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Preface

This is the RPMS Administrative Resource Management System (ARMS) User
Manual. ARMS is a financial and resource management system. This application
enables users to produce and electronically track purchase requests, purchase orders,
travel orders, travel vouchers, and training requests. This manual contains information
regarding the ARMS application and examples of its processes and procedures
allowing users to follow and perform activities supported by this application. The
purpose of this manual is to provide guidance to individuals utilizing the system.

Security

The ARMS application is secured by access and verification codes assigned to
identified users for entry to the system. These codes are assigned by the site manager
or another manager responsible for the ARMS package.
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1.0 Introduction
The Administrative Resource Management System (ARMS) is a financial and resource
management application package developed by the Indian Health Service (IHS).
ARMS is a subsystem of the Resource and Patient Management System (RPMS).
This application runs on computers at IHS facilities as well as tribal administrative
offices. ARMS complements the RPMS goal of integrating patient care and cost data.
Due to the size of this User Manual, it is broken down into five volumes and one
overview document. This is Volume 111 and contains the following ARMS menu
items:
Item Contents
DHR Edit DHR Interface Data
EX Export DHRs to Core
DHRM DHR Management
RECD Receive Odd Obligations from Core
JV Journal Voucher Obligated Document
FD Fund Distribution
IMP Import Odd Obligations
EA Edit ARMS Message
ZIRS IRS 1099 Menu
DD Duplicate Document
PV Prime Vendor Data Import
RO Re-Open Finalized Receiving Report
1.1 Overview
ARMS enables users to electronically produce and track purchase requests, purchase
orders, receiving reports, and other procurement documents. It also allows IHS users
to check the flow of electronic paperwork; they can approve, revise, return, or hold
administrative documents generated by other users. ARMS will provide a database
from which end users can order supplies and equipment. In addition, ARMS lets users
produce travel orders, schedule training, check fund balances, and send electronic mail
messages.
Each IHS area office has the responsibility of configuring its computer system and
developing a database for ARMS. By doing so, each area database is unique. People
involved in the system setup enter the users’ names into ARMS. The ARMS
Coordinator and the ARMS Manager assign access levels and have approval authority.
System setup requires that the ARMS Coordinator and other IHS executive level staff
work in harmony. Together, they determine the database and structure for the area.
User Manual, Volume Il 1 Introduction
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1.2

Because ARMS contains computer conventions similar to FileMan and MailMan,
users familiar with those applications will find ARMS easy to use. IHS and Veterans
Administration (VA) programmers created ARMS, FileMan, and MailMan in the
MUMPS (Massachusetts General Hospital Utility Multi-Programming System)
programming language.

The area offices have taken the responsibility for training ARMS users. With proper
training, it is easy to become familiar with the package’s many standard functions and
features.

Please read this manual carefully. It provides systematic instructions regarding the
processing of administrative documents.

Security And User Identification

Site managers are responsible for assigning access levels and verification codes to each
person selected as an ARMS user. These codes restrict users’ access and allow the
program to display only the menus and functions deemed appropriate by their
supervisors. It is important that only authorized individuals access the information
stored in ARMS. Never reveal your access code to anyone! If you believe someone
IS using another person’s access code to gain unauthorized entry into ARMS, inform
the appropriate supervisor immediately.

User Manual, Volume llI 2 Introduction
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2.0 Edit DHR Interface Data (DHR)

The Edit DHR Interface Data allows the user to modify data used for transmitting
individual obligation or payment transaction information to the CORE accounting system.
The Edit DHR Interface Data option is selected by typing DHR at the Select
Administrative Resource Management System Option prompt on the User Menu

ARMS will display a summary of the current settings for the DHR interface (Figure 2-1).
The lower portion of the screen shows an option for editing the summary data. If you
want to edit this data, type “YES” at the “Edit this data?” prompt. If you do not want to
edit the interface data, press the Return key or type “NO.” This will return you to the

User Menu.
DHE INTERFACE SUMMARY

I0HE INTERFACE ACTIWATED..: YES
CREATE DHR FOR BFA CALL..: YES
CEEATE DHR FOR FEDSTEIF..: YES
CEEATE CREDIT CARD OHE. ..

CREATE ALLOWAWCE DOHR. . .. .: YES
CREATE ACCRUAL DHR.......

CEEATE ONLY TREAWEL OHE...: NO
TEAYEL FAID BY 116G... ...: YES

AIRFARE ON OBLIGATION OHR: KO
AIRFARE ON FAYMEWT DHR...: YE3
REF. CODE FOR AIRFARE DHRE: 618

Edit this data?

Figure 2-1: DHR Interface Summary

Figure 2-2 shows an example of the edit screen for modifying DHR interface data.

AIRFARE 0| AIRFARE REFRNCE CODE..: 618
AIRFARE 0| FRIWT ALL DHR'S... ... .: YES
FEF. CODE| CREATE THM FEE OBEL DOHR.: YES

Edit this| HOLD DHRS FOR MEW FY..:

CREATE BPFA CALL DOHR. . .: YES
|DHE IWTER| CREATE FEDSTRIF DHE...: YES
CREATE DH| CEEATE CREDIT CARD DHE:
CREATE OH| CREATE ALLOWANCE DOHE..: YES
CREATE CR| CREATE ACCRUAL DHE....:
CREATE AL| TEAWEL FAID BY PMS1166: YES
CREATE AC| TRAVEL DHRE OMLY.......: NO
CREATE ON| HIRFARE 0OM OBLIG DHRE..: WO
TRAVEL FA| AIRFARE OW PAYMT OHE..: YES

ACTIVATE DHR IWTERFACE: YES

CREATE TM FEE FMT DHE.: YES

Exit

Enter a command or

Sawe Eefresh

' followed by a caption to jump to a specific field.

Press <PFl*H for help

Figure 2-2: DHR Interface Edit Screen
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Notice that the edit fields in Figure 2-2 are labeled differently than the summary fields
shown in Figure 2-1. There are also 4 additional edit fields. The following list contains
a brief description of the DHR interface fields:

Activate DHR Interface: Indicate whether the automated DHR creation is
active.

Create BPA Call DHR: Indicate if an Obligation DHR should be created
automatically for a call against a BPA.

Create FEDSTRIP DHR: Indicate whether a DHR should be created when a
FEDSTRIP order is approved

Create Credit Card DHR: Indicate if an Obligation DHR should be created
when a credit card purchase is authorized.

Create Allowance DHR: Indicate if a DHR should be created when ARMS
allowances and sub-allowances are created.

Create Accrual DHR: Indicate if an Accrual DHR should be created when a
receiving report is completed.

Travel DHR Only: Indicate if only the travel vouchers should be exported.
Enter “0”or “NO” if all DHRs should be exported.

Travel Paid By PM/1166: Indicate if travel vouchers are being paid via the 1166
payment system.

Airfare On Oblig DHR: Indicate if the airfare should be included in the
Obligation DHR.

Airfare On Payment DHR: Indicate if the airfare should be included in the
Payment DHR.

Airfare Ref Code: Indicates whether the appropriate reference code that will be
used on the DHR created to obligate the airfare cost.

Print All DHRs: Indicate whether a hard copy of all DHRs should be printed.

Create TM Fee OBL DHR: Indicates whether an Obligation DHR should be
created for the travel management fee.

Create TM Fee Pmt DHR: Indicate whether an Obligation DHR should be
created for the travel management fee.

User Manual, Volume llI 4 Introduction
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Hold DHRs For New FY: Indicate whether this field should suspends creation of
DHRs for the fiscal year specified. This is useful for the end of FY and beginning
of new FY processing.

After editing the interface data, save and exit the edit screen. If you have questions
about the information required for any of the data fields, enter ?? at the field prompt in
question to see a description of that particular field requirements.

User Manual, Volume llI 5 Introduction
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3.0 DHR Management (DHRM)

The DHR Management option allows the user to recover accidentally deleted DHR
files as provide reports for untransmitted DHR files. The DHR Management option is
selected by typing DHRM at the “Select Administrative Resource Management
System Option:” prompt on the User Menu.

3.1 Recover Untransmitted DHRS (REC)

The Recover Untransmitted DHRs option allows the user to loop through the DHR
history file and find transactions for a specified date or IEN range that have not been
transmitted to CORE. These transactions will be placed into an ARMS batch for
transmission. It is recommended that all records be cleared from the ARMS-BLUE
and ARMS-RED batches before running this option. The Recover Untransmitted
DHRs option is selected by typing REC at the “Select DHR Management Option:”
prompt (Figure 3-1).

Select DHR Management Option: REC Recover Untransmitted OHRs

This option will loop through the OHR history file and find the
transactions for the specified date or IEM range which

hawve not been transmitted to CORE. These transactions will be
placed into an ARMS batch for transmission. It is recommended
that all records be cleared from the ARMS-BLUE and ARMS-RED
batches before running this option.

Select one of the following:

1 BY DATE GEMERATED
BEY IEN WUMEER

SORT BY: 1 BY DATE GEMERATED

Start with DATE GEMERATED: @8@1@1 (AUG @1, 2Z@@l)
|End with DATE GEMERATED: 181081 (0OCT 10, 20@1)

Mo records found

Figure 3-1: Recover Untransmitted DHRs By Date Generated

ARMS presents two options for identifying a range of recovered untransmitted DHRs.
You can identify the group by either date range or internal entry numbers (IENS).
Let’s begin with identifying by date range.

User Manual 6 DHR Management (DHRM)
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3.2

Enter the date range for recovering untransmitted DHRs. Remember to enter the
dates using the standard date and time formats. This report should not be run for date
ranges beginning before July 2000, as it may not be accurate for those earlier dates.
The user entered a start date of August 1, 2001 in Figure 3-1. If you want to recover
information ending with the last untransmitted DHR, press the Return key at the “End
with DATE GENERATED:” prompt. To limit your list to a specific time period,
enter an ending date. The user entered October 10, 2001 as the end date in Figure 3—
1. No untransmitted DHRS were found in the specified date range.

You also have the option of recovering untransmitted DHRs by entering a range of
internal entry numbers (IENs). Enter the first IEN you want to start with and press
the Return key. The user entered IEN number 1 in Figure 3-2.

Select DHR Management Option: rec Recover Untransmitted DHRs

This option will loop through the OHR history file and find the
transactions for the specified date or IEM range which

hawve not been transmitted to CORE. These transactions will be
placed into an ARMS hatech for transmission. It is recommended
that all records be cleared from the ARMS-BLUE and ARMS-RED
batches before running this option.

Select one of the following:

1 BY DATE GEMERATED
BEY IEN WNUMEER

SORT BY: 2 BY IEM MUMEBER

Begin with IEM NUMBER: 1
End with IEM MUMBER: 10800

No records found

Figure 3-2: Recover Untransmitted DHRs by IEN

Enter the IEN for the last record and press the Return key. The user entered IEN
number 1000. No untransmitted DHRS were found in the specified IEN range.

Print Untransmitted DHR List (UNT)

The Print Untransmitted DHR List option allows the user to print a list of
untransmitted DHRs sorted by date generated. The Print Untransmitted DHR List
option is selected by typing UNT at the “Select DHR Management Option:” prompt
(Figure 3-3).
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OHE MAWMAGEMENT MENLU

REC Recover Untransmitted OHRs
UNT Frint Untransmitted OHR List

Select DHR Management Option: UMT Print Untransmitted DHR List
* Previous selection: DATE GEMERATED not null

START WITH DATE GENERATED: FIRST/S @EA1AE (AUG 01, ZOO@)

G0 TO DATE GEWERATED: LASTSS G93@01 (5EP 30, 2001824:00:00)
IDEVIEE: Home Right Margin: 307/

Figure 3-3: Print Untransmitted DHR List Option

Enter the date range for the untransmitted DHR list. This report should not be run for
date ranges beginning before July 2000, as it may not be accurate for those earlier
dates.

If you want to print all untransmitted DHRs beginning with the earliest DHR, press the
Return key to accept the default response. The user entered August 1, 2000 in Figure
3-3. If you want to print information ending with the last untransmitted DHR, press
the Return key at the “GO TO DATE GENERATED:” prompt. To limit your list to a
specific time period, enter an ending date.

You are now ready to print your listing of untransmitted DHRs. Select the device to
where you want to print your report and follow the standard steps for printing/viewing
an ARMS report.

Figure 3-4 shows a sample of an untransmitted DHR list.

IUNTRHNSHITTED OHR LIST OCT 3,2001 03:24 FAGE 1
TEN EFF DATE DOCUMENT TRHCD AMOUNT
DATE GENERATED: AUG 9, Z@@0
1509 DFFO9700  ZOL1Z50014F 05013 BROED
DATE GEMERATED: AUG £5, 2000
1510 BEF25/060  1TGlZ250081 05813 ELoloa]a]
1511 BFF25700  10FEROQ100 ©5O13 4R0E
1512 BEF25700  1TGlZ500RZ  ©oE12 L]l
1513 BFF25700  1OTEAOAZAD ©5@13 SHEEE
1514 BFF25F00  1OFEAOASA0 ©5813 BROEE
1515 pFF25700  ZOLlzZ500145 05013 ZRoe
1516 OFF25700  ZO1Z500146 05013 ZEpORY
1517 BFF25700 OATEALIAOAE ©5813 ZRBEE
1518 DFF25700 QOFEALlOBE ©3114 ZRoe
15189 BEF25700  10VEAORZEE  ©E114 SROEY
152@ BFF2500 OATEALIAAE 19214 ZRBEE
1521 BEF25F00  1OTEAOOZAD 159214 SEOEE
-

Figure 3-4: Sample Untransmitted DHR List
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4.0 Journal Voucher Obligated Document (JV)
The Journal Voucher Obligated Document option allows the user to track and edit
journal vouchers and other forms for funds obligated on purchases. The Journal
VVoucher Obligated Document option is selected by entering JV at the User Menu.
When you select this option, you must first select a department account for the request
to reside. ARMS will display a listing of departments with their ID numbers, names,
CAN numbers, fiscal year for funds, and sub / sub-accounts (See Figure 4-1).
Select Administrative Resource Management System Option: IV Journal VYoucher DhJ
igated Document
LA MO EFARTHENT ACCOUN
ID WNO. DEFARTHMENT CAW NO. FY S5A
(18) 33 COMMUNITY HEALTH/DSD (m05) 1658338 €0 COM SUPPRT
{18} 32 COMMUMITY HEALTHSDSD (@AS) JE58838 ©O0 CON SUFPRT
{18) 31 COMMUMITY HEALTH/SDSD (@E5) JE5E858 BO CON SUFFRT
{18} 1] & NO DEFARTMEWT LISTED ** <UWDEF> @@ (CON SUFFRT
{18} 29 *r NO DEFAETMENT LISTED *" <UWDEF> ®O CON SUFFPRT
{18) 23 % NO DEFARTMENT LISTED ** <UWDEF> @@ (CON SUFFRT
{18} 27 & NO DEFARTMEWT LISTED ** <UWDEF> @@ (CON SUFFRT
(22) 26 COMMUMITY HEALTHSDSD (@AS) JE58838 ©1 CON SUFPRT
(22} 25 ARMS TRAIMING (@63) JE52858 W©1 CON SUFFRT
{21} 24 FMOSAAD {999) JESE8F8 ©1 CON SUFFRT
List more DEFARTMENT ACCOUNTS? YESSJF I
Figure 4-1: Select Department Account
If you would like to see more department accounts, type Y at the “List more
DEPARTMENT ACCOUNTS? YES//” prompt. If you see the account you need in
this list, or have the information for the account, type N. If you enter any character or
number other than Y or N, you will see the message displayed in Figure 4-3.
List more DEPARTMENT ACCOUNTS? YES/S/ B9
|[Enter either 'Y' or 'N'.
List more DEPARTMENT ACCOUNTSY? YES/S
Figure 4-2: List More Department Accounts?
When you respond with N or NO, ARMS will ask you what identifier you would like
to use to select a department account. In the example shown in Figure 4-2, the user
chose Option 1, by ID NO. Since that option is the default, you may select it by
pressing the Return key. At the ID NO: prompt, the user entered 25, the ID Number
for ARMS Training.
User Manual 9 Journal Voucher (JV)
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(183 =21 *w NO DEFARTMENT LISTED ** <UNDEF»>
(181 23 *% MO DEFARTMENT LISTED ** <UNDEF>
(181 27 ** NO DEFARTMENT LISTED *=* <UNDEF>
(zz) 26 COMMUNITY HEALTH/DSD (B05) JE58388
fzz1 25 ARMS TRAINING (G539} TE55358
(211 24 FMO/AAD {999) J658338

List more DEFARTHMEWNT ACCOUNTSY YES// HO

Select one of the following:

1 By IO HO.
z By DEFARTMENT Name
3 By CAN NO.

Select Account by: By IO NO.SJ

ID MO.: 25 125008 ARMS TEAINING ORIGINAL
EEEE] aEl

B@a CON
B@  CON
B CON
@1 CON
@1 CON
Bl CON

ZEE1

SUFFRT
SUFFRT
SUPFRT
SUFFRT
SUFFRT
SUPFRT

o1 J65

Figure 4-3: Select Department Account by ID No.

After you have selected a department account, you will see an account summary
similar to the one displayed in Figure 4-4. The system will again ask you to confirm
your selection. It will then ask if you are making a modification. If you answer YES,

it will ask which account you wish to modify.

