CHAPTER 25
HQUSACE COMVAND LEVEL REPORTS

PURPOSE:

To provide screen navigation for generating/printing comand
| evel reports and view ng report data submtted.

DUE DATES
This information will be provided at a | ater date.
BACKGROUND:

User can generate current or prior accounting period reports at
any tinme. User needs to be sure to view the status of all FOAs
for that report, if in the current accounting period, prior to
generating any reports to be sure that all FOAs w il be included
in the report generat ed.

User can view current or prior accounting period reports at any

time. User needs to be sure to view the status of all FQOAs for

that report, if in the current accounting period, prior to

view ng to ensure that the report data is accurate.

ACCESS PERM SSI ONS:

System Per m ssi ons:

The user nust have the foll ow ng:

A.  PC with nodem or LAN connections in order to create a

connection to the CEAP network. Contact your |ocal | M support

for assistance.

B. Valid USERI Y PASSWORD for the follow ng U PASS capabilities:
1. HQCEEM S ORACLE SI D SOHQRPP1 on CPC23.

Contact your |ocal TASO |SSO or U PASS adm nistrator for
assi st ance.

C. User must be approved by the command responsi bl e enpl oyee as
a valid CEEM S user. This is done after the user |ogs on CEEM S
and establishes their userid information and requests their
access.
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CEEM S PERM SSI ONS:

User cannot use CEEM S nenu options other than option 2 to
request their access or option 1 to exit until they have been
approved by the responsible enpl oyee.

User nust have generate/view or view report capabilities for each
report.

User is validated as either a Command Level user, UFC user or
DBA. The Conmand Level users will only be granted access to
either generate or view report data. UFC Level users will be
able to update, delete, insert or select all report data as
applicable. DBAs will have gl obal perm ssions.

The HQUSACE/ UFC Responsi bl e Enpl oyees are: M. Herbert Drake,
Ms. Linda Stoutenburgh or Ms. Dora WI son.

Responsi bl e Enpl oyees will follow the guidance issued under
Chapter 25 - Section C to Approve and/or Revoke CEEM S access.

CEEM S users will follow the guidance issued under Chapter 25 -
Section B to Request Access.

CEEM S REPORT LEVELS:

Al'l reports generated in CEEM S are designed to be done at
certain report levels. A user can generate a DI S report |evel
which will be for a single district; a DIV report |evel which
will be for all districts within that division or a CRP report
| evel which will be a consolidated (sumrary) report for the
entire command.

CEEM S LOG N PROCEDURES:

1. User connects to the CEAP network via nodem or LAN using

VI STACOM w t h a NOS100 erul at or. CORPS220 emul ator in VI STACOM
used for CEFMS is not conpatible. Contact your |ocal |M support
for assistance in establishing a separate CEEM S connection if
necessary. DO NOTI USE A CEFMS CONNECTI ON FOR CEEM S!'!'!

2. User creates a connection to CPC23 (crec cpc23 or crec
ceem s)
or telnets to CPC23 (telnet cpc23 or telnet ceems).
3. If the user is a first tine user to the CPC23 mai nfranme then
CEAP billing information nust be conpleted. Conplete the billing
12 Aug 1996
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information as required. Contact your |ocal |1SSO TASO |IM
Support O fice or System Adm ni strator for assistance.
O herw se, user skips to step 4.

4. User will now be at a UNI X system pronpt. The system pronpt
shoul d appear simlar to the foll ow ng:

[ CPC23: /fam |y nane/userid] %
Al first time users nmust edit the .login file located in their
$home directory to add a new path command to the .login for
CEEM S. The following steps will be taken to edit the .l ogin.
A. Fromthe system pronpt type in | owercase

vi .login {press enter}
The .login file will appear on the screen. Use the down arrow
key to nove the cursor beneath the set
command.

B. Enter o {lowercase} not zero. A blank line wll be
created. Type the follow ng command in | owercase:

set path=($path /cars/ceenis)

C. Press the escape key, then shift colon key, then wg
{l ower case} then press enter. This will save the new path
command in the .login file.

D. At the systempronpt type in | owercase | ogin {press
enter}

User will then be pronpted for |login userid and password agai n.
This will now activiate the new .login and place user back at the
system pronpt.

NOTE: This is a one time procedure only for cpc23. After
performng this step, skip to step 5 for all future |log ins.

5. At the system pronpt user types in the follow ng command in
| ower case:

ceem s
There will be a short pause and then the CEEM S application main
menu wi || appear.

If the CEEM S application nmain nmenu does not appear and user gets
an ORACLE error nessage then the user probably does not have the
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proper ORACLE grants established. The ORACLE grants shoul d have
been established when the ORACLE U PASS capability was given.
Contact the UFC DBA for assistance.

6. If first time user to CEEM S, user nust sel ect choice 2 -
Request/ Revoke CEEM S ACCESS fromthe main nmenu or choice 1 -
Exit CEEMS. No other nmenu choices will function until the user
has been validated. Oherw se, follow the guidance in each
chapter provided for using the CEEM S appli cati on.

7. To exit the UNIX mainfrane -- At the UN X system pronpt type
exit until | ogged off.
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CHAPTER 25 - SECTION A
CEEM S MAI N MENU

The nmain nenu screen contains nenu choices as foll ows:
1 - EXIT FROM CEEM S

User is exited fromthe application and returned to the UN X
systempronpt. To log off the UNI X mainfrane, type exit until
di sconnect ed.

2 - REQUEST/ REVOKE CEEM S ACCESS

Al users will need to access this choice to request access to
CEEM S. User will not be able to use CEEM S until|l access has
been granted by the Responsi bl e Enployee. User's access wll be
revoked fromthis nmenu choice as well by the Responsible

Enpl oyee. Reference Chapter 5 - CEEM S ACCESS

APPROVAL/ REVOCATI ON.

3 - CVIL ACCOUNTI NG FUNCTI ONS

Al'l users creating, updating, generating or view ng civil
financial reports will need access to this nodule. User wll not
be able to use this choice until access has been grant ed.

Ref erence Chapter 6 - CEEM S ClI VIL ACCOUNTI NG FUNCTI ONS MENU and
each applicable report chapter.

4 - M LI TARY ACCOUNTI NG FUNCTI ONS

Al'l users creating, updating, generating or viewmng mlitary
financial reports will need access to this nodule. User will not
be able to use this choice until access has been granted. This
menu choice is still under devel opnent.

5 - REVOLVI NG FUND ACCOUNTI NG FUNCTI ONS
Al'l users creating, updating, generating or view ng revolving
fund financial reports will need access to this nodule. User

will not be able to use this choice until access has been
granted. This nmenu choice is still under devel opnent.

6 - FOA DATA MANAGER FUNCTI ONS
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Users responsible for maintaining the field activity data and the
report points of contact data wll access this nenu choi ce.

Ref erence Chapter 13 - Field Activity Data Manager Functi ons.
7 - UFC DATA MANAGER FUNCTI ONS

Users responsible for maintaining the CEEM S application tables
and users that need to view information fromvarious tables wll
access this nenu choice. User will not be able to use this
choice until access has been granted.

8 - REPORTS

Al'l users generating or view ng financial reports can access the
report nodules fromthis nmenu choice w thout using the civil,
mlitary or accounting functions nmenu choices. This will take
the user to a subnenu to sel ect which accounting function nodul e
is applicable. User will not be able to use this choice until
access has been granted.

9 - DFAS FI LE TRANSFER

USACE Fi nance Center users responsible for creating, view ng and
sendi ng Command data files to DFAS, Arny, Air Force and ot her

hi gher echelons will access this nenu choice. User nust be a UFC
command | evel access or greater.

10 - GLOSSARY

Al'l users will be able to access this nmenu choice in order to
obtain definitions of term nology used in CEEMS. This nenu
choice is still under devel opnment.

11 - PBAS FUNCTI ON

Users responsi ble for | oading and generating PBAS data w ||
access this menu choice. User nmust be a command | evel user
access or greater.

SVART CODE

CEEM S has been designed to work via nenu choices or using a
smart code to go directly to the point on entry. Smartcode use
is much nore efficient. The user will need to utilize the F4
list fromthe smartcode field until famliar with the
appl i cation.

25-6



CEEM S smart codes were designed with logic. The logic used is
as follows:

FOR REPORTS:

First Position - C Create
G Gener at e
V Vi ew

Second Position - C Gvil
M Mlitary
R  Revol ving Fund
Remai ni ng Positions - Report Titles.
FOR TABLE MAI NTENANCE:
The smart code is usually the table nane.

FOR REPORT RECONCI LI ATI ONS/ EDI TS:

Fi rst Four Positions - RCON Reconciliations/edits
Fifth Position - C GCivil
M Mlitary

R Revol ving Fund

6th Position - V Vi ew

X Execut e
TO EXIT CEEM S:
EXI'T
TO VI EW STATUS OF REPORT SUBM SSI ONS:
STATUS
TO VI EW PO NTS OF CONTACT FOR REPORT SUBM SSI ONS:
PCC
TO VI EW FOA | NFORNMATI ON:
FOA
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Mai n Menu Screen Navi gati on:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Enter the applicable choice
nunber. {Press Enter}.

OR

Press CTRL-F1 to npobve to the
smart code field.

SMART CODE Enter the appropriate snmart
code. {Press Enter}
oR

Press F4 for a list of all

t he smartcodes available to
sel ect from which you have
been val idated for.

OR

Press CTRL-F1 to nove to
the choice field.

If the F4 key is used, a pop up window will appear that contains
all the valid smartcodes the user has been granted access to use.
User can:

USE UP OR DOWN ARROW KEYS Use these keys to nove up
or down the list in the
pop up wi ndow to the
desired sel ection.

PRESS TAB Use the tab key to nove
cursor to the find field.
Once inthe find field

enter a value and press
enter to execute the query.

PRESS ENTER Use the enter key to
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PRESS F10
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sel ect the choice.
Systemw | | autona-
tically nove to the
appropriate screen to
conti nue.

Use the F10 key to exit
t he pop up w ndow and
return to the previous
screen with no action.



CHAPTER 25 - SECTION B
CEEM S ACCESS REQUEST

PURPOSE:

This function is used to initially establish the user and request
access capabilities in CEEMS. Al users nmust performthis
function. Once a user has requested their access capabilities

t hen the Responsi bl e Enpl oyee will approve or revoke the access
requests.

PROCEDURE

A.  User conpletes information about thensel ves and requests
report access capabilities for each applicable report. User
requests capabilities to be able to create/update, generate or
view report data for the command. User enters ZZ as the FQOA
code. Only UFC users will be given create/update access for
reports. Al other HQUSACE users will be given generate or view.

B. Designated Responsi bl e Enpl oyee approves/revokes access
requests.

C. UFC DBA grants final approval and establishes the access
| evels in coordination with the Responsi bl e Enpl oyee.

D. Once all access permissions and | evel s have been granted,
user i s conS|qered an active CEEM S user. The nmenu choi ces and
smart codes will now function.

E. Designated Responsi bl e Enpl oyee can revoke any user access
capability at any tine.

ADDI TI ONAL | NFORVATI ON:
Each user is identified as an HQUSACE, UFC or DBA | evel user.

Ref erence Chapter 1 for User Access Levels.

25-10



TO REQUEST CEEM S ACCESS SCREEN NAVI GATI ON

Fromthe CEEM S Main Menu (Screen HQL.0):

ENTER CHO CE

Enter 2 Request/ Revoke
CEEM S Access. {Press
Enter}

User is now at screen HQL.2 - Ceem s Request Screen.

USERI D

SYS USERI D

LAST NAME

FI RST NAME

SSN (LAST 4 Digits)

TI TLE

OFFI CE SYMBOL

COM PHONE #
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Aut omatical ly popul at ed
with the USERI D of the
user | ogged in.

