd offices:

Account Level Fund Status Report
Accounting Transaction Detail Repart
Activity/Offica Level Fund Status Repont
Aged Travel Advance Report

In addition, DFM senxis out & Labor Distribution Report each pay period.
The naxt few pages discuss these reports; however, much of the same

informatlon is avalable to you on the PC in your office connacted to the
HP 3000.
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Accounting Transaction Detall Report
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Accounting Transaction Detail Repart
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Account Leve! Fund Status Report
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Activity/Office Level Fund Status Report

&ETLALTL
TR T
dRE55745
EREL L]
431 IKHDIND
AEIE NIV FEFEY FFEENEEEYENEE AR FEAA NS EEESENSEBTEEREEEE
oo SE-YEY'A YYTLZRLYE SOTL227RL
go* 1M a0 an*
- 1N 00" Iy
ag- T 0o o0&
Q0" on- 0 -
0o: 23" g og:
g0- o0 sErr2riE oRiLes’y
et 00" LETOLTT) ar-osi’i
00" 0a- 06" EZ-LEO'E
0" 00" o0 on-
oG 00" o oa*
oo 00" L g
o . A" i1 oze's 052t
00" op* oo [T
00" FIRE 1 T S0°10L75E ZitEzotl
oo [F 1T F0T G098 281 (LR T3]
SEMAHLIHWDD HLNOM LNIN¥EAD Atva a1 Aval NLNON LN3WBAD
IHIONY LS LND R FraraT-ETarraTa
SAUNLIONIANT dINBADY EAOIL
(paigiducy EL ELE VAN -
5 ir ] oas 50501 1HO043d ENLWLIS ONOF LY |

“Appuow pue eep-ol-reei semnppuacie
pentaoe smoys )| 'ssep pelqo Aq peauetio
8] PUE LILIOW B a2UQ penss! 81 Jodes ayy)

L T T T T T T P T Ty

Lt 24 AETLILYL 8YI0 03
5'es £2764808 1#ANd) L3
276l Y- B £ 4 -1 ducy ®amg |1
¥l Ip 1aNY VN $5¥12 133rE0
Ish Amadaad ai11ve178 AIVHNNS

&Y yisTanz gD =¥9% "4 1E ILELY I ERY YT FESERYEL] ]
ao- gt PANQ|AIELEUN 24
L] o0 hi
[ 10 on- Y
-1 o0- L%
ae" a0~ 1115 ¥ fpudwY 2L
mn.uun“h opragete uccunharm I
LEC02d 2 [T 110 ¥»| 1ddnz ¢z
CZTIRM'E [ TR EIAL JBNIG 57
an* [l oJdey 3 JuUlgd w32
gn* ' T1ANTuwed 13 £7
e on* Uyl sumJd) 72
I 0Z2" 9 oo pan‘zL IELL P
ag* . np* w0 dwun/Asg 1
bu-ean_wn u:.wha“nq Jjjpausd Badg 34
07509 Eé1 L[ TR & F disy $s34 )
Ji¥d Al a¥z2L WY 1d T¥hARY 45¥12 133ran
¥y211B0

A90ONEII1l T MOIAYING N [ K] H annj

O&6) ¢ dvil I¥IEILS

A aitddo

"ENdD WYNDOXNd DA F4 AliatLay

$14F Os&&0 "Of 435

T ATN1440FLL1AT LGV (R F1 T ELERE) II¥-S1I¥EN)

‘Bujpury
surebe abewasiad uoneBian oyl sasserdke
uodey sniElg pung (AT SIROANANGY ey,

123




Aged Travel Detail Report
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Aged Travel Datall Report
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Grants

How they al fit together

Wea hava grouped all the gram information in one chapter since many of you
who deal with grants do not uge the rest of the system.

This chapter will briefty explain:

MB-212, Awards

MB-214, Grant Detail Report

State and Federal Share Report

DrawDown Express Reports (DDXSMRY and DDXDETL)
GRANTREC

¥ ¥F¥yryr

A contract is signed between the fisld office and the Statey/Tribe for tha grant
award made by the Federal Government.

The MB-212 & the ¢over sheet for the award document and it cortalng all
the informaticn OFM needs to enter the award document imto ABACIS.

