QEALT

D
IND74 W
JOINS>”

.

P
‘S'S . 195

RESOURCE AND PATIENT MANAGEMENT SYSTEM

ADMINISTRATIVE RESOURCE
MANAGEMENT SYSTEM
(ACR)

USER MANUAL
Volume 111

Version 2.1
November 2001

Information Technology Support Center
Division of Information Resources
Albuquerque, New Mexico




Administrative Resource Management System V2i

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.

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 THS 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 III and contains the following ARMS menu items:

DHR Edit DHR Interface Data EX Export DHRs to Core

DHRM DHR Management RECV 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 THS 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.

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

1.2 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 1-2 Introduction
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2. 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.

ODHR INTERFACE SUMMARY
OHR INTEEFACE ACTIWATED..: YES
CEEATE OHE FOR EFA CALL..: YES
CREATE OHE FOR FEDSTRIF..: ¥ES
CREATE CREDIT CARD DHE. ..
CREATE ALLOWAMCE OHE.....: YES
CREATE ACCRUAL DHE.......
CREATE OWLY TRAWEL DHE...: HNO
TRAVEL FAID BY 1166......: ¥ES
AIRFARE ON OBLIGATION DOHE: HWO
AIRFARE ON FAYMENT DHE...: YES
REF. CODE FOR AIRFARE DHE: 613
Edit this data?
Figure 2-1: DHR Interface Summary

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

Figure 2-2:

ACTIVATE DHE INTERFACE: YES
CREATE BFA CALL OHE...: YES
OHF. INTER| CREATE FEDSTRIF OHE...: YES
CREATE DH| CREATE CREDIT CARD DHE:
CEEATE OH| CREATE ALLOWAMWCE DHE..: YES
CREATE CR| CREATE ACCRUAL OHRE. .. .:
CREATE AL| TRAWEL PAID BY PMSI1BG: YES
CEEATE AC| TRAWEL OHE ONLY.......: NO
CREATE OW| AIRFARE OW 0OBLIG OHE..: NO
TRAVEL FA| AIRFARE 0OW PAYMT DHE. . : YES
AIRFARE 0| AIEFAEE REFENCE CODE. . : G618
AIRFARE 0| PRIWT ALL DHR'S. ... ... : YES
REF. CODE| CREATE THM FEE OEL DHR.: YES
CREATE TH FEE FMT DOHE.: YES
Edit this| HOLD DHRS FOR MEW FY..
Exit Save Refresh
Enter a command or '*' followed by a caption to jump to a specific field.
connAnD - [ Press <PFlxH far help I
e I

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 “NQO” 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.

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.
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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.
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3. 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 Recowver Untransmitted DHRs

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

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

Select one of the following:

1 BEY DATE GEMERATED
2 BY IEMN NUMEER

SORT BY: 1 BY DATE GEMERATED

Start with ODATE GEMERATED: @3@1@1 (AUG @1, ZEGO1)
End with DATE GEMERATED: 1@l@8l (OCT 1@, Z@@l)

No 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.

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
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3.2

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

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

Select one of the following:

1 BEY DATE GEMERATED
2 BY IEMN NUMEER

SORT EY: 2 BY IEM MUMEER

Begin with IEM NUMBER: 1
End with IEM MWUMEBER: 10@0

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).

DHE MAMAGEMENT MENU

REC Recover Untransmitted OHRs
UNT Print Untransmitted DHR List

Select OHR Management Option: UNT Print Untransmitted OHR List
* Frexious selection: DATE GEMERATED not null

START WITH DATE GEMERATED: FIRST/S 030100 (AUG O1, 2000)

GO TO DATE GEWERATED: LASTSS 093881 (SEP 30, 20016824:00:00)
DEVICE: Home Right Margin: 307/

Figure 3-3: Print Untransmitted DHR List Option
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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.

UNTRANSMITTED DOHR LIST OCT 3,2001 03:24 FAGE 1
IEN EFF DATE DOCUMENT TRHCD AMOUNT
DATE GENERATED: AUG 9, Z@@d
1509 BEFO9700 2012500148 050132 =uicalo]
DATE GENERATED: AUG 25, ZEEE
151 AFF25F00  1TGIZ250081 ©5813 IOEEH
1511 BEF25700  10VERAROIEE D513 4QaE
1512 OFF25700  1TGlZ5000E Q5013 I0eeo
1513 AFF25700  1AVEAOAZED ©5013 SOEEH
1514 DEF25700  10VGROOZE0 05013 olclalol
1515 BEF25700 2012500149 050132 2peeg
1516 OFF25700 ZO1Z500146 05013 ZEABEE
1517 DEF25700 QOVEALlOED GO5013 Zoeao
1518 BEF25700 QOVEALIAED OF114 2Oeea
1519 AFFZ25700  1OVERARAZEE ©F114 SOBEE
1520 OFFZ25F00 OAVEALlAAE 15214 ZOBEH
1521 DEFZ25700  10VEROO0ZE0 159Z14 SEaan
-

Figure 3-4: Sample Untransmitted DHR List
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4.

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 Voucher
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 Woucher Ob1
igated Document

SIAV-TAMMN EPARTMENT ACCOUN

I0 WO. DEFARTHMENT CAW WO. FY 55A
(18] 33 COMMUNITY HEALTHsDSOD (BOS) JB58E88 00 COW SUFFET
(18} 32 COMMUNITY HEALTHSDSD (QES5) JE58EEE 08 COW SUFFRET
(18] 31 COMMUNITY HEALTHsDSD (8@5) JE58888 00 COW SUFFRT
(18] EL] ** W0 DEFARTMEWNT LISTED ~~ <UNDEF= @@ CON SUFFET
(18} 29 F% WO DEFARTMEWT LISTED ** <UNDEF+ @@ CON SUPFRET
(18] 23 ** W0 DEFARTMEWT LISTED ** <UNWDEF= @@ CON SUFFET
(18] 27 ** WO DEFARTMEWT LISTED ~~ <UNDEF= @@ CON SUFFET
(22} Zh COMMUNITY HEALTHSDSD (QES5) JE58888 01 COW SUFFRET
(22) £5 ARMS TRAINING (@63) JE58888 01 COW SUFFRT
(21} 24 FMOSAAD (999) JE58888 01 CON SUPFRT

List more DEPARTHMENT ACCOUNTSY YES/S 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? YESS/ B9

Enter either 'Y' or 'N'.

