CHAPTER 28
Al R FORCE 7801 REPORT

PURPOSE:

To provide screen navigation for creating/updating HAF 7801 report,
executing and view ng reconciliations, and generating/printing
reports.

DUE DATE

The HAF 7801 is due at the UFC NLT 4th Wrk Day. Agenci es are
required to submt a HAF 7801 for all accounting periods, even when
there are no financial transactions to report. This enables the
UFC to account for all reporting agencies.

System nust be open for submission. |If not a nmessage will appear
at the bottom of the screen.

User can only create report for current accounting period.
User can view reports for prior accounting periods.

ACCESS PERM SSI ONS:

a. User nust have create/update perm ssions for the applicable FQA
in order to create or wupdate report data, execute or Vview
reconciliation/edit reports, and generate or view reports.

b. User nust have generate/view permssions for the applicable FOA
in order to generate or view reports. This does not allow the user
to create or update report data.

c. User nust have view permssions for the applicable FOA in order
to only view reports already generated. This does not allow the
user to create, update or generate reports.

d. District Report Level users can only performfunctions for the
specific FOA or District. Di vision Report Level users can only
performfunctions for the specific Dvision. Comand Report Level
users can generate reports for the entire command. UFC Command
Report Level users can performfunctions for the entire command.
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ADDI TI ONAL | NFORIVATI ON:

Wil e using this nodul e, user can performthe follow ng functions
in the screens:

F2/ F3 Query Keys -- To query information while on a screen, press
the F2 key then enter the criteria for the query in the applicable
field. Press the F3 key to execute the query. The information
will be retrieved fromthe database.

Up/ Down Arrow Keys -- User will use the up/down arrow keys to nove
bet ween records whil e popul ated on the screen.

Shift-F2 Keys -- User will use the Shift-F2 Keys to view groups of
records at a tinme while populated on the screen. Not all screens
provide this capability.

Tab/Enter Keys -- User will use the tab or enter keys to nove
between fields on the screen.

Shift-Tab Keys -- User will use the Shift-Tab Keys to nove back a
field on the screen.

Control -F2 Keys -- User will use the Control-F2 Keys to execute a
menu option in the |oad routine procedures.

FA4 Key -- User will use the F4 key to retrieve a list of data while
on a particular field to select fromin case the data is unknown.

End Key -- User will use the End Key to conmt/save data to the
dat abase.
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PROCEDURE:

a. District generates the COEM S/ CEFMS data file at nonth end.

b. D strict executes the FTP and | oad procedure in CEEM S in order
to load the current accounting period data file to the UFC

c. District views edit errors and corrects data file until data is
submtted without errors. Data file can be edited while | ogged in
to CEEM S via the UNI X editor commands or can be edited on a CYBER
mai nfrane and then rel oaded up to the CEEM S dat abase agai n.
d. District executes reconciliations until data is accepted.

e. District generates CEEM S reports.
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CHAPTER 28 - SECTION A
TO FTP AND LOAD HAF 7801 REPORT

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE
4 - Mlitary Accounting Functions {Press Enter}
4 - Load CCEM S Dat a {Press Enter}
1 - Load HAF 7801 {Press Enter}

User is now at Screen HQL.4.3.2 - Load CCEM S Mlitary Data (HAF
7801) .

FOA CODE Enter the applicable FOA
code. Skips to Choice
Fi el d.
R

Press F4 to select valid
FOA fromthe |ist.

|f systemis closed for the current accounting period, an error
nmessage will be displayed. Data cannot be |oaded until the system
is opened by the UFC Data Base Administrator. Press F10 to exit
the form

|f the F4 key is used, a pop up window will appear that contains
all the valid FOA codes the user ha sbeen granted access to use.
User can:

USE UP OR DOMN 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
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enter a value and press
enter to execute the

query.

PRESS END Use the end key to
sel ect the choice.
Systemw || automatically
nove to the appropriate
screen to continue on.

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

FSN Aut omatically popul at ed
with the FSN of the FOA
ent er ed.

PERI OD Aut omatically popul at ed
W th t he current

accounting peri od.

CHO CE Enter 1, 2, 3, 4 {Press
CTRL- F2} to execut e
action or Enter 5 {Press
Enter}. Follow the
gui dance below for each
opti on desired.