Immediataly after tha MB-212 |5 emered into ABACIS we can aliow grantees
to make drawdowns and receive cost reports.

The actual drawdowns are made through the DrawDown Express (DDX)
subsystem of ABACIS {see the DrawDown Exprass users manual and FAM
1-102 fer guidelines ang requirements for making draws).

At any point you may review the status of your grant{s) by calling up a
GRANTREC on your PC. The MB-214 is a paper varsion of the Grantrec with

.a few notable exceptions. GRANTREC will tell you the titls and number of

the project; MB-214 will only tell you the project number. Tha MB-214
refiects the pericd costed on the cost reports received, The MB-214 Is
issued by DFM monthly, but you have current and continual access fo

.- GRANTREG.

The menthly StatefFederal Share Report shows current year aflocations,
carryover, and current year obligations and de-obligations on Activity 21,
AML gramis, It shows the award as an obilgation deducted from the
available balance and any de-obligations as increasing the available
balance,

GRANTREC shows awards and how much has been costed and drawn on

them, Tha State/Federal Share Report shows the allccation aned tho
decreasing available batance, no costs or draws.
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State/Federal Share Report
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Grants

How they all fit together

We have grouped all the grant information in one chapter since many of you
who deal with grants do not use the rest of the system.,

This chapter will briefly explain:

MB-212, Awards

MB-214, Grant Detail Report

State and Federal Share Report

DrawDown Express Reports (DDXSMRAY and DDXDETL)
GRANTREC

¥ ¥¥*¥rr¥r

A contract is signad batween the field office and the State/Tribe for tha grant
award made by the Federal Government.

Tha MB-212 is the cover shest for the award document and it contains all
the information DFM needs to enter the award document inte ABACIS.

Immediataly after the MB-212 is entered imto ABACIS we can aliow grantess
to make drawdowns and receive cost reports.

The actual drawdowns are made through the DrawDown Express (DDX)
subsystem of ABACIS {sce the DrawDown Express users manual and FAM
1-102 for guidelines and requirements for making draws).

At any point you may review the status of your grant(s) by calling up a
GRANTREC on your PC. The MB-214 is a paper version of the Graptrec with
a few notable exceptions, GRANTREC will tell you the title and number of
the project, MB-214 will only tell you the project number. The MB-214
reflects the pericd costed on the cost reponts received. The MB-214 is
issued by DFM monthly, but you have curent and continual access to

- GRANTREC,

The menthly StatefFederal Share Report shows currert year aflocations,
carryover, and current year obligations and de-obligations on Activity 21,
AML grants. R shows the award as an cbligation deducted from the
available balance and any de-ocbligations as increasing the available
balance.

GRANTREC shows awards and how much has been costed and drawn on

them, The State/Federal Share Report shows the allocation and the
decreasing available balance, no costs or draws.
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Awards (MB-212)

The *Application Review* chapter of the Federal Assistance Manug/ {FAM)
explaing how to complete an MB-212 Award Document {cpposhte paga).
The MB-212 Is the basis for award entry into ABACIS. tmmediately after the
erry has been posted, drawdowns can be made and cost reports can ba
input.

An MB-212 may be retumed to the Eastern Service Center or Wastemn
Service Center for any of the following reasons:

» Grant number doas not conform to the numberng schems as designated
it FAM 5-00, Grant/Cooperative Agreemant Numbering Systern and Files
Organization.

» AML award exceads the amount of a State/Tribe’s avaitabie AML balance.

* Incomplste or erronenus account numbers (box 14 on MB-212).

» Failure to provide State/Federal share amounts for AML grarts,

» Missing or unauthorized skgnatures.,

» Unable to enter into ABACIS becausa information Is incompiote,

If a probiem with the MB-212 or supportive docurertation is minor, DFM

may call WSC or ESC for clarification and make the requested correction.,
A copy of the corracted document wil ba returned to WSC/ESC.

