STANDARD OPERATING PROCUDURE FOR COLLECTING AN A0  PROSPECT TRAINGING BILL

All prospect training bills are in the Huntsville (A0) data base.  Each bill has an even dollar amount (690.00) as opposed to (691.05) and all bill numbers are 20000001-30000000, currently they are on 20016749.  All training bills are civil (8736). Each bill can have from one to numerous line items.  Each line item is for a person who has attended training, Lump Sum Tuition or a Billable Vacancy.  Training bills are paid by IPAC (Corps to Corps), GOALS (Another agency), Checks and Credit Cards.

The IPAC (Corps to Corps) disbursing report is pulled up through RMF22.  This tells what training bills have been disbursed.  

To extract this report sign on to RMF22:

1.  Type:  vi 1556ipac.sql.  The Query will appear.  Change the dates on the query to the date or dates you want the report to process.  Hit Shift-ZZ when complete.

2.  Type:  rundbq –o –s 1556ipac.sql realprd to run the report.  When the report has pulled from all 62 sites, print the report

3.  Type:  cat 1556ipac.log.  Turn on the capture to printer and save it to your training file 

I bring this in through Excel and print out a report.  Make copies as necessary, match with backup sent from Debt Management and collect. 

To collect a training bill:  Sign onto CEFMS (A0) Huntsville database and go to the collection screen.  Collect as you would any other bill, except once the bill has been pulled in Hit Control F1.  This displays all the line items for that bill.  Select the line item that should be collected by putting a zero in any other line items.  You can hit the space bar to clear out an amount.  Once the correct person has been collected, hit F10 and save the collection.  Try to remember this rule when collecting training bills:  One check per collection.  If one check or disbursement is paying for several people they can all go on one collection.  If several checks or disbursements are paying difference people (line items) on the same bill, you must have a different collection for each check or disbursement.  You can collect different checks on the same collection as long a they are paying different bills, however because we get a few Mac Failures on these collections it is advisable to do one check per collection.

If you get a Mac Failure when trying to certify a training collection, you must go into the collection and zero out the person you are trying to collect.  Save the collection again and the Hit Shift F5.  You can then do the collection again.

If a training collection has been certified and you want to delete the collection, you must reverse the collection.  A Control F4 will not add the money back to the bill correctly.   