ACCOUNT SUMMARY YERR-TO-DATE:

FLLOWANCE
COMMITTED: OBLGATD:
UNCOMNTTD: UNOBLTD:

After reviewing the ACCOUNT SUMMARY above, are you
certain this is the ACCOUNT you want to use.? YES//

Is this a modification? NO// ]

Figure 4-4: Account Summary

If you answer NO or only press the Return key, the system will present you with a list

of requisitions (Figure 4-5).
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ID MO.: 25 125000 ARMS TEAINING ORIGINAL ZEE1 0l J65
EEEE ]ch
Select [ASFUISE]

ID NO. REQUEST # IDENTIFIER |10 NO. REQUEST # IDENTIFIER
____________________________________ [ecccee eccccececcccecs  ccecsccccecsced
239 3 QEl-065-1-0040 pgré |213 SEE1-G69-1-0A27 abc
238 3 0E1-069-1-0039 mnos | 216 4001 -869-1-001 28815y ringes
235 4 0O1-069-1-0838  jkl4 | 282 1AElTODE42 DAWSAE1 55 DENVER
234 4 BO1-069-1-0037 ghi3 | 198 4001 -069-1-0A25 Thermometers
232 4 OO1-0R9-1-0036 defz |192 S50A1-069-1-00821 rox
220 3 0O1-069-1-0034 abc |191 4001 -069-1-0A20 roll
224 0a1-069-1-0831 lunch | 164 1TGEESRDARS DAKWsAY19FBasic
222 4 0E1-069-1-0830 jk1 | 141 1TGAEADARE DAWSATA5 Arms H
221 4 ©01-969-1-0023 ghi |13\ 1TGAEI0AE ] DAKWSA7O5 ARMS H
220 4 QE1-069-1-0028 def |11E SlHEOlRE1 400 rox

List more REQUESTSY YESFF NO
ID NO.: 239 QE1-869-1-A04Q3 10764208  pari YA SUFPPLY DEFOT

Figure 4-5: Select Obligated Purchase

Figure 4-5 shows a listing of requisitions to transfer to another department account.
ARMS will display their 1D numbers, request numbers, and identifiers.

If you would like to see more requests, type Y at the “List more REQUESTS? YES//”
prompt. If you see the requisition you need in the current list or have the information
for the account, type N.

Type the ID No. of your request and press the Return key. ARMS displays

verification data for the requisition to be transferred to a different department account.

ARMS will display a list of department accounts where you can transfer the identified

request (Figure 4-6). Perform the same steps as outlined at the beginning of this

section to select a department account.
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ID MO.: £33 G@01-069-1-0040 17604208 pgrb YA SUFFLY DEFOT

EIAV-IA N EPARTMENT ACCOUN

I0 HWO. DEFARTHMENT CAW WO, FY 35A
[1a) 33 COMMUNITY HEALTHSOSD (@ES5) JG658835 ©@  COW SUFFRT
£18) 32 COMMUNITY HEALTH/DSOD (@OS) JG5E888 wWo  CON SUFPFPRT
(18} 31 COMMUNITY HEALTHSDSD (@ES) J658858 ©O COMN SUFFRT
£13) EL] f& W0 DEFARTMEWT LISTED ** <UNOEF> @0 COM SUFFRT
£18) £49 ** W0 DEFARTMEWT LISTED ~~ <UNOEF> @O COM SUFFRET
(18} 23 F® WO DEFARTMEWT LISTED ** <UWOEF> @O0 COM SUFFRET
£13) 27 f& W0 DEFARTMEWT LISTED ** <UNOEF> @0 COM SUFFRT
(22) Zh COMMUNITY HEALTH/DSOD (@OS) J65E888 W1  CON SUFPFPRT
(22} Z5 ARMS TRAIMING (QE9) J658858 ©1 COW SUFFRT
(21} 24 FMOSAAD (9930 JG658838 ©1 CON SUFFPRT

List more ODEFARTHMENT ACCOUNTSY YESSS MO

Figure 4-6: Select Department Account For Transfer

Figure 4-7 shows the user identifying a department account by ID No. In the example,
the user chose to transfer the requisition to FMO/AAO (ID No. 24).

List more DEFARTHMENT ACCOUNTSY YES// HNO

Select one of the following:

1 By I0 NO.
z By DEPARTMENT Name
3 By CAN NO.

Select Account by: By IO NO.SJ

ID MO.: 24 125000 FHMOSAAD ORIGINAL Z@@l o1 J65
EEEE] aEl

ENRCFERNRCEEIEEIE] i1l be transferred to the
Rl account.

Figure 4-7: Select Department Account by ID No.

Figure 4-8 shows verification and confirmation of the transfer process. Notice that a
new document number has been assigned to the requisition.
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CENRCEERN R ETIEELE] i1l be transferred to the
el account .

Sure this is what you want? NOSS Yes YES

.. .HMMM, THIS MAY TAKE A FEW MOMENTS. ..
9. ACCOUNTING AWD APPROPRIATION DATA  |1@. REQUISITIONING OFFICE (8A4-72%-2400)
--------------------------------------- [ ARMS TRAINING
9990001 20E1-39165.08.01.01.878.01.35]11 BUSINESS CLASSIFICATION
J658888 2671 101,08 | OTHER STATE/LOCAL

NECEERN T LRI as been transferred to the
ENEGEN sccount (ID WO.: 24) .
The new document number is ([NEEEEENEGhHE

(ID WO.: 239).

IPress RETURM to continue or '™' to exit.

Figure 4-8: Verify Transfer To New Department Account

Press the Return key to transfer another requisition to a different account or type *

(Shift 6) to return to the User Menu.

User Manual 13 Journal Voucher (JV)
November 2001

Volume Il



Administrative Resource Management System V2.0

The IRS 1099 Menu option provides the user with a variety of menus to prepare and
track vendor payment data for the IRS. The IRS 1099 Menu option is selected by
typing ZIRS at the User Menu prompt. Figure 5-1 shows a sample of the menu
options.
COPY  Print a Copy of 1899 Processing Instructions
EFIM Edit Finance Location
CALC Calculate Vendor ¥TO Faid
RFTS 12399 Reports Menu ...
ZER0  Vendor File Zero Balance Year-To-Date Field
INFT  Input YTD Paid Walues
TRNS  Prepare Staging File for EXPORT Frocess
LIST Print Staging File Wendar List
EDIT Edit Staging File Entries
PENT 1889 Frint Menu ...
EXP Create Export Files
Select IRS 1839 MENU Option: I
Figure 5-1: IRS 1099 Menu
5.1 Print A Copy of 1099 Processing Instructions (COPY)
The Print A Copy of 1099 Processing Instructions option allows the user to print
instructions for processing an IRS Form 1099. The Print A Copy Of 1099 Processing
Instructions option is selected by typing COPY at the Select IRS Menu Option
prompt (Figure 5-2).
COPY  Print a Copy of 1893 Processing Instructions
EFIN Edit Finance Location
CALC Calculate Vendor ¥TO Faid
RFTS 1399 Reports Menu ...
ZER0  Vendor File Zero Balance Year-To-Date Field
INPT  Input ¥TD Faid Walues
TENS  Prepare Staging File for EXPORT Frocess
LIST Print Staging File Wendor List
EDIT Edit Staging File Entries
PENT 1889 Frint Menu ...
EXP Create Export Files
Select IRS 1@39 MENU Option: COPY Print a Copy of 1093 Processing Instructions
Do you want to print a copy of the instructionsy NS/ YES
IDEVICE: HOME S F
Figure 5-2: Print 1099 Instructions
After selecting this option, ARMS will ask you to verify (Yes or No) printing the
instructions. If you want to print a copy of the 1099 processing instructions, type
“Yes” at the prompt and press the Return key. If you do not want to print the
instructions, just press the Return key (No is the default response).
User Manual 14 IRS 1099 Menu (ZIRS)
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5.2

After electing to print the 1099 Processing Instructions, you are ready to identify the
device for printing the instructions. Follow the standard steps for printing/viewing an
ARMS report.

Edit Finance Location (EFIN)

The Edit Finance Location allows the user to edit IRS Form 1099 payor data. The
Edit Finance Location option is selected by typing EFIN at the “Select IRS Menu
Option” prompt.

PRENT 1299 Frint Menu ...
EXF Create Export Files

Select IRS 1@39 MEWNU Option: EFIN Edit Finance Location

Select FIMAWCE LOCATIOM: Billings 40
HAME: BILLINGSSS

INHHE LINE 1: BILLINGS IHS AOQSF
HAME LINE 2:

STREET ADDRESS: P.0. BOX 2142r5F
CITY: BILLINGSSS

STATE: MONTAWASS

LIF: 59103r5F

FEDERAL EIN: Z224567E80FF

1899 NAME CONTROL: BILLSS

T CONTROL CODE: 1234564F

AMOUNT CODES: BY £

FPAYOR FHONE: 505243410087F
COMTACT NAME: AWWE E. FUGATT/SS
CONTACT FHONE: 505248418967 F

Figure 5-3: Edit Finance Location Options

Begin by entering the Area finance location whose data you would like to edit. If you
would like to see a list of Area finance locations, type ?? at the “Select FINANCE
LOCATION:” prompt and press the Return key to see a list of Area locations.

Each field will be presented one at a time with the current data in each field serving as
the default response. If the data field is correct, accept the default response by
pressing the Return key. 1If you would like to edit a particular field, enter the updated
information and press the Return key. Pressing the Return key will advance you to the
next field.

Brief definitions of the different fields available for editing are included below.
Name: Enter the Area name or code.

Name Line 1: Enter the first line of the mailing address for the Area finance
office.

Name Line 2: Enter the second line of the mailing address for the Area finance
office (If applicable).
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Street Address: Enter the mailing street address for the Area finance office.
City: Enter the City for the mailing address of the Area finance office.
State: Enter the State for the mailing address of the Area finance office.
Zip: Enter the zip code for the mailing address of the Area finance office.
Federal EIN: Enter the Federal entity identification number for the payor.
1099 Name Control: Enter the Area name assigned by the IRS.

T Control Codes: Enter Area-identifying control code assigned by the IRS.

Amount Codes: Enter the code denoting how payment was used (wages,
contracts, grants, etc.)

Payor Phone: Enter the payor’s telephone number.

Contact Name: Enter the name of a person who serves as the payor’s point of
contact.

Contact Phone: Enter the telephone number of the person serving as the payor’s
point of contact.

After completing the file update for the desired finance location, you will be prompted
to edit another finance location. To edit another finance location, enter the desired
Avrea finance location at the prompt. If you are finished editing finance locations, press
the Return key at the “Enter a Finance Location:” prompt to return to the IRS 1099
Menu Options. Press the Return key twice to return to the User Menu.,

5.3 Calculate Vendor YTD Paid (CALC)
The Calculate Vendor YTD Paid option allows the user to total 1166 approvals for
each vendor during a specified date range. The Calculate Vendor YTD Paid option is
selected by typing CALC at the Select IRS Menu Option prompt.
Select IRS 1899 MENU Option: CALC Calculate Vendor ¥TD Paid
Enter BEGIMNING DATE: @lolea (JAN @1, ZO@E)
Enter ENDIMNG DATE: ©332101 (AUG 31, Z001)
OONE
Enter RETURN to continue or '™' to exit:
Figure 5-4: Calculate Vendor YTD Paid Options
Enter the desired date range for calculation. The user entered January 1, 2000 as the
beginning date in Figure 5-4. The user entered August 31, 2001 as the ending date.
User Manual 16 IRS 1099 Menu (ZIRS)
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ARMS updates the Year To Date Paid fields for all vendors and displays a DONE
message when complete. Press the Return key or type “*” and press the Return key to
return to the IRS 1099 Menu.

54 1099 Reports Menu (RPTS)

The 1099 Reports Menu option allows the user access to a variety of reports
pertaining to vendor 1099 data. The 1099 Reports Menu option is selected by typing
RPTS at the Select IRS Menu Option prompt. Figure 5-5 shows an example of the
1099 Reports Menu.

FENT 1899 Frint Menu ...
EXP Create Export Files

Select IRS 1899 MENU Option: RPTS 1099 Reports Menu

IRSY  List Wendor Info by Export Date (1099 Y/sN)
V1o List ARMS 1093 Vendors File Info

VLEL  Frint Vendor Labels

YLST  List Wendors by Selected Farameters

Figure 5-5: 1099 Reports Menu

5.4.1  List Vendor Info By Export Date (1099 Y/N) (IRSY)

The List Vendor Info by Export Date option produces a report containing vendor
payments and totals for the export date range specified. The List Vendor Info by
Export Date option is selected by typing IRSY at the “Select 1099 Reports Menu
Option” prompt.

{E] List ARMS 1839 Wendors File Info
WLEL  Print Vendor Lahels
WLST  List Wendors by Selected Parameters

Select 1099 Reports Menu Option: IRSY List Wendor Info by Export Date (1099 Yf
)
* Prewious selection: VEMDOR-EIM not null
START WITH WVENDOR-EIM: FIRSTSS
* Previous selection: EXFORT DATE from 171700 to 8531501
START WITH EXFORT DATE: FIRSTSS Bl@lA@ (JAN @1, Z@EQ)
GO TO EXPORT DATE: LAST/S 083101 (AUG 21, Z@A@1)
" Previous selection: 1893 (¥sN) not null
START WITH 1099 (¥ HW): FIRSTSS
IDEVIEE: Home Right Margin: 307/

Figure 5-6: List Vendor Info By Export Date Options

Enter the Vendor or Electronic Identification Number you want to begin your report
with. To start at the beginning of the entire vendor list, press the Return key to accept
the default response (FIRST//). The user selected the default option in Figure 5-6.

User Manual 17 IRS 1099 Menu (ZIRS)
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5.4.2

Enter the date range for vendor information. If you want to print all vendor info
beginning with the first vendor, press the Return key to accept the default response.
The user entered January 1, 2000 in Figure 5-6. Enter the ending date for the vendor
information. If you want to print information for all vendors through the current date,
press the Return key. To limit your information during a specific time period, enter an
ending date. To accept the current date, press the Return key.

Finally, determine which 1099s you want to print. You can print those 1099s that
have been filed by typing Y at the “START WITH 1099 (Y/N): FIRST//” prompt. If
you want to print 1099s that are still pending, type N at the prompt. If you want to
print all 1099s, pending and completed, press the Return key to accept the default
response.

You are now ready to print your vendor information. Select the device to where you
want to print your report and follow the standard steps for printing/viewing an ARMS
report.

[oEvicE: Home Fight Margin: B804S
1166 AFP VENDORS IMFO (10899 Y/N) BY EXPORT DATE
SEF 1@,2001 09:89 FAGE 1

|EXFOET OATE DOOCUMENT# C.A.N. OEJCL DOL-AMT SCHED#

WENDOR EIN+5FX ¥TO PAID Y#N
JMAR 12,2081 12345678908 32421161 1113 QOO0Q@900. 80 M1Z345

ADCON INC 1870408626A1 YES
SUBTOTAL a@e
AUG 10,2008 BE7GEOR408  JBSEEE8 2654 QUOOE4E0. 00 533001

FAKE WENDOR 29999999499 400 . 0@ YES
HAY 21,2081 1676E01106 JESE3E3EE 266R SO0 GO0 ZEE1533006

FAKE WENDOR 29999953495 400,00  YES
MAY 21,2001 1B76E01Z08 JB5E8E8 2Z6EA 50000 2EB1533087

FAKE WENDOR 2999999999 400 .80 YES
HAY 29,z081 @l1l2510006 JG658388 232H loen. an ZEB1532003

FAKE WENDOR £99999534959 400.00  YES
JUN 15,z081 4545454545 T6538E3 2121 100 . @E ZEE1533013

FAKE WENDOR 2999999999 400,008  YES

Figure 5-7: Print Options and Listing

List ARMS 1099 Vendors File Info (V109)

The List ARMS 1099 Vendors File Info lists information from the ARMS 1099
Vendor file such as the amount code and YTD amount for each vendor. The List
ARMS 1099 Vendors File Info is selected by typing V109 at the Select 1099 Reports

Menu Option prompt.
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WLEL  Print Wendor Labels
WLST  List Wendors by Selected Parameters

Select 1039 Reports Memu Option: ¥1@3 List ARMS 1893 Wendors File Info
* Prewious selection: CALENDAR YEAR not null
START WITH CALENWDAE YEAR: FIRSTSY 19399
L0 TO CALEWDAR YEAR: LASTSF Z2@@1
* Previous selection: WEMDOR mot null
START WITH VENDOE: FIRSTS S
IDEVIEE: Home Right Margin: 307/

Figure 5-8: 1099 Vendors File Info Options

Enter the date range for vendor information. If you want to print information for all
vendors, press the Return key to accept the default response. The user chose to start
with calendar year 1999 in Figure 5-8. Enter the ending date for the vendor
information. If you want to print information for all vendors through the current year,
press the Return key. To limit your information during a specific time period, enter an
ending year. The user chose to end with calendar year 2001.

Enter the Vendor you want to begin your report with. To start at the beginning of the
entire vendor list, press the Return key to accept the default response (FIRST//).
The user selected the default option in Figure 5-8.

You are now ready to print your vendor information. Select the device to where you
want to print your report and follow the standard steps for printing/viewing an ARMS
report.

OEWICE: Home Right Margin: 804f

ARMS 1@33 WENDOR LIST SEP 1@, zo81 1@:22 PAGE 1
AXT

ENDOE o TERKE fTD-AMT

ADCOM INC 1 2800 e . o

FAKE WENDOFR 2000 3459910

Figure 5-9: Print Options and Listing

5.4.3  Print Vendor Labels (VLBL)
The Print Vendor Labels option prints vendor address labels. The Print Vendor Labels
option is selected by typing VLBL at the Select 1099 Reports Menu Option prompt
(Figure 5-10).
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PRNT 1833 Print Menu ...
EXP Create Export Files

Select IRS 1899 MENU Option: RFTS 1833 Reports Menu
IRSY  List ¥Wendor Info by Export Date (1893 ¥/N)
WIBS  List ARMS 1099 Vendors File Info
WLEL  Print Wendor Labels
WLST  List Wendors by Selected Parameters
Select 1099 Reports Menu Option: YWLBL Frint Vendor Labels

Select one of the following:

I INDIVIOUAL WENDORS
13 RAKGE OF VENDORS

|Enter response:

Figure 5-10: Print Vendor Labels Options

When printing vendor labels, determine if you want to print labels for individual
vendors or a group of vendors. For individual vendors, type | at the “Enter response:”
prompt and press the Return key. For a range of vendors, type R at the prompt and

press the Return key.

Individual Vendors

To print labels for individual vendors, enter the Vendor’s name at the “Select
Vendor:” prompt and press the Return key. To see a list of vendors in the ARMS

database, type ?? at the prompt and press the Return key.

