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Incoming IPAC Transaction Upload and Transmittal
After the IPAC transactions have been downloaded from Treasury and uploaded to CEEMIS2, ufc_goals table (see SOP Load IPAC from Treasury to CEEMIS Table.doc)  the file will be placed on the disbursing drive in the file IPAC Temp Files/initial goals files..  
Certain items will need to be edited and/or removed from the file before the transmittal data can be processed.

· Open the file for the prior day(s) transactions

· Ensure the header row data is there.  If not, pull from a previous file.  No data should be contained in columns BN and beyond.

· Ctrl F, click on the replace tab.  Specific items should be replaced with a space.  Search for:

· Commas (,)

· Single quotes (‘)

· Double quotes (“)

· Apostrophe (`) [located to the left of the number 1]

· Ctrl F, click on the replace tab.  Search for the DoDAAC W31RY0 (zero) and replace with W31RYO (alpha o)

· Highlight the entire spreadsheet (click the upper left hand square between 1 and A)


Data 

Sort


Header Row


Select the column heading of TransactionType
This will sort the data based on Adjustments, Collections, and Payments.  Delete any A or P transactions.

· Highlight the entire spreadsheet again


Data


Sort


Header Row



Select Originating ALC and Customer ALC
This will sort the data based on ALCs.  Delete any transactions initiated by either 8735 and 8736.

· Highlight the entire spreadsheet again


Data



Sort


Header Row


Select IPACDocumentReferenceNumber

Look for any discrepancies or Z DRNs.  Z’s should be deleted, discrepancies looked at and fixed/removed.
· Search the transaction description and miscellaneous information fields for any records that appear to be an adjustment.  Examples of key words includes:  reversal, chargeback, pulling, etc.   These that should have been adjustments but are not should be deleted.

· Search the columns for + signs, indicating the data fields need modified.  Common columns this occurs in are:  M ContractNumber, N PurchaseOrderNumber, P InvoiceNumber, AL ObligatingDocumentNumber, AM ACT_TraceNumber.  


Highlight the column heading (M)


Right click your mouse


Format Cells



Number 0 decimals

After you format the first column, you can highlight the other columns as needed and press CTRL Y - the formatting will repeat itself.

· Search the files for payroll transactions.  The obligation should start with CPA and somewhere within the transaction you may find the word ‘PAYROLL’  These items should be pulled and provided to Anne S. for processing

After the file is stripped and clean, it should be saved to the Disbursing Drive, IPAC Temp File folder using a file format of CSV and the file name of oblistat.DD-MMM-YYYY. The date used should be the same date as the initial goals file (date of the transactions downloaded). 
· Open Mindterm and log into Cpc 25, click Plugins, SFTP File Transfer

This screen will appear
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Click ChgDir under Local system and type in:  \\UFCfs02/disbursing$/IPAC temp files
Click on OK.
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· Change Directory on Remote side to:  /cpc.Tu01/hqusace/t0rmf334/ceemis/prod8/data  
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· Highlight the file you saved and click the arrow to send the file to the Remote System

· Once the file is transferred click done.  The file name will appear in the Remote system screen.  One it appears, highlight the file and click RENAME.  The CSV extension must be removed from the file name in order for it to process correctly.  Type in the name without the .csv.  (oblistat.DD-MMM-YYYY)
It is now time to run the data through the process.

Log into CEEMIS 
Select UFC Local Reports
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Select Disbursing Reports
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Load Obligation Status
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The report parameters will be today’s date (date of the file), then “Run”
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The report should “List to Screen” when produced.  Select “Run” again.
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The output report will look like this:
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Not that the process has been run, the output file will need to be transmitted back to the Disbursing Drive, IPAC Temp file folder.  Follow the same procedures as above only the movement will be from the remote system to the local system.  The output file format is obliout.DD-MMM-YYYY.
Once the file has been transferred to the disbursing directory, open the file in excel.  You will receive a text import wizard to help pull the data into excel. 
· Select delimited and next
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· Select comma (remove tab) and next
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· Select finished
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This will open the data up in excel. Again, some basic formatting changes will need to be accomplished:

· Search the columns for + signs, indicating the data fields need modified.  .  


Highlight the column heading (R, T, AH, AK, AP, AQ)


Right click your mouse


Format Cells



Number 0 decimals

After you format the first column, you can highlight the other columns as needed and press CTRL Y and the formatting will repeat.

· Sort the spreadsheet based on status indicator and foa_code (Columns B and A).
· Status I transactions will be mail merged and sent to Accounts Receivable (Carol Kaminsk, Leigh Ann Bowers, Cindy Rhodes, Rick Reyes and cc’s to Lynnette Scott and Shirley Pierce)

· Status C transactions will be mail merged and sent to Accounts Payable (Shirley Toler, Cathy Burrell, Jackie Ruffin and Patsy Booker with a cc to Lucius Othman, Rodney Farmer and David Givens, Lynnette Scott and Shirley Pierce)

· Status T transactions will be sent to Travel (Brenda Mixon and Sylvia Shawver with a cc to Lynnette Scott and Shirley Pierce.)

· Status X transactions will be handled internally to Disbursing by the Ops Branch (Nancy, Renee, Miranda).

· Save the file as an excel spreadsheet and close. Do not have quotes (“) in the file name
Mail Merge Process:
In word, open the file IPAC Transmittal (rev 3-05).Doc located on the disbursing drive in the IPAC temp file folders

You will receive the following message – Click YES
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You will then need to ensure the mail merge toolbar is visible on your page.  If it is not visible, click on: View, Toolbars, Mail Merge
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Your next step is to associate the excel spreadsheet with the mail merge document Click on the 2nd button from the left on the mail merge tool bar (open data source).
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Find and select the correct spreadsheet/table-Find the file name on the disbursing drive.  Double click the file name to open; click ok for the table name.
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You are now ready to merge the data into a separate file using the 4th icon from the right
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You will have the option to select all records, current record or from/to records.  You selection will be dependent upon the contents of the spreadsheet and the status indicator.  Select the appropriate indicator and a separate file will be created with the data identified.

Save the file and then email to the appropriate office(s).

· Status I transactions will be mail merged and sent to Accounts Receivable (Carol Kaminski, Leigh Ann Bowers, Cindy Rhodes, Rick Reyes and cc’s to Lynnette Scott and Shirley Pierce)

· Status C transactions will be mail merged and sent to Accounts Payable (Shirley Toler, Cathy Burrell, Jackie Ruffin and Patsy Booker with a cc to Lucius Othman, Rodney Farmer and David Givens, Lynnette Scott and Shirley Pierce)

· Status T transactions will be sent to Travel (Brenda Mixon and Sylvia Shawver with a cc to Lynnette Scott and Shirley Pierce.)

· Status X transactions will be handled internally to Disbursing by the Ops Branch (Nancy, Renee, Miranda).