Aut omatical ly popul at ed
with the OPS$USERI D of
the user | ogged in.

Enter your | ast nane.
{Press Enter}

Enter your first nane.
{Press Enter}

Enter the last four(4)
digits of your soci al
security nunber (SSN).
Automatically skips to
Title field.

Enter your position
title. {Press Enter}

Enter your conplete
of fice synbol. {Press
Enter}

Enter your conplete
commerci al phone nunber.
For mat nust be

( XXX)  XXX- XXXX.
Automatically skips to
FTS phone #.



FTS PHONE # Enter your conplete
FTS phone nunber or
Press Enter to | eave
Bl ank. Format nust be

XXX- XXXX.
Automatically skips to
FAX phone #.

FAX PHONE # Enter your conplete

FAX phone nunber.

For mat nust be

( XXX)  XXX- XXXX.
Automatically skips to
Aut ovan phone #.

AUTOVAN PHONE # Enter your conplete
Aut ovan phone nunber or
Press Enter to | eave
bl ank. Format nust be
XXX- XXXX.
Automatically skips to
EMAI L addr ess.

EMAI L ADDRESS Enter your enmil|l address.
{Press Enter}. To |eave
bl ank press enter.

PRI NTER SI TE Enter your renote printer
site station nanme. {Press
Enter}

Press END to conmt data entered.

This informati on can be changed at any tine by the user. User
noves to the appropriate field to change by pressing enter.
Renmenber to press end to commt any changes.

Press F10 to exit the form

Press one of the Control Functions Keys to request report access
for the appropriate nodul e.
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CONTROL FUNCTI ON KEYS:

CTRL-F1 - REQUEST CIVIL ACCOUNTI NG FUNCTIONS. Press this
function to request access to all civil accounting reports.

CTRL- F2 - REQUEST M LI TARY ACCOUNTI NG FUNCTIONS. Press this
function to request access to all mlitary accounting reports.

CTRL- F3 - REQUEST REVOLVI NG FUND ACCOUNTI NG FUNCTI ONS.  Press
this function to request access to all revolving fund accounting
reports.

CTRL- F6 - REQUEST ACCESS APPROVAL/ REVOKE ACCESS. Press this
function to approve or revoke user access requests. In order to
use this function key user nust be identified as the Responsible
Enmpl oyee.

Cl VI L ACCOUNTI NG FUNCTI ONS REQUEST SCREEN NAVI GATI ON:

From Screen HQL.2 - CEEM S Request Access Screen

Press CTRL-F1.

User is now at Screen HQL. 21 - CEEM S Request Access Screen For
G vil Accounting Functions.

USERI D Automatically popul at ed
from previ ous screen.

LAST NAME Automatically popul at ed
from previ ous screen.

FI RST NAME Automatically popul at ed
from previ ous screen.

FOA CCODE Enter ZZ. {Press Enter}

REPORT COLUMN Enter C, Gor V or Press

Enter to | eave bl ank.
Automatically skips to
next report on the |ist.

Code C represents the capability to create/update/ generate/view.
Only UFC enpl oyees can request this capability.

Code G represents the capability to generate/view. All other
HQUSACE enpl oyees will use this capability.
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Code V represents the capability to view only.
Press END to conmt the data entered.
Press CTRL-F1 to view report access requests.

Press F10 to exit form
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M LI TARY ACCOUNTI NG FUNCTI ONS REQUEST SCREEN NAVI GATI ON:
From Screen HQL.2 - CEEM S Request Access Screen
Press CTRL- F2.

User is now at Screen HQL. 22 - CEEM S Request Access Screen For
MIlitary Accounting Functions.

USERI D Automatically popul at ed
from previ ous screen.

LAST NAME Automatically popul at ed
from previ ous screen.

FI RST NAME Automatically popul at ed
from previ ous screen.

FOA CCODE Enter ZZ. {Press Enter}

REPORT COLUMN Enter C, Gor V or Press

Enter to | eave bl ank.
Automatically skips to
next report on the |ist.

Code C represents the capability to create/update/ generate/view.
Only UFC enpl oyees can request this capability.

Code G represents the capability to generate/view. All other
HQUSACE enpl oyees will use this capability.

Code V represents the capability to view only.
Press END to conmt the data entered.
Press CTRL-F1 to view report access requests.

Press F10 to exit form
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REVOLVI NG FUND ACCOUNTI NG FUNCTI ONS REQUEST SCREEN NAVI GATI ON:
From Screen HQL.2 - CEEM S Request Access Screen
Press CTRL- F3.

User is now at Screen HQL. 23 - CEEM S Request Access Screen For
Revol vi ng Fund Accounting Functi ons.

USERI D Automatically popul at ed
from previ ous screen.

LAST NAME Automatically popul at ed
from previ ous screen.

FI RST NAME Automatically popul at ed
from previ ous screen.

FOA CCODE Enter ZZ. {Press Enter}

REPORT COLUMN Enter C, Gor V or Press

Enter to | eave bl ank.
Automatically skips to
next report on the |ist.

Code C represents the capability to create/update/ generate/view.
Only UFC enpl oyees can request this capability.

Code G represents the capability to generate/view. All other
HQUSACE enpl oyees will use this capability.

Code V represents the capability to view only.
Press END to conmt the data entered.
Press CTRL-F1 to view report access requests.

Press F10 to exit form
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VI EW REPORT ACCESS REQUESTS SCREEN NAVI GATI ON:

From Screen HQL.2 - CEEM S Request Access Screen

Press CTRL-F1 for G vil Accounting Functions or CTRL-F2 for

Mlitary Accounting Functions or CTRL-F3 for Revol ving Fund

Accounting Functions.

User is now at screen HQL. 21 or HQL.22 or HQL. 23

Press CTRLI-F1 again to access the view screens. User is now at

screen HQL. 211 or HQL. 221 or HQL. 231.

USERI D Automatically popul at ed
from previ ous screen.

LAST NAME Automatically popul at ed
from previ ous screen.

FI RST NAME Automatically popul at ed
from previ ous screen.
Report Access Requests that have been approved will contain "Y"

in the approved col umm.

Report Access Requests pendi ng approval will be blank in the
approved col umm.

Report Access Requests that have been disapproved will no |onger
appear on the screen. Contact the Responsi bl e Enpl oyee regarding
any di sapproval s.

Once a request has been approved it nust be revoked by the
Responsi bl e Enpl oyee.

Press F10 to exit form
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DELETE AN UNAPPROVED REQUEST:

Whil e on Screen HQL. 211 or HQL. 221 or HQL. 231 user can del ete any
request that contains blank in the approved field. These are
requests that have not been approved by the Responsi bl e Enpl oyee
yet.

To del ete use the up/down arrow keys to nove the cursor to the
report access to be deleted. Press Shift F5. Press END to
comm t.

Press F10 to exit form
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CHAPTER 25 - SECTION C
CEEM S ACCESS APPROVAL/ REVOCATI ON

PURPOSE:

This function is used by the ResBpnsible Enpl oyee to approve
and/ or revoke report access capabilities.

PROCEDURE

A. Designat ed Responsi bl e Enpl oyee approves and/ or revokes each
report access capability.

B. UFC DBA approves each approval /revocati on presented by the
Responsi bl e Enpl oyee.

C. Once final approval has been granted and access permni ssion
| evel s established, user is considered a valid CEEM S user.

D. Once final revocation has been granted, user is no |longer a
valid CEEM S user if user has been deleted entirely or user no
| onger has the capability revoked.

ADDI TI ONAL | NFORVATI ON:

A responsi ble enployee is identified by each field operating
activity. The enployees are granted authority to approve and/or
revoke user access requests for the FOAs responsible for.

Ref erence Chapter 1C - Responsi bl e Enpl oyees for nore
i nformati on.
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APPROVE ACCESS REQUEST SCREEN NAVI GATI ON
Fromthe CEEM S Main Menu (Screen HQL.0):

ENTER CHO CE Enter 2 Request/ Revoke
CEEM S Access. {Press
Enter}

User is now at Screen HQL.2 - CEEM S Request Access Screen.

USERI D Autontically popul at ed
with the USERI D of the
user | ogged in.

SYS USERI D Automatically popul at ed
wi th the OPS$USERI D of
t he user | ogged in.

Press CTRL F6 - Request Access Approval / Revoke Access.

User is now at Screen HQL. 26- CEEM S Request Access Screen/ Report
Access Approval

USERI D Aut omati caly popul at ed
with the first userid
pendi ng approval. The
system perfornms the query
toretrieve all the users
pendi ng approval for the
FOAs responsible for.

Press Enter to begin the
approval process.

OR

Press F2 to query a
specific USERID. Enter
USERI D, press F3 to
execute the query.

When perform ng queries or entering into this screen, if only one
user exists pendi ng approval, an asterisk will appear in the

| oner left hand corner of the screen between the word count and
the nunber 1. If nmultiple users exist there will not be an
asterisk in this position but an arrow to the right of the nunber
1. Use the up/down arrow keys to change USERIDs. |f no users
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are pending a nessage w |

APPROVED

appear t

o that effect.

Cursor is at the first
report request access for
t he user.

Enter Y to approve.

Enter N to di sapprove.
If Nis entered when the
information is commtted
the access request is
automatical |y del et ed.

Automatically skips to
t he next report access
request .

Continue this process
until cursor noves to
PIN field.

| f an error has been recogni zed, press F10 to exit w thout
updating any records before entering your PIN

PI' N

Press F10 to exit form
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REVOKE ACCESS REQUEST SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL.0):

ENTER CHO CE Enter 2 Request/ Revoke
CEEM S Access. {Press Enter}.

User is now at Screen HQL.2 - CEEM S Request Access Screen.

USERI D Automatically popul at ed
wi t ht he USERI D of the
user | ogged in.

SYS USERI D Automatically popul at ed
wi th the OPS$USERI D of
user | ogged in.

Press CTRL F6 - Request Access Approval / Revoke Access.
User is now at Screen HQL. 26.

Press CTRL-F1 - Revoke Users Access.

User is now at Screen HQL. 27

USERI D Automatically popul at ed
with the first userid
pendi ng approval .

Press Enter to begin the
approval process.

OR

Press F2 to query a
specific USERID. Enter
USERI D, press F3 to
execute the query.

When perform ng queries or entering into this screen, if only one
user exists pendi ng approval, an asterisk will appear in the

| oner left hand corner of the screen between the word count and
the nunber 1. If nmultiple users exist there will not be an
asterisk in this position but an arrow to the right of the nunber
1. Use the up/down arrow keys to change USERIDs. |f no users
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are pending a nessage wll|l appear to that effect.

APPROVED Cursor is at the first
report request access for
t he user.

Enter R to revoke.
Automatically noves to
next report record.

Enter Y to retain or
press enter or up/down
arrow key to nove to next
record.

Continue this process unti
cursor nmoves to PIN field.

I f an error has been recogni zed, press F10 to exit w thout
updating any records before entering your PIN

PI' N Enter your PIN. {Press
Enter}.

A pop up wi ndow wi ||
appear to confirmthe
changes nade.

Enter Y if okay. {Press
Enter}.

Enter N to cancel changes.
{Press Enter}.

The user data wll be
commtted and the system
w Il automatically query
up on the next avail abl e
user.

Whil e on Screen HQL. 27 the Responsi bl e Enpl oyee can revoke user
access conpletely. This option should only be sued if the user
has | eft the organization and will not need access to CEEM S any
| onger. Press CTRL-F1. A pop up window w ||l appear to Revoke
User's Access Conpletely. Enter Y and press enter. Cursor wll
nove to PIN. Enter PIN. Press Enter.