To | oad anot her FOA, press SH FT/ TAB keys sinultaneously fromthe
CHOCE field. CQursor will return to the FOA field. Enter the FOA
code and foll ow the sane procedures.

Press F10 to exit the form conpletely.
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1 - DOMNLOAD FILE. This option is the first step in |oading the
HAF 7801 report data file. This option will execute a procedure to
FTP the data file fromeither a CYBER or SUN nmainfranme to the UFC
SUN nmai nfranme, |oad the data into the UFC dat abase, and generate an
edit error report. Data not passing edits will not load into the
UFC dat abase. This procedure takes approximtely 3-5 m nutes.

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

a. Enter 1 {Press CTRL-F2}.

b. Enter the nane of the HAF 7801 data file to be retrieved from
the local mainfrane {Press Enter}. The data file nust be in the
format of EROC [ XX]. Replace [XX] with the applicable FOA code.
The word EROC nust be in upper case. The first character of the
FOA code nust be in upper case. For exanple: EROC SO.

kkkkkikkhkk*k

NOTE: For CEFMS sites, you nust first copy your data file to a
file naned in this format in upper case so that it can be retrieved
fromthe UNI X mai nfrane and | oaded up to the UFC UNI X mai nfrane in

the sanme fornat. CEFMS sites can also nove their data file
manual | y. The data file nust be placed in the user's $HOVE
directory in upper case. |If the data file is noved nmanually, then

the user nust use |load nenu option #4 RELOAD to |load the data in
t he UFC data base.

kkkkkikkhkk*k

c. Enter the local mainframe famly or nmachi ne nane where the HAF
7801 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 7801 data file
resides. DO NOT ENTER THE FILE NAME. {Press Enter}

e. Enter the CEAP USERID used to connect user to the |ocal
mai nframe {Press Enter}. CEFMS sites nust enter this |ogin USERI D
in | ower case.

f. Enter the CEAP password and famly nanme used to connect user to
the local CYBER nmainfrane. CEFM5 sites just enter the CEAP
password used to connect user to the local SUN mainframe in | ower
case. {Press Enter}.

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

|f any of the log on data is incorrect then user will be aborted
imediately wwth an error nessage. {Press Enter} to return to the
|load nenu if error occurs. Enter option 1 {Press CTRL-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 wl|
begin. WAt approximately 3-5 mnutes for the |oad/edit process.

Once the load/edit procedure is conplete a nessage wll 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.

Press Menu Option 5 to return to previous nenu or F10 to exit |oad
pr ocedur es.
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2 - VIEWERRORS. This option is the second step in | oading the HAF
7801 report 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 will appear on
t he screen.

TO VIEW REPCORT. {Press Enter} at the colon (:) to view each
page of errors OR {Press Enter} twce at the (EOF): to return to
t he | oad nenu.

TO PRINT 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 system pronpt type in lower case wth
exception to the -P the foll ow ng:

| pr -P[renote printer nanme] | oadaf78.[ FOA CODE].lis

Repl ace [renpte printer nane] wth the nanme of the local renote
printer. Repl ace [FOA CODE] wth the FOA Code of the report to
print. This file is located in the user's $HOVE directory.

b. If any errors exist, user nust edit the data file and correct
any errors or contact the UFC POC to correct UFC data. I f user
nmust correct the data file and is experienced with VI editing, then
the editing can be performed on the CEEM S mai nfrane. O herw se,
the user will have to log on to the |ocal CYBER mainfranme and
correct the data file and rel oad.

TO EDIT ON UFC MAI NFRAME (VI -EDI TING . User can select Option
3 - EDT DOMLOAD FI LE.

TO EDIT ON LOCAL MAI NFRAME. Exit CEEMS. User will exit the
UFC mai nframe and connect to the |ocal CYBER nainfranme and edit the
data file fromthat nmainfrane. Save the new changes to the data
file. Exit the |ocal CYBER nminfrane and connect to the UFC
mai nfrane. Execute the CEEM S application again. Go to the |oad
menu. Select Option 1 Dowload File. The new data file will be
transferred back up to the UFC mainfrane and the |oad/edit
procedure will execute again.

User will continue this process until the data has been sucessfully
| oaded with no edit errors. At that time, the status table will be
updated with 'SUBM TTED . The HAF 7801 report is not considered
"ACCEPTED wuntil the reconciliations are executed.