List more DEPARTMENT ACCOUNTS? YES//f

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
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Return key. At the ID NO: prompt, the user entered 25, the ID Number for ARMS

Training.
(18} 29 F% WO DEFARTMEWT LISTED ** <UNDEF» 0@ COW SUFFRET
(18] 23 f® WO DEFARTMEWT LISTED ** <UNWDEF> @@ CON SUPFRT
(18] 27 ** WO DEFARTMEWT LISTED ~~ <UNDEF= @@ CON SUFFET
(22} Zh COMMUNITY HEALTHSDSD (@ES5) JE58888 01 COW SUFFET
(22) 25 ARMS TRAINING (@E63) JE58388 01 COW SUFFRET
(21} 24 FMOSAAD (999) JE58888 01 COM SUPFRT
List more DEFARTHMENT ACCOUNTSY YES/S/S HO
Select one of the following:
1 By ID NO.
z By DEFARTMENT Hame
3 By CAN NO.
Select Account by: By ID NO./SS
ID NO.: 25 1250008 ARMS TRAINING ORIGINAL 2001 @l Jey
EEEE] el

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 YEAR-TO-DATE:

AL LOWANCE :
COMMITTED: OBLGATD:
UNCCOMNTTD: UMOBLTD:

Is this a modification? NO// ]

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

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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I0 HO.: 25 1Z5000 ARMS TRAINING ORIGINAL Z061 o1 J65
EEEE] aEl

Select [ASMIISE

ID WO. REGQUEST # IDENTIFIER | ID NO. REQUEST # IDENTIFIER

£33 3 pEl-E69-1-0040 pgré |z213 ZER1-069-1-0027 abc

£33 3 PEl-@E9-1-0029 mnos |218 4B0] -069-1-00120015yringes

235 4 0O1-069-1-8038 jkl4 | 282 1001 TOBE42 OAKSBE15S0ENVE
234 4 OOl1-869-1-8037 ghi3 | 138 4BQ]1-063-1-0025 Thermometers
232 4 BO1-069-1-0036 defz |19z SERL-0E3-1-0021 rox

230 3 081-869-1-0034 ahc |191 4001 -069-1-0020 roll

224 AEl-a59-1-a831  lunch | 164 1TGEEIEDEE DAWsB719/Basic
222 4 BOL-EE9-1-0030  jkl | 141 1TGREIRDUE DAWSBYRSSArms
221 4 0A1-869-1-8023 ghi | 138 1TGEGIEEE] DAKSB7E5 ARMS
220 4 OOl-869-1-0028 def |116 SlHo@loel400 rox

List more REGQUESTS? YES#F HNO

ID WO.: £39 BO1-063-1-0040 1OVEOR4Z0E  pgrb WA SUFFLY 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 ID 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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I0 WO.: 239 @O1-069-1-0040 1A7EAR4ZEE  pqri

SISO EFARTMENT ACCOUN

ID WO. DEFARTMENT

(183 33 COMMUNITY HEALTH/DSD (BA5)
(181 32 COMMUNITY HEALTH/DSD (BAS5)
(181 31 COMMUNITY HEALTH/OSD (BAS5)
(183 30 mr NO DEFARTMENT LISTED "*
(181 239 *% N0 DEFARTMENT LISTED **
(181 28 =+ N0 DEFARTMENT LISTED **
(181 27 ** N0 DEFARTMENT LISTED *=*
(zz) 26 COMMUNITY HEALTH/DSD (BAS5)
fzz1 25 ARMS TRAIMING (B59)

(211 24 FMO/SAARD £999)

List more DEFARTMENT ACCOUNTS? YESSS WO

WA SUFFLY DEFOT

JESEERA
JESEERE
JE53855
<UMDEF r
<UNDEF»
<UNDEF -
<UNDEF =
JESEEES
JE58855
JE53855

55A
CON
CON
CON
CON
CON
CON
CON
CON
CON
CON

SUFFET
SUFFRT
SUPPRET
SUFFET
SUFFRET
SUFFRT
SUFFET
SUFFRET
SUFFRT
SUPPRT

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 ODEFARTHMENT ACCOUNTS?Y YES/SF HO

Select one of the following:

1 By I0 NO.
z By DEFARTHENT Hame
3 By CAN NO.

Select Account by: By ID NO./S

ID HO.: 24 125000 FHO/SARD
EEEE] el

CINECEERRETETEEL] i1l be transferred to the
jll account .

ORIGINAL

2Bl

@l J&y

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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EENRERNEEE Y] i1l be transferred to the
o Bl account.

Sure this is what you want? NOSS Yes YES

. HMMM, THIS MAY TAKE A FEW HOMENTS. . .
9. ACCOUNTING AND APPROPRIATION DATA  |1@. REQUISITIONING OFFICE (B@4-728-2400)
--------------------------------------- [ ARMS TRAINING
95990@A1 2ZA01-39165.0%.01.01.A7S. 61.35|11 BUSINESS CLASSIFICATION
J653388 2671 181 .60 | OTHER STATESLOCAL

PR T-ERREI Y] has been transferred to the
RGN account (ID WO.: 243 .
The new document number is [ENEBEEERNECEEEE (I0 WO.: 239).