After selecting a vendor, ARMS will display the EIN as well as mailing and billing
addresses for the chosen vendor. ARMS will ask you to enter another vendor to print
labels for. If you do not want to print labels for any other vendors, press the Return

key at the “Select Another VVendor:” prompt.

I INDIVIDUAL WENDORS
14 RAKGE OF YENDORS

J|Enter response: INDIVIDUAL WEMDORS

Select WVENDOR: Adcon IMC EIN. ... : 1570409626
REMIT TO-CITY..: OREM

Select another WENDOR:

Select one of the following:

H MAILING ADODRESS
b BEILLING ADDRESS

IUSE MAILIMG ADDRESS or BILLING ADDRESS: MW/F MAILING ADDRESS

SUFFIX: Al
MAIL TO.: 227 EAST 1200 SO0UTH ,
REMIT TO: 227 EAST 1200 S0UTH ,

OREN
OREN

Figure 5-11: Print Labels - Individual Vendors
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Enter the type of address to print on the labels (Mailing or Billing). To print labels
with the vendor’s mailing address, type M and press the Return key at the “Use
MAILING ADDRESS or BILLING ADDRESS: M//” prompt. To print labels with
the vendor’s billing address, type B and press the Return key at the prompt. The
Mailing address is the default response.

IUSE MAILIMG ADDRESS or BILLING ADDRESS: M/F MAILING ADDRESS
Select one of the following:

1 OWE WENDORSROW, 1 LELSROW

Z ONE WENDORSROW, 2 LELSFROW
3 ONE WEMDORSEOW, 3 LELSFROW
4 OWE WENDORSROW, 4 LELSFROW

Frint Quantity: 157 3 ONE WEWDORSEOW, 3 LELSSROW
How many ROWS (Mo matter how many labels per row): (1-999): 3
DEWICE: HOMESS

ADCON INC ADCON INC ADCON IWC

327 EAST 1200 S0UTH &3 327 ERAST 1200 S0UTH #3 327 ERST 1200 J
OUTH #3

OREM, UT 34053 OREM, UT 84053 OREM, UT 54059

ADCON INC ADCON INC ADCON INC
327 EAST 1200 S0UTH &9 327 EAST 1zZ@0 S0UTH #5 327 EAST 1200 J
]

Figure 5-12: Print Vendor Labels - Print Options

Select the number of labels to print on each row. Figure 5-12 shows four available
formats for printing vendor labels. Type your selection at the Print Quantity: 1//
prompt. Notice that option 1 (One vendor per row/ 1 label per row option) is the
default response. The user chose option 3 (3 labels per row) in Figure 5-12.

Enter how many rows of labels you want to print. You can print from 1 to 999 rows
of labels. The user chose 3 rows in Figure 5-12.

Select the device to where you want to print your vendor labels and follow the
standard steps for printing/viewing an ARMS report.

Range of Vendors

To print labels for a group of vendors, enter the vendor at the beginning of your range
at the “Start With Vendor: First//” prompt and press the Return key. To start at the
beginning of vendor database, choose the default response by pressing the Return key
at the prompt. In the example shown in Figure 5-13, the user chose the default
response.
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To conclude your list of vendors range, enter the vendor you want to end your list
with. Do this by typing the vendor’s name at the “Go To Vendor: Last//” and press the
Return key. To have your range conclude at the end of the vendor database, choose
the default response by pressing the Return key at the prompt. In the example shown
in Figure 5-13, the user chose the default response.

WLEL  Print Vendor Labels
WLST  List Wendors by Selected Parameters

Select 1039 Reports Menu Option: VLEL Print Vendor Labels
Select one of the following:

I INDIVIDUAL WENDORS
14 RAKGE OF YENDORS

|Enter response: RANGE OF WEMWDORS
Start with Wendor: FIRSTSS
Go to Vendor: LASTSY

Select one of the following:

H MAILING ADODRESS
B BILLING ADDRES:

|Use MAILING ADDRESS or BILLING ADDRESS: MS7F I
_

Figure 5-13: Print Labels - Range of Vendors

Enter the type of address to print on the labels (Mailing or Billing). To print labels
with the vendor’s mailing address, type M and press the Return key at the “Use
MAILING ADDRESS or BILLING ADDRESS: M//” prompt. To print labels with
the vendor’s billing address, type B and press the Return key at the prompt. The
Mailing address is the default response. The user chose the mailing address option in
Figure 5-14.

Use MAILING AODDRESS or BILLIWG ADDRESS: MsF MAILING ADDRESS
Select one of the following:

OME WENDORSROW, 1 LELSROW
OME WENWDORSROW, 2 LELSSROW
ONE WENWDORSROW, 3 LELSSROW
OWE VEMWDOR/ROW, 4 LELSSEOW

E RPN S

Frint Quantity: 177 2 ONE VENDORSREOW, £ LELSSROW
How many ROWS (Mo matter how many labels per row): (1-999): 25
DEVICE: HOME/SS

Figure 5-14: Print Labels - Print Options

Select the number of labels to print on each row. Figure 5-14 shows four available
formats for printing vendor labels. Type your selection at the Print Quantity: 1//
prompt. Notice that option 1 (One vendor per row/ 1 label per row option) is the
default response. The user chose option 2 (2 labels per row) in Figure 5-14.
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5.4.4

Enter how many rows of labels you want to print. You can print from 1 to 999 rows
of labels. The user chose 25 rows in Figure 5-14. Select the device to where you
want to print your vendor labels and follow the standard steps for printing/viewing an
ARMS report.

List Vendors By Selected Parameters (VLST)

The List Vendors by Selected Parameters option prints ad hoc 1099 vendor report
data sorted by specific parameters. The List VVendors by Selected Parameters option is
selected by typing VLST at the Select 1099 Reports Menu Option prompt (Figure 5-
15). There are five parameter options to choose from.

FENT 1399 Frint Menu ...
EXP Create Export Files

Select IRS 1099 MEMU Option: RFTS 1899 Reports Menu

IRSY  List Wendor Info by Export Date (1099 Y/M)
v1ieg List ARMS 1899 Wendors File Info

WLEL  Print Vendor Labels

WLST  List Wendors by Selected Parameters

Select 1099 Reports Menu Option: WLST List Wendors by Selected Parameters
Select one of the following:
HAME List Alphabetically by MName
EIN List by EIM#
¥TO List by ¥TD FAID
¥TOS List by ¥TOD PAID Within STATE
1039 List Wendors With '1899 Y/N' = 'Y’

SELECTION: NAMESS

Figure 5-15: List Vendors By Selected Parameters Options

List Alphabetically By Name

The List Alphabetically By Name option allows printing a vendor listing in alphabetical
order. This option is selected by typing NAME at the “Selection: NAME//” prompt.
This is the default response for the List Vendors by Selected Parameters option.

1099 List Wwendors With '1899 ¥J/N' = '¥'
SELECTION: MAMESS MAME List Alphabetically by Mame
Select one of the following:
Frovide MAILING ADODRESS Only
Frovide BILLING ADDRESS Only

Frovide REMIT TO ADORESS Only
Frovide ALL ADDRESSES on Listing

oo m =

SELECTION: MsS I

Figure 5-16: List Alphabetically by Name Options
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The vendor listing can be printed out in four different formats. Figure 5-16 shows the
four options for presenting an alphabetical list of vendors.

You can list the entire database of vendors or define a range of vendors to list. Select
the device to where you want to print your vendor list and follow the standard steps
for printing/viewing an ARMS report.

List By EIN #

The List EIN # option allows printing a vendor list according to Entity Identification
Number (EIN) order. This option is selected by typing EIN at the Selection: NAME//
prompt.

The vendor listing can be printed out in four different formats. Figure 5-16 shows the
four options for presenting a list of vendors according to EIN.

You can list the entire database of vendors beginning with the first EIN or define a
range of vendors to list (According to EIN and EIN suffix).

Select the device to where you want to print your vendor list and follow the standard
steps for printing/viewing an ARMS report.

List By YTD Paid

The List By YTD Paid option will print a vendor listing in order of payment during the
current fiscal year. This option is selected by typing YTD at the “Selection: NAME//”
prompt.

The vendor listing can be printed out in four different formats. Figure 5-16 shows the
four options for presenting a listing of vendors according to year to date payments.

You can list the entire database of vendors or define a range of vendors to list. Select
the entire range of fiscal years the vendor has been in the database or specify a range
of fiscal years. Choose the device where you want to print your vendor list and follow
the standard steps for printing/viewing an ARMS report.

List By YTD Paid Within STATE

The List By YTD Paid Within State option will print a vendor listing in order of
payment during the current fiscal year by State. This option is selected by typing
YTDS at the “Selection: NAME//” prompt.

The vendor listing can be printed out in four different formats. Figure 5-16 shows the
four options for presenting an alphabetical list of vendors.

You can list vendors in the database from all States or define vendors from a range of
States. Select the entire range of fiscal years the vendor has been in the database or
specify a range of fiscal years. Select the device to where you want to print your
vendor list and follow the standard steps for printing/viewing an ARMS report.
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List Vendors With “1099Y/N = Y”

The List Vendors With “1099 Y/N =Y option allows users to see a listing of vendors
and whether they were sent a 1099. This option is selected by typing 1099 at the
“Selection: NAME//” prompt.

The vendor listing can be printed out in four different formats. Figure 5-16 shows the
four options for presenting a list of vendors.

You can list all vendors in the database and their 1099 status, or define a specific list
of vendors. You have three options.

e List of all vendors and their 1099 status by accepting the default response and
pressing the Return key at the “START WITH 1099 (Y/N): FIRST//”
prompt..

e List all vendors who did not receive a 1099 by entering No at the “START
WITH 1099 (Y/N): FIRST//” prompt and pressing the Return key.

e List all vendors who received a 1099 by typing Yes at the “START WITH
1099 (Y/N): FIRST//” prompt and pressing the Return key.

Select the device to where you want to print your vendor list and follow the standard
steps for printing/viewing an ARMS report.

5.5 Prepare Staging File Zero Balance YTD Field (ZERO)

The Prepare Staging File Zero Balance Year-To-Date (YTD) Field option allows the
user to set the YTD field in all vendor files to zero. The Prepare Staging File Zero
Balance Year-To-Date Field option is selected by typing ZERO at the Select IRS
Menu Option prompt.

Select IRS 1099 MENU Option: ZERD Wendor File Zero Balance Year-To-Date Field
|00 you want to ZERD out the Year-To-Date field for all Vendors? NOSS YES
OOME!

Figure 5-17: Zero YTD Field For Vendors

ARMS will ask you to verify this selection. Type Yes to zero out the fields. When
you are finished, you will see the message DONE! to show completion of the task. If
you do not want to zero out the YTD fields, accept the default response (No) by
pressing the Return key. You will return to the 1099 options menu upon completion
of this option.

User Manual 25 IRS 1099 Menu (ZIRS)
Volume Il November 2001



Administrative Resource Management System V2.0

5.6

5.7

Input YTD Paid Values (INPT)

The Input YTD Paid Values option allows the user to input YTD paid values and set
the 1099 Y/N field in the master vendor file. The Input YTD Paid Values option is
selected by typing INPT at the Select IRS Menu Option prompt.

Select IRS 1899 MENU Option: INPT Input ¥TD FPaid Walues

Select WVENDOR: ADCOM IMC EIN.....: 13704839526 SUFFIX: Al
MAIL TO.: 227 EAST 1200 S0UTH , OREM
REMIT TO: 227 EAST lz20@ S0UTH , OREM
REMIT TO-CITY..: OREM

1899 (YsN): YES// YES YES

YTO FAID: 25057 325

Select WENDOR:

Figure 5-18: Input YTD Paid Values Options

Enter the vendor for which you want to update its master file. If needed, type ?? at
the “Select VENDOR:” prompt and press the Return key to see a list of vendors in the
master file. The user selected Adcon Inc. as the vendor in Figure 5-18 and ARMS
displayed the most current vendor information on file for Adcon Inc..

Enter Yes or No as to whether the selected vendor will receive a 1099. If this vendor
will receive a 1099, except the default response (Yes) and press the Return key. If this
vendor will not receive a 1099, type No at the “1099 (Y/N): YES//” prompt.

Enter the amount paid the vendor for the year-to-date. Notice in Figure 5-18 the
default response is $250. The default response represents the current amount paid. If
that is correct, press the Return key. If that figure needs to be revised, enter the
current dollar amount and press the Return key. The user updated the amount to $325
in Figure 5-18.

To update another master vendor file, enter the vendor’s name and press the Return
key. If you are finished updating vendor files, press the Return key at the “Select
VENDOR:” prompt to return to the 1099 options menu.

Prepare Staging File For Export Process (TRNS)

The Prepare Staging File For Export Process option allows the user to transfer YTD
information from the master vendor file to the ARMS 1099 file for the export process.
The Prepare Staging File For Export Process option is selected by typing TRNS at the
Select IRS Menu Option prompt.
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Select IRS 1@99 MEMU Option: TRNS FPrepare Staging File for EXPORT Frocess

This option transfers wendor information from the master Wendor file

to the ARMS 1893 Vendors file. It will be used to control the exporting
to download files. Only wendors with ¥TOD PAID »* 599.99 will he
transferred.

Select 1099 CALEMODAR YEAR: (QEEE-9999) : ZOOESS ZOEO1

|00 you want to set all payment type codes to one code, then change selected entrf
ies? Yff Yes YES

Select PAYMENT TYPE CODE (1-9,A,B,Ci: 7/F 3

Figure 5-19: Prepare Staging File For Export Process Options

Begin by entering the calendar year for which you want to prepare vendor information.
Enter the year at the “Select 1099 CALENDAR YEAR:” prompt. The default
response in Figure 5-19 is the year 2000. The user entered 2001 at the prompt.

Next, ARMS will ask if you want to change vendors’ payment type codes to one
specific code. The payment type code identifies the type of payment made to the
vendor. Press the Return key at the “Select PAYMENT TYPE CODE:” prompt to
accept the default response (Yes). If you do not want to change the vendor payment
codes, type No at the prompt and press the Return key. If you select No, ARMS
returns you to the IRS 1099 Menu.

After selecting Yes, ARMS will ask you to enter the payment type code to switch all
vendors to. The default response in Figure 5-19 is 7 (Non-Employed Compensation).
If that code is acceptable, just press the Return key. If you would like to select a
different payment type code, enter it and press the Return key. In Figure 5-19, the
user chose payment type code 3 (Other Income). ARMS will process the information
and return you to the IRS 1099 Menu.

5.8 Print Staging File Vendor List (LIST)
The Print Staging File Vendor List option allows the user to print a list of vendors
who will be sent an IRS Form 1099. The Print Staging File Vendor List is selected by
typing LIST at the Select IRS Menu Option prompt.
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select

Choose
.81
Bz
S
1
2

IRS 1099 MEMU Option: LIST Frint Staging File Wendor List

This report requires a 132 character printer! Use '@' in front of sort field to
suppress subheaders, i.e. SORT BY: GVENDOR
SORT BY: NUMBERSS ¥¥%

from:
VENDOR
PMT TYFE CODE
IRS NAME
CALEMDAR YEAR  {multiple}
COMFUTED NAME

TYFPE '-' IN FROWT OF NUMERIC-WALUED FIELD TO S0RT FROM HI TO LO
TYFE '+' IN FROWT 0OF FIELD WAME TO GET SUETOTALS BY THAT FIELD,
'#' TO PAGE-FEED OW EACH FIELD VALUE, '!' TO GET RAWKING NUMEER,
‘@' TO SUFFRESS SUEB-HERDER, ']' TO FORCE SAWIMG SORT TEMPLATE
TYFE ', TKT' AFTER FREE-TEXT FIELDS TO SORT HWUMBERS AS TEXT
TYFE [TEMPLATE WAME] IN BRACKETS TO SO0RT BY PREWIOUS SEARCH RESULTS

Figure 5-20: Print Staging File Vendor List - Sort Options

There are a variety of ways to sort vendor listings:

Vendor Number
Vendor Name
Payment Type Code
IRS Name

Calendar Year

Computed Name

Vendor listings can employ multiple sort options. For example, a vendor listing could
be sorted by payment type code and sorted again by vendor name. Figure 5-20 shows
the sort options available. After tailoring your vendor list, you will have the option to
save the sort as a template for future use.

You are now ready to print the vendor list. Select the device you want to print them
and follow the standard steps for printing/viewing an ARMS report.

5.9 Edit Staging File Entries (EDIT)
The Edit Staging File Entries option allows the user to edit entries in the ARMS 1099
vendor file. These entries are used to build the electronic file for transmittal to the
IRS. The Edit Staging File Entries option is selected by typing EDIT at the Select IRS
Menu Option prompt.
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Select IRS 1899 MENU Option: EDIT Edit Staging File Entries

Select WEWODOR: ADCOW INC EIM.... .: 1370409626 SUFFIX: Al
MAIL TO.: 3227 EAST 1200 S0UTH , OREM
EEMIT TO: 327 ERAST 1200 S0UTH , OREM
EEMIT TO-CITY..: OEEHM
.. OKF Yesrr [fes]

VEMDOE: ADCOM INWCFs

|FMT TYPE CODE: 77f

IRS MAME:

Select CALENDAR YEAR: 200177
CALEMDAR YEAR: z@@lss
CYTD AMOUNT: 75877

Select WEMDOR:

Figure 5-21: Edit Staging File Entries Options

Begin by entering the name of the vendor whose data you would like to edit. 1f you
would like to see a list of vendors, type ?? at the “Select VENDOR:” prompt and
press the Return key. After selecting the vendor, ARMS presents the vendor’s
information and prompts you to verify your selection. If you have selected the correct
vendor, press the Return key at the “OK? Yes//” prompt. If you have chosen the
wrong vendor, type No at the prompt; ARMS will ask you to enter a new vendor
name.

Each field will be presented one at a time with the current data in each field serving as
the default response. If the data field is correct, accept the default response by
pressing the Return key. 1If you would like to edit a particular field, enter the updated
information and press the Return key. Pressing the Return key will advance you to the
next field.