User will now execute the reconciliations.
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Press Menu Option 5 to return to previous nenu or F10 to exit |oad
pr ocedur es.
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3 - EDT DOMLQADED FILE. This option will allow the user to edit
the HAF 7801 data file in Vl-editing node. I f user is famliar
with VI-editing, user can use this option. Oherw se, user wll
need to exit CEEM S and correct data file on | ocal CYBER nmai nfrane
and retransmt.

a. Enter 3 {Press CTRL-F2}. The HAF 7801 report 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 {lower case} then Shift key plus Exclamation Point Sign Key
simul taneously. {Press Enter} twice. User will be returned to the
| oad nmenu screen.

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

User will continue this process until the data has been sucessfully
| oaded with no edit errors. At that tine, the status table will be
updated with 'SUBM TTED . The HAF 7801 report is not considered
"ACCEPTED wuntil the reconciliations are executed.

User will now execute the reconciliations.

Press Menu Option 5 to return to previous nenu or F10 to exit | oad
pr ocedur es.
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4 - RELCAD DOMLOADED FI LE. This option is used to reload the
existing data file again after errors have been corrected via
Option 3 or after the UFC has nmade corrections. CEFMS sites
copying the data file manually to the user's $HOVE directory will
use this nmenu option to load their data initially into the UFC data
base.

This option is NOT to be used unless editing was performed on the
UFC mai nfranme or no changes were required to the FOA 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 load and edit procedures wll
execute. Wit approximately 3-5 mnutes. \Wen conpleted {Press
Enter} to return to the | oad nenu.

Continue this process until the data has been successfully | oaded
wth no edit errors. At that tinme, the status table wll be
updated with 'SUBM TTED . The HAF 7801 report is not considered
" ACCEPTED wuntil the reconciliations are execut ed.

User will now execute the reconciliations.

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 r ane.

kkkk*kk*

Press Menu Option 5 to return to previous nenu or F10 to exit |oad
pr ocedur es.
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5 - PREVIQUS MENU. This option will allow the user to exit the
| oad nmenu and return to screen HQL. 4.4 - Load COEM S Mlitary Data
Menu.

a. Enter 5 {Press Enter}.

This option will return the user back to the main mlitary | oad
menu. User can then select another report option to |oad.

O herwi se, press F10 to exit the | oad procedure.
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CHAPTER 28 - SECTION B
TO CREATE HAF 7801 REPORT

The user has the option to either load the data file generated by
COEM S/CEFMS or to manually insert the data via the CEEMS
create/update form

Once the current accounting period report data has been
successfully | oaded into the UFC database via the CEEM S | oad/ edi t
procedure then the user can edit data via this option.

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE Press CTRL-F1 to nove to
Smart Code Fi el d.
SMART CODE Enter CW7801. {Press
Enter}
OorR

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

ENTER CHO CE
4 - Mlitary Accounting Functions {Press Enter}
3 - Create/ Update Reports {Press Enter}

Use down arrow to npve cursor to HAF 7801. Press Enter to sel ect
t he HAF 7801 report.

You are now at Screen HQL.4.3.2 - HAF 7801 Create/ Update.

FOA CODE Enter the FOA Code. Skips
to Appropriation Fund
Code Fi el d.
OR

Sel ect FOA code from F4
list.
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FSN

ACCOUNTI NG PERI GD

Aut omatically popul at ed
with the FSN applicable
to the FOA code.

Aut omatically popul at ed
W th t he current
accounti ng peri od.

Remai ni ng Header information such as FOA and Fi nance & Accounting
Oficer will automatically popul ate when the FOA code is entered.

APPROPRI ATI ON FUND CODE

APPROPRI ATl ON PROGRAM YEAR

APPROPRI ATI ON DEPT CODE

APPROPRI ATl ON TRANSFER DEPT

APPROPI ATI ON FI SCAL YEAR

APPROPRI ATI ON BASI C SYMBOL

APPROPRI ATION LIM T
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Enter the Fund Code. Skips
to Fiscal Year field.

OR

Press F4 to select Fund
Code fromthe valid list.

Aut omatically popul at ed
fromthe Fund Code.

Aut omatically popul at ed
fromthe Fund Code.

Aut omatically popul at ed
fromthe Fund Code.

Ent er t he appl i cabl e

appropriation fiscal
year. Skips to Project
Code fi el d.

R

Press F4 to select fisca
year fromthe valid |ist.

Aut omatically popul at ed
fromthe Fund Code.

