CHAPTER 35

Supervision And Administration (S&A) Report

PURPOSE:

To provide screen navigation for creating/updating the Supervision And Administration (S&A)
Report, executing and viewing reconciliations, and generating/printing reports.

DUE DATE

The Supervison And Administration (S& A) Report reports are to be submitted no later than the
eigth working day following the end of the month. Reporting point of contact isMs. Linda
Jeffries at area code (901)874-7824, FAX 7830

BACKGROUND:

The CEEMIS Supervision And Administration (S&A) Report system must be open for
submission, individual submissions will be closed based on acceptance of reports by the UFC.

FOA's may load the Supervision And Administration (S&A) Report data directly into the
database via the Create/Update form after logging onto CEEMIS, or CEFMSS sites may execute
the (S) submit option, and COEMI S sites will automatically load when option #3 is chosen from
the SA_SUBMIT procedure. Menu options exist for the execution of reconciliationgedits, and
report generation. After viewing the reconciliation reports, if the report contains errors then user
may edit the submission via the Create/Update forms. User then must execute the
reconciliations/edits again. User is not considered accepted until reconciliations/edits are
executed and al report data has been submitted successfully.

ACCESS PERMISSIONS:

a User must have create/update permissions for the applicable FOA in order to create or update
report data, execute or view reconciliatiorvedit reports, generate or view reports, and load the
datafile.

b. User must have generate/view permissions for the applicable FOA in order to generate or
view reportsiif they do not have create/update permissions. This does not alow the user to
create or update report data

C. User must have view permissions for the applicable FOA/DSSN in order to view reports only
that have been submitted and accepted at the UFC. This does not alow the user to
create/update or generate report data

d. Didtrict Report Level users can only perform functions for the specific FOA or District.
Division Report Level users can only perform functions for the specific Divison. Command
Report Level users can generate reports for the entire command. UFC Commeand Report
Leve users can perform functions for the entire command.
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PROCEDURES:

a Digtrict user generates the COEMI S report file or executes the (S) submit option within
CEFMS a month end.

b. District COEMIS user’'sdatais automaticaly submitted to CEEMIS viathe SA_SUBMIT
procedure.

c. Digtrict CEFMS/COEMI S users then execute the reconciliations/edits and views the results.
Any errors existing must be corrected and the data reloaded to the database. User performs
edit functions a thistime in CEEMIS under the Create/lUpdate option in CEEMIS.

d. Digtrict generates CEEMIS reports from the reports menu option.

SECTION (A) - CREATE/UPDATE OR EDIT DATA

SCREEN NAVIGATION:
From the CEEMIS Main Menu (Screen HQ1.0):
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ENTER CHOICE
Selection 5 - Revolving Fund Functions. Press Enter.

Selection 3 - Create/Update Reports. Press Enter.
Arrow down to (S&A) REPORT Report. Press Enter

User isat screen HQ3.14.1.1 - (S&A) REPORT Create/Update Screen
Gl CEAP1 - ESIGMGR

SUPERUISION & ADMINISTRATION COST REPORT HOZ.14.1.1

ENTER FOA CODE Wl

REVOLUING FUND — CURRENT MONTH
REVOLUING FUND - CURRENT YEAR

MILITARY - C NT MONTH
MILITARY - C NT YEAR
LEAKAGE - C NT MONTH

LEAKAGE - C NT YEAR

1.
2.
3.
4.
e
6.

ENTER CHOICE

{Replace>
Exit

FOA CODE Enter your FOA code. Automatically skips to the Enter Choice from the menu. Choices
1 & 2 areto be used to enter your current month and CFY Part 1 - Revolving Fund Data, choices 3 & 4 areto be
used to enter your current month and CFY Part 2 - Military Accounting data, and choices 5 & 6 are to be used to
enter your current month and CFY Part 3 - Leakage vaues.

EXAMPLES OF EACH SCREEN TYPE FOLLOW:

Part |. Revolving Fund, Options 1& 2 on the menu.
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Gl CEAPT - ESIGMGR

SUPERVISION & ADMINISTRATION — PART I. REUVOLUING FUND FOR CURRENT MONTH

EXPENSE ITHCOME DIFFERENCE
A. MILCONCUURS > RF6LAH

GAOUH 20.980, WAl . AR
OTHSI

SUBTOTAL MILCOM

- OBMCUeE> RF660A

0&M <EXCEPT DEPR>

GAOUH

OTHSI

SUBTOTAL O&M (EXCEFT DEPR)

0&M DEPR RF66B1
GAOYH

<Replace’
Exit

EXAMPLE:

Both CEFMS and COEMI S sites submit options will populate this screen. To make a
change, TAB to field, F6 to clear field, type corrected amount and press ENTER. The new dollar
value will be stored. Press END to Commit, and all changes will be saved!