Press F10 to exit form
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CHAPTER 25 - SECTION D
VI EW FOA/ REPCORT STATUS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to
Smart code field.
SMART CODE Enter STATUS. {Press
Enter}
OoR

Press CTRL-F1 to nove to
Ent er Choice fi el d.
ENTER CHO CE
7 - UFC Data Manager Functions {Press Enter}.

Press Shift/F2 Keys sinultaneously to retrieve next block of
records. Use down arrow key to nove to System Status Report.

Press Enter to Sel ect.

User is now at Screen HQL.7.19

Information is automatically popul ated for all FOAs and al
reports.

User can use up/down arrow keys to nove through the FOAs and
reports to select or Press SH FT-F2 to bring up the next group.

User can Press F2/F3 to query on an FOA Report, a request date,

or a generated date. Press F2, use the enter key to nove the
applicable field to enter query criteria. |If querying on report,
enter the FOA code followed by a percent sign (%, then press F3
to execute the query. Records wll appear on the screen that
match the criteria entered. NOTE: Be sure values are entered in
uppercase in the fields for the query.

Press F10 to exit.
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CHAPTER 25 - SECTION E
VI EW CURRENT/ PREVI QUS PERI CD REPORTS

BACKGROUND:

Any CEEM S user with View capabilities for each report will be
able to execute this option. This option allows users to view
report data submtted for current or previous accounting perods.
The user will not be able to edit any of the data popul ated on
t he screens.

Refer to the follow ng pages for each report as applicabl e:

REPORT PAGE(s)
All Gvil Reports 25-26 thru 25-27
HAF 7111/ 7801 Reports 25-28 thru 25-29
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VI EWALL CIVIL REPORTS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHA CE Press CTRL-F1 to nove to
Smart Code fi el d.

SMART CCODE Ent er VC[ REPORT NANME]
{Press Enter}

Repl ace [ REPORT NANE]
with the nanme of the
report to view, ie 1220,
1219.

OR

Press F4 key for a list
of valid smart codes.

User is now at view screen applicable to each report.

FCA CODE Enter the FOA Code.
{Press Enter}

ACCOUNTI NG PERI OD Automatical ly popul ates
with the current acct'g
period. Press Enter to
accept the current
peri od.

OR

Press F4 to select from
a list of valid periods.

OR
Use the up arrow key to
to previous periods.
{Press Enter} to select.

The information submtted for the accounting period and FOA code
specified will be retrieved. User can then use the up/down arrow
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keys to nove through the records.

If no records exist for the FOA code and period specified a
message will appear in the red command | i ne.

User can press the Shift/ TAB keys sinmultaneously to enter into a

gquery to retrieve another accounting period and/or FOA

Press F10 to exit.
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VI EW AI R FORCE 7111/ 7801 REPORTS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to
Smart Code field.
SMART CODE Enter VM/111 or VM/801.
{Press Enter}
OoR

Press CTRL-F1 to nove to
Enter Choice fi el d.

ENTER CHO CE
Select 8 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports. {Press
Enter}

Use down arrow key to select HAF 7111 VIEWor HAF 7801 VI EW
{Press Enter}

OR
Select 4 - MIlitary Accounting Functions {Press Enter}
Select 7 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports. {Press
Enter}

Use down arrow key to select HAF 7111 VIEWor HAF 7801 VI EW
{Press Enter}

User is now at Screen HQL.4.11.1 - HAF 7111 View or Screen
HQL. 4.11.2 - HAF 7801 View

FCA CODE Enter the FOA Code.
{Press Enter}

ACCOUNTI NG PERI OD Automatical ly popul ates

with the current acct'g
period. Press Enter to
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accept the current
peri od.

OR

Press F4 to select from
a list of valid periods.

oR
Use the up arrow key to

to previous periods.
{Press Enter} to select.

The information submtted for the accounting period and FOA code
specified will be retrieved. User can then use the up/down arrow
keys to nove through the records.

I f no records exist for the FOA code and period specified a
message will appear in the red command | i ne.

User can press the Shift/ TAB keys sinultaneously to enter into a
guery to retrieve another accounting period and/or FOA

Press F10 to exit.
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CHAPTER 25 - SECTION F
PRI NT/ LI ST/ DELETE ALREADY GENERATED REPORTS

This section is used to provide screen navigation for
printing/deleting or listing to the screen reports that have
al ready been generated previously.

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)
ENTER CHO CE Enter 8 Reports. {Press Enter}

Press Enter to sel ect
PRI NT/ LI ST/ DELETE
GENERATED REPORTS.
{Press Enter}

OR

Enter 3 Cvil Accounting
Functions. {Press Enter}
OR
Enter 4 Mlitary Accounting
Functions. {Press Enter}
OR

Enter 5 Revol ving Fund
Accounting Functions. {Press
Enter}

Enter 7 Reports. {Press
Enter}

Press Enter to sel ect
PRI NT/ LI ST/ DELETE
GENERATED REPORTS.
{Press Enter}
User is now at Screen HQL.8.1 - Reports Print/List/Delete Screen.

Information is automatically populated for all FOAs and reports
previ ously gener at ed.

User can use up/down arrow keys to nove through the FOAs and
reports to select or Press SH FT-F2 to bring up the next group.
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User can Press F2/F3 to query on an FOA Report, a request date,

or a generated date. Press F2, use the enter key to nove the
applicable field to enter query criteria. |If querying on report,
enter the FOA code followed by a percent sign (%, then press F3
to execute the query. Records wll appear on the screen that
match the criteria entered. NOTE: Be sure values are entered in
uppercase in the fields for the query.

Press Enter to select the report. Cursor now noves to Actions:
Print/List field and report sel ected appears in selected report
field.

ACTIONS: PRI NT/ LI ST Enter Y, L or N
{Press Enter}
Y - Send report to
sel ected printer.

L - List report to
the screen to view
Be sure that valid
printer is identified
so that if you w sh
to send the report to
the printer after
view ng you w |l be
able to.

User can now press END at this point to execute action unless
further information is required to be conpl eted such as copies,
printer site, delete file when done. |If this information is to
be conpl eted, then do not press END just press ENTER to nove to
the next field.

DELETE Enter Y to Delete the
file generated once it
is printed; Enter N
to retain the file or
| eave the field bl ank
for no action to take
pl ace. {Press Enter}

COPI ES Automatically defaults
to 1. {Press Enter}
O herwi se, enter the
nunber of copies you
desire.
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PRI NTER Automatically defaults
to printer site
speci fi ed when the
report was gener at ed.
{Press Enter} to accept
or change to the valid
printer. Press F4 for
alist of printers.

RETENTI ON DAYS Automatically defaults
to nunber of retention
days specified when
report was gener at ed.
{Press Enter} to accept
or change to the nunber
of days to retain the
file for future reference.

Press END to execute the print or |ist command.

Press F10 to exit.
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CHAPTER 25 -

SECTION G

GENERATE/ VI EW CI VI L COWAND LEVEL REPORTS

This section is used to provide screen navigation for generating

the follow ng reports:

SCHEDULE 9

Cl VI L GENERAL LEDGERS

Cl VCON
PROVPT PAY

PAYMENTS TO STATES

SF133

ROADS & BRI DGES

CRA
TAX
SF1220
SF1219
EMBASSY
SF224

To generate the ENG3011A reports foll ow ng gui dance under Chapter

25 Sections H | and J.

Refer to the follow ng pages for each report as applicable:

REPORT

CGenerate All Reports Wth Exception
To ENG3011A Reports

Execute Reconciliation/Edit Reports

Execut e Checki ssue Reconcili ation/
Edit Reports

Vi ew Reconciliation/Edit Reports
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GENERATE ALL CIVIL REPORTS
EXCEPT ENG3011A

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to Snart
Code Fi el d.

SMART CODE Enter GO REPORT NAME]. {Press
Enter}

Repl ace [ REPORT NAME] with the
name of the report to
generate; ie 1220, 1219.

R

Press F4 for list of valid
smart codes.

OR

Press CTRL-F1 to nove to Enter
Choi ce Fi el d.

ENTER CHO CE Enter 8 Reports. {Press Enter}
Use down arrow key to nove to
G vil Accounting Reports
{Press Enter}
Use down arrow key to nove to
appropriate report. {Press
Enter}

OR

Enter 3 Cvil Accounting
Functions {Press Enter}

Enter 7 Reports. {Press
Enter}
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User is now at screen HQ 1.8.2 -

FOR PERI CD ENDI NG

REPORT LEVEL

FOA

Use down arrow key to nove to
G vil Accounting Reports
{Press Enter}

Use down arrow key to nove to
appropriate report. {Press
Enter}

CEEM S Report Sel ection Screen

Enter the accounting period
for the report. Format nust
be MMrY. Skips to next field.

Enter DIS or DIV or CRP.
Skips to next field.

Enter the FOA Code for
District report or enter any
FOA Code within the Division
for Division Report. This
field is automatically popu-
| ated for Corporate Level
report. Skips to next field.

Aut omatically popul ates the FSN, DSSN, ASN and OPERATI NG AGENCY

fromthe FQA tabl e.

PRI NT/ LI ST WHEN PROCDUCED

Enter P or L. {Press Enter}

P - Sends report to the
printer identified once
the report is generated.

L - Lists the report to
the screen to view once
generated. |If the report
woul d then need to be
sent to a printer, user
woul d have to regenerate
fromthis screen or {press
F10} to exit this screen
and sel ect the option

PRI NT/ LI ST/ DELETE ALREADY
GENERATED REPORTS. User
woul d sel ect the report
fromthis list, identify
the printer, then {press
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END} to execute the print.

If L was selected, the report will now appear on the screen.
Press Enter to view additional pages of the report of '"q in

| owercase to quit the view At the end of the file marker (EOF),
prese enter or type 'q" to quit. Press enter to return to the

Vi ew menu option screen.

COPI ES Defaults to one. |If nore
copi es are desired, user
enters the nunber.

{Press Enter}.

PRI NTER Enter the renote hi ghspeed
printer name for the report
to be sent to. If user
does not know for sure what
that printer station is,
press F4 to select it from
the valid printer Iist.
{Press Enter}.

RETENTI ON DAYS Defaults to a required
nunber of retention days.
| f user desires to retain
the file longer or shorter,
enter the nunber of days.
{Press Enter}.

K TO PROCEED? Enter Y. {Press Enter}
At this point a nessage will appear at the bottom of the screen
that the report is being generated in the background. Press

Enter to acknow edge t he nessage.

Press F10 to exit.
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EXECUTE RECONCI LI ATI OV EDI T REPORTS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to Snart
Code Fi el d.
SMART CCODE Enter RCONCX. {Press Enter}

Use up/down arrow keys to nove
to desired report. Press
enter to sel ect.

OR
Press CTRL-F1 to nove to Enter
Choi ce field.
ENTER CHO CE Enter 3 - Gvil Accounting

Functions {Press Enter}
Enter 5 - Execute

Reconciliation/Edit Reports
{Press Enter}

Use up/down arrow keys to nove to the report desired. {Press
Enter}
User is now at Screen HQL.3.4 - CEEM S Execute
Reconci liation/Edit Reports Menu.
CHO CE Enter 1 or 2. Skips to next
field.
R
Enter 3 report is executed.

OR

Enter 4 user is returned to
previ ous nenu.
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Choice 1 - Enter if executing a reconciliation/edit report for
one FOQOA

Choice 2 - Enter if executing a reconciliation/edit report for
one entire Division. User nust have at |east division |evel
access.

Choice 3 - Enter if executing a reconciliation/edit report for
all FOAs in the Command. User nust have at |east command | evel
access. Once this option is entered, a %sign will populate in
the FOA field and the report wll execute.

