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DESK OPERATING PROCEDURES

FOR CEFMS/IPAC DOWNLOAD, TRANSFER, POSTING OF

IPAC/GOALS RECONCILIATION SPREADSHEETS

1. DOWNLOAD TRANSACTIONS FROM IPAC:


2. TRANSFER TRANSACTIONS TO CIVIL AND MILITARY GOALS SPREADSHEETS:

Bulk file transactions need to be transferred with a CEFMS processed date.  Use the document reference number (DRN) accomplished date as the CEFMS Processed date.  Also, annotate in the J column of the GOALS spreadsheet “BULK FILE”.

Adjusted transactions need to be transferred with the original DRN, original accomplished date and transaction type.

3. REVIEWING AND POSTING ADJUSTMENTS:

a. Using F2 (insert – DO NOT OVERWRITE COMMENTS IN THIS FIELD) and starting at the beginning of the transaction description field, post adjustments as “REJECTION OF DRN  DATE” if adjusting DRN begins with 136 or 992.  Next go to original DRN being adjusted (could be in same month or prior month) and post as “REJECTED BY  DRN DATE”  using F2 (insert – DO NOT OVERWRITE COMMENTS IN THIS FIELD).   If the adjusted DRN is reconciled (CEFMS processed date entered), delete the CEFMS processed date and bold the entire line.  If the adjusted DRN is not reconciled, post the date of the adjusting DRN in the CEFMS processed date.  (This would mean both transactions are reconciled.)  After posting comments on the transaction being adjusted, delete the original DRN and original accomplished date from the adjusting transaction line.

b. Using F2 (insert – DO NOT OVERWRITE COMMENTS IN THIS FIELD) and starting at the beginning of the transaction description field, post adjustments as “REVERSAL OF DRN  DATE” if adjusting DRN DOES NOT begin with 136 or 992.  Next go to original DRN being adjusted (could be in same month or prior month) and post as “REVERSED BY  DRN  DATE”  using F2 (insert – DO NOT OVERWRITE COMMENTS IN THIS FIELD).   If the adjusted DRN is reconciled (CEFMS processed date entered), delete the CEFMS processed date and bold the entire line.  If the adjusted DRN is not reconciled, post the date of the adjusting DRN in the CEFMS processed date.  (This would mean both transactions are reconciled.) After posting comments on the transaction being adjusted, delete the original DRN and original accomplished date from the adjusting transaction line.

c. If any agency reverses/adjusts their own transaction, annotate this in the transaction description using F2 and posting “OFFSET OF DRN  DATE” on the adjusting transaction and post “OFFSET BY DRN   DATE” on the original transaction.  

4. EXECUTE QUERIES TO PULL IPAC TRANSACTIONS PROCESSED IN CEFMS.  

     a.  Generate/execute the following queries from CEEMIS tables:


(1)  Nan_ufcremit.sql


(2)  Nan_ufcdisb.sql

b. Post output from queries to corresponding spreadsheets.  Any items not posted need to be reviewed to determine if they are Corp to Corp or other.  These items should be given to Accountant for further review 