Press RETURN 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.
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5. IRS 1099 MENU (ZIRS)

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 Frocessing Instructions
EFIN  Edit Finance Location

CALC  Calculate Wendor ¥TO Faid

RF TS 1833 Eeports Menu ...

ZER0D  Vendor File Zero Balance Year-To-Date Field
INFT  Input ¥TD Faid Walues

TENS  Prepare Staging File for EXPORT Process
LIST Print Staging File YWendor List

EDIT Edit Staging File Entries

PENT 1833 Frint Menu ...

EXF Create Export Files

Select IRS 1899 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 18339 Frocessing Instructions
EFIM Edit Finance Location

CALC  Calculate Wendor ¥TOD Paid

RFTS 1239 Reports Menu . ..

ZERD  Vendor File Zero Balance Year-To-Date Field
INPFT  Input ¥TOD Faid Walues

TENS  Prepare Staging File for EXFORT Process
LIST Frint Staging File Wendor List

EDIT Edit 5taging File Entries

FRNT @88 Frint Menu ...

EXF Create Export Files

OEWICE: HOMESS

Select IRS 1839 MEMU Option: COPY Print a Copy of 1839 Frocessing Instructions
Do you want to print a copy of the instructions? N//5 YES

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).
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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.

FENT 1833 Frint Menu ...
EXP Create Export Files

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

Select FIMAMCE LOCATIOM: Billings 4@
HAME: BILLINGSSS

MAME LINE 1: BILLINGS IHS AOSS
WAME LINE 2:

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

STATE: MONTANASS

LIF: 59103r5F

FEDERAL EIM: 234567330/F

1099 NAME CONTEOL: BILL/SS

T CONTROL CODE: 1234564F

AMOUNT CODES: &7 £

FAYOR FHOME: 3052484100757
COMTACT WAME: AWWE E. FUGATTSS
COMTACT FHOWE: 505248418677

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 2 ? 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. If 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 Area 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.

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 1839 MENU Option: CALC Caleculate Vendor ¥TD Paid

Enter BEGINMIMNG DATE: @10188 (JTAN @1, Z@E0)
Enter ENDING DATE: @©23101 (AUG 31, 2061}

Enter RETURN to continue or '*' to exit:

Figure 5-4: Calculate Vendor YTD Paid Options
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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.

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.

1099 REPORTS MENU (RPTYS)

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 — 1u93 Frint Menu ...
EXF Create Export Files

Gelect IRS 1099 MEMU Option: RPTS 1099 Reports Menu

IRSY  List Wendor Info by Export Date (10399 ‘Y/N)
¥1le3  List ARMS 10939 Vendors File Info

VLEL  Frint YWendor Labels

WLST  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.

¥1l03  List ARMS 1039 Wendors File Info
WLEL  Frint Vendor Labels
WLST  List Wendors by Selected Parameters

Select 1839 Reports Menu Option: IRSY List Wendor Info by Export Date (1899 ¥/
1
* Prewious selection: VEMDOR-EIN not null
START WITH VEWDOR-EIN: FIRST/SS
* Previous selection: EXPORT DATE from 151700 to 85317501
START WITH EXPORT DATE: FIRSTSS 0l@l@e (JAN 01, ZO@@)
G0 TO EXPORT DATE: LASTSF ©83101 {AUG 21, 2001)
* Previous selection: 1833 (YSN) not null
START WITH 1099 (¥ HW): FIRSTSS
DEVICE: Home Right Margin: 307/

Figure 5-6: List Vendor Info By Export Date Options
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5.4.2

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.

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.

OEWICE: Home Right Margin: 804f
1166 AFF WENDORS IWFO (1033 ¥sM) BY EXFORT DATE
SEF 10,2801 @9:09 FAGE 1

EXFORT DATE DOOCUMEMT# C.A.N. OBICL DOL-AMT SCHEDE

WENDOR EIN+5FX fTD PAIOD YSH
MAR 12,2081 1234567898 3421161 1113 AEEOASEE. A8 M1Z2345

ADCOM INC 1370409626A1 fES
SUETOTAL 9EE
AUG 16,2006 QBTGEOE408 J65HE33 2654 AEEOA4EE . A8 5336001

FAKE WENDOR 299995593949 4[8 .08 YES
MAY 21,2001 107601108 T658333 266A B0 . BE 2B01533006

FAKE WENDOR 29999599499 4068 .08 YES
MAY 21,2001 107601208 J658333 266A SEB0 . A6 2E01533007

FAKE WENDOR 2999955993949 4008 . 08 YES
MAY 29,2001 @112510006 J6BS5388 233H 1060 .20 ZB01533005

FAKE WENDOR 29999599499 4066808  YES
JUN 18,2001 4545454545 T658833 2121 106,88 ZE01533013

FAKE WENDOR 2999955993949 400808 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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5.4.3

WLEL  Print Vendor Labels
WLST  List Wendors by Selected Parameters

Select 1899 Reports Menu Option: w189 List ARMS 1899 Vendors File Info
* Prewious selection: CALEMDAR YEAR not null
START WITH CALEWDAE YEAR: FIRSTSY 19899
L0 TO CALEWDAR YEAE: LAST/S ZO@1
* Previous selection: WENDOR not null
START WITH VEMWDOR: FIRSTYSS
DEWICE: Home Right Margin: 804/

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.

DEWICE: Home Right Margin: 80/f

ARMS 1099 VENDOR LIST SEF 18,2801 1822 FAGE 1
AMT

ENDOR co YEAR fTO-AMT

ADCON INC 1 2006 9EE . 0@

FAKE WENDOR 2000 3499, 1@

Figure 5-9: Print Options and Listing

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).

