INSTRUCTIONS FOR CHECK ISSUE 

The purpose of the check issue is to monitor the disbursements for checks on a daily basis.



Click on Signaterm 2.0 icon.

Click on Connections, then on the pull down menu click on Connect to Host.  This will bring you to Select A Connection screen.  
Select CEFMS – TO UFC database.

Type in your login id, password and enter

At the % prompt, type s for sql query.

Type in your login id, oracle password and enter.

At the SQL>  prompt, type @check_mil2 or check_civ2  (see attachment).  Always use all caps in the date field and capture to file the report.  See example below.
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   You will have to enter the date @ three times before the query is finished and it will bring you back to the SQL> prompt.  If the query says ‘NO ROWS SELECTED’- there was no data entered for that particular day( see example above).
Retrieve the file you save the query to and copy and paste the Check Issued totals to the ckreg8735fy04 or ckreg8736fy04 spreadsheet found on the G-drive in the disb spreadsheets folder.
At the end of the month, ckreg spreadsheets, ckwk spreadsheets, the totals from Renee or Terry and the totals from cash reports should balance.

Send the spreadsheet to Mary Nealy in Cash Reports at the end of the month.
INSTRUCTIONS FOR CHECK WEEKLY REPORT

The check weekly report is used as a monitoring tool for upper management to track the totals for checks being issued and EFT’s disbursed.

Click on Signaterm 2.0 icon.

Click on Connections, then on the pull down menu click on                  Connect to Host.  This will bring you to Select A Connection screen.  
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Select CEFMS- TO UFC database.

Type in your login id, password and enter.

At the % prompt, type s for sql query and enter.

Type in your login id, oracle password and enter.

At the SQL>, type @check_mil for military totals and check_civ for civil totals  (see attachment). Remember to capture to a file and use all caps in the date field.  See example.
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Copy and paste the information from the check_mil or check_civ query on to the ckwk8735 or ckwk8736 spreadsheet.  The ckwk8736 or ckwk8736 spreadsheets are on the G-drive in the disb spreadsheets folder.

The totals for the month should balance with the check_issued totals from Renee Coulston or Terry Williams.  If there is a difference, adjust the totals for any voids. Send a copy of the spreadsheet to Mary Nealy in Cash Reports at the end of the month.

Instructions for calculating the disbursing totals due bi-weekly on Tuesday.

Run the check_mil and check_civ queries for the current month.

Ex. Beginning date 01-JUN-04     Ending date 08-JUN-04. 

Run the check_mil and check_civ queries for year-to-date

Ex. Beginning date 01-OCT-03    Ending date 08-JUN-04.

Screen print totals.  You will only need the totals for the calculation.

Go into rmf22 and run the vi query ipacdisbtotals.sql for current month and year-to-date.  In the query change the pmt method code from IPAC to OPAC and run it for the current month and year to-date. See below.
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Capture to a file each spreadsheet. Copy and paste information to the ipac totals spreadsheet on the G-drive in the disb spreadsheets folder.  Save and print the ipac totalsspreadsheet.

In rmf22 run the util_count.sql  in vi for the current month and year to-date.

You will need the total of the TCHECs for each query.

Retrieve the DISB WORKLOAD from the G-drive(disb spreadsheet folder).

Change the dates

From the check_mil and check_civ queries enter the totals for current and year to-date checks.

Enter the EFT totals from the queries plus the totals from the ipac totals to the EFT totals.

For the percentages add the current checks and EFTs.  
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Subtract the current util-count total from the total for the current checks. Ex.  Util_count is 1448.  3544

3544 + 19,859 = 23403

3544 – 1448 =  2096

Divide 2096 by 23403 = .08956 = 9%

Do the same for the year to-date totals.

Email Anne Schmitt-Shoemaker, Nancy Nemnich and Lee Autry the Disb Workload Date when finished.