The following is a brief description of the vendor fields available to edit.
Vendor: Enter the vendor’s name.
PMT Type Code: Enter the code that identifies the type of payment.
IRS Name: Enter the vendor’s name as established by the IRS.

Select Calendar Year: Enter the calendar year for this particular vendor file.
ARMS will ask you to verify the calendar year entry.

CYTD Amount: Enter the amount paid year to date for that particular vendor.

After completing the file update for the desired vendor, you will be prompted to edit
another vendor. To edit another vendor, enter the vendor’s name. If you are finished
editing vendors, press the Return key at the “Select VENDOR:” prompt to return to
the IRS 1099 Menu Options. Press the Return key twice to return to the User Menu.
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5.10

5.10.1

5.10.2

1099 Print Menu (PRNT)

The 1099 Print Menu option allows the user access to a variety of options for printing
IRS Form 1099s. The 1099 Print Menu option is selected by typing PRNT at the
Select IRS Menu Option prompt.

Print Test 1099s (TST)

The Print Test 1099s option allows the user to print the first nine vendor IRS Form
1099s for test purposes. The Print Test 1099s option is selected by typing TST at the
Select 1099 Print Menu Option prompt.

Select IRS 1@39 MENU Option: PRMT 1@93 Print Menu

TST Frint Test 1093s

ALL Frint 1899s

OWE Frint One 1093

FNG Frint Range of Wendor 1@99s

Select 1099 Print Menu Option: TST Print Test 1099s
Select FIMAWCE LOCATIOM: Headquarters WEST 91
celect CALENDAR YEAR: (@@0@-3393): ZO0asS 2ol

IDEVICE: HOME S ¥

Figure 5-22: Print Test 1099s

After selecting this option, enter the finance location (payer) of the 1099s you want to
print. To see a list of finance locations in the ARMS database, type ?? at the “Select
FINANCE LOCATION:” prompt (Figure 5-22).

Enter the calendar year of the 1099s at the “Select CALENDAR YEAR:” prompt. If
the calendar year you are searching for is the default response, just press the Return
key. If you want to select a different calendar year, enter the new year at the prompt.
In Figure 5-22, the default calendar year is 2000 and the user selected calendar year
2001.

You are now ready to print your 1099s. Select the device you want to print them and
follow the standard steps for printing/viewing an ARMS report.

Print 1099s (ALL)

The Print 1099s option allows the user to print all IRS Form 1099 for a finance
location. The Print 1099s option is selected by typing ALL at the Select 1099 Print
Menu Option prompt.

User Manual 30 IRS 1099 Menu (ZIRS)

Volume Il

November 2001



Administrative Resource Management System V2.0

TET Print Test 10935

ALL Frint 1533s

OME Frint One 1093

RNG Frint Range of Wendor 1@99s

Select 1899 Frint Menu Option: ALL FPrint 1839s
Select FIMANCE LOCATIOM: EILLINGS 40
Select CALENDAR YEAR: (DOOE-9999): ZOOE/SS 2001
IDEVICE: HOME S ¥

Figure 5-23: Print All 1099s

After selecting this option, enter the finance location (payer) of the 1099s you want to
print. To see a list of finance locations in the ARMS database, type ?? at the “Select
FINANCE LOCATION:” prompt. The user entered Billings as the finance location in
Figure 5-23.

Enter the calendar year of the 1099s at the Select CALENDAR YEAR: prompt. If the
calendar year you are searching for is the default response, just press the Return key.

If you want to select a different calendar year, enter the new year at the prompt. In
Figure 5-23, the default calendar year is 2000 and the user selected calendar year
2001.

You are now ready to print your 1099s. Select the device you want to print them and
follow the standard steps for printing/viewing an ARMS report.

5.10.3 Print One 1099 (ONE)
This option allows the user to print a single vendor 1099. The user will be prompted
for which vendor to print. This option is useful for printing corrected vendor 1099s.
The Print One 1099 option is selected by typing ONE at the Select 1099 Print Menu
Option prompt.
T=T Frint Test 1@98s
ALL Print 1093s
ONE Frint One 10399
RNG Frint Range of Wendor 1@99s
Select 1099 Print Menu Option: OME Print One 1099
Select FIMAWCE LOCATIOM: Headgquarters MWEST 91
Select CALENDAR YEAR: (@000-9999): zOoass 2001
Select VEWDOR: Adcon INC EIN.....: 1370409626 SUFFIX: Al
MAIL TO.: 327 EAST 1280 SO0UTH , OREM
EEMIT TO: 327 EAST 1ZB0 S0UTH , OKEEM
REMIT TO-CITY..: OREM
IDEVIEE: HOME S F
Figure 5-24: Print One 1099
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After selecting this option, enter the finance location (payer) of the 1099 you want to
print. To see a list of finance locations in the ARMS database, type ?? at the “Select
FINANCE LOCATION:” prompt. The user entered Headquarters West as the finance
location in Figure 5-24.

Enter the calendar year of the 1099 at the Select CALENDAR YEAR: prompt. If the
calendar year you are searching for is the default response, just press the Return key.
If you want to select a different calendar year, enter the new year at the prompt. In
Figure 5-24, the default calendar year is 2000 and the user selected calendar year
2001.

Enter the vendor on the 1099 you want to print. To see a list of vendors in the ARMS
database, type ?? at the “Select VENDOR:” prompt. The user entered Adcon Inc. as
the vendor in Figure 5-24. ARMS immediately displays vendor information.

You are now ready to print your 1099. Select the device you want to print them to
and follow the standard steps for printing/viewing an ARMS report.

5.10.4 Print Range of Vendor 1099s (RNG)
The Print Range of Vendor 1099s option allows the user to print out IRS Form 1099s
for a range of vendors. For example, the user could print out all Vendor names
beginning with the letter A. The Print Range of Vendor 1099s option is selected by
typing RNG at the Select 1099 Print Menu Option prompt.
TST Frint Test 1@99s
ALL Frint 1@93s
ONE Frint One 10399
RNG Frint Range of Wendor 1@99s
Select 1839 Print Menu Option: RHNG  Print Range of Wendor 18939s
Select FINANCE LOCATIOM: Billings 40
Select CALENDAR YEAR: (0000-9999): zZOoass 2001
Start with WENDOR: Adcon
End with WENDOR: Nawvajo
ODEWICE: HOMESS
Figure 5-25: Print Range of Vendor of 1099s
After selecting this option, enter the finance location (payer) of the 1099s you want to
print. To see a list of finance locations in the ARMS database, type ?? at the “Select
FINANCE LOCATION:” prompt. The user entered Billings as the finance location in
Figure 5-25.
Enter the calendar year of the 1099s at the “Select CALENDAR YEAR:” prompt. If
the calendar year you are searching for is the default response, just press the Return
key. If you want to select a different calendar year, enter the new year at the prompt.
In Figure 5-25, the default calendar year is 2000 and the user selected calendar year
2001.
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Enter the first vendor on the 1099 you want to print. To see a list of vendors in the
ARMS database, type ?? at the “Select VENDOR:” prompt. The user entered Adcon
Inc. (Adcon) as the first vendor in Figure 5-25. Enter the last vendor on the 1099 you
want to print. The user entered Navajo Division of Health (Navajo) as the last vendor
in the range.

You are now ready to print your 1099s. Select the device you want to print them to
and follow the standard steps for printing/viewing an ARMS report.

5.11 Create Export Files (EXP)

The Create Export Files option allows the user to take the data in the vendor file and
place it into a UNIX file for export to the IRS. The Create Export Files option is
selected by typing EXP at the Select IRS Menu Option prompt.

Select IRS 1099 MENU Option: EXP Create Export Files
Select ARMS 10893 FAYER NAME: BILLINGS 41

This generates files containing 1039 records. You must select 3 STATE or IRS
and a3 file will be generated for that selection. You may run this program

as many times as necessary until all STATE files needed are created.

Enter 2 character State Abbrewiation or 'IRS': MT
Enter Calendar ¥ear (eg 1998): (BOOO-3999): 20004/

Select one of the following:

" Mailing Address
B Billing Address
[ Remit To Address

Which WENDOR File Address is to be used?: M/ ailing Address
Horking. ..

FRecords have been put into UNIX file fusrfspoolfafsdatasacrirsMT.301262
DEVICE: HOMESS

Figure 5-26: Create Export File Options

After selecting this option, ARMS request the 1099 payer name. To review a list of
payers in the ARMS database, type ?? and press the Return key. In Figure 5-26, the
user entered Billings (Billings Area) as the 1099 payer name.

ARMS next requests you to enter the vendor’s state or IRS facility in which the payer
has filed 1099s. In Figure 5-26, the user entered Montana as the state. Notice in the
message shown you can run this option until files for all 50 states have been created.

Enter the calendar year for which you are requesting the 1099 information. In Figure
5-26, calendar year 2000 is the default response. If you are requesting information for
calendar year 2000, just press the Return key at the “Enter Calendar Year (e.g.
1998):” prompt. If you would like to create an export file for a different year, enter
the desired year at the prompt and press the Return key.
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Choose the vendor file address to use and enter it at the “Which VENDOR File
Address is to be used?: M//” prompt. Figure 5-26 shows three address choices to
choose from. Mailing address is the default response. ARMS will show the file where
the records have been placed.

Select the device to where you want to print the vendor records and follow the
standard steps for printing/viewing an ARMS report.

L=
|Rec0rds have been put into UNIX file fusrispoolsafsdatasacrirsMT.301262
DEVICE: HOMESS

LR LAY LR R LAY R R L R R L R L LR R L

LISTING OF 1893 WEWDORS FOR CY ZB0O@ FPAGE 1
E. I. N YWENDOR HAME ANDOUNT

B A P e e A A A A A A A B i R A A R A A A A A A i R A i A i i A R A A i i A A i R i R A A i i A A R A A A A A i i i

HUMBER. OF 'BE' RECORDS GEWNERATED FOR MT = 0
TOTAL DOOLLAR AMOUNWT FOR MT = o a6

Figure 5-27: Export File Print Options and Results

ARMS will print a summary report of the payments to vendors in the state of
Montana. In the example shown in Figure 5-27, there were no payments made to
vendors in Montana for calendar year 2000. After presenting that information, ARMS
returns you to the IRS 1099 Menu to choose another option.
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6.0

Prime Vendor Data Import (PV)

The Prime Vendor Data Import option allows the user to import and access prime
vendor purchase order data from the prime vendor contract file. The Prime Vendor
Data Import option is selected by entering PV from the User Menu.

Select Administrative Resource Management System Option: FY  Prime Wendor Data J
mport

Utility to Import Prime Wendor Furchase Order Data
IMPORT Prime Yendor Purchase Order Data? NOJS YES

|Hame of file to import: AS1A.Z60/7 ASODZ.349
TOlO4E OOEOZIEE1Z3 HYOROCODOONESAFAF S7308MG Ay
T SE0TE  Imported.
TOlO48 OQOR9ZIEZ9301 CARBIDOPASLEVODOPA 2575108 $TY
|A 10ATE  Imported.
TOlO4E SZ2ZB3010081 GOLYTELY
4LTRPD Imported.

TOlO4E 0OOR24452725 LITHIUM CAREOMATE Z0OMG $RA
M 18ATE  Imported.
TOlE48 0QOIGEEES430 HYSTATIN 10@MUSGH $FG
F. JEGMCR Imported.
TOlO4E OQOBT4697EE1 ORETIC 25MG

188TE  Imported.
TU1A48 QHADBRZITSSE FEINIWIL 48MG

18ATE  Imported.

Figure 6-1: Import Prime Vendor Purchase Order Data Options

After selecting the Prime Vendor Data Import option, ARMS will ask you to verify
the import option (Figure 26). Type Yes to import the data at the “IMPORT Prime
Vendor Purchase Order Data? NO//” prompt. If you do not want to import prime
vendor data, choose the default response (No) to return to the User Menu.

Enter the name of the file to import. A previous file will be the default response. If
you have a new import file to import enter the file at the “Name of file to import:”
prompt. Figure 6-1 shows the default import file to be AS1A.260. The user entered a
new file (AS02.349) and pressed the Return key.

After pressing the Return key ARMS displays a list of the vendor data being imported.
Upon completion ARMS displays the message Import Complete (Figure 6-2).
To import another prime vendor purchase order data file, press the Return key to
continue. To return to the User Menu, type “~” and press the Return key.
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IIPB]IZE AE1EEHONESEE
F
IFO1l2E GEl7Va044l00

IFO11Z26 G8290309604
?PB]IZE BEZ90303E61]
}P91125 BEZoB309663
?PB]IZE AFZ9B309602
?PB]12E 553900237 0]
;PB]IZE AFZ9B309650

JFECl1aZ2  BRs7441110]

Import Complete.

|Fress RETURN to continue or 'Y otpoexit. I

TRIAMCINOLONE ACET ©.1% Fd
BAGMOT  Imported.

LANTAC SEMGSSOML PREMIX SOML
24BG  Imported.

BO SYR 18CC LUER LOCK 96

1@a's5¥  Imported.

BO SYR Z0CC LUER LOCK IE96H

40'S  Imported.

BD SYR S@s60CC LUER LOCK 3964

30's  Imported.

BO SYR ONLY 1ML TBC SE96E
la@'s  Imported.
DOXORUBICIN SOMG B

25MLVL Imported.
BO LUER-LOK 3@ML
405Y  Imported.
STHAGIS 100MG
WL Imported.

Figure 6-2: Import Complete
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7.0 Export DHRS To Core (EX)

The Export DHRs To CORE option allows the user to transfer document history data
record files to the Core data system using FTP protocol. The Export DHRs To CORE
option is selected by typing EX at the “Select Administrative Resource Management

System Option:” prompt on the User Menu.

ale
436
1134
436

Select Administrative

May 14 1702
Oct 24 ZOE0
Aug @9 15:28
Jun 27 15:08

T Complete Trawvel Woucher
LIRS IRS 1233 MENU . ..

Fesource Management System Option: EX Export OHRs to CORH

afsdhaba.@1134
afsdhara.opz9g
afsdhara.oloza@
afsdhara. 01178

Select FILE for export: afsdhaba.@ll34
|Frocessing file afsdhaba.@l134, please wait ...
File Transmission Successful 111

IPress RETURM to continue or '*' to exit. ™

Figure 7-1: Export DHRs to Core Option Menu

After selecting this option, ARMS displays a list of files available for transfer to the
CORE data system (Figure 7-1). Enter a file for transfer at the “Select FILE for
export:” prompt and press the Return key. In Figure 7-1, the user chose file
afsdhaba.01134. ARMS processes the file and displays the confirmation message
showing successful file transmission.

436
1134
436

|Fress RETURN to continue or '™

Oct 24 zZooo
Aug ©9 15:Z8
Jun 27 15:03

Select FILE for export: I

Select FILE for export: afsdhaba.ellz4
|Frocessing file afsdhaba. 01134, please wait ...
File Transmission Successful 11!

to exit. ™

afsdhara.opz98
afsdhara.@leza
afsdhara. 01178

Figure 7-2: Updated Files for Export
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Figure 7-2 shows the list of exportable files has been updated. To exit and return to
the User Menu, type “” at the “Select FILE for export:” prompt and press the Return
key.
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8.0 Receive Odd Obligations From CORE (RECV)

The Receive ODD Obligations From Core option allows the user to transfer obligation
and payment transaction data from CORE to the Area open document database. The
Receive ODD Obligations From CORE option is selected by entering RECV from the
User Menu.

The Receive ODD Obligations from CORE option is used to download or receive the
open document data file from CORE. It is locked with security key ACRFZ ODD.
Upon entering this option, you are prompted to select an accounting point containing
the data you desire. Entering a question mark “?” at this prompt will display a list of
accounting points. It is important that you choose only your Area's accounting
point(s) as these files are very large and will take up considerable storage space on
your system disk. After choosing the accounting point, a message will be displayed
showing the default UNIX directory where the downloaded file will be placed. The
default UNIX directory is stored in the ODD UNIX PATH field #301 of the FMS
System Defaults parameters file. If this is OK, press the Return key to accept the
default response (YES). If this is not OK, you will be prompted to enter a different
UNIX directory. The full UNIX directory path must be entered and it must be a valid
directory on your system. After you have answered all prompts, the software will
begin the download process. This can take several minutes. After the download is
completed, you will received the message File Receive Successful 11! If
you have attempted to download the file several times without success, please contact
your ARMS Manager for assistance.

The downloaded filename will contain the accounting point number in the filename
extension. Each time a file is downloaded for an accounting point, the previous file for
that accounting point will be replaced with the new file.

Figure 8-1 shows an example of using the Receive ODD Obligations from CORE
option.

Select Administrative Resource Management System Option: recy Receive 000 Oblig
ations from CORE

Select ACCOUNTING POINT: 42 TUCSOM

The 00D download file will be put into directory Jsusrispoolsafsdatas

Is this OK? YES//

Getting 'ofm.has.corodd.apd42' - sawing as fusrfspoocliafsdatalpccspe.@dz |
|Flease wait ... (note: this may take up to 10 minutes)

File Receive Successful 111

J|Enter RETURN to continue:

Figure 8-1: Receive ODD Obligations From Core
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9.0 Import Odd Obligations to Open Document
Database (IMP)
The Import ODD Obligations To Open Document Database option allows the user to
load data contained in the CORE file to the Area’s open document database. This is
completed once the ODD open document file is transferred from CORE to an Area
system (Using the RECV option). The Import ODD Obligations To Open Document
Database option is selected by entering IMP from the User Menu.
Select Administrative Resource Management System Option: IMP  Import 0DD 0Obligat
ions to Open Document Database
IMFORT CORE OBLIGATIONWS DOWMLOAD FILE
This import process will completely replace all data
currently stored in your lecal ohligations document
file with the current obligations data on file in the
CORE Accounting System. There should have been NO
payment data entered into the ARMS PAYMENT system since
the last DHR Data Entry splitout & transmission to CORE.
Otherwise, that data must be re-entered after this
import process is completed. [T IS RECOMMEMDED THAT
YOU REEQUEST YOUR ADF SITE MAWAGER SAVE THE GLOEBAL
“AFSLODOC BEFORE ¥0OU COWTINUE WITH THIS FROCESS.
IDD you want to continue? NOSS Yes YES
Figure 9-1: Import ODD Obligations to Open Document Database - Part 1
Option IMP Import ODD Obligations to Open Document Database is used to upload
the data from the CORE open document file into the Area open document database.
This option is locked with security key ACRFZ ODD. Using this option will delete all
data in your open document database. It is recommended that you have your system
administrator make a backup copy of the YAFSLODOC global before proceeding. All
payment data entry must be completed and a DHR data entry splitout and transmission
to CORE should be accomplished prior to uploading the CORE open document data
into the open document database.
0o you want to continue? NOSS Yes YES
000 files available for import into Open Document database
pcospe.@
0] pcospo. @40
pcocspo. @42
3 pcospe. 053
pcocspe. @57
Select FILE for import: pceospc.o
Figure 9-2: Import ODD Obligations to Open Document Database - Part 2
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Once you have selected the Import option, a list of files available for import will be
displayed and you will be prompted to select which CORE open document data file to
upload into the Area open document database. The complete file name must be
entered.