User Manual
Volume III

5-6 IRS 1099 Menu (ZIRS)
November 2001



Administrative Resource Management System V21

PENT 1833 Print Menu ...
EXP Create Export Files

Select IRS 1099 MENU Option: RFTS 1899 Reports Menu
IRSY  List ¥Wendor Info by Export Date (1893 Y/N)
¥1l0s  List ARMS 1039 Wendors File Info
WLEL  Print Wendor Labels
WLET  List Wendors by Selected Parameters
Select 1899 Reports Menu Option: YWLBL Frint Vendor Labels

Select one of the following:

I INDIVIOUAL WENDORS
13 RAMGE 0OF 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 I 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 Vendor:”
prompt.

I INDIVIDUAL WENDORS
4 EAXNGE 0OF YENDORS

Enter response: INDIVIDUAL VENDORS

Select VEMDOR: Adcon INC EIN.....: 1870409626 SUFFIX: Al
MAIL TO.: 327 EAST 1zZ08 S0UTH | OREM
REMIT TO: 327 EAST 1zZ0@ S0UTH , OREM
REMIT TO-CITY..:. OREM

Select another WEMDOR:

Select one of the following:

H MAILING ADDRESS
E BEILLING ADDRESS

Use MAILING ADDRESS or BILLING ADDRESS: M#fS MAILING ADDRESS

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.

Use MAILING ADDRESS or BILLING ADDRESS: MW/F5 MAILING ADDRESS

Select one of the following:

1 OWNE VENDORSROW, 1 LELSROW

Z OWE VENDORFROW, 2 LELSSROW
3 OME VEMWDORFROW, 3 LELSSROW
4 OWE VENDORSROW, 4 LELSSROW

Frint Quantity: 175 2 0OME VENDORSROW, 3 LELS/ROW
How many ROWS (Mo matter how many labels per row): (1-999): 3
OEWICE: HOMES/S

ADCON INC ADOCON INC AODCONM INC

327 EAST 1zZ00 S0UTH #9 327 EAST 1zZ@0 S0UTH #9 327 EAST 1zZo0 3
QOUTH #3

OREM, UT 84038 OREM, UT 840538 OREM, UT SB4053
ADCON INC AOCON INC ADCOM INC

327 EAST 1200 S0UTH #9 327 EAST 1200 S0UTH #9 327 EAST 1zZo0 3
Ml

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.

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:
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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  Frint Vendor Labels
WLST  List Wendors by Selected Parameters

Select 1099 Reports Menu Option: WLEL Print Vendor Labels
Select one of the following:

I INDIVIDUAL WENDORS
34 EAMGE 0OF VENDOES

Enter response: RAWGE OF WENDORS
Start with Wendor: FIRSTSS
Go to Wendor: LASTSS

Select one of the following:

H MAILING ADDRESS
E BEILLING ADDRESS

Use MAILING ADDRESS or BILLING ADDRESS: M#F 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 ADDRESS or BILLING ADDEESS: MSS MAILING ADDRESS
Select one of the following:

OWE VENDORJSROW, 1 LELSROW
OWE VEWDOR/ROW, 2 LELSSROW
ONE VEWDOR/ROW, 3 LELS/ROW
ONE VEWDOR/ROW, 4 LELS/ROW

L PR SN

Frint Quantity: 177 2 O0OWE WENDORSROW, 2 LELSSROW
How many ROWS (Mo matter how many labels per row): (1-999): 25
DEVICE: HOMESYS

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 Vendors 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.

PEHT 1899 Frint Menu ...
EXF Create Export Files

Select IRS 1899 MENU Option: RFTS 1899 Reports Menu
IRSY  List Wendor Info by Export Date (1099 Y/N)
w1ga List ARMS 1899 Vendors File Info
WLEL  Print Vendor Labels
WLST  List Wendors by Selected Parameters
Select 1899 Reports Menu Option: WLST List Wendors by Selected Parameters

Select one of the following:

HAME List Alphabetically by Name

EIN List by EIM#

¥Th List by ¥TD FARID

¥TOS List by ¥TOD PAID Within STATE

1233 List Wendors With '1839 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.

1233 List Wendors With '1839 Y/N' = 'Y’
SELECTIOM: MAMESS NAME List Alphabetically by Mame
Select one of the following:
Frovide MAILING ADORESS Only
Frovide BILLING ADDRESS Only

Frovide REMIT TO ADDRESS Only
Frovide ALL ADDRESSES on Listing

T mm =

SELECTION: M// ]

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.
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3.5

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.

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.

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.
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5.6

Select IRS 1899 MENU Option: ZERO Vendor File Zero Balance Year-To-Date Field
Oo you want to ZEROD out the Year-To-Date field for all YWendors? NOSS YES
DONE!

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.

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: IMPT Input Y¥TD Paid Walues

Select VENMDOR: ADCOM IMC EIMN.....: 1870409626 SUFFIX: Al
MAIL TO.: 327 EAST 1200 S0UTH , OREM
REMIT TO: 327 EAST 1Z8@ S0UTH , OREM
REMIT TO-CITY..: OREM

1833 (¥FfM): YESSS YES YES

TTOD PRID: 250s5F 325

Select VENDOR:

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.
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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.

5.7 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.

Select IRS 1@39 MENU Option: TRMS Prepare Staging File for EXPORT Frocess

This option transfers wendor information from the master Wendor file

to the ARMS 1899 Vendors file. It will be used to control the exporting
to download files. 0Only wendors with ¥TD PAID » 539.93 will he
transferred.