Aut omatically popul at ed
fromthe Fund Code.



PROIECT CODE

PRQIECT BAAN

ALLOTMENT RECEI VED

CURRENT MONTH OBLI GATI ONS

CUMULATI VE OBLI GATI ONS | NCURRED

CUMULATI VE PAYMENTS

COWM TMENTS OUTSTANDI NG
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Ent er t he appl i cabl e
Proj ect Code. Skips to
Project BAAN fi el d.

OR
Press F4 to sel ect
project code from valid
list.

Aut omatically popul at ed
with project BAAN if
project code is selected
from the F4 list.

O herw se, enter the
proj ect BAAN. Skips to
Al'l ot mrent Received field.

OR

Press F4 to sel ect
project BAAN from valid
list.

Enter the anpunt of the
curmul ative allotnents
received to date for this
proj ect/BAAN. {Press
Enter}

Enter the anmount of the
current nonth obligations
{Press Enter}

Enter the anount of the
cunmul ative obligations
incurred to date. {Press
Enter}

Enter the anount of the
cunmul ative paynents to
date. {Press Enter}

Enter the anount of the
cunul ati ve out standi ng
commtnents. {Press
Enter}



UNOBLI GATED AMOUNT

obl i ga-

UNDEL| VERED CORDERS - GOVERNVENT

UNDEL| VERED CRDERS - NON- GOVERNVENT

undel i ver ed

ACCOUNTS PAYABLE - GOVERNMENT

ACCOUNTS PAYABLE - NON- GOVERNVENT

ACCOUNTS RECEI VABLE - GOVERNMENT

Enter}

ACCOUNTS RECEI VABLE - NON- GOVERNMENT

Enter}

Press END to comm t.

To create another record.

This sumis automatically
cal cul at ed based on the
di fference between the

Al | ot ment Received field
and t he cumul ati ve

tions incurred.

Enter the anmount of the
cunul ati ve out standi ng
gover nment undel i vered
orders. {Press Enter}

Enter the anount of the
cunul ati ve out standi ng
non- gover niment

orders. {Press Enter}
Enter the anount of the
cunul ati ve out standi ng

gover nnent accounts
payable. {Press Enter}

Enter the anmount of the
cunul ati ve out standi ng

non- gover nment accounts
payable. {Press Enter}

Enter the anpbunt of the
cunul ati ve out standi ng
government accounts

recei vabl e. {Press

Enter the anmount of the
cunul ati ve out standi ng
non- gover nment accounts
recei vabl e. {Press

{Press F9} and follow the steps above.

Continue this process until all records have been | oaded for the

28-16



FOA.
Press F10 to exit the form

At this time data has been successfully loaded into the UFC
dat abase but not consi dered ' ACCEPTED .

Execute and View Reconciliation/Edit Report in order to be
" ACCEPTED .
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CHAPTER 28 - SECTION B
TO UPDATE HAF 7801 REPORT

Fol | ow gui dance established under Create HAF 7801 report for Screen
Navi gat i on.

Once FOA code is entered for same accounting period, a query is
performed and the information is retrieved and populated in the
form

User can use the up/down arrow keys while cursor is |located on the
appropriation accounting classification information to nove between
appropriations/projects/BAANs. Once the proper one is |ocated then
user can use the enter key to nove to the appropriate field that
needs editing. User can use the F6 key to clear the field or if
the entire appropriation record needs to be deleted the user can
press the SHI FT-F5 keys sinultaneously to delete the record.

User can query for a unique appropriation, project or BAAN by
pressing the F2 key then using the enter key to nove to the
applicable field to query on. Enter the query criteria in that
field, then press the F3 key to execute the query. The record wll
popul ate on the screen. User can use the enter key to nove to the
apropriate field that needs editing.

ess END to commit change.

Press F10 to exit form If user did not press end to conmt prior
to pressing the F10 key a box wll apear asking to commt data
entered or cancel. Press Y to commt, N to exit wthout
commtting, or Cto cancel and remain in form

Execute and View Reconciliation/Edit Report in order to be
" ACCEPTED .
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CHAPTER 28 - SECTION C
TO EXECUTE HAF 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 CODE Enter RCONMX. {Press
Enter}
OoR

Press CTRL-F1 to nove to
Enter Choice field.
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. Press Enter
to sel ect HAF 7801 Recon Report.

