Goals/IPAC Download/Transfer into Disbursing Spreadsheets

Login to Goals/IPAC 

8735

1. CLICK on the IPAC button

2. Make the ALC 8735

3. CLICK on the drop down box under Reports and click on IPAC Transaction Report Download

4. For Start Date: YYYY-MM-DD

5. For End Date: YYYY-MM-DD

6. CLICK OK

7. Output Format should be CSV

8. CLICK OK

9. You can wait for it to be downloaded and CLICK OPEN when prompted  -------OR you can CLICK Return To IPAC Main Menu, then CLICK on the arrow next to Retrieve Report/Data Files, Start Date and End Date should be today’s date in YYYY-MM-DD format, CLICK OK, select the report to be downloaded then CLICK Select, CLICK Open when prompted

10. Once in EXCEL, CLICK Insert Worksheet

11. From the original worksheet highlight and copy the Originating ALC column (usually column C) and past onto column B in the new worksheet do the same for:

1. Customer ALC (usually column D) to Column C

2. Summary Amount (usually column H) to Column E

3. Accomplished Date (usually column J) to Column D

4. Invoice Number (usually column P) to Column N

5. Requisition Number (usually column Q) to Column O

6. Detail Amount (usually column U) to Column G

7. Obligating Document Number (usually column AL) to Column R

8. ACT_Trace Number (usually column AM) to Column M

9. Description (usually column AN) to Column P

10. Miscellaneous Information (usually column AO) to column Q

11. Transaction Type (usually column AP) to column H

12. IPAC Document Reference Number (usually column AQ) to column F

13. Original Accomplished Date (usually column AX) to column J

14. Original Document Reference Number (usually column AZ) to column K

15. Original Transaction Type (usually column BA) to column L

12. Highlight the entire new worksheet except for Row 1, CLICK on Data, Sort and sort by Column H and then by Column B

13. For every payment where 8735 is the Customer ALC and for every collection where 8735 is the Originating ALC: in column I type in the formula sum(g##*-1) where ## is the row number you are on (hint--you can just type the formula in one of the fields and then copy and past it to all of the rest of the fields)

14. Copy all of the boxes in column I that have a number in them and click on the corresponding boxes in column G and CLICK on Edit, Paste Special, and select Values, CLICK OK; Delete any information left in the boxes in column I

15. Copy the entire new worksheet except Row 1 and past onto the last line of data on Goals FY 04 Military.xls under the MILITARY GOALS Folder in Goals Folder in the Disbursing Division

16. Sum Column G

17. Go Back To the IPAC Main Menu

18. CLICK on the Reports drop down table and CLICK on IPAC Transaction Report Selection

19. For the Start Date enter the First Day of the Month YYYY-MM-DD, and for the End Date enter the Date of the Downloaded information

20. Transaction Type should be ALL

21. Sent By Your ALC: should be Totals Only

22. CLICK OK

23. Output Format should be PDF

24. CLICK OK

25. You can wait for the report to be downloaded and CLICK open when prompted OR you can CLICK Return To IPAC Main Menu, then CLICK on the arrow next to Retrieve Report/Data Files, Start Date and End Date should be today’s date in YYYY-MM-DD format, CLICK OK, select the report to be downloaded then CLICK Select, CLICK Open when prompted

26. Print the last page of this report

27. Go Back To the IPAC Main Menu

28. CLICK on the Reports drop down table and CLICK on IPAC Transaction Report Selection

29. For the Start Date enter the First Day of the Month YYYY-MM-DD, and for the End Date enter the Date of the Downloaded information

30. Transaction Type should be ALL

31. Received By Your ALC: should be Totals Only

32. CLICK OK

33. Output Format should be PDF

34. CLICK OK

35. You can wait for the report to be downloaded and CLICK open when prompted OR you can CLICK Return To IPAC Main Menu, then CLICK on the arrow next to Retrieve Report/Data Files, Start Date and End Date should be today’s date in YYYY-MM-DD format, CLICK OK, select the report to be downloaded then CLICK Select, CLICK Open when prompted

36. Print the last page of this report

37. On your adding machine add the Grand Total of both printed pages; this total should equal the sum of Column G

38. CLICK Save As and save your EXCEL file on the G drive under the Goals Folder, Goals FY 04 Military.xls ; and on the T drive under Disbursing Div, Goals Folder, MILTARY GOALS Folder, Goals FY 04 Military.xls

8736

1.   Return to the IPAC Main Menu

2. Make the ALC 8736

3. CLICK on the drop down box under Reports and click on IPAC Transaction Report Download

4. For Start Date: YYYY-MM-DD

5. For End Date: YYYY-MM-DD

6. CLICK OK

7. Output Format should be CSV

8. CLICK OK

9. You can wait for it to be downloaded and CLICK OPEN when prompted  -------OR you can CLICK Return To IPAC Main Menu, make the ALC 8736, then CLICK on the arrow next to Retrieve Report/Data Files, Start Date and End Date should be today’s date in YYYY-MM-DD format, CLICK OK, select the report to be downloaded then CLICK Select, CLICK Open when prompted