Cost Reports

FAM 5-60 explaing the State/Tribo's responstbility for completing cost
reports. It Is irmportant that DFM recelve these reports on a timely basls. We
appreciata your support In assuring prompt submissions,

DFM may request that cost repons ba resubmitted if the information is not
consistent with any previously submitted cost reports.
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Awards (MB-212)

APPLICATION REVIEW :
EXHIRIT 34-20.5
PAGE 15
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MB-214
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State/Federal Share Report
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Online Grant Reports

DrawDown Express {DDX} was established as part of tha ABACIS Service
Network 10 allow States/Tiibes to request funds via 3 direct
telecommunications link between their PC and the HP-3000 computer
located at DFM. Refer to FAM 1-102 far the States/Tribes instructions and
responsibilities regarding DDX,

DDX Repons (DDXRPTS, see hierarchy on page 104) provides information
on drawdowns for specific time frames,

OSM Flek] Office parsonnel access reports on drawdown activity for a
particular state by entering the state’s Letter-of-Credit when using the
DDXRPTS optlon in the ABAC!S Service Network. There are two report
choices; DDXDBETL and DDXSMRAY, Both reports provide a status of
Approved (paid), Pending Approval, Suspense (grantee has not yet
completed request), or Canceled (document was volded by grantes).
Both arg illustrated on subsequent pages.
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DDXDETL

DDXDETL provides a par request report of all detail, including gram
rumbers and project numbers, that was sntered on the request. If a2 Fleld
Office wams a copy of the draw request, it may be cbtained from ABACIS,
rather than asking a State/Tdbe to mail a copy. :

For DDXDETL enter Letter of Credit numbear and then the beginning and
ending dates for the report.

The following options are Evailable ta you:
<DDEXSMRY> <DDXDETL> <HELP> «<;f»

Enter Lettar of Credit Mumbeer, ALL, or // to end.
Enter Beginning Dete (MMDDYY) or FF7 to end,

Enter Ending Date (MMDDYY) ar ff to and,

To PRINT & peper copy of the report, deprass the functian keys falloulng
these steps:

STEP 1: F10 foncel
STEP 2: Fl: {twicel
ETEP 3: F3: {onca)
STEP 4; Press the <ENTER* key

To simply displey the report on the screen, depress the <ENTERS kay,

Letter of Credit Number: NG Remarks;
ftatys: Approved

GRANT DRAWMDOWN DETAIL
FRI, HAR 15, 1991, 9:18 AW

Date: Q114794 Document Number: GQ10Q18E
Grantes Hame: oo —— Grantee Request Number: 121
Letter of Credit Number: e Remarks;
Status: Approved
Granmt Grant
Kumber Project Number Amount
ETR===gOm EEEE=E=—goEER=s EENEEEEII=2——— o
GR193403 ago000 93 ,.163.00
Total Amount Reaquasted: ¥3,1&3.00

GRANT DRAWDOWN DETATL
FRI, MAR 15, 1791, 9:18 aM

Gate:; Q1716791 Document Number: GQ1040169
Grantas Hame: ol GFantee Request Number: 122
Letter of Credft Number: o Remarks:

Status: Approved

Grant Grant

Number Project Humber Amaunt
I=FssamrE FEAE= =S ro S gEE==x SrAasdITEENA=E=====
GRT#3403 a¢daq A Ani .96

Total Amount Reguested: &,801.%95
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DDXSMRY

DDXSMRY gives the total amounts of each request without detail.

For DDXSMRY enter the State’s Letter of Credit number and the beginning

and ending dates for the report.

The following options are available to you:
<DDXSMRY> <DDXDETL> <HELP> <//>
Enter Letter of Credit Number, ALL, or // to

Enter Beginning Date (MMDDYY) or // to end.
Enter Ending Date (MMDDYY) or // to end.

end.

To PRINT a paper copy of the report, depress the function keys following

these steps:

STEP 1: F10 (once)
STEP 2: F1: (twice)
STEP 3: F3: (once)
STEP 4: Press the <ENTER> key

To simply display the report on the screen, depress the <ENTER> key.
GRANT DRAWDOWN SUMMARY

WED, MAR 13, 1991, 12:46 PM
GRANTEE
DOCUMENT # DATE REQUEST NUMBER AMOUNT
GQ100157 01708791 119 13,037.87
GQ100160 01/08/91 120 1,733.60
GQ100188 01714791 121 93,163.00
GQ100199 01716791 122 8,801.96
GQ100208 01717791 123 172.00
Total Approved 116,908.43
GQ100153 01/07/91 119 13,037.87
Total Suspense 13,037.87
GQa100134 01/02/91 119 9,233.88
6Q100137 -01/03/791 119 9,233.88
6Q100150 01707791 119 9,233.88
GQ100155 01/07/91 119 13,037.87
GQ100156 01/07/91 119 13,037.87
Total Cancelled 53,777.38

To STOP printing, depress the F3 key.
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Approved
Approved
Approved
Approved
Approved

Suspense

Cancelled
Cancelled
Cancelled
Cancelled
Cancelled



GRANTREC

GRANTREC provides award, cost and drawdown information by grant.