Select 1899 CALEMODAR YEAR: (BAO0-9999): 200057 2001

Oo you want to set all payment type codes to one code, then change selected entn
iesy ¥/f Yesz YES

Gelect PAYMENT TYPE CODE (1-9,.A,B,Ci: 777 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 IRS 1099 MENU Option: LIST Print Staging File Wendor List
This report requires a 132 character printer! Use '@' in front of sort field to

suppress subheaders, i.e. SORT BY: @VEMDOR
SORT BY: NUMBERSS ¥¥

Choose from:

@l WYENDOR
B2 FMT TYFE CODE
LE3 IES NAME
1 CALEMDAR YEAR {multiple)
2 COMPUTED MAME
TYFPE '-' IN FRONT OF NUMERIC-VALUED FIELD TO S0RT FROM HI TO LO
TYFE '+' IN FROWT 0OF FIELD WAME TO GET SUBTOTALS BY THAT FIELD,
'#' TO PAGE-FEED OW EACH FIELD VALUE, '!' TO GET RANKINWG MUMEER,
‘@' TO SUFFPRESS SUEB-HERDER, ']' TO FORCE SAVING SORT TEMPLATE

TYFE ', TKT' AFTER FREE-TEXT FIELDS TO S0RT WUMEBERS 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:

e Vendor Number

e Vendor Name

e Payment Type Code
e [RS Name

e C(Calendar Year

e 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 1839 MENU Option: EDIT Edit Staging File Entries

Select VEMDOR: ADCOM IMWC EIN.....: 1&7R409626 SUFFIX: Al
MAIL TO.: 327 EAST 1200 SOUTH , OREM
REMIT TO: 327 EAST 1200 S0UTH , OREM
REMIT TO-CITY..:. OEEM
.. OK? Yesis (fes)

ENDOR: ADCON INCKS

FMT TYFE CODE: 777

IRS HAME:

Select CALEMDAR YEAR: z@@lsrf
CALEMDAR YEAR: 200175
CYTD AMOUNT: 75877

Select VEWDOR:

Figure 5-21: Edit Staging File Entries Options

Begin by entering the name of the vendor whose data you would like to edit. If
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. If 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
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to return to the IRS 1099 Menu Options. Press the Return key twice to return to
the User Menu.

5.10 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.

5.10.1

5.10.2

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 1099 MENU Option: PRNT 10899 Print Menu

T5T Print Test 1093s

ALL Frint 1W33s

OME Frint One 1099

RNG Print Range of Wendor 1099s

Select 1839 Frint Menu Option: TST Frint Test 1@33s
Select FIMAWMCE LOCATIOM: Headgquarters WEST 91
Select CALENDAR YEAR: (DO@E-9993): zZoeoss 2o0l

DEWVICE: HOMESY

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.
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T5T Print Test 1093s

ALL Frint 1@8899s

ONE Frint One 1@99

RNG Frint Range of Wendor 1839s
Select 1899 Print Menu Option: ALL Print 1099s
Select FINANCE LOCATIOMN: BILLINGS 4@
Select CALENDAR YEAR: (0@0@-3393): ZO@OSs 2@@l
DEWVICE: HOMESY

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.

TST
ALL
OME
RMG

OEWICE:

Select 1099 Print Menu Option: OME
Select FIMAMCE LOCATIOM: Headquarters WEST
Select CALEMDAR YEAR:
Select VENDOR: Adcon IMC EIN.....: 1870409626
MAIL TO.: 327 EAST 1Z8@ S0UTH , OREM
REMIT TO: 227 EAST 1Z0@ S0UTH , OREM
REMIT TO-CITY..:

Frint Test 10989s

Frint 1899s

Frint One 10939

Frint Range of Wendor 1899s

(BOBE-9939) @ ZO@9/s Zoal

HOME S F

Frint 0One 10399

OREM

91

SUFFIX: Al

Figure 5-24: Print One 1099

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
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5.104

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.

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.

T5T Frint Test 1093s

ALL Frint 1¥33s

OME Frint One 1099

RNG Print Range of Wendor 1099s

Select 1839 Frint Menu Option: RNG Print Range of Wendor 1839s
Select FIMAMCE LOCATIOM: Billings 41

Select CALEMDAR YEAR: (@0@0-3533): zo@ass zool

Start with WEMDOR: Adcon

End with WENDOR: MNawvajo

DEWICE: 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 1099 PAYER MAME: BILLINGS 4@

This generates files containing 1899 records. ‘fou must select a STATE aor IRS
and a3 file will be generated for that selection. ‘ou may run this program

3s many times as necessary until all STATE files needed are created.

Enter 2 character State Abbreviation or "IRS': MT
Enter Calendar Year (eg 1998): (@Q@E-9939): ZOGOOSS

Select one of the following:

i Mailing Address
E Billing Address
[ Remit To Address

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

Records have been put into UNIX file fusrispoolsafsdatasacrirsMT. 301262
DEWICE: 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
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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.

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.

=

Records have been put into UNIX file Jfusr/spool/afsdataracrirsMT.301262
DEWICE: HOMESS

Frfrd f fr AT O A P T fr O R A T T P T R R e T fr O R A T T P O O R T T O R O T T P O O A T P O O O T AT i T T AT AT T O R O T AT i T T i i ]

LISTING OF 1@33 WVENDORS FORE CY Z00@ PAGE 1
E. I. N. YWEMNDOR HNAME AMNDUNT

R R A R R R A A i A i i A e e Al e i e fr o e e fr i fr e o fr o i i e )

MUMBER. OF 'B' RECORDS GENERATED FOR MT = @
TOTAL DOLLAR AMOUNT FOR MT = 0. e

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. 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: PY  Prime Wendor Data I
Jmport

Utility to Import Prime Wendor Furchase Order Data
IMPORT Frime YWendor Purchase Order Data? NOS/S YES

Mame of file to import: AS1A.ZEESS ASEZ.3449

TElB4E GEEDI3IILZ3 HYDROCODONEFAFPAP Sr508MG Q4
T SOETE  Imported.
TRIE4E [EE93029301 CARBIODOFASLEVODOPA 255100 %
A 188TE Imported.
TElE4E SZZ68010001 GOLYTELY

4LTRFD Imported.
TELIB4E [EE54452725 LITHIUM CAREBONATE 30@MG ¥
M 180TE  Imported.
TElE4E BLP1BED0S4Z0 HYSTATIN 10@MUSGH $F
R 3EGMER Imported.
TElE4E OEE74E97301 ORETIC Z5MG

180TE  Imported.