Choice 4 - Enter to exit the formand return to previ ous nenu.
VWien this option is entered, the user is automatically returned
to the previous nenu.

FOA Enter the applicable FOA code
for Choice 1. {Press Enter}
OR

Enter the first position of

t he applicable Division code
for Choice 2 or enter any FOA
code wi hin that D vision.
{Press Enter}

Report will now execute. Wen report is conplete, user is
pronpted to return to the menu. {Press Enter}.

Press CTRL-F1 to nove between Choice Field and FOA Fi el d.

Press F10 to exit form

NOTE:

Reconciliation reports wite to only one file. If another choice

is selected prior to reviewing the results of the first one, this
file is overwitten with the next report.
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EXECUTE CHECKI SSUE RECONCI LI ATI ON EDI T REPORTS

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to Snart
Code Fi el d.
SMART CCODE Enter RCONCX. {Press Enter}

Use up/down arrow keys to nove
t o Checki ssue Report. Press
enter to sel ect.

OR
Press CTRL-F1 to nove to Enter
Choi ce field.
ENTER CHO CE Enter 3 - Gvil Accounting

Functions {Press Enter}

Enter 5 - Execute
Reconciliation/Edit Reports
{Press Enter}

Use down arrow key to nove to the Checkissue report. {Press

Enter}

User is now at Screen HQL.3.4 - CEEM S Execute
Reconciliation/Edit Reports Menu.

CHO CE

Choice 1 -
one DSSN

Choice 2 -

Enter 1 or 2. Skips to next
field.

OR
Enter 3 user is returned to
previ ous nenu.

Enter if executing a reconciliation/edit report for

Enter if executing a reconciliation/edit report for

25-40



all DSSNs. User nust have at |east conmand | evel access.
Choice 3 - Enter to exit the formand return to previ ous nenu.

Wien this option is entered, the user is automatically returned
to the previous nenu.

DSSN Enter the applicabl e DSSN code
{Press Enter}

Report will now execute. Wen report is conplete, user is
pronpted to return to the menu. {Press Enter}.

Press CTRL-F1 to nove between Choice Field and FOA Fi el d.

Press F10 to exit form

NOTE:

Reconciliation reports wite to only one file. |If another choice

is selected prior to reviewing the results of the first one, this
fileis overwitten with the next report.
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VI EW RECONCI LI ATI ON EDI T REPORTS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to Snart
Code Fi el d.
SMART CCODE Enter RCONCV. {Press Enter}

Use up/down arrow keys to nove
to desired report. Press
Enter to select.

OR
Press CTRL-F1 to nove to Enter
Choi ce field.
ENTER CHO CE Enter 3 - Gvil Accounting

Functions {Press Enter}
Enter 6 - View
Reconciliation/ Edit Reports.
{Press Enter}

Use up/down arrow keys to nove to the report desired. {Press
Enter}

User is now at Screen HQL.3.6.1 - Reconciliation View Screen
(Gvil Reports)
CHO CE Enter 1 or 2. Skips to next
field.
R
Enter 3 report is executed.

OR

Enter 4 user is returned to
previ ous nenu.
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Choice 1 - Enter if viewing a reconciliation/edit report for one
FOA. This wll be the nost current report executed.

Choice 2 - Enter if viewing a reconciliation/edit report for one
entire Division. This will be the nobst current report executed.

Choice 3 - Enter if viewing a reconciliation/edit report for al
FQAs in the Command. This will be the nost current report
execut ed.

Choice 4 - Enter to exit the formand return to previ ous nenu.
VWien this option is entered, the user is automatically returned
to the previous nenu.

FOA Enter the applicable FOA code
for Choice 1. Skips to next
field.

OR

Enter the first position of

t he applicable Division code
for Choice 2 or enter any FOA
code wi hin that D vision.

Ski ps to next field.

PRI NT/ LI ST Enter P to print imrediately
to the printer specified or
Enter L to view prior to
printing or without printing.
Skips to next field if P was
entered. Press enter if L.

PRI NTER This field will not be entered
if L was selected in previous
field. The report will list
to the screen i medi ately upon
entering the L.

O herwse, if Pwas entered,
enter the printer site if
known. | f unknown, press the
F4 key to select printer from
the list. {Press Enter}
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Report will now either be sent to the printer specified or |ist
to the screen. User will view the report by pressing the enter
key to view each page. Wen conplete user can enter 'q" in |ower
case at the colon ":'" sign or at the EOF file marker. Press
enter again to return to the nmenu.

Press CTRL-F1 to nove between Choice Field and FQA Fi el d.

Press F10 to exit form
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CHAPTER 25 -

SECTION H

GENERATE ENG3011A COMVAND REPORTS

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE

You are now at Screen HQL. 91 -

USERI D

REPORT PERI OD END DATE

Enter 8 Reports. {Press Enter}

Use down arrow key to nove to
G vil Accounting Reports
{Press Enter}

Use down arrow key to nove to
ENG3011A STATUS OF WORK
ALLOMANCES - COMVAND LEVEL
REPORTS. {Press Enter}

OR

Enter 3 Cvil Accounting
Functions. {Press Enter}

Enter 7 Reports. {Press Enter}

Use down arrow key to nove to
G vil Accounting Reports
{Press Enter}

Use down arrow key to nove to
ENG3011A STATUS OF WORK
ALLOMANCES - COMVAND LEVEL
REPORTS. {Press Enter}

CORPS OF ENG NEERS FI NANCI AL
MANAGEMENT SYSTEM - ClIVIL 3011A REPORTI NG MODULE
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Automatically populated with
the USERI D of the individual
| ogged on.

Automatically populated with
the report period end date of
the last report period
generated or is null if first
time user. |If date is not



correct, use option 2 to
updat e.

PLEASE ENTER SELECTI ON Enter the applicable option
{Press Enter}
OPTION 1 - EXIT FROM 3011A REPORTS MENU

This option is used to exit the user fromthe reports nenu. User
can also exit by pressing F10 while on this form

OPTION 2 - UPDATE PERI CD END DATE

This option is used to establish or update the period end date
bef ore generating any ENG3011A reports.

SCREEN NAVI GATI ON:

User is now at Screen 1.92 - CORPS OF ENG NEERS FI NANCI AL
MANAGEMENT SYSTEM - ClIVIL 3011A REPORTI NG MODULE

USERI D Aut omatically populated with
the USERI D of the individual
| ogged on.

REPORT PERI OD END DATE Aut omatically populated with

the report period end date of
the last report period
generated or is null if first
time user.

Enter the new report period
end date. Format is DD MW YY
{Press Enter}.

Press Enter again to
acknow edge nessage t hat
record was commtted. User
is returned to previous
screen.

Press F10 to exit.
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OPTION 3 - DI RECTORATE OF CIVIL WORKS REPORTS:

This option is used to generate the various ENG3011A reports
devel oped for the Directorate of Gvil Wrks.

SCREEN NAVI GATI ON:

User is now at Screen 1.93 - CORPS OF ENA NEERS FI NANCI AL
MANAGEMENT SYSTEM - Cl VI L WORKS DI RECTORATE - 3011A REPORTS

PLEASE ENTER SELECTI ON Enter the applicable option
{Press Enter}

Report is generated in the background. User will be pronpted to
press enter to return to screen 1.93.

User can continue to generate all reports desired before exiting
this screen conpletely.

User can exit by selecting option 1, option 2 or pressing F10.

Option 1 - This option is used to return the user
to the CEEM S Main Menu.

Option 2 - This option is used to return the user
to the previous screen 1.91.

Options 3 - 9 These options are used to generate the
various H15 reports. (RAE, RAF, RAG
RAH, RAI, RAJ, OR ALL).

Options 10 - 15 These options are used to generate
the various H17 reports. (RAA, RAB
RAB2, RAC, RAD, OR ALL).

Options 16 - 21 These options are used to generate
t he vari ous H1L5TORB reports.
(H15TORB1, H15TORB2, H15TORBS,
H15TORB4, H15TORB5, OR H15TORB6)

Options 22 - 25 These options are used to generate
the various m scel | aneous reports.
(H11, H19, H20, H15QUTLAY)

Press F10 to exit.
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*kkkk*

NOTE: ANY FOA CODE THAT HAD A STATUS OF "NOT IN OR ' REJECTED
ON THE STATUS SCREEN W LL NOT BE | NCLUDED I N THE REPORTS WHEN

GENERATED. USER SHOULD CHECK THE STATUS OF THE REPORT FOR ALL
FQAs PRI OR TO GENERATI NG REPORTS.

*kkkk*
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OPTION 4 - HOUSI NG AND URBAN DEVELOPMENT:

This option is used to generate the ENG3011A Housi ng and Urban
Devel opment reports devel oped for the Directorate of Mlitary
Pr ogr ans.

SCREEN NAVI GATI ON:

User is now at Screen 1.94 - CORPS OF ENG NEERS FI NANCI AL
MANAGEMENT SYSTEM - HOUSI NG AND URBAN DEVELOPMENT - 3011A REPORTS

PLEASE ENTER SELECTI ON Enter the applicable option
{Press Enter}

Report is generated in the background. User will be pronpted to
press enter to return to screen 1.94.

User can continue to generate all reports desired before exiting
this screen conpletely.

User can exit by selecting option 1, option 2 or pressing F10.

Option 1 - This option is used to return the user
to the CEEM S Main Menu.

Option 2 - This option is used to return the user
to the previous screen 1.91.

Options 3 - 4 These options are used to generate the
various HUD reports. (H31, H32).

Press F10 to exit.

*kk k% *

NOTE: ANY FOA CODE THAT HAD A STATUS OF "NOT IN OR ' REJECTED
ON THE STATUS SCREEN W LL NOT BE | NCLUDED I N THE REPORTS WHEN

GENERATED. USER SHOULD CHECK THE STATUS OF THE REPORT FOR ALL
FQAs PRI OR TO GENERATI NG REPORTS.

*kk k% *
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OPTI ON 5 - ENVI RONMENTAL REPORTS:

This option is used to generate the ENG3011A Environnent al
Reports devel oped for the Directorate of MIlitary Prograns.

SCREEN NAVI GATI ON:

User is now at Screen 1.95 - CORPS OF ENG NEERS FI NANCI AL
MANAGEMENT SYSTEM - 3011A ENVI RONVENTAL REPORTS

PLEASE ENTER SELECTI ON Enter the applicable option
{Press Enter}

Report is generated in the background. User will be pronpted to
press enter to return to screen 1.95.

User can continue to generate all reports desired before exiting
this screen conpletely.

User can exit by selecting option 1, option 2 or pressing F10.

Option 1 - This option is used to return the user
to the CEEM S Mai n Menu.

Option 2 - This option is used to return the user
to the previous screen 1.91.

Options 3 - 4 These options are used to generate the
vari ous EPA Superfund reports. (HO9,
HO9SM TH) .

Options 5 -13 These options are used to generate the

vari ous O her Environnental Agency
reports. (H21, H22, H23, H24, H25, H26,
(H27, H28, H29, H30).

Press F10 to exit.

*kk k% *

NOTE: ANY FOA CODE THAT HAD A STATUS OF "NOT IN OR ' REJECTED
ON THE STATUS SCREEN W LL NOT BE | NCLUDED I N THE REPORTS WWHEN

GENERATED. USER SHOULD CHECK THE STATUS OF THE REPORT FOR ALL
FQAs PRI OR TO GENERATI NG REPORTS.

*kk k% *
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OPTI ON 6 - EPA CONSTRUCTI ON GRANTS REPOCRT:

This option is used to generate the ENG3011A EPA Construction
Grants Report devel oped for the Directorate of MIlitary Prograns.