Grantees and Field Offices can access grant level and sub-account
information via GRANTREC. Information for drawdowns at the state letter-of-
credit level are accessed via DDXRPTS (previous pages).

The on-line PAYREC for grants has not changed (see *Online Reports®).
GRANTREC is accessed through GIFTS and will query the user for a valid
grant number and, if appropriate, for a project number. By determining
whether you want a summary report or a detail report, GRANTREC can allow
the user to view four different types of reports:

Project Level Detail

GRANT NUMBER: GRO97172
GRANT PERIOD:
LOC NUMBER:

gi‘19/90 THRU 01/31/93
GRANTEE NAME: F
PROJECT NUMBER: 1

PROJECT NAME: FAIRVIEW COLLIERIES

TUE, MAR 19, 1991, 8:41 AM

PROJECT TYPE: A
ACTIVITY CODE: 21
DATE AWARDS COSTS DRAWS BALANCE

02727790 320,000.00 320,000.00
07/25/90 87,750.00 232,250.00
08714790 14,389.55 217,860.45
08/31/90 .01 217,860.46
09711790 54,769.40 163,091.06
09/25/90 32,712.50 130,378.56
10/24/90 765.30 129,613.26
11/06/90 15,722.67 113,890.59
11/20/90 45,976.53 67,914.06
12707790 10,826.70 57,087.36
01725791 262,912.64 57,087.36
01/31/791 10,228.30 46,859.06
02/07/91 8,114.76 38,744.30
PROJECT TOTAL> 320,000.00 262,912.64 281,255.70 38,744.30
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GRANTREC

Project Level Summary

GRANT NUNBER: GRORTITZ TUE, WMAR 1%, 1991, 8:42 ANM
GRANT PERIOD: N2/19/90 THRUY D1731593

LDC HUNBER: R

GRAHTEE NAME:
FROJECT NUMBER: 1
FROJECT NAME: F
PROJECT TYPE: A
ACTIVITY CODE: 2

TO&9
AIRVIEW COLLIERIES
1

DATE AWARDS EOSTS DRANS BALANCE
AEdSEaaE AEEIEEEENSARNA =EESSScocoS oo o XISY TTADEAENEAEEYY AASC IO EEEEEEER
FROJECT TOTAL> 320,000,.00 -k T 281,255.74 38,744.%0
UNCOSTED DRANE=> 18,353 .06

Grant Level Summary

GRANT HWLHEER: GROQT172 TUE, WAR 1%, 1991, 8B:41 AN
GRANT FERIDD: 027192450 THRU 01731793
GRANTEE NAME:

DATE . AHARD & COsTS DRAWS BALANCE
AX=TIIET  EEEET R e EEEEEEEE EEEEAEATETEETEAEAEES Aevasasmss=m=oadf dETodaEZEEEEEENR
GRAND TOTAL> 10,159,000.00  5,802,402.93  &,019,B96.34  4,13%,103, 85
UHCDSTED DRANS>» 17,493,481

To STOF printing, depress F3.
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GRANTREC

@rant Level Deiall

GRANT MUMWBER:
GRAMT PERIOOD:
LOC HUMBER:

GRANTEE NAME:

DATE

U2/27/9D
Qe /17790
DL s24 790
C& 726750
D5/22790
05 /20/90
056705 /7%0
06719780
Q&7 26790
OF/GE/90
OFF12/98
07/17790
A7 r25790
OFF27/90
GRF01790
UBsOFsRD
QBF14490
0B/20/90D
03724790
0aravrron
UBf31/90
97117590
09/187%0
09725790
Uos27790
Ter03 %0
1011790

e e

12703590
12707/90
12714790

01731/

02707/%4
G2se2so1
03,1191
03715791

GRAND TOQTAL=>

UKCOSTED DRAWS>

GRO9T172

02719790 THRU D1/31/93

AHARD B

250,000.00

10,159,000,00

9,909,000.00

405,678 21

5,198,724.72

S,.602,402,9%

17,493 .41
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TUE, MAR 19, 1091, B8:41 AN

