DESK PROCEDURE FOR J1

- Run SQL query, wondisb.sql (Anne Hartz or Michael will run)

- Print 1034’s  (see instructions 1034’s)

When SQL query is printed check mark all US dollar amounts that are being paid to the following banks:

     Woori Bank (formerly Hanvit Bank)

     Cho Hung Bank

     Shinhan Bank

     Korean Exchange Bank

1034’s for the US dollar payments, to above banks, will be faxed to the American branch of the bank (this is so the bank will know who the funds are for). A fax cover letter and a memo letter will accompany the 1034’s. The fax cover and the memo letter can be obtained and printed from My Network Places..Disbursing div..FC forms..Korea. Each bank is listed as follows:

     Woorifax.doc                                                    Chohungfax.doc

     Woorimemo1.doc                                             Chohungmemo1.doc

     Shinhanfax.doc                                                  Koreanexchbkfax.doc

     Shinhanmemo1.doc                                           Koreanexchbkmemo1.doc

Once these are printed, write the date and number of pages to be faxed in appropriate area. The memo page has to be signed by Lee Autry, Anne Schmitt-Shoemaker, Anne Hartz, Michael Rye or Nancy Nemnich. The fax number is on the fax cover letter. After faxing print fax confirmation report (press function and then report). Attach the confirmation report to the back the 1034’s that were just faxed.

All other 1034’s for the wondisb.sql query that are won money will be checked off by the dollar amount on the query. Be aware these payments could also be to the banks listed above, but they are being paid in won not US dollars. Attach 1034’s to query. All US dollar amounts that are not for the above banks may be discarded.

The sql query and the pages that were faxed, to the banks above, are given to Anne Hartz for her files.

Won checks are given to Jerrold. These are sent via FedEx to the district on Tuesdays, Thursdays and Fridays.

DESK PROCEDURE FOR J2

- Run SQL query, yendisb.sql (Anne Hartz or Michael will run)

- Print 1034’s (see instructions 1034’s)

Print the yendisb.sql query. After the foreign checks have printed (usually by 7:30 am) print the 1034’s. Match the 1034’s to the SQL query.

Accounts payable sends a transmittal with a copy of all invoices that were disbursed. These invoices, after matching them with the 1034’s, are attached to the back of the yendisb.sql query. Discard blue sheet and transmittal. 

Vendors, whose names begin with EFT-Bank Name and show being paid FCCHK on the yendisb.sql query, require their 1034’s mailed to them. These are actually payments that are sent EFT through Chase Bank. Anne, Kevin or Michael does the Chase Bank part in the checkroom. 

All payments that are paid by yen money require the 1034’s to be mailed even yen checks. Use white envelope marked “Official Business” to mail 1034’s (these are in Lynn’s overhead cabinet). For mailing yen checks use the envelope that is normally used for US dollar checks. They are marked “Do Not Forward”.

US dollar amounts can be discarded.

Mailing labels for vendors are in a folder labeled Japanese address labels in a file box on Lynn’s desk. If there is a vendor that does not have a page of labels please type a page of labels. To type and print labels go to Word..tools..envelope/label. Make sure you have opened the label tab. After typing, click on new document. Save as, into My Network Places..Disbursing div..FC labels..Japan. Then print.

All Japan mail can be bundled with rubber band and a post it flag on one envelope so the post office will know it needs extra postage.

When complete give yendisb.sql query to Anne Hartz.

DESK PROCEDURE FOR E7

Accounts payable sends copies of all invoices and 93’s when they receive them. Separate invoices for Bundeskasse, SKE and CMR Cooperative Muratori Ruin, or any other vendor with large amounts of invoices, such as FedEx, UPS and Xerox (these will be kept in their own file). Highlight contract and delivery order number. Put in contract number order. All other invoices keep in one stack and do the same with them. Highlight and contract number order.

Log into CEFMS E7 district.

At menu screen type FCSTAT.1
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You can also access STAT.1 for this process.

Type STAT.1 at menu screen.
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Query using contract number. F2 at obligation line and type contract number F3.
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This screen is using STAT.1

Arrow down until correct delivery order number appears beside DO#.

Verify vendor name and write vendor # (above vendor name) in the top right corner of the invoice.
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This is using FCSTAT.1

Same process as above. This screen will show if being paid by US dollars or Euro money.

Exit back to main menu.

At main menu type 10.114
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You will get an indicator box stating you are in insert mode.

Press enter of click on ok.
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Query F2 on vendor id number listed at top right corner of invoice.

[image: image7.png]Europe CEFMS

i
xEX

Adaro: s Adtresseeavendor? | Assignmentinst | nactive
sowsin: saacomsstom:| vendor Category: Il
T g
Addross:

800 Phone Ho:

7
B T s

| Cony Address:

nactives ||

EFT Data Exist

State:

| I

L —
wacz [
| Execute || Cancel | Oucry | List | Save | Exit

] | Mextpage |

| Prevrage |





F3. 