SCREEN NAVI GATI ON:

User is now at Screen 1.96 - CORPS OF ENA NEERS FI NANCI AL
MANAGEVENT SYSTEM - EPA CONSTRUCTI ON GRANTS REPORT

PLEASE ENTER SELECTI ON Enter the applicable option
{Press Enter}

Report is generated in the background. User will be pronpted to
press enter to return to screen 1. 96.

User can continue to generate all reports desired before exiting
this screen conpletely.

User can exit by selecting option 1, option 2 or pressing F10.

Option 1 - This option is used to return the user
to the CEEM S Main Menu.

Option 2 - This option is used to return the user
to the previous screen 1.91.

Option 3 - This option is used to generate the
EPA Construction Grant report. (HL8).

Press F10 to exit.

*kk k% *

NOTE: ANY FOA CODE THAT HAD A STATUS OF "NOT IN OR ' REJECTED
ON THE STATUS SCREEN W LL NOT BE | NCLUDED I N THE REPORTS WHEN

GENERATED. USER SHOULD CHECK THE STATUS OF THE REPORT FOR ALL
FQAs PRI OR TO GENERATI NG REPORTS.

*kk k% *
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OPTION 7 - DI RECTORATE OF RESOURCE MANAGEMENT REPORTS:

This option is used to generate the various ENG3011A reports
devel oped for the Directorate of Resource Managenent.

SCREEN NAVI GATI ON:
User is now at Screen 1.97 - CORPS OF ENG NEERS FI NANCI AL

NRNégENENT SYSTEM - DI RECTORATE OF RESOURCE MANAGEMENT - 3011A
REPORTS

PLEASE ENTER SELECTI ON Enter the applicable option
{Press Enter}

Report is generated in the background. User will be pronpted to
press enter to return to screen 1.97.

User can continue to generate all reports desired before exiting
this screen conpletely.

User can exit by selecting option 1, option 2 or pressing F10.

Option 1 - This option is used to return the user
to the CEEM S Main Menu.

Option 2 - This option is used to return the user
to the previous screen 1.91.

Option 3 - 5 This option is used to generate the
EPA Construction Grant report. (HL1
H19, H20).

Press F10 to exit.

*kk k% *

NOTE: ANY FOA CODE THAT HAD A STATUS OF "NOT IN OR ' REJECTED
ON THE STATUS SCREEN W LL NOT BE | NCLUDED I N THE REPORTS WHEN

GENERATED. USER SHOULD CHECK THE STATUS OF THE REPORT FOR ALL
FQAs PRI OR TO GENERATI NG REPORTS.

*kk k% *
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CHAPTER 25 - SECTI ON |
PRI NT ENG3011A COMVAND REPORTS

SCREEN NAVI GATI ON:
From Screen 1.91 - CORPS OF ENG NEERS FI NANCI AL MANAGEMENT SYSTEM
- CVIL 3011A REPORTI NG MODULE

PLEASE ENTER SELECTI ON Enter 8 - Print Sel ected
Reports. {Press Enter}

User is now at Screen 1.98 - CORPS OF ENA NEERS FI NANCI AL
MANAGEMENT SYSTEM - PRI NT/ DELETE REPORTS MENU

USERI D Aut omatically populated with
the USERI D of the individual
| ogged on.

RUN DATE Aut omatically populated with

the date of the report was
gener ated on.

REPORT NANME Aut omatically popul ated with
with the report nane of al
the reports generated and
ready for printing.

Use the up/down arrow keys to
hi ghl i ght the desired report
to print. {Press Enter}.

REPORT TO PRI NT Aut omatically populated with
the report name selected from
above. {Press Enter}

PRI NTER Enter the renote hi ghspeed
printer nanme in | owercase
where the report wll be
sent to. |If user
does not know for sure what
that printer station is,
press F4 to select it from
the valid printer Iist.
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{Press Enter}.

If F4 list is selected, user is now at screen 1.98. Use up or
down arrow keys to nove through the list of valid printer sites
or press SH FT-F2 to view the next group, then use up or down
arrow keys to highlight valid printer site or Press F2/F3 to
query on printer or printer |ocation. Press Enter to select the
printer site highlighted. User is returned to previous screen.
Press Enter again to accept the printer identified.

DELETE REPORT FI LE Aut omatically populated with
"N . Press End to accept and
send report to specified
printer and not delete the
report file generated.

OR

Enter "Y', press END to accept
and send report to specified
printer. Report wll be

del eted fromsystem after
printing. Report will have to
be regenerated again if needed
at a later date.

*kk k% *

NOTE: ALL REPORTS MJUST BE PRI NTED ON A HI GHSPEED PRI NTER VWHEN
USI NG THI S OPTI ON.

*kk k% *

Press SHI FT- TAB to nove between printer, report to print and
delete report file fields.

Press F6 to clear fields.

Press PAGE UP key to return to upper portion of screen to sel ect
anot her report.

To refresh report list, press F3 once cursor is in the USERI D
field.

User can send all reports to the specified printers before
exi ting.

Press F10 to exit.
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*kkkk*

NOTE: The data file generated for the ENG3011A report is |located
under the $horme directory of the user |ogged in.

*kkkk*
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CHAPTER 25 - SECTION J
VI EW ENG3011A REPORT STATUS

To view the status of reports, user can either select this option
or can use the Smartcode ' STATUS fromthe CEEM S Main Menu
Fol | ow gui dance issued under Section A

SCREEN NAVI GATI ON:

From Screen 1.91 - CORPS OF ENG NEERS FI NANCI AL MANAGEMENT SYSTEM
- CVIL 3011A REPORTI NG MODULE

PLEASE ENTER SELECTI ON Enter 9 - Check Status of
3011A Subm ssions {Press
Enter}

User is now at Screen 1.99 - CORPS OF ENA NEERS FI NANCI AL
MANAGEVENT SYSTEM - 3011A SUBM SSI ON STATUS SCREEN

ERCC Aut omatically populated with
FOA code.
STATUS Aut omatically populated with

the report status.

NOT IN - FQOA has not submtted
the report.

REJECTED - FOA has subm tted
report but has failed edits
and reconciliations.

SUBM T DATE Aut omatically populated with
the | ast date the FOA
submtted the report. |If
status is "NOT IN date is
nul | .

User can use up/down arrow keys to nove through the FQAs and
reports to view status or Press SH FT-F2 to bring up the next
group.

User can Press F2/F3 to query on an FOA, STATUS, Submt Date, or
conbi nati on of any of the above. Press F2, use the enter key to
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nove to each applicable field to be used for query, enter the

value in each field, then press F3 to execute the query. Records

w || appear on the screen that match the criteria entered. NOTE
Be sure values are entered in uppercase in the fields for the

query.
Press F10 to exit.

* k k%

NOTE: | F THE SCREEN | S BLANK, THEN | T REPRESENTS ONE OF TWO
THI NGS:

a. ALL FOAs HAVE SUBM TTED SUCCESSFULLY

b. FOAs HAVE NOT SUBM TTED AT ALL FOR THE MONTH. THI S WLL
USUALLY OCCUR DURI NG THE FI RST FEW DAYS OF THE MONTH FOLLOW NG
THE ACCOUNTI NG PERI OD END DATE. THE SYSTEM MAY NOT BE OPEN FOR
THE REPORT.

* k k%
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CHAPTER 25 - SECTI ON K
LOAD Al R FORCE PBAS

BACKGROUND:
This section provides user with the information needed to | oad
the Mlitary PBAS data file. This data file nust be | oaded on a
mont hly basis and before the report systemis opened.
SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)
ENTER CHO CE
Enter 4 - MIlitary Accounting Functions {Press Enter}
Enter 4 - Load COEM S Dat a {Press Enter}
Enter 3 - Load PBAS FADS {Press Enter}
User is now at Screen HQL.4.3.3 - Load COEM S Mlitary Data (PBAS
FADS) .
PERI OD Aut omatically populated with

the current accounting peri od.

CHO CE Enter 1,2,3, or 4. {Press
CTRL- F2} to execute action
or Enter 5 {Press Enter}.
Fol | ow gui dance bel ow for
opti on desired.

Press F10 to exit the form conpletely.
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1 - DOMNLOAD FILE. This option is the first step in |oading the
Air Force PBAS data file. This option will execute a procedure
to FTP the data file fromthe CYBER, |oad the data into the UFC
dat abase, and generate an edit error report. Data not passing
edits will not load into the UFC database. Be patient as this
procedure takes a little while to execute.

Option 1 is only perforned one time unless the procedure aborts
or the user needs to edit the data file back on the | ocal
mai nfrane and resubmt.

a. Enter 1 {Press CTRL-F2}.

b. Enter the nane of the Air Force PBAS data file to be
retrieved fromthe | ocal mainfranme in upper case {Press Enter}.

c. Enter the local mainframe famly or machi ne nane where the
HAF 7111 data file resides {Press Enter}. This can be entered in
ei ther | ower or upper case.

d. Enter the conplete directory path where the HAF 7111 data
file resides. DO NOT ENTER THE FI LE NAME. {Press Enter}. This
can be entered in either |ower or upper case.

e. Enter the CEAP USERI D used to connect user to the | ocal
mai nfrane {Press Enter}. This can be entered in either |ower or
upper case.

g. Enter the CEAP password and fam |y nanme used to connect user
to the |l ocal CYBER mainfrane. {Press Enter}. This can be
entered in either |ower or upper case.

At this point if all data necessary to | og user on and retrieve
data file is correct, the FTP, |l oad and edit procedures wll
begin to execute.

If any of the log on data is incorrect then user will be aborted
imredi ately with an error nmessage. {Press Enter} to return to
the load nmenu if error occurs. Enter option 1 {Press CIRL-F2} to
| oad agai n.

Once file transfer is conplete a nessage will appear that the
file has been successfully transferred and the | oad/edit
procedure wi |l begin.

Once the load/edit procedure is conplete a nessage wl| appear

for the user to select the view edit option fromthe nmenu to view
the edit errors. {Press Enter} to return to the | oad nenu.
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2 - VVEWERRORS. This option is the second step in |oading the
Air Force PBAS data file. This option will allow the user to
view the edit errors generated fromthe | oad/edit procedure.

a. Enter 2 {Press CTRL-F2}. The edit error report wll appear
on the screen.

TO VI EW REPORT. {Press Enter} at the colon (:) to view each
page of errors OR {Press Enter} twice at the (EOF): to return to
t he | oad nenu.

TO PRI NT REPORT. {Press Shift-Print Screen} to print to the
printer attached to the CPU for each page on the screen OR exit
CEEM S and at the user systempronpt type in |lower case with
exception to the -P the foll ow ng:

| pr -P[renote printer nane] | oadafpbas.lis

Repl ace [renote printer nane] with the name of the |local renote
printer. This file is located in the user's $HOVE directory.

b. If any errors exist, user nmust edit the data file. |f user
must correct the data file and is experienced with VI editing,
then the editing can be perforned on the CEEM S mai nf r ane.

O herwise, the user will have to log on to the |ocal CYBER

mai nfranme and correct the data file and rel oad.

TO EDIT ON UFC MAI NFRAME (VI-EDI TING . User can sel ect
Option 3 - EDIT DOANLQADED FI LE.