Part |1. Military, Options 3& 4 on the menu.
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%L Signaterm [imf22]

Connectionz: Edit Miew Optionz: Help

| Al 2| B &Sl e & B

| | o e| S

SUPERUISION & ADMIHISTRATION - PART IT, MILITARY FOR CURREHT FMOHTH
COHUS Codls  OCOMUs  OCOHUS
PLACEMENT SaA EXPEMSE PLACEMENT SaA EXPEMSE
A, MILCOH
OIRECT
REIMBEURSABLE
BRAC DIRECT
BRAC REIMBURS by, 820, 27
OTHER 1,HH
SUBTOTAL MILCOH [ iat s obh, Yas , bA
B, 0&M
OIRECT
CEXCEPT DEPR>
REIMEURSABLE T oea: 3T 04 g3, 177,93
CEXCEPT DEPR>
BRAC DIRECT ard, Bab, 69 b,293,96
OEFR
Count: =M S
I wran [ maie | owriwE |

Part 111. Leakage, Options 5& 6 on the menu.
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%L Signaterm [rmf22] =10

Connectionz Edit Wiew Optionz Help

| ole| | eaek| Al 2 B &N 6 & B

SUPERUISTION AHD AOMIMISTRATION - PART III, LEAKAGE FOR CURRENT MOMTH

EXPECTED IHCOME ACTUARL  THCOME LEREAGE
cOIFFEREHCE MAY BE EXPECTED

MILCON .
MILCON GRAC : abb, PHd, bH

TOTAL MILCOM :

Oar .

0arM OEPR : a5

oL EEEEE | R
RAFIO REPOHSE

TOTAL LERKAGE 155,171,785 obb, 8, BH -411,616,52

Count.: =M <Replace:
| TN [ H=TiTd | IkIT THRTR

£

ENTER REPORT DATA ASPROMPTED  Total fiddswill be calculated (self-populating) for ease of data
entry.

Press <END> to commit the current report, each section of the report must be entered (menu
options 1 - 6),press <F10> to exit.
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SECTION (B) - EXECUTE RECONCILIATIONS & EDIT REPORTS

SCREEN NAVIGATION: From the CEEMISMain Menu (Screen HQ1.0)

ENTER CHOICE: Press CTRL F1 to moveto the smart codefield. Enter RCONRX.
Use down arrow key to moveto (S& A) REPORT RECON. {PressEnter} OR Enter 6

You are now at Screen HQ1.3.4 - CEEMI S Execute Reconciliatior/Edit Reports Menu
(Revolving Fund Reports)

Use down arrow key to move to desired recon.  { Press Enter}
You are now at screen HQ1.3.5 - Reconciliation Request Screen.

% Signaterm [rmf22]

Connections Edit “iew Optiohs Help

el slmn Al 2 B a8 el )]

1,6 CEEMIS EXECUTE RECONCILIATION-RDIT REFORTS MEHU — HOL,3.4 -
REUOLUING FUMD REPORTS

TITLE ~ REPORT OESCRIFTION
R GEH LED RECOH
RREHOUS STOCK RECOH

FLHT PROP EOP RECOH
IM COST RECOA

RF COST RECOR
SCHEOULE O RECON
FRIP RECOH

RF CASH RECOR

<EMTER> SELECT ITEM ——————————— <F1@> EXIT

USE UP ~ DOWUH ARROL EEY'S TO MOUE BETLEEH ITENS
Count: #11 <Replace:>
[ wrTaon [ merrr | mwTINE
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CHOICE Enter 1 { Press Enter}

FOA Enter FOA CODE for the appropriate FOA being reconciled. {Press Enter}

Report will now execute and user will press enter to be returned to this HQ1.3.5.

From this screen user can press F10 to exit or enter 4.

User will be taken back to the reconciliation submenu HQ1.3.4 in order to execute another FOA
reconciliation. All reconciliations can be executed before viewing. Each reconciliation report is
written to a separate file based on the FOA code. The particular FOA report is overwritten each
time the execution is performed.

If user does not need to execute any other reconciliations, then press F10 to exit the submenu.