THIR4E [ECEEEZITEE FEINIWIL 40MG

100TE  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 ITmport 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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IFEllz26 O@16E0Q0E30 TRIAMCIWOLOKWE ACET @.1% F3
= BOGMOT  Imported.
IFEllZa  OalvyIadslon LANTAC 30MGSSEML FREMIX S@ML

24BG  Imported.
IFEllza 0390309604 BO YR 1@CC LUER LOCK S60
4 180'55¥  Imported.
IFE1126 03290309661 BO SYE 20CC LUER LOCK IMU9EH
1 48's  Imported.
IFUllZe Q8903096632 B0 5YE S@/560CC LUER LOCK 964
3 30'S  Imported.
IFE1126 03290309602 BD SYE OWLY 1ML TEC 3096
z lga's Imported. ]
IFEllZe 33390023701 OO0XORUBICIN SEMG B
F Z5MLVL  Imported.
IFE1126 03290309650 BO LUER-LOK I@ML

405%  Imported.
FCC1E92  BES74411101 SYNAGIS 108MG

IVL Imported.
Import Complete.
Press RETURN to continue or '™' to exit. l
—

Figure 6-2: Import Complete
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7. 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.

TV Complete Travel Youcher
ZIRS IRES 18595 MENU . ..

818 May 14 17:02 afsdhaba.0l134
436 Oct 24 ZpW0 afsdhara.oez298
1134  Aug @9 15:28 afsdhara.oleze
486  Jun 27 15:08 afsdhara. 01173

Select FILE for export: afsdhaba.el134

Frocessing file afsdhaba. 01134, please wait ...
File Transmission Successful 11!

Press RETURN to continue or '™ to exit. *

Select Administrative Resource Management System Option: EX  Export DHRs to CORH

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.

Select FILE for export: afsdhaba. @ll34
Frocessing file afsdhaba. 91134, please wait ...
File Transmission Successful 11!

Press RETURN to continue or '*' to exit. ™

486 Oct 24 20008 afsdhara. apz9g
1134 Aug B9 15:28 afsdhara.olezn
436 Jun 27 15:88 afsdhara.oll?s

Select FILE for export: I

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.

RECEIVE ODD OBLIGATIONS FROM CORE (RECYV)

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 !!!. 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: recv Receive 000 DhliJ
ations from CORE

Select ACCOUNTING FOINT: 42 TUCSON

The 000 download file will be put into directory Susrispool/safsdatas

Is this OK? YESS/

Getting 'ofm.has.corodd.ap42' - sawing as fusrfspoolsafsdataspeccspc.maz ..
Flease wait ... i(note: this may take up to 10 minutes)

File Receive Successful [

Enter RETUREMN to continue:

Figure 8-1: Receive ODD Obligations From Core
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9. 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 000 Obligat]
ions to Open Document Database
IMPORT CORE OBLIGATIONS DOWMLOAD FILE

This import process will completely replace all data
currently stored in your local 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. IT IS RECOMMEMDED THAT
YO REQUEST YOUR ADF SITE MANAGER SAWE THE GLOEAL
“AFSLODOC BEFORE YOU CONTINUE WITH THIS PROCESS.

0o 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 "AFSLODOC 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 awailable for import into Open Document datahase

prospe. @
0] pcospo. 40
pccspo. U4z
3 pcospe . B532
pcocspe. @57

Select FILE for import: pcespe.@

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.

READY TO IMPORT SELECTED DOWNWLOAD FILE.

Some Area 0ffices make obligationsspayments for multiple accounting points.
I must CLEAR the local ohligations database before importing the 1ST
Accounting Point download file ONLY.

FERWARKNING!  ANSWERINWG "Y" TO THE WEXT RUESTION WILL CLEAR THE DATABASE.
15 THIS THE 15T ACCOUNTING FPOINT (OF THIS DOWMLOAD) TO BE IMPORTED? (¥#NS™) NSJ
=]

ENTER "¥" AGAIN TO BEGIN (Y/N) WA/

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.

EMTER "%" AGAIN TO BEGIN (YSN) NSIY

LOADING RECORDS FOR ASF @
HWORKING 2

BEEGIMNING COMPILED RE-CROSSREFEREWCIWG. FLEASE WAIT WHILE FILEMAM REINDEXES.
BEGIM: SEF 12, Z00181@:53::23

END: SEF 13, ZO01E1@:5
9:55

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

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

e Enter Appropriations

¢ Distribute Allotments

¢ Distribute Allowances

e [Edit Department Account

e Distribute Local Accounts by Object Class
e (reate 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

WARMIMG: RESTRICTED GOWERNMENT FINANWCIAL DATA, UNAUTHORIZED
EWTRY INTO THIS 5¥5TEM OR USE OF THIS DATA IS A FEDERAL CRIME

AR AR AR R AR A e e i i

wr  ADMINISTRATIVE RESOURCE MANAGEMENT SYSTEM  *+
Lol
VERSION 2.1T1
ALEUQ AREA ASSA PROGRAM
CURRENT USER: DAVID WHITE

FUHD DISTRIEUTION

AFF Enter Appropriations

ALT Distribute Allotments

ALK Distribute Allowances

SUE Edit Department Account

DLA Distribute Local Accounts by Object Class
NEW Create NEXT Fiscal Year Accounts

MFA Mowe Financial Accounts

CLS Close Department Accounts

OFH Distribution of Funds Hierarchical Structure

Figure 10-1: Fund Distribution Sub-Menus

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).
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Select Fund Distribution Option: APF  Enter Appropriations