13,205.13

135,526.72
11,500.00
$0,B85.50

126,920.02
27,639.84
20,073.94

377,106.77

152.778.90

149,912 .84

32,283.28
137,782.04
252,628.7%
124,084 Bg

18,247.59
167,534 .98

24,438.95
163, 464,90
321,807.95
753,486.51
378,435.89

5,591.08
$22,00%.82

82.623.45%
292,850.82
86,830.02

40,177.43
267,644 .01
433 1B1.85

25,347.65%
290,500._08
168,845.12

63,284 .52
243,467,591

8,993.92

82,593.90

104, 797,53

16,423,864
25,812.03
26,156. 80
61,815.39
29,699.98

&, 019, 896,34

¥ oea===c o
[

ALANCE
0%,008.00
Q%,004,00
)
&
1

348,0462,35
22,694.70



Bud. Reps. Copy

Budget Module

Menu Options

The Budgat Moduls is a subsystern of ABACIS. It was implemenited to
simplify the budget process, but more importantly, place the responsibiity
of the management of funds in tha hands of Deputy Directors, Assistant
Directors, and Managers where it bulongs.

Tha following pages will give you step-by-step guidance on how this
system works and your physical rols in carrying cut s required functions,

Plan to re-famillarize yourself with this idormation at least three waeks
prior 1o attempting to enter your final Ainancial plans for a given fiscal year
or mld-year into the system,

tUsing [+] and [Enter]

Once you have successiully entered the ABACIS system (see "ABACS
Logon Procedurss™ on page 103), you wilt have at least four menu
options;

wffn, <BUDGET:, <HELP> and <SIGENOFF-

Select BUDGET by typing BUDGET on your screen and then press the
[Enter] key.

Next you will have elght items from which to choose:

<ff=, <ALLCDETL>, <ALLCSUM:, <BUDREC:, <FPLAN.,
<FPSTATUS>, <HELP> and <SIGNOF =

<FPLAN: Is the only data entry screen, the rest are reports. Each will be
explained in this chapter.

There are two kinds of screens In the system. One is a “painted” screen
and the other is an “interactive™ screen.

Whenaver you are in a painted screen, one whare you typa in information
in a hlghlighted field, you must use either the {+] ar the [Enter] key {on

your numeric keypad -- ses iustration} to save the information and

transmit it 1 {he system.

[+] plus or [Enter] key
on numeric xeypad




Data Entry Screen

The Document Menu Screen and the Financial Plan Entry Screen arng
painted screens. Try the {+] key and the [Enter] key, both on your numeric
keypad, to sae which works an your setup.

Use the [Tab] key to move forward from field to Seid and use the
[Shiftf[Tabj keys to mave backward from field fo field an painted screens.

On Interactive screens, where you type responses to prompts, you will
use fhe regular [Erter] key you are famillar with using {sometimes called
the [Retum)] key.

Action: ADD

DOCUAENT K1 SCREER

LOCLIENT BB E R,

The FPLAN menu option allows you to enter your organization's allocation
by account number and object class. Remember, the total of all accounts
for a given activity should not axceed the organkzation’s total aliocation for
that activity.

The Arst scraen to appear is the Document Menu Screen. Notice that the
word ADD appears in the Actian field.

To Enter a New Plan:

You do not need to snter any alphanumeric data at this point. The
document nurmber will automatically be assigned to each document yau
create.

Press the [+] or [Enter] key on the numeric keypad at the D&mmem Manu
Screen to indicate you are ADDing a financial plan to the system.

Te Call-up an Existing Documaent:

If you want to cail up a financial plan sitting in suspense, press the [Tab]
key whan the cursar is in the Action field. The cursor will move to the field
cailed “DOCUMENT NUMBER.™ Fill i the FP docurnent number
assigned to that documenl when it was first entared inte the systern and
press the [+] key.