JREADY TO IMPORT SELECTED DOWMLOAD FILE.

Some Area Offices make ohligations/payments for multiple accounting points.
I must CLEAR the local obligations database before importing the 15T
Accounting Point download file OMLY.

FEEHARMING!  AWSWERING "Y" TO THE WEXT QUESTION WILL CLEARE THE DATABASE.
IS THIS THE 15T ACCOUNMTING POINT (OF THIS DOWMLOAD) TO BE IMFORTEDT (YSHS™) W/o
1=

JENTER "¥" AGAIN TO BEGIN (YrfM) NSFY

Figure 9-3: Import ODD Obligations to Open Document Database - Part 3

The next prompt will ask if this is the first accounting point of this download to be
imported. Answering YES to this question will delete or clear the existing database;
the database must be cleared before importing the first file. Answer NO to this
question if you are importing more than one file and this is not the first one. After
answering all the prompts, the upload process will begin. This could take several
minutes. An end time will be displayed when the upload is completed.

IENTER "Y' AGAIN TO BEGIN (YSN) NS5Y

LOADING RECORDS FOR AJF ©
HWORKING 2

EEGIMNING COMPILED RE-CROSSREFEREMCING. FLEASE WAIT WHILE FILEMAW REINDEXES.
BEGIM: SEF 12, Z2001810:59:23

EWD: SEF 13, Z@@l@10:3
9:55

Figure 9-4: Import ODD Obligations to Open Document Database - Part 4
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10.0 FUND DISTRIBUTION... (FD)

The Fund Distribution option provides access to submenus for distributing funds:

e Enter Appropriations

e Distribute Allotments

e Distribute Allowances

e Edit Department Account

e Distribute Local Accounts by Object Class
e Create NEXT fiscal year accounts

e Move Financial Accounts

e Close Department Accounts

e Distribution of Funds Hierarchical Structure

The Fund Distribution option is selected by typing FD at the Select Administrative
Resource Management System Option prompt on the User Menu (Figure 10-1).

Select Administrative Resource Management System Option: FO Fund Distribution

WARMING: RESTRICTED GOWVERNMEWT FIWAWCIAL DATA, UWAUTHORIZED
EWTREY INTO THIS SYSTEM OK USE OF THIS DATA I: A FEDERAL CRIME

Bt fr i O AT P T R O T P T T O R fr T T O AT O T P T T T AT AT P T T AT T A T T i A i

**  RADMINISTRATIVE RESOURCE MANAGEMENT SYSTEM =~
i rrrrrrr A r AR r AR r A R r R A e e
VERSION 2.1T1
ALBUG AREA A/SA PROGRAM
CURRENT USER: DAVID WHITE

FUND DISTRIBUTION

AFF Enter Appropriations

ALT Distribute Allotments

ALK Distribute Allowances

SUE Edit Department Account

oLA Distribute Local Accounts by Object Class
MEKW Create MEXT Fiscal Year Accounts

MFA Mowe Financial Accounts

CLS Close Department Accounts

OFH Distribution of Funds Hierarchical Structure

Figure 10-1: Fund Distribution Sub-Menus
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10.1 Enter Appropriations (APP)
The Enter Appropriations option allows the user to access the Funds Distribution
module for entering congressional appropriations in to the database. The Enter
Appropriations option is selected by entering APP from the Select Fund Distribution
Option prompt (Figure 10-2).
Select Fund Distribution Option: APP  Enter Appropriations
Select
I0 WO. AFPROPRIATN 0O FY | I0 NO. AFFROFRIATH 0O FY¥
_________________ - oo | SRy g, - oo
25 TSES70390 o ol | 13 T5XE889 95
24 7560390 01 | 12 T5XE8R9 97
23 Taarlol4nm [alo] | 11 T5X0391
22 Fa8r510l40m 99 | j40] T5XE839
0] TEXE391 99 | 9 TEXEER9
19 TE5/7E390 o oo | 3 Ta70390 97
13 9990081 o 39 | 7 7550390 95
17 9930081 o 395 | ] 7550390 95
15 7530390 99 | =] 7540390 94
14 T5E0390 98 | 4 7530390 93
List more ALLOTMENTS? YES/S I
Figure 10-2: Select Allotment
Begin by selecting an allotment to enter the appropriation. ARMS will display a listing
of allotments along with their ID number, appropriation number, and fiscal year. If
you would like to see more allotments, type Y at the “List more ALLOTMENTS?
YES//” prompt. If you see the allotment you need in this list or have the information
for the account, type N or NO and press the Return key (Figure 10-2).
List mare ALLOTMENTS? YES/SS NO
Select one of the following:
1 By ID NO.
Appropriation Number
Select Account by: By IO NO.SJ
IO MO.: 25 legooad ORIGINAL ZEEl Fi=1=ard 0k =10l
. OET Yes/srs
Figure 10-3: Select Account
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When you respond with N or NO, ARMS will ask you what identifier you would like
to use to select an allotment. In the example shown in Figure 10-3, the user chose
Option 1, by ID NO. Since Option 1 is the default response, you can select it by
pressing the Return key at the “Select Account by: By ID NO.//” prompt. At the “ID
NO:” prompt, the user entered 25. ARMS then displayed the current appropriation
information for that particular allotment. ARMS will ask you to verify the
information. If the information is correct, accept the default response by pressing the
Return key at the OK? Yes// prompt. If the this is not the information you want, type
No and press the Return key at the prompt.

25 TEESTE300 o ol | 13 T5XE8E9 93
24 =] Bl | 12 ToXE8E3 a7
5x0B391
AHOUNT : 1000008 S5XE8E3
AFFEOFRIATION MWO.: 7356/703%0 SXEEE3
FISCAL YEAR: 2001 57TE390 97
CREATE MEXT YEAR ACCOUNT: YES 1] 95
550390 95
Employees with APPROPRIATION Access 540390 94
----------------------------------- EELER10] 93

+5TARR , CERIDWEN
FIKE,MIKE L
JUOMES ,RUOEERT K
WHITE ,DAVID

Exit Sawe Eefresh

Enter a command or '*' followed by a caption to jump te a specific field.

COMMAND . EXIT Fress <PFl*H for help

Figure 10-4: Appropriation Record

After verifying the appropriation information, ARMS displays data for that particular
appropriation (Figure 10-4). You can go through and make any necessary updates to
the fields of that appropriation.

After updates to the field for that particular appropriation have been completed Save
and Exit that allotment record. ARMS returns you to the Select Allotment menu to
modify additional appropriations or return to the User Menu.

10.2  Distribute Allotments (ALT)

The Distribute Allotments option allows the user to access the Funds Distribution
module for distribution of appropriations in the form of allowances, usually from
Headquarters to the Areas. The Distribute Allotments option is selected by entering
ALT from the Select Fund Distribution Option prompt.
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Select Fund Distribution Option: ALT DOistribute Allotments

Select FINREET

ID WO. AFFROPREIATHN 0O FY ID HO. APFROFRIATH 0O FY

25 TEESTHIS0 o ol

I

I

| 13 T5XEEES 93
24 TSoR390 Bl | 12 T5XEEE3 ar
23 Ta9slul4m L] | 11 FER RN
22 79510140 99 | 1 T5XEEES
28 ToXEZ91 99 | 9 T5XEEE3
13 Ta5/Tu3s90 0 oo | 3 7570390 ar
13 9998081 o 99 | 7 7550390 95
17 9950001 0 9§ | 3 7550390 95
15 T59R390 99 | 5 7540390 94
14 =T EE= ] 93 | 4 7530390 93

List more ALLOTHMENWTSY YES/S I

Figure 10-5: Select Appropriation

Begin by selecting an appropriation. ARMS will display a listing of appropriations
with their ID numbers, appropriation number, and fiscal year. If you would like to see
more appropriations, type Y at the “List more ALLOTMENTS? YES//” prompt. If
you see the appropriation you need in this list or have the information for the account,
type N or NO and press the Return key (Figure 10-5).

List more ALLOTMEWTS? YESSS KO

Select one of the following:

1 By ID NO.
Appropriation Mumber

Select Account by: By IO NO.SS

I0 NO.: 24 1@@0@0 zaal 756E3490
... OK? Yesisf l

Figure 10-6: Select Appropriation by ID NO.

When you respond with N or NO, ARMS will ask you what identifier you would
like to use to select an allotment. In the example shown in Figure 10-6, the user
chose Option 1, by ID NO. Since Option 1 is the default response, you can select
it by pressing the Return key at the “Select Account by: By ID NO.//” prompt. At
the “ID NO:” prompt, the user entered 25. ARMS then displayed the current
appropriation information for that particular allotment. ARMS will ask you to
verify the information. If the information is correct, accept the default response by
pressing the Return key at the OK? Yes// prompt. If this is not the information
you want, type No and press the Return key at the prompt.
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10.2.1

selected ALLOTMENWT {Number EED
M OISTRED: [10

% DSTED:
OELGATOD :
UNOELTD :

JALLOWANCE :
% UMCOMTD:
COMMITTED :
UWCOMMTTD
AFFROF NO:

[ UNDSTRD:
! EFY RMG:
SPENT:

UNSFENT:

Select FINIGRME

ID WO. LOCATION ALLOW S5 0 FY |I0 NO. LOCATION ALLOW 55 0 F]

L HOODGL XK 0 Bl |57 XX XX 00

Select one of the following:

1 ADD Mew Account

2 INCEEASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account

|Mhich one:

Figure 10-7: Appropriation Information

After verifying the appropriation information, ARMS displays in depth data for that
particular appropriation (Figure 10-7). You can add or edit allowances within an
appropriation. Figure 10-7 shows four options for modifying the appropriation data.

Add New Account

ARMS will provide the opportunity to create a new allowance under a specific
appropriation. To add a new allowance, type 1 at the “Which one:” prompt as shown
in Figure 10-8.

Which one: 1 ADD Mew Account

Hew ACCOUWT DOLLAR AMOUNWT: l4000
Are you adding 'l14000' as a new FMS ALLOWANCE? Nofs VESI
-

Figure 10-8: Add Allowance

After choosing to add a new allowance, ARMS will ask you to enter the dollar amount
to load in to this particular allowance. In Figure 10-8, the user entered $14,000 for
the new allowance. ARMS replied by asking the user to verify this dollar amount as a
new FMS allowance. If you do not want to create a new FMS allowance, just press
the Return key at the prompt to accept the default response (No). If you are adding a
new FMS allowance, type Yes and press the Return key at the prompt.
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|AFFROFP HO:
AMOUNT : 14@@d
ALLOWANCE IDEMTIFIER: Jordyn
EECUREIMG/HON-RECURRING: RECURRING
ID WO. LOC ACCOUNTING FOINWNT: 53 OW 55 0 F
————————— ALLOWAMCE: 29153 - - -
|34 SUB-SUB-ACTIVITY: 16 22 5600
61 CREATE MEXT FY ACCOUWT: YES XK oo
110, Employees with ALLOWANCE Access KX 0o
WHITE ,DAVID
Selec
3 ODECKEEASE Existing Account
4 EDIT Existing Account
Exit Save Refresh
Enter 3 command or '™ followed by a caption to jump to a specific field.
COMMAND ; Fress <PFl*H for help

Figure 10-9: Revise Allowance Record

After verifying this choice, ARMS displays an allowance record to update. Figure 10-
9 shows a sample record with following fields.

Amount: Enter the dollar amount to be placed in this allowance.

Allowance Identifier: Enter a name that identifies the recipient of these
funds.

Recurring/Non-Recurring: Enter the appropriate code to designate whether
this allowance will be a yearly occurrence.

Accounting Point: Enter the appropriate accounting point for this allowance.
Allowance: Enter the allowance number that is appropriate to these funds.
Sub-Sub Activity: Enter the appropriate sub-sub activity for this allowance.

Create Next FY Account: Enter Y or N. This field controls the creation of
the next year's financial account. If YES is entered, a new account for the next
fiscal year will be established regardless of any other conditions, such as the
current year's funds being non-recurring. Likewise, if NO is entered, no new
account will be created.

Employees With Allowance Access: Enter the name(s) of the individual(s)
who should have access to these funds.

If you have any questions concerning what to enter in the fields, type ?? at the field
prompt and press the Return key to see an explanation of the field. Remember,
underlined fields are mandatory. When you are finished, save and exit the record.
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AMOUNT : 14@@d

ALLOWANCE IDEMTIFIER: Jordyn
I0 NO. LOC oW 55 0 F
--------- Description/Furpose of the Allowance °> o= = o
62 ARMS Support 53 36 0 O
61 XXX oo
G XX ow

Selec Additional Comments
4

Exit Save Refresh
Enter 3 command or '™ followed by a caption to jump to a specific field.
COMMAND ; Fress <PFl*H for help

Figure 10-10: Allowance Description/Purpose

After saving and exiting the allowance record, you will be asked to describe how the
funds loaded in this particular allowance will be used (Figure 10-11). When you are
finished, save and exit the comments section.

ALLOKWANCE : o) DISTRED: FaRRolcl UNOSTRD:
m UMCOMTD % DSTED:  %FY RMG:
COMMITTED : OBLGATOD: [ SPENT:
UNCOMMTTD UHOELTD: opojclojolcl UNSFENT :
AFFROF NO: 1

Select FINNIGRME

Select one of the following:

1 ADD Mew Account

2 INCREASE Existing Account
3 ODECKEASE Existing Account
4 EDIT Existing Account

[which one: I

ID WO. LOCATION ALLOW S5 0 FY |ID NO. LOCATION
__________________________________ [occose scosacsacs
63 Jordyn 29153 16 0 A1 |59 Dave

Gz KOO XX 0 8l |58

61 MGG XX 0 Bl |87

G KOO XK 0 Bl

ALLOW 55 0 F

29153 56 0 O
UG KX 0B
X XX 00

Figure 10-11: Updated Appropriation Distribution

The example in Figure 10-11 shows the appropriation with the new Jordyn allowance

(ID NO. 63) added as a new distribution.
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10.2.2 Increase Existing Account

ARMS will provide the opportunity to increase an allowance under a specific
appropriation. To increase an allowance, type 2 at the “Which one:” prompt (Figure

10-12).
Select INNEGRINS

I0 WO. LOCATION ALLOW S5 0 FY |I0 NO. LOCATION ALLOW 55 0 F'y

54 JOCOOL XX 0 BR |53 ARMS TENG S8700 01 0 G

Select one of the following:
1 ADD Mew Account
2 INCREASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account
IHhich one: 2 INCREASE Existing Account

Amount of IncreasesfDecre3se: 900A

ID NO. of Account to be Increased or Decreased: 53 SEQQE0 ARMS TRNG q
RIGINAL B8R0 58700
. OK? esi/ ]
—

Figure 10-12: Allowance Increase

Enter the amount of the increase at the “Amount of Increase/Decrease:” prompt and
press the Return key. The user entered $9000 in Figure 10-12.

Enter the ID NO. of the original allowance to be increased at the prompt and press the
Return key. You cannot increase or decrease an allowance that is an increase or
decrease action. For example, ID NO. 53 has O in the O column denoting this is an
original allowance.

The user entered ID NO. 53 (ARMS TRNG) as the allowance to be increased. ARMS
displays allowance data and asks the user to verify the selection. If this is the correct
selection, accept the default response (Yes) by pressing the Return key at the “OK?
Yes/I” prompt.
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AMOUNT :
ALLOWANCE IDEMTIFIER: ARM3 TRNG 1
RECURRIWG/MON-REECURRING: RECURRING
54 ACCOUNTING FOINT: 65
ALLOWANCE: S8700

SUB-SUB-ACTIWITY: @1
CREATE NWEXT FY ACCOUNWT: N

Employees with ALLOWAMCE Access

Jajolo)

selec

WHITE ,DAVID
STARR ,CERIDWEN

Which ane:

Amount of Increase/Decrease:; 90@0

O 55 0 Fi

Ba 21 0 @Y

Exit Sawe Refresh

Enter a command or

Press <PFl»H for help

cormane .

'~ followed by a caption to jump to a specific field.

I

Figure 10-13: Revise Allowance Record

After verifying your selection, ARMS displays an allowance record to update. Notice
the increase amount shown in the amount field is $9000. The allowance identifier for
the increase was changed to ARMS TRNG 1. Figure 10-13 shows a sample record.

If you have any questions concerning entries in the data fields, type ?? at the field

prompt and press the Return key. To see an explanation of the fields refer back to
Section 10.2.1. Remember, underlined fields are mandatory. When you are finished,

save and exit the record.

IO WO. LOC AMOUNT : S@dd OW 55 0 Fif
--------- ALLOWANCE IDEMTIFIER: ARM3 TRNG 1 5= s ° o9
54 gE @81 o 8
DescriptionfPurpose of the Allowance
ARMS TRNG Support
Selec
Additional Comments
|Hh1ch one:
Amount of In

|Ex1t Sawe Refresh

Enter a command or

Sawe changes before leaving form (YsN)7 Press <FFl»H for help

' followed by a caption to jump to a specific field.