10. Once in EXCEL, CLICK Insert Worksheet

11. From the original worksheet highlight and copy the Originating ALC column (usually column C) and past onto column B in the new worksheet do the same for:

16. Customer ALC (usually column D) to Column C

17. Summary Amount (usually column H) to Column E

18. Accomplished Date (usually column J) to Column D

19. Invoice Number (usually column P) to Column N

20. Requisition Number (usually column Q) to Column O

21. Detail Amount (usually column U) to Column G

22. Obligating Document Number (usually column AL) to Column R

23. ACT_Trace Number (usually column AM) to Column M

24. Description (usually column AN) to Column P

25. Miscellaneous Information (usually column AO) to column Q

26. Transaction Type (usually column AP) to column H

27. IPAC Document Reference Number (usually column AQ) to column F

28. Original Accomplished Date (usually column AX) to column J

29. Original Document Reference Number (usually column AZ) to column K

30. Original Transaction Type (usually column BA) to column L

12. Highlight the entire new worksheet except for Row 1, CLICK on Data, Sort and sort by Column H and then by Column B

13. For every payment where 8736 is the Customer ALC and for every collection where 8736 is the Originating ALC: in column I type in the formula sum(g##*-1) where ## is the row number you are on (hint--you can just type the formula in one of the fields and then copy and past it to all of the rest of the fields)

14. Copy all of the boxes in column I that have a number in them and click on the corresponding boxes in column G and CLICK on Edit, Paste Special, and select Values, CLICK OK; Delete any information left in the boxes in column I

15. Copy the entire new worksheet except Row 1 and past onto Goals FY 04 Civil.xls under the CIVIL GOALS Folder in Goals Folder in the Disbursing Division

16. Sum Column G

17. Go Back To the IPAC Main Menu, make the ALC 8736

18. CLICK on the Reports drop down table and CLICK on IPAC Transaction Report Selection

19. For the Start Date enter the First Day of the Month YYYY-MM-DD, and for the End Date enter the Date of the Downloaded information

20. Transaction Type should be ALL

21. Sent By Your ALC: should be Totals Only

22. CLICK OK

23. Output Format should be PDF

24. CLICK OK

25. You can wait for the report to be downloaded and CLICK open when prompted OR you can CLICK Return To IPAC Main Menu, make the ALC 8736,  then CLICK on the arrow next to Retrieve Report/Data Files, Start Date and End Date should be today’s date in YYYY-MM-DD format, CLICK OK, select the report to be downloaded then CLICK Select, CLICK Open when prompted

26. Print the last page of this report

27. Go Back To the IPAC Main Menu, make the ALC 8736

28. CLICK on the Reports drop down table and CLICK on IPAC Transaction Report Selection

29. For the Start Date enter the First Day of the Month YYYY-MM-DD, and for the End Date enter the Date of the Downloaded information

30. Transaction Type should be ALL

31. Received By Your ALC: should be Totals Only

32. CLICK OK

33. Output Format should be PDF

34. CLICK OK

35. You can wait for the report to be downloaded and CLICK open when prompted OR you can CLICK Return To IPAC Main Menu, make the ALC 8736,  then CLICK on the arrow next to Retrieve Report/Data Files, Start Date and End Date should be today’s date in YYYY-MM-DD format, CLICK OK, select the report to be downloaded then CLICK Select, CLICK Open when prompted

36. Print the last page of this report

37. On your adding machine add the Grand Total of both printed pages; this total should equal the sum of Column G

38. CLICK Save As and save your EXCEL file on the G drive under the Goals Folder, Goals FY 04 Civil.xls ; and on the T drive under Disbursing Div, Goals Folder, CIVIL GOALS Folder, Goals FY 04 Civil.xls

CEFMS/IPAC Reconciliation

Login to Mindterm

Go into: Orase Ceemis

At the % type orase ceemis

Go into Signaterm:

At the % type sqlplus

enter-username: t0rmfxxx

enter-password: xxxxxxxx

Run Disb Query

1.  @nan_ufcdisb

2.  enter value for begin_date: DD-MMM-YY

3.  enter value for end_date: DD-MMM-YY

4.  CLICK on file, capture to file

5.  Give the File a Name [image: image1.png]21X
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6.  CLICK Save

7.  Enter

8.  CLICK on file, capture to file

Run Remit Query

1. @nan_ufcremit

2. enter value for _date: DD-MMM-YY

3. enter value for _date: DD-MMM-YY

4. CLICK on file, capture to file
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6.  CLICK Save

7.  Enter

8.  CLICK on file, capture to file

In Excel

1. Open the file you named
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3. Insert Page Breaks Where Needed
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4. CLICK on Next