This will bring up the next screen called the FINANCGIAL PLAN ENTRY
SCREEN. -

Nota: Once a financial plan is approved, you can not review i as it was
entarad in tha system, you must go to BUDREC,



Financial Plan Entry Screen

Below is an example of the “Financial Plan Entry Screen.” You will be
making entries in the highlighted fialds.

ACTION: 1IN

FIMNANCIAL FLAN EHTRY SCREEM
Docisment Humber:
scal H
Budget Contrat Hiice:
Fung Tille:

Aceount Title:
Armount Total:

Pb]]ﬁ"ﬂt CGlass  Financial Plan  Amount

!

I )
' ]

]

The following paragraphs discuss the highlighted fields abovea.
Acticn

Thare are threa acceptable action commands: POST, #, CANCEL or yau

can press the [Tab] key 10 rnove to the next fiald.

POST tells the system that this information should be processed Into the
logical order of the Moduls and ABACIS.

# (typa two backstashes with no space between them) places the docu-
merd in suspensa for decisions about it to be mada at a iatar time—
it is neither posted nor delated. It is a way to laave the screan.

Exiting a document does not mean that the information entered Is
no longer in existence, You can go back to these docurnents at a
later date by typing in that document's assigned document number
on the Document Menu Scresn,

CANCEL signals that this document should bs ignored. it can never be
resurrected for future processes. The number will never be reas-
signed 1o another docurment.

[Tab] key — Prassing the {Tab]} key maves you 16 the naxt data entry field.
Usa this command when you first enter this screen and ill In the
other required data first belose you issue a command in the Agtion
figld. The cursor will retum to the Action fisld each time you press
the [+] key.

Account Numbag

Enter the full account number affected by this plan—two dlgits for the
activity, four for the organfzation and three for the work element {see
"ABACIS Account Number Struclure,” page XXX,

The account aumber is the driving indicator behind several other fislds.
The Fund Title and Account Title are automatically completed for you
basad on the account number you enter,



Mcney Type
Use this field to irdicate whather the money is:

N = new money
R= recavenry

Cm Camyover
| = reimbursabla

This is not a required field at this time.
Remarks

Commenits about the plan are optional. Use this fiel for your offica‘s
intemnal use.

Ohject Class and Ameunt

Object class numbers and dollar amounts should be entered in the
corresponding columns. Do nat forget 1o enter cents and do not entar
commas or decimal points. The primary reason for financial plan
disapproval is fallure to recognize pennies when entering figures. There is
4 big difference between $1 million (10000000¢) and $10 thousand
(1000000).

.

The system accepts each number as posttive unless a negative sign is
enterad in this field. Since the default is {+), # is unnecessary to enter this
symbol for each positive number. Simply press the [Tab) key to move on.

When you have finished entering data in the tields, you must press the i+]
or [Enter] key on the numeric keypad to save the information and transmit
it to the Hewlett-Fackard computer,

It you do nei have any error messages, the cursor will land in the Action
fiekd and you can either enter POST, CANCEL or /.

Error Massagas

Aftey you press the [+] key the system will edit your entries to sea if they
are consistent with what it expects. If something is incorrect, an amer
message will appear at the top of your screen. Tha system will not Jet you
post untit you have corrected the emors and receive no error messageas
after pressing the [+] key.

More information ...

© The other fields will fill in automatically atter you press tha [+] key.

The column heading calted “Financial Plan” lists all the previously
approved financlal plans for that account number. The figura in the
“Financial Plan® column plus the figure in the “Amount” column will equal
the figure in the “Total” column.

Afier you press the plus key, the computer will cakculate the total and
display it in the “Total Amourt” field. To review your totals without
POSTing them, leave the “Action” field blank and press the plus key to
initiate the calculation,



Print

Print each financial plan betore posting by pressing the [F3] function key.
Use this printout a5 3 backup as well a3 to verly that numbers were
accurately entered.

Caution:

If you type POST or CANCEL in the *Action” field and press the [+] key,

you cannod return to make akerations to this finangial plan under the

assigned document number. You must create ancther documant and

make your adjustmends 1o the accounts that way.

Helpful Hints

A. Ensure that the total of alf accounts per organization are equal to your
total allocation. The system will not allow plans to exceed tho allo-
cation amolint entered by the Budget Office,

B. Postad financial plans may nct be modified. Adjustments can only ba
made by creating a new document that adds or subtracts (by
account number and object ¢lass) to arrive at the desired balance.
Hence, printing before posting is extremely important.