Figure 10-14: Allowance Purpose/Description
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You will be asked to describe how the increased funds in this particular allowance will
be used (Figure 10-14). The user in the example above stated that the funds would be
used for ARMS training support. When finished, save and exit the comments section.

JALLOWANCE : OISTRED:

% UMCOMTD
COMMITTED :
UWCOMMTTD

% DSTED:
OBELGATD:
UHOELTD:

SFENT:

AFFROF NO:

Select FINNIEIRME

ID WO. LOCATION ALLOW 55 0 FY |I0 NO. LOCATION ALLOW 55 0 F'
| ARMS TRNG 1 58700 81 I BO |53 ARMS TENG 28700 B1 0 @Y
54 KRG XK 0 BE

Select one of the following:

1 AODD Wew Account

2 INCREASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account

|Mhich one:

Figure 10-15: Updated Appropriation Distribution

Figure 10-15 shows the appropriation with the new ARMS TRNG 1 allowance (ID
NO. 67) added as a new distribution. Notice when you increase an existing account, it
actually creates a new account. You can identify this appropriation as an increase by
looking in column O in Figure 10-15; the “I”” indicates that this appropriation is an
increase action.

10.2.3 Decrease Existing Account
ARMS will provide the opportunity to decrease an allowance under a specific
appropriation. To decrease an allowance, type 3 at the “Which one:” prompt (Figure
10-16).
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Select NGRS

ID MO. LOCATION ALLOW S5 0O FY |ID NO. LOCATION ALLOW 55 0 Fy
| ARMS TRENG 1 5BTE0 @1 I 8@ |53 ARMS TRENG 53700 81 0 @4
o4 KOO XX 0 po

Select one of the following:
1 ADD Mew Account
2 INCREASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account
IHhich one: 3 DECREASE Existing Account

Amount of IncreasefDecresse: 100Q

I0 WO, of Account to be Increased or Decreased: 53 SE000Q ARMS TRNG q
RIGINAL 2B80 58700
. OK? Yesrr I

Figure 10-16: Allowance Increase

Enter the amount of the decrease at the “Amount of Increase/Decrease:” prompt and
press the Return key. The user entered $1000 in Figure 10-16.

Enter the ID NO. of the original allowance to be decreased at the prompt and press
the Return key. You cannot increase or decrease an allowance that is an increase or
decrease action. For example, you can not increase or decrease ID NO. 67 (Notice
the I in the O column).

The user entered ID NO. 53 (ARMS TRNG) as the original allowance to be increased.
ARMS displays allowance data and asks the user to verify the selection. If this is the
correct selection, accept the default response (Yes) by pressing the Return key at the
“OK? Yes//” prompt.
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ID WO, Loc AMOUNT : 1009 OW 55 0 FJ
————————— ALLOWANCE TDEWTIFIER: ARMS TRNG 2 s o= = =9
167 ARM| EECURRING/HWOW-RECUREING: NON-RECURNG o @l 0 o
54 ACCOUNTING FOINT: 65

ALLOKWANCE : SE70Q
SUB-SUB-ACTIVITY: ©1
Selec CREATE NEXT FY ACCOUNWT: N
Employees with ALLOWANCE Access

WHITE ,DAVID
STARK,CERIDWEN

Which one:

Amount of IncreasefsDecrease: 1000

Exit Sawe Eefresh

Enter 3 command or '™ followed by a caption to jump to a specific field.

Fress <PFl*H for help

Figure 10-17: Revise Allowance Record

After verifying your selection, ARMS displays an allowance record to update. Notice
the decrease amount shown in the amount field is $1000. The allowance identifier for
the increase was changed to ARMS TRNG 2. Figure 10-17 shows a sample record.

If you have any questions concerning entries in the data fields, type ?? at the field
prompt and press the Return key. To see an explanation of the fields refer back to
Section 10.2.1. Remember, underlined fields are mandatory. When finished, save and
exit the record.

I --------- AMOUNT : 1008 - - -
67 AEM ALLOWAWCE IDENTIFIEE: ARME TRNG 2 oo ©l 0 a4
54
Description/Furpose of the Allowance
Additional ARME Support
Selec
19;1H
Additional Comments
Exit Save Refresh
Enter 3 command or ‘"' followed by a caption to jump to a specific field.
COMMAND ; Fress <PFl*H for help

Figure 10-18: Allowance Purpose/Description

User Manual 53 Fund Distribution (FD)
Volume Il November 2001



Administrative Resource Management System V2.0

You will be asked to describe how the increased funds in this particular allowance will
be used (Figure 10-18). The user states that the funds would be used for additional
ARMS support. Save and exit the comments section when finished.

JALLOWANCE : OISTRED UNDSTED:
% UMCOMTD g2 % DOSTED: %WFY RMG:
COMMITTED : OBELGATD: SFENT:
UWCOMMTTD UHOELTD: UNSFENT :

AFFROF NO:

Select FINNIEIRME

ID WO. LOCATION ALLOW 55 0 FY |I0 NO. LOCATION ALLOW 55 0 F'
63 ARMS TRNG 2 58700 B1 0 OO |54 X XX 0 0g
67 ARMS TRENG 1 58TEE0 @1 I A |53 ARKS TENG 58700 A1 0 @Y

Select one of the following:

1 AODD Wew Account

2 INCREASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account

|Mhich one:

Figure 10-19: Updated Appropriation Distribution

Figure 10-19 shows the appropriation with the new ARMS TRNG 2 allowance (ID
NO. 68) added as a new distribution. Notice when you decrease an existing account,
it actually creates a new account. You can identify this appropriation as a decrease by
looking in column O in figure 10-19; the “D” indicates that this is a decrease action.

10.2.4 Edit Existing Account

ARMS will provide the opportunity to edit an allowance for a specific appropriation.
To edit an allowance, type 4 at the :Which one:” prompt (Figure 10-20).
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1
2
3
4
IWhich one: 4

ID MO.: BY

Select FINOIGRME

ID HO. LOCATION ALLOW 55 0 FY |10 NO. LOCATION ALLOW S5 0 Ff
__________________________________ |...... Scocoococoococoococoococoos cosoo oo o od
£3 ARMS TRNG 2 55700 01 O 90 |54 HOOU XK 0 0g
57 ARMS TRNG 1 sE7EE Bl 1 80 |53 ARMS TRHG 52700 @1 0 64

Select one of the following:

ACODO New Account

INCREASE Existing Account
DECREASE Existing Account
EDIT Existing Account

EDIT Existing Account

Elalo] ARMS TRENG 1
. 0K Yesis

TNCREASE Zeaa SETLE

Figure 10-20: Allowance Increase

Enter the ID NO. of the allowance to be edited at the prompt and press the Return
key. The user entered ID NO. 67 (ARMS TRNG) as the allowance to be edited.
ARMS displays allowance data and asks the user to verify the selection. If this is the
correct selection, accept the default response (Yes) by pressing the Return key at the
“OK? Yes//” prompt.

Selec

Which one:

AMOUNT

ALLOWANCE TOEWTIFIER:
EECUREING.NOW-RECUREING :
ACCOUNTING FOINWT:

AL LOKWANCE :
SUB-SUB-ACTIVITY:

CREATE NEXT FY ACCOUNT:
Employees with ALLOWANCE Access

WHITE ,DAVID

STARK,CERIDWEN

Amount of IncreasefsDecrease: 1000

loog OW 55 0 FJ
ARMS TRNG 2 s o= = =9
NOW-RECURNG o @l 0 o
65
SETEM
Bl

N

Exit Sawe Eefresh

Enter 3 command or '™ followed by a caption to jump to a specific field.

Fress <PFl*H for help

Figure 10-21: Revise Allowance Record

After verifying your selection, ARMS displays an allowance record to edit. 1f no
changes are necessary to a particular field, press the Return key to advance to the next

field.
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10.3

If you have any questions concerning entries in the data fields, type ?? at the field
prompt and press the Return key. To see an explanation of the data fields refer back
to Section 10.2.1. Remember, underlined fields are mandatory. When finished, save
and exit the record.

I --------- AMOUNT : 1008 - - -
67 AEM ALLOWAWCE IDENTIFIEE: ARME TRNG 2 oo ©l 0 a4
54
Description/Furpose of the Allowance
Additional ARME Support
Selec
19;1H
Additional Comments
Exit Save Refresh
Enter 3 command or ‘"' followed by a caption to jump to a specific field.
COMMAND ; Fress <PFl*H for help

Figure 10-22: Allowance Purpose/Description

After making changes to the record, you can also edit the Description/ Purpose and
Additional Comments section (Figure 10-22). When you’re finished editing this
section, save and exit the record. Return to the proper allowance in the selected
appropriation to review your changes.

Distribute Allowances (ALW)

The Distribute Allowance option allows the user to access the Funds Distribution
module for distribution of allowances (into sub-allowances), usually from
Headquarters to the Areas. The Distribute Allowance option is selected by entering
ALW from the Select Fund Distribution Option prompt.

Begin by selecting an allowance. ARMS will display a listing of allowances with their
ID numbers, allowance number, and fiscal year. If you would like to see more
allowances, type Y at the “List more ALLOWANCES? YES//” prompt. If you see the
allowance you need in this list, or have the information for the account, type N or NO
and press the Return key (Figure 10-23).
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Select Fund Distribution Option: ALW Distribute Allowances

Select FIANEGENE

I0 WO. LOCATION ALLOW S5 0 FY |I0 NO. LOCATION ALLOW 55 0 F
__________________________________ |..-.-. Cooccoocococooooooooo coooo oo o o
63 ARMS TRNG 2 58700 @1 D @@ |58 HREEK KK 0o
67 ARMS TENG 1 58700 @1 I @@ |57 HREEK KK 0o
G5 Jordyn 3 29153 16 D @1 |56 AMKE 99@e8 a1 0 @
65 Jordyn 2 29153 16 I @1 |55 ALY 996681 a1 0 @
G4 Jordyn 1 29153 16 I @1 |54 FOOO KK 0B
63 Jordyn 29153 16 0 @1 |53 ARMS TRNG 583700 61 0 &
G2 HDON XM 0 el |52 TESTI 583700 B1 0 85
61 HDOO XK 0 81 |5l HHHEK XK 085
G0 HDON XM 0 8l |se AMMKE 99@6E6E @81 0 G
54 Dave 29153 56 0 @1 |49 ALY 95601 @1 0 B
List more ALLOWANCESY YESFS HO

Figure 10-23: Select Allowance

When you respond with N or NO, ARMS will ask you what identifier you would like
to use to select an allowance. In the example shown in Figure 10-24, the user chose
Option 1, by ID NO. Since Option 1 is the default response, you can select it by
pressing the Return key at the “Select Account by: By ID NO.//” prompt. At the “ID
NO:” prompt, the user entered 53 (ARMS TRNG). ARMS then displayed
summarized allowance information for that particular selection. ARMS will ask you to
verify the information. If the information is correct, accept the default response (Yes)
by pressing the Return key at the “OK? Yes//” prompt. If this is not the information
you want, type No and press the Return key at the prompt.

List more ALLOWAWCES? YESSS HO

Select one of the following:

1 By IO NO.
2 Location Mame
B Allowance

Select Account by: By ID NO.SS

I0 HO.: 52 SOEQ68 ARMS TRNG ORIGINAL Edofo]c] Sarom
.. OK? Yessrs (fes)

Figure 10-24: Select Allowance by ID NO.

After selecting Allowance account 53, ARMS displays detailed financial information
for that particular account, including information regarding previously created sub-
allowances. Figure 10-25 shows one sub-allowance (ID NO. 228/Trng Support)
created for this particular allowance.

User Manual 57 Fund Distribution (FD)

Volume Il

November 2001



Administrative Resource Management System V2.0

LLOWANCE {Mumhb

ISTRED: 2
DSTED:
OBELGATD:
UHOELTD:

JALLOWANCE :
h UMCOMTD
COMMITTED :
UNCOMMTTD : geEd

AFFROF NO: | ALLOWHC:

Select SIERGINOITINE
ID MO. LOCATION ALLOW S5 0O FY |ID NO. LOCATION ALLOW 55 0 Fy
228 Trng support ssrep o1 008 |

Select one of the following:

1 ADD Mew Account

Z INCREASE Existing Account
3 DECKEEASE Existing Account
4 EDIT Existing Account

|Which one:

Figure 10-25: Allowance Information

There are four options for distributing funds within an allowance. You can add new
sub-allowances, increase/decrease funds within existing sub-allowances, or edit the
sub-allowance. For information on these options, refer to section 10.2.

After completing one of the four options, ARMS will ask you to verify that you want

to create DHR for this action. Accept the default response (No) if you do not want to
create a DHR for this action. This will return you to the Select Allowance menu. To

create a DHR, type Yes and press the Return key.

After creating a DHR, ARMS advises you that a DHR will be created and forwarded
to the Health Accounting System. ARMS will ask you to verify that you want to
proceed with the action. If you want to proceed with the action, type Yes at the
prompt and press the Return key. If you do not want to proceed, just press the Return
key to return to the Select Allowance menu.

You will have to create sub-allowance(s) for an allowance that contains no sub-
allowances. You will have a choice of (1) creating a single fund distribution or (2) a
group distribution for the allowance. A single distribution creates a single sub-
allowance for the allowance selected. A group distribution creates a sub allowance
with a cluster of recipients of allowance funds.

Creating a single distribution is much like creating a new sub-allowance for an
allowance. Group distributions are more complex. You can either choose a
previously existing group distribution or create a new group distribution. If you
choose a pre-existing distribution group, you will have to set up account data for each
recipient in the group. If you are creating a new distribution group, this must be done
through the Systems Setup options in the ARMS Manager menu.
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10.4

Edit Department Account (SUB)

The Edit Department Account option provides the user access for distribution of sub-
allowances to local department accounts. The Edit Department Account is selected by
entering SUB from the Select Fund Distribution Option prompt.

Begin by selecting a sub-allowance. ARMS will display a listing of sub-allowances
with their ID number, allowance number, and fiscal year. If you would like to see
more sub-allowances, type Y at the “List more SUB-ALLOWANCES? YES//”
prompt. If you see the sub-allowance you need in this list, or have the information for
the account, type N or NO and press the Return key (Figure 10-26).

Select SFIERGINOITNE

ID WO. LOCATION . LOCATION ALLOW 55 0
245 Trng Support I 87 OEH PROJECTS 99000 @1
Z44 Trng Support I 92 OEH FROJECT 99@Ra @1
243 ARMS Operations 587E0 @1 0 ©0 |233 MIKE 990@1 81
zdz DAKWZ 58700 @1 0 9O |232 nouG 99aE1 @1
241 =10 29153 16 0 B1 |231 89 0OEH FROJECTS 9900l @1
240 =10 29153 16 0 @1 |230 9@ OEH PROJECTS 990@1 81

0

0

1]

1]

o

239 DAKW 1 29153 16
EEE] SETHE @]
237 TRAVIS S9@EE @1
236 DAVE 99pp8 @1

93 |228 Trng Support 28700 B
Bl |227 TESTTHIS SE700 @1
Bl |226 FS 0OEH GEM ACCT 39165 Z8

oo o oo oo oo
LDLooo oo oo oo

List more SUB-ALLOWANWCESY YESSS MO

Figure 10-26: Select Allowance

When you respond with N or NO, ARMS will ask to choose an identifier to select a
sub-allowance. In the example shown in Figure 10-27, the user chose Option 1, by ID
NO. Since Option 1 is the default response, you can select it by pressing the Return
key at the “Select Account by: By ID NO.//” prompt. At the “ID NO:” prompt, the
user entered 228 (Trng Support). ARMS then displayed summarized allowance
information for that particular selection. ARMS will ask you to verify the information.
If the information is correct, accept the default response (Yes) by pressing the Return
key at the “OK? Yes//” prompt. If this is not the information you want, type No and
press the Return key.
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List more SUB-ALLOWANWCESY YESSS MO

Select one of the following:

1 By ID NO.
Location Mame
3 Allowance

Select Account by: By IO NO.SS
ID WO.: 228
[T

.. OKE Yessirs

125880 Trng Support

(fes)

ORIGINAL

ZEAE

SF7 @

@1

Figure 10-27: Select Sub-Allowance by ID NO.

After selecting account 228, ARMS displays detailed financial information for that
particular sub-allowance (Figure 10-28), including information about previously
created department accounts. Notice six department accounts were created for this

particular allowance.

JALLOWANCE :
T UMCOMTD
COMMITTED :
UWCOMMTTD
AFFROF NO:

OISTRED:
g % DSTED:
OBELGATD:

SRR EPARTHENT ACLOUN

10 NO. DEPARTHENT
(zzE) 9z FINANCE (114)
(zzZ) 4l DIV SYSTEMS DEVELOPMENT (1253
(2zE) 9o ARMS (999}
{2zg) &7 FINANCE (114}
(2z8) 36 DIV SYSTEMS DEVELOPMENT (125}
{zzE) 35 ARMS (999}

UNDSTRD:
%BFY RMG:

SPENT:
UWSFENT :
SUB-5UE:

J655888
JG5EEEE
JG5E8E8
JB5EEEE
JG588EE
JG5EEE8

55A

FACHAN -
FACHAN -
FACMAN -
FACMAM -
FACHAN -
FACHAN -

ITHS
THS
IHS
IHS
THS
IHS

Figure 10-28: Sub-Allowance Information

There are four options for distributing funds within a sub-allowance. You can add
new department accounts, increase/decrease funds within existing department
accounts, or edit the department accounts (Figure 10-29). For information on these

options, refer to section 10.2.
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(228}
(228}
(228}
(228
(2z8)
(228}

1
Z
3
4

Jrhich ane: I

AT N EP AR THENT ACCOUN

DEFARTHENT
FINANCE (114}

DIV SYSTEMS DEVELOPMENT (125}
ARMS (9993

FINANCE (114}

DIV SYSTEMS DEVELOPMENT (125)
ARMS (9993

Select one of the following:

ADD Mew Account

INCREASE Existing Account
DECREASE Existing Account
EDIT Existing Account

JG5E8E8
J655888
JG5EEEE
JG5E8E8
J658888
JG5EEEE

55A

FACMAN -
FACHAN -
FACHAN -
FACMAN -
FACMAN -
FACHAN -

IHS
ITHS
THS
IHS
IHS
THS

Figure 10-29: Establishing Department Accounts

After modifying the accounts within the sub-allowance, ARMS displays a list of

available transactions for use within a particular department account. You have the
option to add or remove transactions from a particular department account. Figure
10-30 shows a list of available transactions along with the ADD/REMOVE options.