Page down to payment information and verify address.
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If there is a Y in the box beside EFT Data Exists it means that there is banking information entered. Stamp the top center of the invoice EFT.

Page down to verify or enter banking information.
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The top portion of this screen, that does not have anything listed in this example, is for US banking information. The figures that are listed, in this example, are for Euro (EU) banking information.

If there is nothing entered in either area but the invoice is supplying their information, enter the information under the appropriate area. 

The US banking information will have 9 digits for the EFT Fir No: (routing number) and EFT Acct Type Code is either 22 (checking) or 32 (savings). EFT Account No is the account number supplied. When your entries have been verified then press ctrl s simultaneously. After entering the US banking information it has to be certified by Jim Morgan. The US banking information takes 6 banking days to go into effect.

The Euro information will appear as BLZ (FC Sort Code) and can be any amount of numbers. All these would be used as the FC Sort Code. The account number is usually listed as the Konto Nr. (may also appear Kto No, or just Acct#). The invoices may have several banking information that are different. The information usually appears on the bottom on the invoice. Use the first information listed on the left. The information may also appear on the top or in the middle of the invoice. Make sure you audit the invoices carefully. The Euro money does not get certified and takes effect immediately. After entering the information press ctrl S simultaneously. This saves the information. If you are ever in doubt as to the proper number to use do not enter until it is clarified. Remember Euro money will go the next day after the information is entered

Page up. Your cursor will now be at the Y (is this addressee a vendor)
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F2 to query another invoice, F10 to exit or click on exit.

When all invoices have been verified, file in the file box on Lynn’s desk. The first folder marked E7 Europe District Invoices is for all loose invoices. Bundeskasse, SKE, CMR Cooperative Muratori Ruin and any other vendors with numerous invoices (such as FEDEX, UPS and Xerox) will be filed in the second folder marked E7 Europe District Invoices. 

This process needs to be done the day that the invoices are sent from accounts payable. The reason for this is that the invoices may be disbursed the following day and if the information has not been verified and corrected it will disburse to the wrong vendor and or bank. This is a very important step in the disbursing of E7.

Morning of disbursing:

- Run SQL query, eurodisb.sql (Anne Hatrz or Michael will run)

Match invoices that are in file box on Lynn’s desk to the eurodisb.sql query. Check mark each dollar amount on sql query (actual money disbursed) to verify the amount on the invoice and the amount actually disbursed are the same. If these are not the same amount contact  Anne Hartz and Teri Hill. Keep invoices together with query. Set aside. 

When disbursing has been completed accounts payable will send a transmittal and another copy of all invoices for Euro money.

Compare the invoices from accounts payable to the invoices with the eurodisb.sql query. These need to be a perfect match. Invoice for invoice (except there will be no US dollar invoices sent from accounts payable only Euro invoices). Keep these in the original stack from Lynn’s file. If we have EFT stamped on our copy, stamp EFT on the copy from accounts payable. The invoices from accounts payable will be mailed (except for Bundeskasse, they do not need to be mailed) to the vendor in the white envelopes in Lynn’s overhead cabinet. Date stamp under the EFT stamp. There are labels for all vendors in the file box on Lynn’s desk. If you cannot find a label for an invoice check My Network Place..Disbursing div..FC Labels..Europe. There are blank labels in the overhead cabinet on Lynn’s desk. If you cannot find the vendor name please type a label. Go to Word..Tools..Envelope/Label. Make sure you click the tab for label. After typing the name and address click new document. Save as to My Network Places..Disbursing div..FC labels..Europe. Then print. 

Keep the copy of the invoices, from Lynn’s file box with the accounts payable transmittal and the eurodisb.sql query, together. Stapled together and file in the first file box on Lynn’s desk by date.

The Euro invoices that are paid by Euro check will be mailed in small gray envelope (in Lynn’s overhead cabinet) with a copy of the invoice from accounts payable.  For check to fit into envelope correctly tear off right side printer guide. Fold left side printer guide in half (keep affixed). Make sure the address on the check has printed correctly. If address is incorrect, type label and correct address in CEMFS screen 10.114.  Place a return address label on envelope (in file box on Lynn’s desk). 

Once all files have been sent to the Federal Reserve by Denny, Kevin or Michael and the check registers are okay, you can mail the checks and invoices. Bundle same countries together, with rubber band and flag with post it tab, so the post office will know they require extra postage.

1034’s

After J1 and J2 have been pulled in and checks printed, you need to print 1034’s. Log into district. At menu screen, type AACDF.
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Next menu screen select option 12, PROCESS SF1034 FORMS.
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The WinSig Print Utility screen will appear twice. 

The first time accept. The screen will turn a light gray color. When it has completed it’s process, the top area where WinSig Print Utility is written, will turn blue (this is now the second time it appears).

The second time decline. 
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View Host Results screen will then appear, click exit.
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Report Selection is the last screen for this process, click exit.
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The 1034’s have now printed.