Select IR

I0D WO. AFFROFPRIATHN 0O FY ID WO. AFFROFRIATH 0O FY

25 TEESTE3E0 oo

13 75XEER9 93

|

|

|
24 TSEE390 Bl | 12 7SXK8E89 ar
23 Taaslul4n oy} | 11 FEECELD
22 Ta9slul4m 99 | 1a 7oK8E8E3
2 EERUEEN 99 | 9 7SXKEERT
13 TS5 70350 o oe | 3 7a7E350 ar
13 99300a1 o a3 | 7 7o50350 a5
17 9988081 o a3 | 3 75503590 95
15 7590390 99 | 5 7540350 94
14 7580390 93 | 4 7a3u350 EE]

List more ALLOTMEWTS? 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 more ALLOTMEWTSY YESSS NO

Select one of the following:

1 By ID0 NO.
£ Appropriation Mumber

Select Account by: By ID NO./S

I0D NO.: 25 1000880 ORIGINAL 2@l 756570390
.. OKE Yesss

Figure 10-3: Select Account

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.
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25 =R U] 0 8l | 12 ToXKEEE3 98
24 7560390 a1 | 12 TEXEERT 97
ERATERE
AMOUNT : 1000008 SX3EE9
AFFROPRIATION HO.: 756770350 5X3EE9
FISCAL YEAR: 201 5TRz00 a7
CREATE MEXT YEAR ACCOUNT: YES 550390 95
550390 95
Employees with AFPROPRIATION Access 540398 94
----------------------------------- EELERT] 93

+53TARR , CERIDWEN
FIKE,MIKE L
JONES ,RUEERT K
WHITE ,DAVID

Exit Save Refresh

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

COMMAND: EXIT Press <PFl»H far help
I

Figure 10-4: Appropriation Record

10.2

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.

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 [JNNRETET

I0 NO. AFFROFEIATHN 0O FY I0 WO. AFFROFEIATH 0O FY

25 TapsTu390 ool

1z 7oX8E83 93

|

|
24 TSEE39E 1 | 12 7SKEERT 97
23 TSa5lol4m ok} | 11 7aXBz91
22 Ta9slul4m 99 | 1a 7oK8E8E3
2 EERUEEN 99 | 9 7SXKEERT
19 Toa5/7u3590 o oe | 3 7a7u3sne a7
13 9998081 o as | 7 75503590 95
17 9980081 0 98 | 3 7550350 a5
13 7590330 99 | ] 754p350 94
14 TSEA39E 93 | 4 7530350 93

List more ALLOTMENTS? 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 NO

Select one of the following:

1 By ID MO.
2 Appropriation Mumber

Select Account by: By ID NO./SS

ID HO.: 24 1000000 2Bel 7560390

. 0KE vesii ]
-

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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ALLOWANCE DISTRED UNDSTRD:
% UNCOMTD: % DSTED: ! SFY RMG:
COMMITTED OBELGATO: SPENT:
UNCOMMTTD UNSPENT:

ol UNOBLTD:
AFFROF NO: LD

Select FINNIGRME

ID WO. LOCATION ALLOW S5 0 FY |ID NO. LOCATIOM ALLOW 55 O F

.................................. |....._ coccooccooccooccoocoo cocoo oo o od
53 JODOO KX 0 81 |57 KOO KW 0 0]

Select one of the following:

AODD New Account

INCREASE Existing Account
DECREASE Existing Account
EDIT Existing Account

BN PERN N

Which 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.

10.2.1 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

Mew ACCOUNT DOLLAR AMOUNT: l4@@@
Are you adding 'l14008' as a new FM5 ALLOWANCE? MoJss YESI
-

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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AFFROF MWO:
AMOUNT : 14@@0
ALLOWAMCE IDEMTIFIER: Jordyn
RECUERING/HON-RECUREING: RECURRING
I0 WO, LOC ACCOUNTING FOINT: 53 oW 55 0 F
————————— ALLOWANCE: 29153 AR
[ SUB-SUB-ACTIVWITY: 1@ 23 56 0 @]
61 CREATE HWEXT FY ACCOUNT: YE3 M X 0 Bl
=] Employees with ALLOWANCE Access K XA 0 el
WHITE ,DAVID
Selec
3 DECREASE Existing Account
4 EDIT Existing Account
Exit Save Refresh

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

conmeno . Press <PFLoH for help

Insert
I

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.
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e 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.

AMOUNT : 14800
ALLOWAMCE IDEWMTIFIER: Jordyn
I0D NO. LOC OW %5 0 F
————————— DescriptionfFurpose of the Allowance =o oo = odq
(=33 ARMS Support 53 56 0 B
61 M XX 0 Bl
1=1a] XX OEXK 0 m]
Selec Additional Comments
4
Exit Save Refresh
Enter a command or '*' followed by a caption to jump to a specific field.
connAnD: Press <PFlxH far help I
I

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.
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10.2.2

ALLOWANCE : ol DISTRED: FARM UNDSTRD:
% UMCOMTD % OSTED: i GFY RMG:
COMMITTED: OBLGATD: i SPENT:
UNCOMMTTD: UNOEBLTD: oppciojoicl UNSFENT ojojoioiolo
AFFROF NO:

Select INNEGENE

ID WO. LOCATION ALLOW S5 0 FY |ID NO. LOCATION ALLOW 55 0 F
__________________________________ |....._ coccooccooccoocscoocscoo coooo oo o od
63 Jordyn 29153 16 0 A1 |59 Dawve 29153 56 0 B1
oz KOO XX 0 8l |58 FOUK XX 0 Bl
ol MOOOL XM 0 Bl |57 X XX 0 Bl
1=1a] RO XX 0 Bl

Select one of the following:

ADD Mew Account

INCREASE Existing Account
DECREASE Existing Account
EDIT Existing Account

B LI AN B

kihich one: |

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.