M.
LLS}
L]
LELE]
frivg
L
LI
L
L]
L=
BN
LESN
LLA =]

TRAWSACTION TYFPE HO .
REQ FOR SUFFLIES r]13
FURCHASE ORDER 14
EEQ FOR EQUIFMENWT "rla
REQ FOR SERWICES "r1E
REQ FOR RENTSLEASE EQUIFMENT 1T
FEQ FOR RENTSLEASE SFACE rrla
REQ FOR EQUIF REPAIRSSERVWICE R =]
REQ FOR PRINTING e
REQ FOR ADFP SOFTWARE < $2,500 ezl
REQ FOR ADF SOFTWARE » $2,500 rEzZ
REQ FOR ADF EQUIPMENT < $5.000 T3
REQ FOR ADF EQUIPMENT » %5, 000 g

1

You may AODD or
(** indicates that department has

REMOVE Transaction which can be accessed by this department.
access to this type of transaction.)

Select one of the following:

ADD Transaction Types
REMOYE Transaction Types

|Enter response: I

TREAWSACTION TYPE

REQ

FOR

ADF COMPUTERS

ADF SERVICESREFAIR

TELECOM EQUIFMENT

COFIERS

FURMITURE (RESTRICTED)
OBLIGATESFAY ACTION

CALL AGAINST BFA
TIE UF DOCUMENT

MOA
TRAVEL
TRAINING

CREDIT CARD PURCHASE

Figure 10-30: Add/Remove Transactions

To revise the transaction list, type 1 to add a transaction, or type 2 to remove a
transaction. In Figure 10-31, the user selected option 2, Remove Transaction Types.
The user then removed transaction 23, REQ FOR TRAINING, from use by this
account. Notice the stars are missing to the left of number 23. This denotes the
transaction is inactive (Figure 10-31).
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Select one of the following:

1 ADD Transaction Types
EEMOWE Transaction Types

|Enter response: 2 REMOVE Transaction Types
Select TRANSACTIONS to be used by this account: (1-24): 23

HO. TREANSACTIOW TYFE HO. TRANSACTION TYFE
"l EEQ FOR SUFFLIES Trl3 EEQ FOR ADF COMFUTERS
g PURCHASE ORDER Frl4 RER FOR AOF SERVICESREFAIR
3 REQ FOR EQUIFMENWT 15 REQ FOR TELECOM EQUIFMENT
i FEQ FOR SEEWICES rl6 EEQ FOR COFIERES
g REQ FOR RENTSLEASE EQUIFMENT FElT REQ FOR FURMITURE (RESTRICTED)
b= REQ FOR RENTSLEASE SFPACE "rl3 REQ FOR OBLIGATESFAY ACTION
T FEQ FOR EQUIF REFPAIRSSEREWICE Fr18 REEQ FOR CALL AGAINST BFA
rE REQ FOR FPRINTING hL0] REQ FOR TIE UF DOCUMENT

"9 REQ FOR AODF SOFTHARE < $2,500 el REQ FOR MOA

Ll REQ FOR ADP SOFTWARE » $2,500 ez RER FOR TRAVEL

1l REQ FOR ADF EQUIPMENT < 5,008 23 REQ FOR TRAINIWG

Trle REQ FOR ADF EQUIPMENT = $5,000 g EEQ FOR CREEDIT CARD FURCHASE

Figure 10-31: Revised Transaction List

After processing a transaction, ARMS will ask if you want to add or delete another
transaction. If you are finished revising the transaction list, press the Return key at the
Enter Response: prompt. This will return you to the Select Sub-Allowance menu.

Distribute Local Accounts By Object Class (DLA)

The Distribute Local Accounts By Object Class option allows the user to distribute
local funds from a local account by object class. The Distribute Local Accounts By
Object Class option is selected by entering DLA from the Select Fund Distribution
Option prompt.

Begin by selecting the department account in which you want to distribute funds by
object class. ARMS will display a listing of department accounts with their ID
number, allowance number, and fiscal year. If you would like to see more department
accounts, type Y at the “List more DEPARTMENT ACCOUNTS? YES//” prompt. If
you see the department account you need in this list, or have the information for the
account, type N or NO and press the Return key (Figure 10-32).
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Select Fund Distribution Option: DLA Distribute Local Accounts by Object Class

SIAVTA N EPARTHENT ACCOUN

I0 HO. DEFARTHMENT CAW WO, FY 0O 3EA
(228) 1@5 OIV SYSTEMS DEWELOPMENT (125) JG658858 ©@ O FACHMAM-IHY
(237) 100 FROPERTY & SUPPLY (124} JE5E833 ©1 0  FACHAM-IHY
(237) 99 FIMAMCE (114} JG65EE88 ©l1 0 FACHMAM-IHY
{236) 98 OIV SYSTEMS DEWELOPMENT (125) JG658858 ©1 0 FACHAM-IHY
(236) 97 OIV OF TELECOMMUMICATIONS (222) JG658833 ©1 0 FACHAM-IHY
(233) 96 ARMS TRAINING (EES) JG65EE88 ©l1 0 FACHMAM-IHY
{233y 95 ARMS (999) J658888 ©1 0 FACHMAM-IHY
(232) 94 FERSOMMEL (112) JG658833 ©1 0 FACHAM-IHY
(23z) a3 COMMUNITY HEALTHsDSD (@@5) JG5EE88 ©1 0 FACHAM-IHY
(228) 9z FIMAMCE (114} JB5EEE8 ©1 0 FACMAM-IHY

List more DEFARTHMEWNT ACCOUNTSY YES// MO

Figure 10-32: Select Department Account

ARMS will ask you to choose an identifier to select an allowance. In the example
shown in Figure 10-33, the user chose Option 1, by ID NO. Since Option 1 is the
default response, you can select it by pressing the Return key at the “Select Account
by: By ID NO.//” prompt. At the “ID NO:” prompt, the user entered department ID
No. 96 (ARMS TRAINING). ARMS then displayed summarized allowance
information for that particular account. ARMS will ask you to verify the information.
If the information is correct, accept the default response (Yes) by pressing the Return
key at the “OK? Yes//” prompt. If this is not the information you want, type No and
press the Return key.

List more DEFARTMEWT ACCOUNTS? YESSS HO

Select one of the following:

1 By ID NO.
z By DEPARTMENT MName
3 By CAN NO.

Select Account by: By ID MNO.SS

ID NO.: 9B 125000 ARMS TRAINING ORIGINAL 2ZE@l o1 JEBg
REEA mze
.. .0K? Yesis (fes)

Figure 10-33: Select Department Account by ID NO.

After selecting Department Account 96, ARMS displays detailed financial
information for that particular account. Notice in Figure 10-34 there have been no
object class codes created for this particular department account. ARMS will
provide the option to add or change object class distributions for department
accounts.
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Selected DEPARTMENT ACCOUNT

JALLOWANCE : UNDSTED
T UMCOMTD (k! %FY RMG:
COMMITTED : SPENT:
UWNCOMMTTD : i e tthNol [INOE L TD : el UNSFENT :
AFFROF NO: EENICR SLE-SUE:

0BJT  Y-T-D | 0BIT
JHO. CLSS DISTRIGTWN FEWDWNG OBLGTED | MO.

Select one of the following:

1 Add OISTRIEUTION
Change DISTRIBUTION

|Which one: 1 Add DISTRIBUTION

(Number ER)

ARMS TREAIMING

[l

¥-T-D

CL5S DISTRIETH FPEWOHG

OBLGTED

Figure 10-34: Department Account Information

To add an object class distribution, enter option 1 at the “Which one:” prompt shown
in Figure 10-35. ARMS then asks you to designate an object class code for fund
distribution. To see a list of available object class codes, type ?? at the “Which
OBJECT CODE:” prompt and press the Return key. In Figure 10-35, the user
entered object code 319A (Office Equipment). ARMS then asks you to verify your
selection. If the Object Code is correct, type Yes at the “ADD a DISTRIBUTION...”
prompt. If the Object Code is incorrect, type No and press the Return key. ARMS

will ask you to enter a new object code.

Which one: 1 Add DISTRIBUTION

Which OBJECT CODE: 319A
ADD 3 DISTRIGUTIOM for OBJECT CODE 319A ¢ YES

AMOUNT AWAILAELE
HEW DISTRIEUTION

Coass 1nan

OFFICE EQUIPMENT (NMOMN-CAPITALIZED)

Figure 10-35: Add Object Class Code

ARMS next shows you the total dollar amount available for distribution within the

department account ($125,000 in Department Account 96). ARMS then asks you to
enter the object class distribution amount at the “NEW DISTRIBUTION 0//” prompt
and press the Return key. The user entered $10,000 at the prompt.
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AMOUNT AWAILABLE. . . . :
HEW DISTRIBUTION....: @ffF 10000

Selected DEPARTMEMT ACCOUNT (Humber El

Select one of the following:

1 Add OISTRIEUTION
Change DISTRIBUTION

IHhich one:

ARMS TRAINING

JALLOWANCE : M OISTRED: l UNDSTRED: Z5EEE
T UMCOMTD A 0g Y RMG: !
COMMITTED : SPENT:
UWCOMMTTD UNSFENT : Za00e
AFFROF NO: SUE-SUE: [l
OBIT ¥-T-0 | OBIT ¥-T-O
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______________________________ | Sco cooo coocooocooo coooooo coocooo
1 319A 1aaEE ] ]

Figure 10-36: Revised Department Account

Figure 10-37 shows Department Account 96 now has $10,000 distributed in object

class 319A (Office Equipment).

Selected DEPARTMEMT ACCOUNT (Mumber EI
l UNDSTRED:
0g Y RMG:

SPENT:
UNSFENT :

JALLOWANCE : 1z
T UMCOMTD
COMMITTED :

UNCOMMTTD :

OBLGATO:
UNOBLTD:

Select one of the following:

1 Add DISTRIBUTION
Z Change DISTRIBUTION

Which one: 2 Change DISTRIBUTION

Which one: ([1-21: 2

ARMS TRAINING

AFFROF NO: gl ALLOWWC SUB-5UE:

OBIT ¥-T-0 | OBIT ¥-T-O
JHO. CLSS DISTRIGTWN FEWDNG OBLGTED | MO. CLSS DISTRIBTHN FEMOMG OBLGTED
______________________________ | Sco cooo coocooocooo coooooo coocooo
1 2191 1aAEE o] ]
Z 319A 1aaae ] ]

Figure 10-37: Department Account Information

In Figure 10-37 Department Account 96 was revised by adding Object Class 2190
(Other Travel) to the account with an amount of $10,000 in distribution. Two Object

Class distributions now exist in Department Account 96.
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In addition to adding a distribution, you can also change the amount of a distribution.
This is done by selecting option 2 (Change Distribution) at the “Which one:” prompt
and pressing the Return key. ARMS will then ask you to enter the number of the
distribution you would like to change. In Figure 10-38 there are two distributions to
choose from. The user selected distribution number 2 (319A) in Figure 10-38.

‘Hhich one: 2 Change DISTRIBUTION

Which one: ({1-2): 2

OBIT
CLSS DISTRIBTION
319A lapoe

NEW DISTRIBUTION....:

AMOUNT AWAILABLE. .. .:
I lapeass 25000

CURREWT DISTRIBUTIOW FOR THIS OBJECT CODE FORE THIS DEFARTMENT ACCOUNT

Figure 10-38: Change A Distribution

ARMS once again shows the dollar amount available for distribution within the
department account. ARMS will ask you to enter the new object class distribution
amount at the “NEW DISTRIBUTION 10000//” prompt and press the Return key.
The user changed the distribution amount to $25,000 at the prompt.

AMOUNT AWAILABLE. .. .:

HEW DISTRIBUTION....: 188057 25000

DEFARTMENT ACCOUNT
DISTRED:
% DSTED:
OBLGATD:
UHOELTD:
=0l ALLOWNC:

{Number Bl
UNDSTED :
ok BFY REMG:

SPENT:
UNSPENT : 2500e
SUB-5UE: ol

Selected

ARMS TRAINING
1z 1]

JALLOWANCE :
% UMCOMTD :
COMMITTED :
UNCOMMTTD
AFFROF NO:

0BIT  ¥-T-D | 0BIT  ¥-T-D
[wo. cLSS DISTRIBTN PENODMG OBLGTED | MO. CLSS DISTRIBTH FENOWG OBLGTED
______________________________ | co= coss secosssec sessses sessoae
1 2131 laoae o} [0}
319A 25006 o} o}
Select one of the following:
1 Add DISTRIBUTION
2 Change DISTRIBUTION
IHhich one:

Figure 10-39: Revised Department Account Information

Figure 10-39 now shows Department Account 96 with $25,000 being distributed to

object class 319A (Office Equipment).
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10.6 Create Next Fiscal Year Accounts (NEW)

The Create Next Fiscal Year Accounts option allows the user access to a utility for
distributing funds from an allowance to an office or sub-element in the form of a sub-
allowance. The Create Next Fiscal Year Accounts option is selected by entering NEW
from the Select Fund Distribution Option prompt.

Select Fund Distribution Option: MEW Create MEXT Fiscal Year Accounts

Select THIS FY appropriation account I0 NO.: 24 lE0EGQE ZEE1 754
Jlazam
.. OK? Yessrs (fes)

Create MEXT FY Accounts for APPROFRIATION MO, : 75283907/
Fiscal Year for new Accounts: (1BA@-9333) : ZAAZ/S

Create MEW Allowances, Sub-Allowances and Department Accounts
for APPROPRIATION 7520390 (FY 2002)
|Based on accounts from Fiscal Year zeol

Is that correct? NOJS YES

Figure 10-40: Select an Appropriation

ARMS will ask you to enter the ID number for an existing appropriation account to
set up next fiscal year’s accounts. Type ?? at the prompt and press the Return key to
see a list of appropriations to choose from. After entering your selection, ARMS
displays a summarized account of the appropriation and asks you to verify your
selection. If this is the correct appropriation, press the Return key at the “OK? Yes//”
prompt. If this is not the appropriation you want, type No and press the Return key at
the prompt.

ARMS will ask if you want to create new fiscal year accounts under the chosen
appropriation. If the desired appropriation is the default response, just press the
Return key at the prompt. If it is not the correct appropriation, enter the desired
appropriation and press the Return key. In Figure 10-40, the user accepted the default
response (7520390) by pressing the Return key.

Enter the fiscal year for the new accounts. If the desired fiscal year is the default
response, just press the Return key at the prompt. You can also enter the desired
fiscal year at the prompt and press the Return key. In Figure 10-40, the user accepted
the default year (2002) by pressing the Return key.

ARMS next asks if you want all allowances, sub-allowances, and department accounts
that existed under the previous appropriation to be created under the new fiscal year
appropriation. If you want to create all previous account information, type Yes at the
“Is that correct? NO//” prompt. If you do not want to create sub-accounts for the
appropriation, accept the default response (No) and press the Return key.
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10.7

10.7.1

Select one of the following:

F FEINT Output
b BROWSE ODutput on Screen

0o wou want to : FRINTSS BROWSE Output aon Screen
QUTFUT EROWSER Sep 26, ZEAE1 11:30:58 Fage: 1 of 1

MEW SUE-ALLOWANWCE 256 CREATED FOR SUEB-ALLOWANCE: 72
WEW SUE-ALLOWAWCE 257 CREATED FOR SUEB-ALLOWANCE: 74
HEW SUE-ALLOWAWCE 253 CREATED FOR SUEB-ALLOWANCE: 73
HEW SUE-ALLOWAWCE 259 CREATED FOR SUEB-ALLOWANCE: 73
HEW SUE-ALLOWAWCE 268 CREATED FOR SUE-ALLOWANCE: 239

Figure 10-41: Print Options

You are now ready to print the results of the new fiscal year account information.
You have the option of printing the information to a device or browsing the
information on your screen. Follow the standard steps for printing/viewing an ARMS
report.

Move Financial Accounts (MFA)

The Move Financial Accounts option provides users a utility to move or delete
financial accounts. The Move Financial Accounts option is selected by entering MFA
from the Select Fund Distribution Option prompt. It is highly recommended you print
out a Distribution of Funds Hierarchical Structure Report to verify existing accounts
and allowances before moving or deleting financial accounts. See Section 10.9 for
instructions on printing out this report.

After selecting the Move Financial Accounts option, you have two options: (1) Delete
a Financial Account and (2) Move a Financial Account.

Delete a Financial Account

The Delete A Financial Account is selected by entering 1 and pressing the Return key
at the “Which one:” prompt shown in Figure 10-42.

After choosing to delete an account, ARMS will ask you to enter the account level
you wish to delete. You can delete department accounts, sub-allowances, allowances,
or appropriations. In Figure 10-42, the user chose to delete a department account.
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Select Fund Distribution Option: mfa Move Financial Accounts

Select one of the following:

1 Oelete a Financial Account(s)
2 Mowe a Financial Account

Which one: 1 Delete a Financial Accountis)

Select one of the following:

1 Department Account(s)
2 Sub-Allowance(s)

3 Allowance (s)

4 Appropriationis)

IHhich Account Lewel: 1 Department Account(s)

Figure 10-42: Delete A Financial Account

Enter the ID number(s) of the account(s)s to delete (Figure 10-43). You can return to
the appropriate Funds Distribution option to see a list of existing department accounts,
allowances, sub-allowances, or appropriations with their corresponding ID numbers.