User will continue this process until the data has been
sucessfully loaded with no edit errors.
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3 - EDT DOMLOADED FILE. This option wll allow the user to
edit the Air Force PBAS data file in VI-editing node. |If user is
famliar wwth VI-editing, user can use this option. O herw se,
user will need to exit CEEM S and correct data file on | ocal
CYBER mai nfrane and retransmt.

a. Enter 3 {Press CTRL-F2}. The Air Force PBAS data file wll
appear on the screen in vi-editing node. Correct data file as
necessary and save changes. {Press Enter} to return to |oad nenu
and select Option 4 - RELOAD DOMLOADED FI LE.

b. User can exit the edit screen wthout saving changes by
pressing the Escape Key and the Colon Sign Key sinultaneously. A
colon will appear at the bottom of the screen after the beep.
Press q {l ower case} then Shift key plus Exclamation Point Sign
Key simultaneously. {Press Enter} twice. User wll be returned
to the | oad nenu screen.

c. To edit on local mainfrane. Exit CEEMS. User will exit the
UFC mai nframe and connect to the | ocal CYBER nainframe and edit
the data file fromthat mainframe. Save the new changes to the
data file. Exit the local CYBER mai nfranme and connect to the UFC
mai nfranme. Execute the CEEM S application again. Go to the |oad
menu. Select Option 1 Download File. The new data file wll be
transferred back up to the UFC mai nfrane and the | oad/ edit
procedure will execute again.

User will continue this process until the data has been
sucessfully loaded with no edit errors.
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4 - RELOAD DOMNLOADED FILE. This option is used to reload the
existing data file again after errors have been corrected via
Option 3.

This option is NOT to be used unless editing was performed on the
UFC mai nfranme or no changes were required to the data file. |If
user had to edit the data file on the |ocal CYBER mai nfranme then
the user will have to retransmt and | oad via Option 1 - Downl oad
File.

a. Enter 4 {Press CTRL-F2}. The |oad and edit procedures wll
execute. Wen conpleted {Press Enter} to return to the | oad
menu.

Continue this process until the data has been successfully | oaded
with no edit errors.

kkkk*kk*

NOTE: Users are rem nded that reloading the data file fromthis
menu option reloads the existing data file |located on the UFC
mai nf rane.

kkkk*kk*
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5 - PREVIOUS MENU. This option will allow the user to exit the
| oad nenu and return to screen HQL. 4.4 - Load COEM S Mlitary
Dat a Menu.

a. Enter 5 {Press Enter}.

| f user needs to select another FOA to | oad, then user should
exit this nmenu via nenu option #5.

O herw se, User does not have to select menu option #5 in order

to exit the screen. User can press F10 to exit Load Menu in its
entirety.
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CHAPTER 25 - SECTION L
GENERATE/ VI EW M LI TARY COVWAND LEVEL REPORTS

This section is used to provide screen navigation for generating
the follow ng reports:

HAF 7801 Report
HAF 7111 Report

Refer to the follow ng pages for each report as applicabl e:
REPORT PAGE('s)

HAF 7111/7801 Reconciliation/Edit 25-64 thru 25-66

HAF 7801 Multi Reconciliation/Edit 25-67 thru 25-68

Vi ew HAF 7111/7801/7801 Mult

Reconci l i ati on/ Edi t 25-69 thru 25-70
CGenerate HAF 7111/ 7801 Report 25-71 thru 25-76
Generate HAF 7111/ 7801 Status

Report 25-77 thru 25-79
CGenerate HAF 7801 Fl ash Report 25-80 thru 25-83
CGenerate HAF BAAN Li sting 25-84 thru 25-86
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TO EXECUTE HAF 7111/7801 RECONCI LI ATI OV EDI T REPORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to
Smart Code field.
SMART CCODE Enter RCONMX. {Press
Enter}
oR

Press CTRL-F1 to nove to
Enter Choice fi el d.

ENTER CHO CE
Select 4 - MIlitary Accounting Functions. {Press Enter}

Select 5 - Execute Recon/Edit Reports. {Press Enter}

Press Enter to select HAF 7111 Recon Report or use down arrow key
to move cursor to HAF 7801 RECON. {Press Enter}

You are now at screen HQL.4.5 - Reconciliation Request Screen -
HAF 7111 RECON or HAF 7801 RECON.

CHO CE Enter 1, 2, 3 or 4. Skips
to FOA field when 1,2, or
3 are entered. Foll ow
t he gui dance bel ow for
each option desired.

Choice 1 - Enter if executing a HAF 7111/ HAF 7801 reconciliation
for one specific FOA

Choice 2 - Enter if executing a HAF 7111/ HAF 7801 reconciliation
for all FOAs in a specific Division. User nust have at | east
Di vision | evel access.

Choice 3 - Enter if executing a HAF7111/HAF 7801 reconciliation

for all FOAs in the Command. User nust have at | east Command
| evel access.
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Choice 4 - Enter to exit formand automatically return to
Recon/ Edit Menu.

FOA For HAF 7111 RECON, enter
t he applicabl e FOA code.
{Press Enter}.

For HAF 7801 RECON, enter
t he applicabl e FOA code.
Skips to Show Detail s?
field.

FSN For HAF 7111 RECON,
automatically popul at ed
with the FSN for the FQOA
ent er ed.

For HAF 7801 RECON this
field is not applicable.

For HAF 7111 RECON report will now execute and user wll be taken
to a blank screen. Wen report is conplete, user will be
pronpted to return to nmenu. {Press Enter}.

User will now need to view the reconciliation edit report or
print the report to view |l ater.

Press CTRL-F1 to nbve to Choice Field and enter anot her choi ce.
Press F10 to exit or enter Choice 4.
For HAF 7801 RECON continue the foll ow ng gui dance.

SHOW DETAI LS? Enter Y or N. Skips to
Show Errors? field.

Enter Y if details are
desired ot herwi se enter
N.

If N was entered here,
then Y must be entered
in next field.

SHOW ERRORS? Enter Y or N {Press
Enter}
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Enter Y if only the
errors are desired with
no detail. O herw se
enter N.

If N was entered here,
then Y nust be entered
in previous field.

Press SHI FT/ TAB keys
si mul t aneoul sy to nove
back to previous field.

Report will now execute and user will be taken to a bl ank screen.
When report is conplete, user will be pronpted to return to
menu. {Press Enter}.

User will now need to view the reconciliation edit report or
print the report to view |l ater.

Press CTRL-F1 to npove to Choice Field and enter another choice.

Press F10 to exit or enter Choice 4.

kkhkkkkkk*k*%x

NOTE:

Reconciliation reports wite to only one file |ocated under the
$HOVE directory for each report type generated (HAF 7111 and HAF
7801). If another choice is selected prior to review ng the
results of the first one, this file is overwitten with the next
report. Be sure if errors exist that they are printed before the
next report is executed.

kkhkkkkkk*k*%x
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TO EXECUTE HAF 7801 MULTI RECONCI LI ATI ON EDI T REPCORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to
Smart Code field.
SMART CCODE Enter RCONMX. {Press
Enter}
oR

Press CTRL-F1 to nove to
Enter Choice fi el d.

ENTER CHO CE
Select 4 - MIlitary Accounting Functions. {Press Enter}

Select 5 - Execute Recon/Edit Reports. {Press Enter}

Use down arrow key to nove cursor to HAF 7801 RECON MULTI. Press
Enter to select HAF 7801 Recon Multi Report.

User is now at screen HQL. 4.5 - Reconciliation Request Screen -
HAF 7801 RECON MULTI .

F1 THRU F12 Enter the FOA Code. One
FOA code per field can be
entered. As many as 12
FOAs can be executed at
the same tine. {Press
CTRL-F1} to nove to Show
Details? field.

SHOW DETAI LS? Enter Y or N Skips to
Show Errors? field.

Enter Y if details are
desired ot herwi se enter
N.

N was entered here,
n

| f
then Y must be entered
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in next field.

SHOW ERRORS? Enter Y or N {Press
Enter}

Enter Y if only the
errors are desired with
no detail. O herw se
enter N.

If N was entered here,
then Y nust be entered
in previous field.

Press SHI FT/ TAB keys
si mul t aneoul sy to nove
back to previous field.

Report will now execute and user will be taken to a bl ank screen.
When report is conplete, user will be pronpted to return to
menu. {Press Enter}.

User will now need to view the reconciliation edit report or
print the report to view |l ater.

Press F10 to exit.

kkhkkkkkkh*k*%x

NOTE:

Reconciliation reports wite to only one file | ocated under the
$HOVE directory. |If another choice is selected prior to
reviewing the results of the first one, this file is overwitten
with the next report. Be sure if errors exist that they are
printed before the next report is executed.

kkhkkkkkkh*k*%x
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TO VI EW HAF 7111/ 7801 RECONCI LI ATI OV EDI T REPORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to
Smart Code field.
SMART CCODE Enter RCONW. {Press
Enter}
oR

Press CTRL-F1 to nove to
Enter Choice fi el d.

ENTER CHO CE
Select 4 - MIlitary Accounting Functions. {Press Enter}

Select 6 - View Recon/Edit Reports. {Press Enter}

Press Enter to select HAF 7111 Recon Report or use down arrow key
to nove cursor to HAF 7801 RECON Report or HAF 7801 RECON MULTI
Report. {Press Enter}

The nost recently generated reconciliation report will now appear
on screen. |If report is larger than screen, user can press CTRL
plus right or left arrow keys to nove left or right, press enter
to nove to next page or press q to quit. At ECF marker, press
enter. User wll be pronpted to return to nenu. {Press Enter}

Press F10 to exit.

*kkkkkk*k

NOTE:

I f Division/CRP Reconciliation Report was executed, then a |ist

of all FOA codes not included in the report will appear first in
the file. Press Enter to page down.

kkhkkkkk*k*k
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TO PRI NT RECONCI LI ATON REPORT:
VWiile viewng the reconciliation report on the screen, user can
turn printer on and be sure it is online. Press SH FT/Print
Screen keys sinultaneously. The portion of the report appearing
on the screen will store in the printer's nmenory. Two vi ew
screens can be printed on one 8 1/2" X 11" sheet of paper. Take
printer off line to begin the print process. Be sure to put the
printer back on |line before noving to the next page.
To print after viewing the report on screen, exit CEEMS. At the
system pronpt type in |ower case with exception to the -P the
fol |l ow ng:
| pr -P[renote printer site] rcon7111.lis {press enter}
R
| pr -P[renpote printer site] rcon7801.1is {press enter}
R

| pr -P[renote printer site] rcon7801lmlis {press enter}

Repl ace [renpote printer site] with the |ocal renote printer site.
OR
To print the report on the printer connected to the CPU, be sure
printer is on line. Press CIRL/Print Screen keys sinmultaneously.
Then type in | ower case the follow ng:
cat rcon7111.1is {press enter}
cat rcon?gga.lis {press enter}
cat rcon?ggan1lis {press enter}
VWhen print is conpleted be sure to press CTRL/Print Screen keys

to turn the print off, otherw se everything typed will go to the
printer.
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TO GENERATE HAF 7111/ 7801 REPORT

BACKGROUND:

Prior to generating any HAF 7111/7801 reports, FOAs nust have a
status of 'ACCEPTED . Those FOAs without a status of 'ACCEPTED
wi Il not be included in the reports generat ed.

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHA CE Press CTRL-F1 to nove to
Smart Code fi el d.

SMART CODE Enter GW111 or GW801.
{Press Enter}

NOTE:
The only way the HAF 7111 Report can be executed is by the Smart
Code. Smart Coding with GW801 does not generate the HAF 7801

(BY FOA) or the HAF 7801 (Consolidated). Select these via the
nmenus.

kkhkkkkkkh*k*%x

OR

Press CTRL-F1 to nove to
Enter Choice fi el d.

ENTER CHO CE
Select 8 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to select HAF 7801 Report (By FOA) or HAF 7801
(Consolidated). {Press Enter}

OR

Select 4 - MIlitary Accounting Functions. {Press Enter}
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Select 7 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to select HAF 7801 Report (By FOA) or HAF 7801
(Consolidated). {Press Enter}

User is now at screen HQL.8.2 - CEEM S Report Sel ection Screen -
Air Force 7111 or Air Force 7801 or Air Force 7801 (BY FQA) or
Air Force 7801 ( CONSOLI DATED)

FOR PERI OD ENDI NG Enter the accounting
period for the report to
be generated. Format
must be MWY. Skips to
next field.