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

CHO CE Enter 1, 2, 3 or 4. Skips
to FOA field when 1,2, or
3 are entered. Fol | ow

the guidance below for
each option desired.

Choice 1 - Enter if executing a HAF 7801 reconciliation for one
speci fic FOA

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

28-19



Choice 3 - Enter if executing a HAF7801 reconciliation for all FQAs
in the Conmand. User nust have at |east Command | evel access.

Choice 4 - Enter to exit form and automatically return to
Recon/ Edit Menu.

FOA Enter the applicable FQOA
code. Skips 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.

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

SHOW ERRORS? Enter Y or N {Press
Enter}

Enter Y if only the
errors are desired wth
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 nenu.
{Press Enter}.
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User will now need to view the reconciliation edit report or print
the report to view |l ater.

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

Press F10 to exit or enter Choice 4.

kkhkkkkkkh*k*%x

NOTE:

Reconciliation reports wite to only one file |ocated under the
$HOMVE directory. |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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CHAPTER 28 - SECTI ON D
TO VI EW HAF 7801 RECONCI LI ATI ON EDI T REPCRT

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 RCONW. {Press
Enter}
OoR

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}

Use down arrow key to nove cursor to HAF7801 RECON report. Press
Enter to select HAF 7801 Recon Report.

The nost recently generated reconciliation report will now appear

on screen. If report is larger than screen, user can press CIRL

plus right or left arrow keys to nove left or right, press enter to

nmove to next page or press q to quit. At EOF marker, press enter.
User will be pronpted to return to nenu. {Press Enter}

Press F10 to exit.

*kkkkkkk*k

NOTE:

| 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:

Wiile viewng the reconciliation report on the screen, user can
turn printer on and be sure it is online. Press SH FT/Print Screen
keys simultaneously. The portion of the report appearing on the
screen wll store in the printer's nenory. Two vi ew screens can be
printed on one 8 1/2" X 11" sheet of paper. Take printer off |ine
to begin the print process. Be sure to put the printer back on
line before noving to the next page.

To print after viewng the report on screen, exit CEEMS. At the
system pronpt type in lower case with exception to the -P the
fol |l ow ng:

| pr -P[renpote printer site] rcon7801.1is {press enter}

Repl ace [renpte 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 |l ower case the follow ng:

cat rcon7801.1is {press enter}
When print is conpleted be sure to press CTRL/Print Screen keys to

turn the print off, otherwi se everything typed wll go to the
printer.

28- 23



CHAPTER 28 - SECTION E
TO GENERATE HAF 7801 REPORT

BACKGROUND:

Prior to generating any HAF 7801 reports, user nust have executed
the HAF 7801 reconciliation/edit report and received a status of
" ACCEPTED .

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 GW801l. {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 7801 Report. {Press Enter}
OR
Select 4 - Mlitary 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 7801 Report.
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User is now at screen HQL.8.2 - CEEM S Report Sel ection Screen -
Air Force 7801

FOR PERI OD ENDI NG Enter the accounting period
for the report to be
gener at ed. Format nust
be MWY. Skips to next
field.

REPORT LEVEL Enter the report |evel.

DIS for District
DIV for Division
LAB for Laboratory
CRP for Command
Ski ps 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 FOA Code. Skips

to next field.

If DIV was entered in

report level, enter any
FOA code wthin t he
Di vi si on.

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

MODULE Aut omatical ly popul at es
wth Mfor mlitary.
{Press Enter}. Skips to
Col ums Fi el d.
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FSN

DSSN

ASN

OPERATI NG AGENCY

CCLUWNS

Aut omatically popul at es
when FOA Code was
ent er ed. Ski ps to
Print/List Wen Produced
Fi el d.

Aut omatically popul at es
when FOA Code was
ent er ed. Ski ps to
Print/List Wen Produced
Fi el d.

Aut omatical ly popul at es
when t he FOA Code was
entered. Skips to
Print/List Wien Produced
Fi el d.

Aut omatically popul at es
when FOA Code was
ent er ed. Ski ps to
Print/List Wen Produced
Fi el d.

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

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

3 - By entering 3 user is requesting all

PRI NT/ LI ST WHEN PRCODUCED
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Enter 1,2, or 3. {Press
Enter}

col ums.

Enter P, L, or N

{Press Enter}

P - Send to printer
i mredi atel y.