NOTE: The data file generated for the reconciliation/edit report is |ocated under the directory:
Icars/ceemigrecon in afile namein the following format: FOArconSA.lis {Replace FOA
with the FOA code in uppercase}
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SECTION (C) - VIEW RECONCILIATION/EDIT REPORT

SCREEN NAVIGATION: From the CEEMIS Main Menu (Screen HQ1.0)

ENTER CHOICE: PressCTRL F1 to moveto the smart code field. Enter RCONCV, OR
Enter 7 {Press Enter}

You are now at Screen HQ1.3.4 - CEEMI S Execute Reconciliatior/Edit Reports Menu
(Revolving Fund Reports)

Use down arrow key to move to desired recon. {Press Enter}

You are now a Screen HQ1.3.4 - CEEMIS View ReconciliatiorVEdit Reports Menu (Revolving
Fund Reports)

Use down arrow key to move to desired recon { Press Enter}
You are now a Screen HQ1.3.6.1 - Reconciliation View Screen
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% Signaterm [rmf22]

Connection:  Edit “iew DOpliong Help

v o el SlBk Al 2 B & 8| b S E

RECOHCILIATION UIEL SCREEN

sad RECOH
12 RECOHCILIATION REPORT FOR OHE FOA CODE,
22 RECOMCILIATION REPORT FOR OHE DIUTSION,

32 RECONMCILIATION REPORT FOR ALL FOA COOES,

43 RETURH TO MEHU,

CHOICE
FOA B

PRINTAIST || PRINTER

Count.: #H <Replace>
I L | [ mamr | TRIT THTR

4

CHOICE Enter 1. Skipsto next field.
FOA Enter FOA CODE for the appropriate FOA being viewed.  { Press Enter}.
PRINT/LIST Enter Por L {Press Enter}.

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

L - Liststhe report to the screen to view once generated. |f the report would then need to be sent
to a printer, user would enter P when returned to the screen, press enter, enter a printer site and
press enter again.
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If L was selected, the report will now appear on the screen. Press Enter to view additional pages
of the report or 'q’ in lowercase to quit the view. At end of file marker (EOF), press enter or
type ‘q’ to quit. Pressenter to return to the view menu option screen.

To view another FOA, press SHIFT TAB to move to the FOA field. Once in the FOA field enter
the next FOA Code then press enter again to view that report. Follow the same instructions as
above for exiting the report.

To exit the view menu option screen, press F10 or SHIFT TAB to CHOICE field and enter 4.

SECTION (D) - TO GENERATE REPORTS

SCREEN NAVIGATION:
From the CEEMIS Main Menu (Screen HQ1.0)
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ENTER CHOICE

Enter 5 { Press Enter}
Enter 8 { Press Enter}

Use down arrow key to move to Accounting Functions { Press Enter}
Use down arrow key to move to Revolving Fund Reports { Press Enter}
Use down arrow key to move to desired report { Press Enter}

OR
Enter 8 { Press Enter} Use down arrow key to move to Accounting Functions { Press Enter}

Use down arrow key to move to Civil Accounting Reports { Press Enter}
Use down arrow key to move to desired reports { Press Enter}

You are now at Screen HQ1.8.2 - CEEMIS Report Selection Screen.
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%i Signaterm [rmf22]

Connectionz  Edit “iew Optionz Help

] oe| & =k Al 2 B &8 &2 B

U1, — CEEMNIS REPORT SELECTION SCREEH —  HO1,6, 2 -
5A - SUPERUISION AHO ADOMINISTRATION REPORT
FOR PERIOD EHDING: [

REPORT LELUEL
FOA FSH I 0ssH

OPERATIHG AGEHCY A5
US ARMY CORP, OF EHGINEERS
PRINT-LIST WHEH PRODUCED: | COPIES: TRl PRINTER:
RETEHTION DAYS:
Ok TO PROCEED?
<F18> EXIT
ENTER PERIOD Ity

Count.: *A <Replace>

[ wrain [ merr: | OnT e
FOR PERIOD ENDING Enter the accounting period for the report. Format must beMMYY. Skipsto
next fied.
REPORT LEVEL Enter DIS. Skipsto next field.
FOA Enter the FOA Code. Skipsto next field.
PRINT/LIST WHEN PRODUCED Enter P or L. { Press Enter}

P - Sends report to the printer identified once the report is generated.
L - Liststhe report to the screen to view once generated. I the report would then need to be sent to a printer, user
would have to regenerate from this screen or press F10 to exit this screen and select the option
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PRINT/LIST/DELETE ALREADY

GENERATED REPORTS. User would select the report from this list, identify the printer, then
press 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 lowercase to quit the view. At the end of the file marker (EOF), press enter
or type ‘q’ to quit. Pressenter to return to the view menu option screen.

COPIES Defaults to one. If more copies are desired, user enters the number. { Press Enter} .

PRINTER Enter the remote highspeed 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 list. { Press Enter}.

RETENTION DAYS Defaults to a required number of retention days. If user desiresto
retain the file longer or shorter, enter the number of days.{ Press Enter}.

OK TO PROCEED? Enter Y. {PressEnter}

At this point a message will appear at the bottom of the screen that the report is being generated
in the background. Press Enter to acknowledge the message.

Press F10 to exit.
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