REPORT LEVEL Enter the report |evel.
DIS for District
DIV for Division
LAB for Laboratory
CRP for Conmmand
Skips to next field.

OR

Press F4 for a |list of
all the report levels
avai l able to select from

To generate a Division Level report user nust have at | east
Di vision Level Access in CEEM S.

To generate a Command Level report user nust have at | east
Command Level Access in CEEM S.
FOA Enter the FQOA Code.
Skips to next field.
If DIV was entered in
report |evel, enter any
FOA code within the
Di vi si on.

If CRP was entered in
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MODULE

FSN

DSSN

ASN

OPERATI NG AGENCY

CCLUWNS

report |level, enter ZZ
for the FOA Code.

For the HAF 7801
Reports this field is
ski pped.

For HAF 7801 Reports
this field is popul ated
wth M {Press Enter}.
Ski ps to Colums Fi el d.
For HAF 7111 this field
i s skipped.

Aut omatical ly popul at es
when FOA Code was
entered. Skips to
Print/List Wien Produced
Field. For HAF 7801
field is skipped.

Aut omatical ly popul at es
when FOA Code was
entered. Skips to
Print/List Wien Produced
Field. For HAF 7801
field is skipped.

Aut omatical ly popul at es
when FOA Code was
entered. Skips to
Print/List Wien Produced
Field. For HAF 7801
field is skipped.

Aut omatical ly popul at es
when FOA Code was
entered. Skips to
Print/List Wien Produced
Field. For HAF 7801
field is skipped.

This field is only
applicable to the
HAF 7801 Reports.
Enter 1,2, or 3.
{Press Enter}

1 - By entering 1 user is requesting colums 101-106 only.
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2 - By entering 2 user is requesting colums 107-112 only.

3 - by entering 3 user is requesting al

PRI NT/ LI ST WHEN PRCODUCED

COPI ES

PRI NTER

25-75

col ums.

Enter P, L, or N
{Press Enter}

P - Send to printer

i mredi atel y.

L - List to screen

w thout printing. User
can then send to printer
after view ng.

N - Cenerate Report

w thout printing. User
can then send to printer
at a later date or view
at a later date by using
the print/list/delete

al ready generated reports
menu option.

Defaults to 1. {Press
Enter} or enter the
nunber of copi es want ed.
Up to 999 can be
entered. {Press Enter}

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Enter the printer site
name where the output
will be sent. {Press
Enter}.

If L was entered in
previous field, the
printer site should be
popul ated so report could
be sent to the printer

i mredi ately after |isting
it to the screen

O herwi se, you wll not
be able to print at that
time and will have to go
t hrough the
print/list/delete already



generated reports
selection to print.

OR

Press F4 for a list of
all the report sites
avai |l able to select from

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

RETENTI ON DAYS Defaults to a required
nunber of retention days.
{Press Enter} or enter
t he nunber of retention
days wanted. Up to 999
days can be entered.
{Press Enter}.

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

K TO PROCEED? Enter Y or N {Press
Enter}. Acknow edge
message by pressing Enter
agai n.

Y - Report criteriais
correct and report is
ready to be generated.
Report is executed in the
backgr ound.

N - Report criteriais
not correct or user
desires at this time not
to generate the report.
Cursor will nove back to
period ending field to
reenter data or exit the
form

If "L'" was selected to list the report to the screen, the report
is generated in the background and when done it will list to the
screen. Press Enter to view. If report is larger than screen,
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foll ow the commands at the bottom of the screen to nove fromleft
to right or down a page or up a page or quit. Once user quits
the view, the systemw || pronpt to send the report to the
printer (y/n). Answer pronpt {press enter}. Another pronpt wll

appear to delete the report (y/n). Answer pronpt {press enter}.
Press Enter again.

User is returned to Mlitary Reports Section Menu.

Press F10 to exit.
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GENERATE HAF 7111/7801 STATUS REPCRT

BACKGROUND:

This report option provides a conmand | evel report of the status
for each FOA.

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE
Select 8 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to select HAF 7111 Status or HAF 7801 Status
{Press Enter}

OR
Select 4 - MIlitary Accounting Functions. {Press Enter}
Select 7 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to select HAF 7111 Status or HAF 7801 Status
{Press Enter}

User is now at screen HQL.8.2 - CEEM S Report Sel ection Screen -
HAF 7111 Status or HAF 7801 St atus.

PRI NT/ LI ST WHEN PRODUCED Enter P, L, or N
{Press Enter}

P - Send to printer

i mredi atel y.

L - List to screen

w thout printing. User
can then send to printer
after view ng.

N - Cenerate Report
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COPI ES

PRI NTER

RETENTI ON DAYS
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W thout printing. User
can then send to printer
at a later date or view
at a later date by using
the print/list/delete

al ready generated reports
menu opti on.

Defaults to 1. {Press
Enter} or enter the
nunber of copi es wanted.
Up to 999 can be
entered. {Press Enter}

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Enter the printer site
name where the output
will be sent. {Press
Enter}.

If L was entered in
previous field, the
printer site should be
popul ated so report could
be sent to the printer

i mredi ately after |isting
it to the screen

O herwi se, you wll not
be able to print at that
tinme and will have to go
t hrough the
print/list/delete already
generated reports
selection to print.

OR

Press F4 for a list of
all the report sites
avai |l able to select from

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Defaults to a required



nunber of retention days.
{Press Enter} or enter
the nunber of retention
days wanted. Up to 999
days can be entered.
{Press Enter}.

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

K TO PROCEED? Enter Y or N {Press
Enter}. Acknow edge
message by pressing Enter
agai n.

Y - Report criteriais
correct and report is
ready to be generated.
Report is executed in the
backgr ound.

N - Report criteriais
not correct or user
desires at this time not
to generate the report.
Cursor will nove back to
period ending field to
reenter data or exit the
form

If "L'" was selected to list the report to the screen, the report
is generated in the background and when done it will list to the
screen. Press Enter to view. If report is larger than screen,
foll ow the commands at the bottom of the screen to nove fromleft
to right or down a page or up a page or quit. Once user quits
the view, the systemw || pronpt to send the report to the
printer (y/n). Answer pronpt {press enter}. Another pronpt wll
appear to delete the report (y/n). Answer pronpt {press enter}.
Press Enter again.

User is returned to Mlitary Reports Section Menu.

Press F10 to exit.
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GENERATE HAF 7801 FLASH REPORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE
Select 8 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to select HAF 7801 Fl ash {Press Enter}
OR
Select 4 - MIlitary Accounting Functions. {Press Enter}
Select 7 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to select HAF 7801 Fl ash {Press Enter}

User is now at screen HQL.8.2 - CEEM S Report Sel ection Screen -
HAF 7801 Fl ash.

FOR PERI OD ENDI NG Enter the accounting
period for the report to
be generated. Format
must be MWY. Skips to
next field.

REPORT LEVEL Enter the report |evel.
DIS for District
DIV for Division
LAB for Laboratory
CRP for Conmmand
Skips to next field.

OoR
Press F4 for a list of

all the report levels
avai l able to select from
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To generate a Division Level report user nust have at | east
Di vision Level Access in CEEM S.

To generate a Command Level report user nust have at | east
Command Level Access in CEEM S.

FOA Enter the FOA Code.
Ski ps to next field.

If DIV was entered in
report |evel, enter any
FOA code within the

Di vi si on.

If CRP was entered in
report |level, enter ZZ
for the FOA Code.

MODULE Automatically popul at ed
wth M {Press Enter}.
Skips to Print/List
When Produced field.

OPERATI NG AGENCY Automatical ly popul ates
when FOA Code was
entered. Skips to
Print/List Wien Produced
Fi el d.

PRI NT/ LI ST WHEN PRODUCED Enter P, L, or N
{Press Enter}

P - Send to printer

i mredi atel y.

L - List to screen

W thout printing. User
can then send to printer
after view ng.

N - Cenerate Report

W thout printing. User
can then send to printer
at a later date or view
at a later date by using
the print/list/delete

al ready generated reports
menu option.
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COPI ES

PRI NTER

RETENTI ON DAYS

25- 83

Defaults to 1. {Press
Enter} or enter the
nunber of copi es wanted.
Up to 999 can be
entered. {Press Enter}

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Enter the printer site
name where the output
will be sent. {Press
Enter}.

If L was entered in
previous field, the
printer site should be
popul ated so report could
be sent to the printer

i mredi ately after |isting
it to the screen

O herwi se, you wll not
be able to print at that
tinme and will have to go
t hrough the
print/list/delete already
generated reports
selection to print.

OR

Press F4 for a list of
all the report sites
avai l able to select from

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Defaults to a required
nunber of retention days.
{Press Enter} or enter
t he nunber of retention
days wanted. Up to 999
days can be entered.

{Press Enter}.

Press SHI FT/ TAB keys



si mul taneously to nove
back to previous fields.

K TO PROCEED? Enter Y or N {Press
Enter}. Acknow edge
message by pressing Enter
agai n.

Y - Report criteriais
correct and report is
ready to be generated.
Report is executed in the
backgr ound.

N - Report criteriais
not correct or user
desires at this time not
to generate the report.
Cursor will nove back to
period ending field to
reenter data or exit the
form

If "L'" was selected to list the report to the screen, the report
is generated in the background and when done it will list to the
screen. Press Enter to view. If report is larger than screen,
foll ow the commands at the bottom of the screen to nove fromleft
to right or down a page or up a page or quit. Once user quits
the view, the systemw || pronpt to send the report to the
printer (y/n). Answer pronpt {press enter}. Another pronpt wll
appear to delete the report (y/n). Answer pronpt {press enter}.
Press Enter again.

User is returned to Mlitary Reports Section Menu.

Press F10 to exit.
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GENERATE HAF BAAN LI STI NG

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE
Select 8 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to sel ect HAF BAAN Listing {Press Enter}
OR
Select 4 - MIlitary Accounting Functions. {Press Enter}
Select 7 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}

Use down arrow key to sel ect HAF BAAN Listing {Press Enter}

User is now at screen HQL.8.2 - CEEM S Report Sel ection Screen -
HAF BAAN Li sti ng.

PRI NT/ LI ST WHEN PRODUCED Enter P, L, or N
{Press Enter}

P - Send to printer

i mredi atel y.

L - List to screen

w thout printing. User
can then send to printer
after view ng.

N - Cenerate Report

w thout printing. User
can then send to printer
at a later date or view
at a later date by using
the print/list/delete

al ready generated reports
menu opti on.
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COPI ES

PRI NTER

RETENTI ON DAYS
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Defaults to 1. {Press
Enter} or enter the
nunber of copi es wanted.
Up to 999 can be
entered. {Press Enter}

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Enter the printer site
name where the output
will be sent. {Press
Enter}.

If L was entered in
previous field, the
printer site should be
popul ated so report could
be sent to the printer

i mredi ately after |isting
it to the screen

O herwi se, you wll not
be able to print at that
tinme and will have to go
t hrough the
print/list/delete already
generated reports
selection to print.

OR

Press F4 for a list of
all the report sites
avai |l able to select from

Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

Defaults to a required
nunber of retention days.
{Press Enter} or enter
t he nunber of retention
days wanted. Up to 999
days can be entered.

{Press Enter}.



Press SHI FT/ TAB keys
si mul taneously to nove
back to previous fields.

K TO PROCEED? Enter Y or N {Press
Enter}. Acknow edge
message by pressing Enter
agai n.

Y - Report criteriais
correct and report is
ready to be generated.
Report is executed in the
backgr ound.