L - Li st to screen
w t hout printing. User

can then send to printer
after view ng.

N - Cenerate Report
w t hout printing. User
can then send to printer



COPI ES

PRI NTER

RETENTI ON DAYS
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at a later date or view
at a later date by using
t he print/list/delete
al ready generated reports
menu option.

Defaults to 1. {Press
Enter} or ent er t he
nunber of copies wanted.
Up to 999 can be
entered. {Press Enter}

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

Enter the printer site nane
where the output wll be
sent. {Press Enter}.

| f L was entered in
previ ous field, t he
printer site should be
popul ated so report could
be sent to the printer
i mredi ately after listing
it to the screen.

O herwise, you wll not
be able to print at that
tinme and will have to go
t hr ough t he
print/list/delete already
gener at ed reports
selection to print.

OR

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

Press SHI FT/ TAB keys
simultaneously to nove
back to previous fields.

Defaults to a required
nunber of retention days.



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

Press SHI FT/ TAB keys
simultaneously 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 criteria is
correct and report is

ready to be generated.
Report is executed in the
backgr ound.

N - Report criteria is
not correct or user
desires at this tine 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 system wll pronpt to send the report to the printer
(y/n). Answer pronpt {press enter}. Another pronpt will appear to
delete the report (y/n). Answer pronpt {press enter}. Press Enter
agai n.

User is returned to Mlitary Reports Section Menu.

Press F10 to exit.
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CHAPTER 28 - SECTION F
TO VI EW HAF 7801 REPORT
CURRENT/ PREVI QUS PERI ODS

BACKGROUND:

Any CEEM S user with View capabilities for the HAF 7801 report wll
be able to execute this option. This option allows users to view
report data submtted for current or previous accounting periods.
The user will not be able to edit any of the data popul ated on the
Screens.

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/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 7801 VIEW ({Press Enter}
OR
Select 4 - Mlitary Accounting Functions. {Press Enter}
Select 7 - Reports. {Press Enter}

Use down arrow key to select MIlitary Accounting Reports.
{Press Enter}
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Use down arrow key to sel ect HAF 7801 VI EW

User is now at screen HQL.4.11.2 - HAF 7801 Vi ew

ACCOUNTI NG PERI GD Enter the |ast
day of the accounting
period for the report to

be
Vi ewed. For mat must be
DD- MON- YY.

FOA CODE Enter the FOA Code.

{Press Enter}
OR

Press F4 key for a
list of valid FOA Codes.

|f the F4 key is used, a pop up window will appear that contains
all the valid FOA codes the user has been granted access to use.

USE UP/ DOAN ARROW KEYS Use these keys to nove up/
down the list in the pop
up
w ndow to the desired
sel ection

PRESS TAB Use the tab key to nove
cursor to the find field.
Once in the find field
enter a value and press
ent er to execute the

query.

PRESS END Use the end key to sel ect
the choice. Systemwl|
automatically nove to the
appropriate screen to
conti nue on.

PRESS F10 Use the F10 key to exit
the pop up window with no
action and return to the
previ ous screen.

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

User can press the F2/F3 keys to enter into a query to retrieve
anot her accounting period and FOA

Press F10 to exit.
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CHAPTER 28 - SECTION G
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 Ent er to sel ect
PRI NT/ LI ST/ DELETE GENERATED
REPORTS. {Press Enter}
R

Enter 4 Mlitary Accounting
Functions. {Press Enter}

Enter 7 Reports. {Press Enter}

Pr ess Ent er 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.

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 to the
applicable field to enter query criteria. |If querying on report,
enter the FQOA code followed by a percent sign (%9, then press F3 to
execute the query. Records will 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:
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Print/List field and report selected appears in selected report
field.

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

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

User can now press END at this point to execute action unless
further information is required to be conpleted 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 Nto retain the file or

| eave the field blank for no

action to take place. {Press

Enter}

COPI ES Automatically defaults to 1.
{Press Enter}. O herw se,
enter the nunber of copies you
desire.

PRI NTER Aut omatically defaults to

printer site specified when the
report was generated. {Press
Enter} to accept or change to
the valid printer. Press F4
for a list of printers.

RETENTI ON DAYS Automatically defaults to nunber
of retention days specified
when report was generated.
{Press Enter} to accept or
change to the nunber of days to
retain the file.

Press END to execute the print or |ist command.
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Press F10 to exit.
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