Checkissue Report

Open CEFMS

Login to District

Select:

 1
Financial Management Functions

 3
Financial Management

19
Reports

At Reports Menu:

Double click on:            Disbursing Reports

Then double click on:  Checks Issued Data

The following screen will appear:
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Complete the boxes as indicated:

G  



Generate Reports

FOA



Enter District you are working in

Disb Station Symbol  
8735

Month and Year

MM enter then YYYY enter

Note:  After entering month and year information you may see the following small box appear several times while the system tries to compute the block # and days, just click ok and wait
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Block Number

Each week a different block number is assigned, generally run reports for Sunday through Saturday but if the 1st of the month begins on a Tuesday block 1 will have a Beginning Day of: 01 and an Ending Day of 05 as was with June 2004; therefore, Block 2 of June 2004 would have a Beginning Day of 06 and an Ending Day of 12.  Hit shift and tab to back cursor to field you may need to correct such as:  block #, beginning day, ending day.  

Important:  You must ensure the Block # and beginning and ending days are correct.  The system may pull in information from a previous report and this will cause your report to be out of balance.

Password


EROC and Your Initials i.e., T0RC

When information is completed select Run at the bottom of the screen

The print menu will appear

Hit F4 at printer box (you may either print to the PC Laser or ufcdisbops)
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Select print when produced 

Click Run

Once you have generated the report for 8735 repeat steps and generate report for 8736.

Month End Check Issue Summary Report – SF1179

In T0 database you must also print the Month End Check Issue Summary Report – SF1179.  This report provides a cumulative total of all checks disbursed for the month.  The SF1179 is used to reconcile CEFMS data with CEEMIS data.

At the Disbursing Reports Menu:

Double Click:  Month End Check Issue Summary

The following screen will appear
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Press enter at FOA (this will select report for All FOA Codes)

In the next block enter 8735 and press enter

Enter Month:  MM press enter

Calendar Year:  YYYY press enter

At OK to Proceed? Y press enter

Then select Run
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F4 at printer

Highlight - PC Laser Printer and press enter

Select - Print When Produced

Then Click Run

The system will let you know the report is being generated and click ok

Again, once you have completed generating the report for 8735, repeat the steps and generate the report for 8736.

How to Process Reports in CEEMIS/Production 8

Load Process

Click on Systems Interface

Click on Miscellaneous Load Procedure

Click on Civil or Military Check Issue

The following screen will appear, the Load Civil or Military Check Issue Screen. Only certain fields are required.

[image: image6.png]CEEMIS Prod

LOAD CIVIL CHECKISSUE

Report Leve: [cxr FOA Code: (2 | ReportPhase: [rriat vsn.

STANDARD REPORT OPTIONS

TransDepts | Fiscalvears | | Symbok: |

Program Year:

Operating Agency:

Disbursing Station: (5735

on i YYYYMIM format.





Enter Acct Period:  YYYYMM

Enter Report Level: CRP (to will load all databases) or DIS (to load only one database)

Enter FOA Code:    ZZ (will automatically populate when you choose CRP) or EROC (if 



         loading only one database).

At Report Phase:      Hit Return

Disbursing Station:   8736 or 8735

Click “Run”

The following select output option screen will appear.
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Click “Run”

After the Load Process, generate Check Issue Summary of Missing Checks Report.

Click on Civil Accounting Functions or Military Accounting Functions.  You will have to go back to the first screen (you can use the Prev Menu button).

Click on Generate Civil or Military Reports

Click on Check Issue Reports

Click on Check Issue Summary of Missing Checks

The following screen will appear, Check Issue Summary of Missing Checks.  Only certain fields are required.
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Enter Acct Period:  YYYYMM

Enter Report Level: CRP (to load all databases) or DIS (to load only one database)

Enter FOA Code      ZZ (will automatically populate when you choose CRP) or EROC 

                                 (to load only one database).

At Report Phase:      Hit Return

Disbursing Station:   8736 or 8735

Click “Run”

The select output option box will appear.

Click “Run”

To Print Check Issue Report

Click on Print/List/Deleted Generated Reports

The following screen will appear.
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Highlight the generated report

Click on View

Click “OK” on the forms button

Scroll down to the bottom of the page to see the Check Issue totals.  See Example of Report.
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Click on File

Click on Print

Type the page number of the report

Note:  If you have any voids, this procedure must be done after the Load process.
Click on Civil Accounting Functions

Click on View/Create/Update Report Data

Click on Civil Check Issue Report – Civil

The following screen will appear.

Enter DSSN:  8736

Enter Transmittal:  EROC/YYYY/MM/Block No. (See Example)

Click on Execute button
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Arrow down to the record you want to adjust

Click on Adj/Edit Box 

The following screen will appear.
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Click Duplicate

Type in the same amount as a negative figure, for example –2119.60.

Click Save

