How to Process Federal Reserve Tax Payments 

CERTIFICATION OF ALL FEDERAL RESERVE BANK PAYMENTS FOR PERMANENT CHANGE OF STATION (PCS), RELOCATION INCOME TAX ALLOWANCE (RITA), TRANSFER FOR OTHERS (TFO), AND HOUSING ASSISTANCE PROGRAM (HAP) FOR 941 TAX PAYMENTS

Travel and Accounts Payable compute the payments for PCS, RITA, TFO, and HAP tax payments and input the data into the respective CEFMS Database.  After inputting tax payments into CEFMS, the applicable data is loaded into CEEMIS/Production 8 database.  Once the information is committed, notification is automatically sent via email to the certifying official that a tax payment has been entered into CEFMS and is ready to certify.

Certification Process (PCS and RITA)

Retrieve email payment information.  See the following screen.
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Log into the respective CEFMS database and follow this navigation to certify:

Shortcut to the Travel Settlement Certification Screen by typing 7.29 or you can click through the menu.

1 Financial Management Functions

2 Financial Management

5 Travel

5 Travel Settlements

3 Certify All Other Travel Settlements 

Query on the Travel Order No.  Verify payment information.  Payee should be Federal Reserve Bank.  The dollar amount S/B the same as Amount Due IRS on the emailed payment document.  If there is a difference, check with the creator of the email.  After verifying the payment information, you can certify. See the following screen.
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Type “Y” in the Certify Block and Hit Return

Click “OK” in the forms pop-up menu button

Click “Save”

Click “OK” through the pop-up menu until transaction is completed

Payments certified today will be disbursed tomorrow.

Certification Process (HAP)

Shortcut to the HAP Receipt Voucher Screen by typing 2.37 or you can click through the menu

1 Financial Management Functions

2 Financial Management

4  Expenditures/Disbursement

8 Receipt Voucher Functions

2 Audit/Certify Receipt Vouchers

Query on the obligation.  See the following screen:
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Page Down to view Federal Reserve Address/ Page Up

Ctrl F1 (to view and verify the voucher total)/ Page Up

Enter tomorrow’s date in the Certify Pay Block

Save

Certification Process (TFO)

Shortcut to the TFO 

AACEF
3  Certify TFO Travel Settlement
 F2 to query on the Travel Order No.  The following screen will appear.
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Verify amount and Federal Reserve Bank is in the Employee Field.

Type “Y” in the Certify Block

Click “Save”

Fed Tax II 941 Spreadsheet
The Fed Tax II Figures/941 Spreadsheet is a compilation of all payments entered into UFC Screen (PCS/RITA/HAP/TFO Tax Computations) that have been certified and disbursed for payment.  Make sure your payments/deposits are over $100,000. 
 CEEMIS (Generate 941 Spreadsheet Report)
Select UFC Local Reports

    “     Disbursing Reports

    “      Fed Tax II 941 Report
Enter Date Range Twice (the dates of the checks that have been disbursed).  See Example
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Click “Run”

The following screen will appear
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Click “Run”

Click “OK” at the Report Processed Box
Exit and Click on Print/List/Deleted Generated Reports

The following screen will appear.
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F2 and query on “FTAX2941”
Print the highlighted report

Verify the printed 941 spreadsheet for accuracy.  Email John Henderson of any changes that need to be made.  The spreadsheet should equal the total check deposit (CEFMS).

CEFMS Collection/Deposit
Once the spreadsheet and checks balance, have someone to collect the checks into CEFMS, T0 database, Disbursing Station:  8736. See example of information that should be entered into collection screen.
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Pay Method:  TCHEC

Pay Ref No:  Check No.

Collect/Due Amt: Amount of Check

Description:  Travel Settlement 

Collect into Suspense, UREM, 96 3875

Save periodically throughout the collection process until all checks are collected.

Once all checks are collected, run query cv.sql and verify data.  Certify collection and print the collection voucher (CV).  Attach checks to printed CV along with calculated tape total. This is hand carried to the deposit bin for next day bank deposit. Retain a print screen copy of the certified CV for your records.
Electronic Fed Tax II Payment
After the 941 reconciliation process, collection and deposit is prepared and submitted through CEFMS.  The next step is to enter the payment information into Fed Tax II Netscape program using the figures from the last page of the 941 Spreadsheet.
Click on Tax and Wage Data

     “   “   Input Tax Data

Type of Tax:  941, Click Next

FEIN:  62-1642142/US Army Corps of Engineers Finance, Click Next

ALC:   00008736/US Army Corps of Engineers Finance, Click Next

The following screen will appear for date and figures.
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Paydate:  Add 5 or 6 days to today’s date

Enter the appropriate amounts in the fields, starting with Total Wages and Tips

Click the Submit button (after all amount fields have been entered).  
Print Screen your information

Once you have electronically submitted payments, Fed Tax II will automatically give you a due date.  You have to authorize payment on or before the due date (usually 1 or 2 days before the due date). 
Click on Tax and Wage Data
    “      “ Authorize Payment

FEIN:  62-1642142/US Army Corps of Engineers Finance Center, Click Next

ALC:    00008736/US Army Corps of Engineers Finance Center, Click Next

See the following screen for the date range (Example)
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Date range is usually a date between the input date and the due date

Click Next

Click Go

Verify figures from the last page of the 941

Submit and make a print screen of the data.  Once data is authorized, the system will give you an expected settlement date (which is usually a day after the due date).  The payment should hit cash link on the expected settlement date as a negative amount.  Print the data in cash link for your records.  Go back into CEFMS and go a negative collection.  See example of information that should be entered into collection screen.
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Pay Method:  EFT

Pay Ref No:   FEDTAX II

Collect/Due Amt:  Negative amount on cash link

Description:  See example

Collect into Suspense, UREM, 96 3875

Save

Once the above process is done, create and confirm the deposit in CEFMS, T0 database.  