5. Column Data Format should be General

6. CLICK on Finish

7. Resize Columns so that all information is visible

8. Print 

9. Save As an EXCEL file

Reconcile

1. Open Goals FY 04 Military.xls

2. For every Row under the DISB column on the Disb queries that has 8735 in it, reconcile with the information on the Goals FY 04 Military.xls spreadsheet

1. Use Ctrl-F OR Edit, Find to find the IPAC_TRACE_NO, and/or REFERENCE_NO

2. If you find the same IPAC_TRACE_NO and/or REFERENCE_NO on the spreadsheet, check to make sure the amounts match and that that item is not already posted

3. It the amounts match and it has not posted, insert:

The FO into Column A

The CHECK_AMT into Column H

The CHECK_NO into Column I

Your initials into Column K 

The CHECK_DAT into column L

3. For every Row under the DISB column on the Remit queries that has 8735 in it, reconcile with the information on the Goals FY 04 Military.xls spreadsheet

1. Use Ctrl-F OR Edit, Find to find the REF_NUM, and/or DEBTOR_BILL_NUM

2. If you find the same REF_NUM, and/or DEBTOR_BILL_NUM on the spreadsheet, check to make sure the amounts match and that that item is not already posted

3. It the amounts match and it has not posted, insert:

The FO into Column A

The TRANS_AMT into Column H

The COLLEC into Column I

Your initials into Column K 

The CERT_DATE into column L

4. Open Goals FY 04 Civil.xls

5. For every Row under the DISB column on the Disb queries that has 8736 in it, reconcile with the information on the Goals FY 04 Civil.xls spreadsheet

1. Use Ctrl-F OR Edit, Find to find the IPAC_TRACE_NO, and/or REFERENCE_NO

2. If you find the same IPAC_TRACE_NO and/or REFERENCE_NO on the spreadsheet, check to make sure the amounts match and that that item is not already posted

3. It the amounts match and it has not posted, insert:

The FO into Column A

The CHECK_AMT into Column H

The CHECK_NO into Column I

Your initials into Column K 

The CHECK_DAT into column L

6. For every Row under the DISB column on the Remit queries that has 8736 in it, reconcile with the information on the Goals FY 04 Civil.xls spreadsheet

4. Use Ctrl-F OR Edit, Find to find the REF_NUM, and/or DEBTOR_BILL_NUM

5. If you find the same REF_NUM, and/or DEBTOR_BILL_NUM on the spreadsheet, check to make sure the amounts match and that that item is not already posted

6. It the amounts match and it has not posted, insert:

The FO into Column A

The TRANS_AMT into Column H

The COLLEC into Column I

Your initials into Column K 

The CERT_DATE into column L

Here are Examples of Some Items Posted From the Remit and Disb queries:
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Adjustments

1. If there was information downloaded into columns J, K, and L you need to do an adjustment

2. If the number in J tells you the original accomplished date of the DRN in column K and column L tells you if it was a payment or collection

3. If the number in column K begins with 136 or 992 it will be a reversal as long as the number in column F is not also 136 or 992

1. Go to the original DRN (use the original accomplished date to find what month it is in), check to make sure that the amount is correct and that it is being reversed properly.

2. If it is being reversed properly then type in column J of the original DRN type Reversed by DRN, DATE , in column K put your initials, if it has already been posted then bold the whole row, if it has not already been posted put the date of the DRN that is reversing it in column L

3. For the DRN that is reversing the original DRN, put Reversal of DRN, DATE in column J, in column K put your initials and the Date of the reversing DRN in column L

Examples:
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4. If the number in column K begins with anything other than 136 or 992 and is being adjusted by a 136 or 992 number than it will be a rejection

1. Go to the original DRN (use the original accomplished date to find what month it is in), check to make sure that the amount is correct and that it is being rejected properly.

2. If it is being rejected properly then in column J of the original DRN type Rejected by DRN, DATE , in column K put your initials; if it has already been posted then bold the whole row, if it has not already been posted put the date of the DRN that is rejecting it in column L

3. For the DRN that is rejecting the original DRN, put Rejection of DRN, DATE in column J, in column K put your initials and the Date of the rejecting DRN in column L

Examples:
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5. If the number in column K begins with the same three numbers as the number in column F it will be an Offset

1. Go to the original DRN (use the original accomplished date to find what month it is in), check to make sure that the amount is correct and that it is being offset properly.

2. If it is being offset properly then in column J of the original DRN type Offset by DRN, DATE , in column K put your initials; if it has already been posted then bold the whole row, if it has not already been posted put the date of the DRN that is offsetting it in column L

3. For the DRN that is offsetting the original DRN, put Offset of DRN, DATE in column J, in column K put your initials and the Date of the offsetting DRN in column L

Examples:
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