. Financial plans that are in any status other than “approved” da not
affect ABACIS.,

D. Disapproved plans must be re-emtered into the financial plan screen in
their antirety. Therafore, it is extremsly important that raw data is
checked against printouts before posting.

E. Documents that are in “suspense” are nat dead. Thess plans may be
used by simply typing in the assigned document number at the
document menu scraen. Please try to avoid leaving documents in
space -- eithar post or cancel them,

F. If you have any problems, refer to your Budget Analyst. He or she will
pa able o answer any questions you may have about the Module,
If the analyst cannot complately answer your gquestion, hefshe will
corntact somegna in the Division of Financial Management. The
analyst will then get back in touch with you to address your ques-
tion with the appropriate response.

ABACIS Connection

Once the Budget Office approves your financial plan, it will affect your
account(s) in ABACIS. Thiz gives you direct, an-line access to the
-information pertaining to your organtzation.

H you had the capability to ater posted plans, anry changes could impact
the systen’s racking ability which is germane to OSM's auditing
procedures, In other words, it would cloud the trail of historical sntries put
into ABACIS,



Reporis

ALLCDETL
Enter Beqginning Date
IRIDDY Y or 2l cnd

O
Znler Ending Date

IMMDDYY) or Y io gnd,

" ie9

Sevaral reports are avallable 10 keep you in touch with your budget. Tha
information contained in these reponts is specific io your individuat office.
Individual passwords link users to spacific accounts and organizations.
ALLCDETT.

ALLCOETL is the command that calls up the Allocation Detail Report. This
option displays the allocations entered by the Budget Office for your
Budget Control Office.  included on the repart are the allocation
document number, date the document was posted by the Budget Office
and alfocation amounts by activity. A total Is displayed for each document.

To create the Allosation Detall Report, type ALLCDETL as your menu
cption. Emter the time frame for entries you are irterested in reviewing.
Sae the format and sequence of events Alustrated n the scresn
reproduction to the left. As a result of these entrias, the fallowing repon
will be displayed.

BUDGET CONTROL QFFICE ALLQCATHONS REPCRT
FRI, NOV 15, 1991, 11:32 AM

Document Number: AL2X000
Postad Data: 1170791

Actlvity AMOUNT
TR 2%,000,000.00

12 16,983,627.0D

----------------

TOTAL FOR DOCUMENT AL2XDOOML  79,520,313.00

Documaent Number: ALZYYYYY
Posted Date: 11/07/91

Activity ) AMOUNT
21 49,214,000.00

22 1,932,146.00

--------

TOTAL FOR DOCUMENT AL2YYYYY 68,224 .004.00

If you want a paper copy of this report, follow the directions an your
screen whern they ask you if you want a printed copy. Be sure 1o press
the [F3] key to stap printing or all of your entries will continue to arint.



ALLCSUM

ALLCSUM is the command that calls up the Allocation Summary Report.

This report displays the atlocation amounts entered by tha Budgst Office,
approved financial plan figures input by budget represantatives and a
balence column (allocation less financial plan) per activly.

ALLCSUM s a useful ool for determining how much of an allocation has
Enter Fiscal Yoot not been obligated via financlal plans. '

ar .o ond, -

) To calt up the Allocation Summary Report choose i ALLCSUM function
from your menu by typing ALLCSUM at the cursor. Theh, enter the fiscal
year you want displayed. (See example scroen at the left)

ALLCEsUN

I-l o

puLy

The report dispiayed on your screen will lock like thig:

BUDGET ALLOCATION SUMMARY REPORT
FRI, NOV 15, 1991, 11:34 AM
Fiscal Yaar; 92
Budget Contro) Office: ADXX
. Allocation Financlal Plan
Activity Amount Amount Balance
1 21,000,000,00 1,756 ,000.00 18,244,000.50
}% 1,005,890.00  '316,000.00 689,999.00
TOTAL 135962,766.00  2,072.000.00 133,390,765.00

This summary repont is displayed by incgvidual Budget Contral Office.

If you want a paper copy of this report, fallow the directions on your
screen when they ask you if you want a printed copy. Be sure to press
the [F3] key te stop printing or all of your entries will continue to print.