‘Hhich Account Level: 1 Department Account(s)
Which 1D NWO(s): (11-121): 121

‘fou have chosen to delete
IDEpartment Account(sy: 121,

Are wou ABSOLUTELY CERTAIN this is what you want to do.? NOSS Yes YES

... 30RRY, I'M WORKIWG AS FAST AS I CANW. ..

Figure 10-43: Enter Account ID NO.

After you have entered the account’s ID number, ARMS will ask you to verify
deletion of this account. To delete the account, type Yes at the “Are You
ABSOLUTELY CERTAIN...NO//” prompt and press the Return key. If you do not
want to delete the selected account, accept the default response by pressing the Return
key. ARMS will return you to the Funds Distribution menu.

10.7.2 Move a Financial Account
The Move A Financial Account option is selected by entering 2 and pressing the
Return key at the “Which one:” prompt shown in Figure 10-44.
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Select Fund Distribution Option: mfa Move Financial Accounts

Select one of the following:

1 Delete a3 Financial Account(s)
2 Move a Financial Account

Iwhich one: 2 Move a Financial Account

Select one of the following:

1 Department Account(s)
Sub-Allowance(s)
3 Allowance(s)

IHhich Account Lewel: 1 Department Account(s)

Figure 10-44: Move A Financial Account

After choosing to move an account, ARMS will ask you to enter the account level you
wish to move. You can move department accounts, sub-allowances, or allowances.
In Figure 10-44, the user chose to move a department account.

Enter the ID number(s) of the account(s)s to move (Figure 10-45). You can return to
the appropriate Funds Distribution option to see a list of existing department accounts,
allowances, or sub-allowances.

Which Account Lewvel: 1 Department Account(s)
Which ID NO(s): (11-12@): 128
Select the Sub-Allowance to move selected Department Account(s) to:
IWhich Sub-Allowance: 233  1R@E@ REFMS11 ORIGINAL 2802 291532
4a 2532
... OK? Yessir (res)
You have chosen to mowe
|Department Account(s): 120,
to Sub-Allowance I0 WO: 258
|Are you ABSOLUTELY CERTAIM this is what you want to do.? WOSS Yes YES

... EXCUSE ME, THIS MAY TAKE A FEW MOMENTS. ..

Figure 10-45: Enter Account ID NO.

After selecting the department account to move, ARMS will ask you to enter the 1D
NO. of the sub-allowance you want to move the department account into. After
entering the sub-allowance, ARMS displays a summarized account of the sub-
allowance and asks you to verify your selection. If this is the correct sub-allowance,
press the Return key at the “OK? Yes//” prompt. If this is not the sub-allowance you
want, type No and press the Return key at the prompt.
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ARMS displays the department account and sub-allowance you are moving the
department account to. ARMS will ask you to verify the move. To move the
account, type Yes at the “Are You ABSOLUTELY CERTAIN...NO//” prompt and
press the Return key. If you do not want to move the selected account, accept the
default response by pressing the Return key and ARMS wiill return you to the Funds
Distribution menu.

10.8 Close Department Accounts (CLS)

The Close Department Accounts option allows the ARMS systems manager to delete
user access to department accounts for a selected fiscal year. The Close Department
Accounts option is selected by entering CLS from the Select Fund Distribution Option
prompt. You should not do this until you have created your next fiscal year accounts
(Figure 10-46).

Select Fund Distribution Option: cls Close Department Accounts

Thiz utility will allow you to delete user access to DEPARTMENT ACCOUMTS

for a selected fiscal year.

You should NOT do this until you have created your next fiscal year accounts.

If you have completed this process, proceed with closing DEPARTMEMT ACCOUMTS.

Fiscal Year: 1983

fou may identify employees for whom access will NOT be deleted.

The employees selected below will NOT hawve their account access deleted.

EMPLOYEE. .. ... White, David WHITE,DRVID DAk TECHNICAL

‘HRITER

OAVYID WHITE will WOT be deleted from account access.

EWPLOYEE. ... .. Fugatt, finne FUGATT,ANNE E REF

|HNNE E FUGATT will WOT be deleted from account access.

Figure 10-46: Close Department Accounts

Enter the fiscal year for the department account(s) you want to delete user access and
press the Return key. The user entered fiscal year 1989 in Figure 10-46.

You next have the option to designate employees who can continue to have access to
specific accounts. Enter the employee’s name at the “Employee:” prompt and press
the Return key. ARMS displays a message saying the identified employee will have
continued account access.
After entering the last employee, press the Return key at the “Employee:” prompt.
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ARMS next asks if you want to close multi-year appropriations (Figure 10-47). If you
do not want to close multi-year appropriations, accept the default response (No) at the
prompt by pressing the Return key. If you do want to close multi-year appropriations
type Yes at the prompt and press the Return key. ARMS will ask you to verify your
selection one more time. Type Yes and press the Return key to proceed.

You have three options for closing department accounts. You can close all
department accounts, specific accounts, or one specific account. Figure 10-47 shows
an example of the three options.

To close all department accounts for a specific fiscal year, select Option 1 (All
Department Accounts) and press the Return key. ARMS will ask you to verify this
selection. Accept the default response (No) if you do not want to delete all account
access. If you do want to delete account access, type Yes and press the Return key.
When finished, ARMS returns you to the Fund Distribution menu.

IDn you want CLOSE Multi-vear and
'¥' appropriation accountsy NOSS TYes  YES

IHre you certain you want to CLOSE
Multi-year and 'X' appropriaiton accounts.? NOS/ Yes YES

Select one of the following:
1 A1l Department Accounts

Selected Department Accounts
3 One selected account

Which one: 1 A1l Department Accounts

Are you CERTAIN you want to delete account access? WOSS Yes YES

Figure 10-47: Close All Department Accounts?

Option 2 allows the user to close selected department accounts (Figure 10-48). After
selecting this option, ARMS lists the department accounts one by one and asks if you
want to delete the account. It shows every account within the fiscal year and offers
the option to delete each one. If you do not want to delete the account, accept the
default response (No) by pressing the Return key. If you do want to delete the
account, type Yes and press the Return key. When finished, ARMS returns you to the
Fund Distribution menu.
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10.9

Select one of the following:

1 A1l Department Accounts
2 Selected Department Accounts
E: One selected account

|Which one: 2 Selected Department Accounts

38 FINANCE JES8ER3
Delete access to account (I0D MO. 88)7 WNOSS Yes YES

33 FINANCE <USER ACCESS DELETED:.......

Figure 10-48: Close Selected Department Accounts

Finally, Option 3 allows you to delete a single department account. ARMS will ask
you to enter the ID number of the account you want to delete access. Type ?? and
press the Return key to see a list of department accounts to choose from. After
entering the account ID NO. and pressing the Return key, ARMS displays summarized
information and then asks you to verify your choice. If this is the correct account,
accept the default response (Yes) and press the Return key. If this is the not the
correct account, type No and press the Return key.

Select one of the following:

1 A1l Department Accounts
Selected Department Accounts
E: One selected account

Which one: 3 0One selected account

Account IO NO.: 97 1230080 DIV OF TELECOMMUNICATIONS ORIGINAL Zo@l 1
JESE383 aZe
.. OK? Yesis (fes)

|Are you CERTAIN you want to delete account access? NOSS YES

Figure 10-49: Close One Selected Account

After entering the correct department account, ARMS will ask you to verify deletion
of this account. If you are sure you want to delete this account, type Yes at the
prompt and press the Return key. If you do not want to delete this account, accept the
default response (No) and press the Return key. ARMS returns you to the Fund
Distribution menu.

Distribution of Funds Hierarchical Structure (DFH)

The Distribution of Funds Hierarchical Structure option allows the user to print the
Distribution of Funds Hierarchical Structure Report. The Distribution of Funds
Hierarchical Structure Report is selected by entering DFH from the Select Fund
Distribution Option prompt.
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Begin by entering the appropriation number for which you would like to see the funds
distribution structure. This structure will show an appropriation’s hierarchical
distribution down to department accounts. In Figure 10-50, the user selected
appropriation 756/70390. There were two options for that particular appropriation;
one for FY 2001 and another for FY 2002. The user chose option 1. ARMS shows
the appropriation funds ($1,000,000) and fiscal year (2001) for the selected
appropriation.

Select Fund Distribution Option: DFH Distribution of Funds Hierarchical Structd
re
Select APPROPRIATION: 756/7EZ90

1 1OREAaEE ORIGINAL 2Bl TE56STH390
Z lopanae ORIGINAL Zaez TSRS TE390
CHOOSE 1-2: 1 1A80E8E ORIGINAL ZEE1 Ta6S70390

select Another APPROFRIATION:
DEWICE: HOMESS

Figure 10-50: Distribution of Funds Structure Options

ARMS will ask you to enter another appropriation to view. If you do not want to
view any others, just press the Return key. ARMS will ask you to select a device to
print the report.

The user selected the default response (Home) to print the hierarchical structure to the
screen (Figure 10-51).

DISTRIBUTION OF FUNDS HIERARCHICAL STRUCTURE SEP 26,2081 13:34  PAGE 1
AFPROPRIATION: 7S6/70330
FY  MXT AMOUNT
|pPrroPRIATION: (25 TSE/70330 zeal ¥ 1008000 . 08
ALLOWANCE (55 99001 280l ¥ 508EE0. 00
SUBALLOW:  (E3) 63 e .00
SUBALLOW:  (238) 230 zeal ¥ .o
SUBALLOW:  (231) 231 zeal ¥ .o
SUBALLOW:  (232) z3z zeel ¥ 25000000
DEPT: (93) COMMUNITY HEALTH/OSO zeal ¥ 125000 08
DEPT: (94) PERSOMNEL zeal ¥ 125000. 0@
SUBALLOW:  (233) 233 280l ¥ 250000, 00
DEPT: (95) ARMS zeal ¥ 125000 08
DEPT: (98] ARMS TRAINING zeal ¥ 125000. 0@
ALLOWANCE (56) 99600 280l ¥ 508EE0. 00
SUBALLOW:  (6) 59 ¥ .0
SUBALLOW:  (234) 234 zeal ¥ .o
SUBALLOW:  (235) 235 280l ¥ .00
IEnter RETURN to continue or '™' to exit: I
Figure 10-51: Distribution of Funds Structure
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11.0

Edit Arms Message (EA)

The Edit ARMS Message option allows the user to modify messages being sent to all
ARMS users. The Edit Arms Message option is selected by typing EA at the Select

Administrative Resource Management System Option prompt on the User Menu.

After selecting the Edit ARMS Message option, ARMS displays the last ARMS

message placed in the system. ARMS then asks if you want to edit the message. To
edit the ARMS message, type Yes at the “Edit? NO//” prompt. If you do not want to
edit the message, accept the default response (No) and press the Return key (Figure

11-1).

Select Administrative Resource Management System Option: EA Edit ARMS message

|Enter the message you want to broadcast to all ARME users.

|ARMS MESSAGE: . . .

or as an alternate for someone else, you will be required to enter your
electronic signature before you can get into the document rewiew process.
|When wou are ready to approve a document wou must then type in 'A' or

any of the other codes for other actions. If you are approving the request
you must then confirm that you wish to apply your signature but you don't
Jhawe to re-enter your electronic signature for each document.

This feature is for your review and comment. It is specifically designed
to streamline things f or those individuals who have numerous documents to
sign. FPlease let your ARMS manager know if you have any comments.

Editz woss |J

Figure 11-1: Edit ARMS Message Option

After selecting the edit option, ARMS presents a text edit screen for creating a

new/updated ARMS message (Figure 11-2). For help with editing the message, press

the F1 key followed by the H key to see a Help menu.
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== WRAP ]==| INSERT |============< ARMS MESSAGE r===========[ <FFlrH=Help ]===7

The document approwal process in ARMS has recently been modified slightly.
When you log into ARMS, if you have documents pending for your signature
or as an alternate for someone else, you will be required to enter wour
electronic signature before you can get into the document rewiew process.
|When wou are ready to approve a document you must then type in 'A' or

any of the other codes for other actions. If you are approving the request
you must then confirm that you wish to apply your signature but you don't
Jhawe to re-enter your electronic signature for each document.

This feature is for your review and comment. It is specifically designed
to streamline things f or those individuals who have numerous documents to
sign. Please let your ARME manager know if you have any comments.

<======T=======T=======T=======T=======T=======T=======T=======T=======T=>=====1

Figure 11-2: ARMS Message Text Editor

When you finish editing your ARMS message, press the F1 key followed by the E key.
Figure 11-3 shows the edited ARMS message.

==[ WRAP ]==[ INSERT ]============< ARMS MESSAGE r===========[ <PFl:H=Help ]===7

I!he document approwal process in ARMS has recently been modified slightly.
When you log into ARMS, if you have documents pending for your signature

or as an alternate for someone else, you will be required to enter your
electronic signature before you can get into the document review process.
|When you are ready to approve a document you must then type in 'A' or

any of the other codes for other actions. If you are approving the request
you must then confirm that you wish to apply your signature but you don't
Jhawe to re-enter your electronic signature for each document.

This feature is for your review and comment. It is specifically designed
to streamline things f or those individuals who have numerous documents to
sign. Please let your ARME manager know if you have any comments.

This announcement is an update to the 1996 message. IT you have any
questions, please contact David White.

{======T=======T=======T=======T=======T=======T=======T=======T=======T=>=====1

Figure 11-3: Revised ARMS Message

After exiting the text editor, enter the date you want this message to stop being
displayed in ARMS. In Figure 11-4, the user entered Sep 30, 2001 as the last day to
display this message.
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¢======T=======T=======T=======T=======T=======T=======T=======T=======T=jy=====

|MESSAGE TERMINATION DATE: JUL 2,19967f Sep 3@, Z@Al (SEF 3@, ZA0l)

Figure 11-4: ARMS Message Termination Date
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12.0

Duplicate Document (DD)

The Duplicate Document option allows the user to create a duplicate document of a
previously created request. This option is useful when creating multiple documents
containing similar information. The Duplicate Document option is selected by typing
DD at the Select Administrative Resource Management System Option prompt on the
User Menu

Select Administrative Resource Management System Option: 00 Duplicate Document

DOCUMENT DUPLICATION UTILITY

|0uplicate DOCUMEMT NO.: lO3BOHZOSBELE S55-222-92-0006 10300HZR50U16  FAR SUEY
CRIFTION

Select one of the following:

1 By IO HO.
z By DEPARTMENT Name
3 By CAN NO.

Select Account by: By IO NO.SJ
ID MO.: 55 125000 ARMKS ORIGINAL 1993 o1 69

EEEE] g2e
.. .0K? Yessirs (res)

Figure 12-1: Select Document

Enter the document number of the document you want to duplicate. Enter ?? at the
“Duplicate Document NO.:” prompt and press the Return key to see a list of
documents to choose from. In Figure 12-1, the user entered document number
10300H2050016 at the “Duplicate Document NO.:” prompt.

ARMS will ask what identifier to use to select a document. In the example shown in
Figure 12-1, the user chose Option 1, by ID NO. Since that option is the default, you
can select it by pressing the Return key. At the “ID NO:” prompt, the user entered 55,
the ID Number for the FAR Subscription. An account summary follows. ARMS then
asks you to verify your selection. If the document selected is correct, accept the
default response (Yes) by pressing the Return key. If it is not correct, type No and
press the Return key. ARMS will ask you to enter a new 1D number.
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Select Account by: By IO NO.SJ

ID NO.: 55 125000 ARMS ORIGINAL 1998 Ol JES
EEEE] azo
... OK? Yessir (res)

You have chosen to duplicate DOCUMENT NO.: lO300HZES0016

You have chosen to create the

IMEW DOCUMENT in DEFARTMENT ACCOUNT ID NO.: 55 ARMS

F¥: 1998 CAM: JB58333

|Are you certain this information is correct
and you want to proceed with this duplication? NOJSS YES

Document Number @2@-9939-1-0026 (I0D NO.: 2212) has been created.
Flease make note of this number for future reference.

Press RETURN to continue or '™' to exit.

Figure 12-2: Verify Document Duplication

ARMS next asks you to verify the document information and to proceed with the
duplication. To proceed with duplication, type Yes at the prompt and press the
Return key. To abort the duplication process, accept the default response (No) by
pressing the Return key.

ARMS displays a message showing a document has been duplicated and provides a
new document number as well as ID Number.

Press the Return key to continue and duplicate another document or type the ~ key
and press the Return key to return to the User Menu.
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13.0 Re-Open Finalized Receiving Report (RO)

The Re-open Finalized Receiving Report option allows the user to retrieve existing
receiving reports for editing purposes. The Re-open Finalized Receiving Report
option is selected by entering RO from the User Menu.

Select Administrative Resource Management System Option: RO Re-open Finalized F

eceiving Report

UTILITY TO RE-OPEM FIMALIZED RECEIVING REFORTS

IDncument NO.: H2B-125-0-Q0082 QU7EOHETER  REQZEO0-2  FAKE WENDOR

Are you certain you want to RE-OPEN Document NO. BETEROETOE

for further inwoice audit? WOSS YES

|00 you also want to RE-OFEM Document MO. Q876080708

for further receiving action? NOS/ YES

BOTEEOETEO is now available for additional payment action.

IPress RETURN to continue or '™' to exit.

IDucument WO

Figure 13-1: Re-Open Finalized Receiving Report Options

Enter the document number for the receiving report you want to re-open. Enter ?? at
the “Document NO.:” prompt and press the Return key to see a list of documents to
choose from. The user entered document number 020-125-0-0002 at the “Document
NO.:” prompt.

After entering the document number, ARMS will ask you to verify the document for
further invoice audit. If ARMS is displaying the incorrect document, accept the
default response (No) by pressing the Return key. ARMS will ask you to enter
another document number. If this is the correct document, type Yes and press the
Return key at the prompt.

ARMS then asks if you want to re-open the selected document for further receiving
action. If you do not want to re-open the document for further receiving action accept
the default response (No) by pressing the Return key. ARMS will open the document
for invoice auditing only. If you want to perform additional receiving action, type Yes
and press the Return key at the prompt.

ARMS displays a message that the chosen document is ready for additional payment
action

To continue and re-open another receiving report, press the Return key. To return to
the User Menu, type " and press the Return key.
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