N - Report criteriais
not correct or user
desires at this time not
to generate the report.
Cursor will nove back to
period ending field to
reenter data or exit the
form

If "L'" was selected to list the report to the screen, the report
is generated in the background and when done it will list to the
screen. Press Enter to view. If report is larger than screen,
foll ow the commands at the bottom of the screen to nove fromleft
to right or down a page or up a page or quit. Once user quits
the view, the systemw || pronpt to send the report to the
printer (y/n). Answer pronpt {press enter}. Another pronpt wll
appear to delete the report (y/n). Answer pronpt {press enter}.
Press Enter again.

User is returned to Mlitary Reports Section Menu.

Press F10 to exit.
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CHAPTER 25 - SECTI ON M
GENERATE/ VI EW REVCLVI NG FUND COVMWAND LEVEL REPORTS

This section is used to provide screen navigation for generating
the follow ng reports:

CGeneral Ledger Trial Bal ance
Statenent of Results From Operations
Agi ng of Accounts Receivabl e

Pl ant, Property, and Equi pnent

PRI P

Congr essi onal Statenents
| nconme St at enent

Refer to the follow ng pages for each report as applicable:

REPORT PAGE( s)

CGenerate Al Revol ving Fund
Reports 25-88 thru 25-90

Execute Reconciliation/Edit
Reports 25-91 thru 25-92

Vi ew Reconciliation/Edit Reports 25-93 thru 25-94
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GENERATE ALL REVOLVI NG FUND REPORTS

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE

User is now at screen HQ 1.8.2 -

FOR PERI GD ENDI NG

REPORT LEVEL

FOA

25-89

Enter 8 Reports. {Press Enter}

Use down arrow key to nove to
Revol vi ng Fund Accounti ng
Reports {Press Enter}

Use down arrow key to nove to
appropriate report. {Press
Enter}

OR

Enter 5 Revol ving Fund
Account i ng Functions
{Press Enter}

Enter 7 Reports. {Press
Enter}

Use down arrow key to nove to
Revol vi ng Fund Accounti ng
Reports {Press Enter}

Use down arrow key to nove to
appropriate report. {Press
Enter}

CEEM S Report Sel ection Screen

Enter the accounting period
for the report. Format nust
be MMrY. Skips to next field.

Enter DIS or DIV or CRP.
Skips to next field.

Enter the FOA Code for
District report or enter any
FQA Code within the Division
for Division Report. This



field is automatically popu-
| ated for Corporate Level
report. Skips to next field.

Aut omatically popul ates the FSN, DSSN, ASN and OPERATI NG AGENCY

fromthe FQA tabl e.
PRI NT/ LI ST WHEN PRODUCED

If L was selected, the report wll
pages of the report of 'q in

Press Enter to view additional
| onercase to quit the view

prese enter or type 'q" to quit.

Vi ew menu option screen.

COPI ES

PRI NTER

At the end of the file narker

Enter P or L. {Press Enter}

P - Sends report to the
printer identified once
the report is generated.

L - Lists the report to
the screen to view once
generated. |If the report
woul d then need to be

sent to a printer, user
woul d have to regenerate
fromthis screen or {press
F10} to exit this screen
and sel ect the option

PRI NT/ LI ST/ DELETE ALREADY
GENERATED REPORTS. User
woul d sel ect the report
fromthis list, identify
the printer, then {press
END} to execute the print.

now appear on the screen.

(ECF),
Press enter to return to the

Defaults to one. |If nore
copi es are desired, user
enters the nunber.

{Press Enter}.

Enter the renote hi ghspeed
printer name for the report
to be sent to. If user
does not know for sure what
that printer station is,
press F4 to select it from
the valid printer Iist.
{Press Enter}.
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RETENTI ON DAYS Defaults to a required
nunber of retention days.
| f user desires to retain
the file longer or shorter,
enter the nunber of days.
{Press Enter}.

K TO PROCEED? Enter Y. {Press Enter}

At this point a nessage will appear at the bottom of the screen
that the report is being generated in the background. Press
Enter to acknow edge t he nessage.

Press F10 to exit.
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EXECUTE RECONCI LI ATI OV EDI T REPORTS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Enter 5 - Revol ving Fund
Accounting Functions {Press
Enter}

Enter 5 - Execute
Reconciliation/Edit Reports
{Press Enter}

Use up/down arrow keys to nove to the report desired. {Press
Enter}

User is now at Screen HQL.3.5 - CEEM S Execute
Reconci liation/Edit Reports Menu.
CHO CE Enter 1 or 2. Skips to next
field.
R
Enter 3 report is executed.

OR

Enter 4 user is returned to
previ ous nenu.

Choice 1 - Enter if executing a reconciliation/edit report for
one FOQOA.

Choice 2 - Enter if executing a reconciliation/edit report for
one entire Division. User nust have at |east division |evel
access.

Choice 3 - Enter if executing a reconciliation/edit report for
all FOAs in the Command. User nust have at |east command | evel
access. Once this option is entered, a %sign will populate in
the FOA field and the report wll execute.

Choice 4 - Enter to exit the formand return to previ ous nenu.
VWen this option is entered, the user is automatically returned
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to the previous nenu.

FOA Enter the applicable FOA code
for Choice 1. {Press Enter}
oR

Enter the first position of

t he applicable Division code
for Choice 2 or enter any FOA
code wi hin that D vision.
{Press Enter}

Report will now execute. Wen report is conplete, user is
pronpted to return to the menu. {Press Enter}.

Press CTRL-F1 to nove between Choice Field and FOA Fi el d.

Press F10 to exit form

NOTE:

Reconciliation reports wite to only one file. |If another choice

is selected prior to reviewing the results of the first one, this
fileis overwitten with the next report.
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VI EW RECONCI LI ATI ON EDI T REPORTS

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Enter 5 - Revol ving Fund
Accounting Functions {Press
Enter}

Enter 6 - View
Reconciliation/ Edit Reports.
{Press Enter}

Use up/down arrow keys to nove to the report desired. {Press
Enter}

User is now at Screen HQL.3.6.1 - Reconciliation View Screen
(Revol ving Fund Reports)
CHO CE Enter 1 or 2. Skips to next
field.
R
Enter 3 report is executed.

OR

Enter 4 user is returned to
previ ous nenu.

Choice 1 - Enter if viewing a reconciliation/edit report for one
FOA. This wll be the nost current report executed.

Choice 2 - Enter if viewing a reconciliation/edit report for one
entire Division. This will be the nost current report executed.

Choice 3 - Enter if viewing a reconciliation/edit report for al
FQAs in the Command. This will be the nost current report
execut ed.

Choice 4 - Enter to exit the formand return to previ ous nmenu.
VWien this option is entered, the user is automatically returned
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to the previous nenu.

FOA Enter the applicable FOA code
for Choice 1. Skips to next
field.

OR

Enter the first position of

t he applicable Division code
for Choice 2 or enter any FOA
code wi hin that D vision.

Ski ps to next field.

PRI NT/ LI ST Enter P to print imrediately
to the printer specified or
Enter L to view prior to
printing or without printing.
Skips to next field if P was
entered. Press enter if L.

PRI NTER This field will not be entered
if L was selected in previous
field. The report wll list
to the screen i medi ately upon
entering the L.

O herwse, if Pwas entered,
enter the printer site if
known. | f unknown, press the
F4 key to select printer from
the list. {Press Enter}

Report will now either be sent to the printer specified or |ist
to the screen. User will view the report by pressing the enter
key to view each page. Wen conplete user can enter 'q" in |ower
case at the colon ":' sign or at the EOF file marker. Press
enter again to return to the nmenu.

Press CTRL-F1 to nove between Choice Field and FQA Fi el d.

Press F10 to exit form
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CHAPTER 25 - SECTION N
DFAS FI LE TRANSFER

BACKGROUND:
This section is used to assist the user in screen navigation for
creating, view ng and sending the DFAS data files for upward
reporting fromthe USACE Fi nance Center.
SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu Screen (HQL. 0)

ENTER CHO CE Enter 9 - DFAS File Transfer.
{Press Enter}

User is now at Screen HQL.9.12 - Mlitary DFAS File Transfer Menu

MAKE A SELECTI ON Enter 1, 2, 3 or 4. {Press
Enter}. Foll ow gui dance bel ow
for each option.

1 - HAF 7111 Report. Enter 1 {Press Enter} to create, view, and
send the HAF 7111 Report.

2 - HAF 7801 Report. Enter 2 {Press Enter} to create, view, and
send the HAF 7801 Report.

3 - Mlitary Checkissue. Enter 3 {Press Enter} to create and
send the Mlitary Checki ssue Report.

4 - Exit. Enter 4 {Press Enter} to exit the DFAS File Transfer
Menu.

Press F10 to exit form

HAF 7111 AND HAF 7801 REPORT.

User is now at Screen HQL.9.12.1 - HAF 7111 DFAS File Transfer
R

User is now at Screen HQL.9.12.2 - HAF 7801 DFAS File Transfer

ENTER A SELECTI ON Enter 1,2,3, or 4. {Press

Enter}. Foll ow gui dance bel ow
for each option.
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1 - Create HAF 7111/7801 DFAS File. Enter 1 {Press Enter}.
Cursor noves to Enter the Period field.

2 - View Current HAF 7111/7801 DFAS File. Enter 2 {Press Enter}.

Data file will appear on screen. Date file is in VI-Editing
mode. At colon (:) sign, user can press enter to view next page
or enter 'q" to quit. At (EOF) file marker, user can {press
enter} twice to return to Transfer Menu or enter 'q" to quit then
{press enter} to return to Transfer Menu.

3 - Send Current HAF 7111/7801 File to DFAS. Enter 3 {Press
Enter}.

User is pronpted for the necessary information to FTP the data
file to the appropriate |ocation.

4 - Return to Previous Menu. Enter 4 {Press Enter}.

User is returned to the MIlitary DFAS File Transfer Menu. User
can now sel ect another report to transfer or Exit.

User can exit the MIlitary DFAS File Transfer Menu conpletely by
pressing F10. Wiile on the unique report DFAS File Transfer
menu, a pop up wi ndow nmay appear when the F10 key is pressed
asking user "Do You Want To Quit?". Press Enter to respond ' YES
or Press "N to respond "NO or Press 'C to respond ' CANCEL'.

If "YES is selected, user will be returned to the CEEM S nenu.
If "NO or 'CANCEL' is selected, user wwll be returned to the
uni que report DFAS File Transfer Menu.

ENTER THE PERI CD If selection 1 was entered to
create the HAF 7111/7801 file,
this field will be entered.
The period is automatically
popul ated with the current
accounting period. {Press
Enter} If the current period
is not the correct period,
then enter the accounting
period. Format is MWY
{Press Enter}.

This field is not applicable
to selections 2, 3 or 4.
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Data file wll be created. Wen conplete {Press Enter} to return
to the Transfer Menu. This data file when created wll reside in
the user's $HOVE directory in a file titled arny77a
User can print this file at any tinme by exiting CEEM S and
returning to the $HOVE directory. Wile in the $HOVE directory
user can send the file to a renote printer site or can print it
to the local printer connected to the CPU
To Print to Renote Printer:
At the pronpt sign, user can enter in |ower case the foll ow ng:

| pr -P[renote printer site] arny77a

Repl ace [renpote printer site] with the printer nane.

To Print to Local Printer Connected To CPU
At the pronmpt sign, user can press Control plus Print Screen Keys
sinmultaneously to turn printer on. Then user enters in | ower
case the foll ow ng:

cat arny77a {press enter}
The data file will begin printing. Once conplete, user needs to

press Control plus Print Screen Keys simultaneously again to turn
printer off.
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