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 FINOEGERME

10 WO. LOCATION ALLOW 55 0 FY |I0 NO. LOCATION ALLOW 55 0O F
.................................. |....._ Scoccoocoocooocooos cooos oo o o

o4 OO0 XK 0 BE |53 ARMS TRNG SETED Ol 00
Select one of the following:
1 ADD MWew Account
2 INCREASE Existing Account
3 ODECKEEASE Existing Account
4 EDIT Existing Account
Which one: 2 [INCREASE Existing Account

Amount of IncreasefDecrease: 900A

10 NO. of Account to be Increased or Decreased: 53 SOQBOQ ARMS TRNG
RIGIMAL 2080 583700
. 0KE vesir ]
-

Figure 10-12: Allowance Increase
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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//” prompt.

AMOUNT : =884

I0 WO, LoC ALLOWANCE IDEMTIFIER: ARMS TRMG 1 O 55 0 F
————————— RECURRING/HON-RECURRING: RECURRING == == = =9
a4 ACCOUNTING POINT: 65 o @l 08

ALLOWANCE: 58700
SUB-SUB-ACTIVITY: @1
Selec CREATE MEXT FY ACCOUNWT: N
Employees with ALLOWANCE Access

WHITE ,DAVID
STARR ,CERIDWEN

Which ane:

Amount of Increases0ecrease: 9080

Exit Save Refresh

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

conmrno - Press <PFIsH for help
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.
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--------- ALLOWANCE IDEWTIFIEE: ARMS TRENG 1 -- .- - -
54 o @1 o @
DescriptionfPurpose of the Allowance
ARMS TRNG Support

I0 WO, LoC AMOUNT: =884 OW 55 0 F]

Selec

Additional Comments

Which one:

Amount of In

Exit Save Refresh

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

Save changes before leaving form (YsN) 7 Press <PFl:H for help Insert
I I

Figure 10-14: Allowance Purpose/Description

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.

Selected ALLOTMENT 23l
ALLOWANCE : DISTRED UNDSTED 4909
% UMCOMTD: % DOSTED B! EFY RMG:
COMMITTED: OBLGATD: SPENT:
UNCOMMTTD UNOBLTD: UNSFENT :
AFFROF NO:

Select INNEGIINE

ID NO. LOCATION ALLOW S5 0O FY |ID NO. LOCATION ALLOW 55 0 F
67 ARMS TRNG 1 58700 @1 I A |53 ARKS TRENG 5837HA 01 O oy

24 JOUXK XX 0 po

Select one of the following:

ADD Mew Account

INCRERSE Existing Account
DECREASE Existing Account
EDIT Existing Account

E NI N

Which 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
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10.2.3

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.

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).

Select FINNIGRME

ID WO. LOCATION ALLOW S5 0 FY |ID NO. LOCATIOM ALLOW 55 O F
.................................. |....._ coccooccooccooccococoo cocoo oo o od
67 ARMS TRENG 1 SETEHD @1 I @@ |53 ARKS TRNG 537EE @1 0 0
54 KOO X} 00

Select one of the following:
1 ADD Mew Account
z INCREASE Existing Account
3 DECREASE Existing Account
4 EOIT Existing Account
Which one: 3 DECREASE Existing Account

Amount of Increasef/Decrease: 1008

10 MO, of Account to be Increased or Decreased: 53 SOOERA ARMS TRNG
RIGINAL 2E00 58700
. O0KE vesis |
-

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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10 WO. LOC AMOUNT : 10d@ OW 55 0 F
————————— ALLOWAMCE IDEWTIFIER: ARMS TRNG 2 s o= = =4
o7 ARM| RECURRINGSMON-RECUREIMG: NON-RECURNG 0e 9l 0 ®
54 ACCOUMTING POINT: 65

ALLOWANCE : 5700
SUB-SUB-ACTIVITY: ©1
Selec CREATE NEXT FY ACCOUWT: N
Employees with ALLOWANCE Access

WHITE ,DAVID
STARR,CERIDWEN

Which one:

Amount of IncreasesDecrease: 1000

Exit Save Refresh

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

conmeno:

Fress <PFl:H for help

Insert
I

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.

--------- AHOUNT: 1008 5= o5 = =4

7 AFRM ALLOWAWCE IDENTIFIER: ARMS TRNG 2 oE @1 0 o
o4
Descriptionf/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 3 specific field.

conman | Press <PFLH for help

Figure 10-18: 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 10-18). The user states that the funds
would be used for additional ARMS support. Save and exit the comments
section when finished.

Which one:

ALLOWANCE : DISTRED:
% UMCOMTD: ok m DSTED:
COMMITTED: OBLGATD:
UNCOMMTTD UNOELTD:
AFFROF NO . EEE e it
Select FNNEGENE
I0 WO. LOCATION ALLOW 55 0 FY |IO NO.
K] ARMS TRNG 2 58700 ©1 0 O |54
67 ARMS TRNG 1 58700 @1 I A |53

Select one of the following:

ADD Mew Account

INCREASE Existing Account
DECREASE Existing Account
EDIT Existing Account

B LI AN B

LOCATION

ARKS TRENG

ALLOW 55 0O F

WX XX 00
5870 01 0O ®

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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Select FINOEGERME

Select one of the following:

1 ADD Mew Account

2 INCKEASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account

Which one: 4 EDIT Existing Account

I0 HO.: 67 8600 ARMS TRENG 1 INCREASE ZEEE
L OKE Yesis

ID WO. LOCATION ALLOW S5 0 FY |I0D NO. LOCATION
.................................. |....._ coccooccoooo
(K] ARKS TRNG 2 SETEHD @1 D A8 |54

o7 ARMS TRENG 1 SETEE @1 1 08 |53 ARMS TRNG

ALLOW 55 O F

KRGO KK 00
SETEE @1 0 0

SETHD

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.

ID WO. LOC AMOUNT : 1008
————————— ALLOWAMCE IDEWTIFIER: ARMS TRNG 2
o7 ARM| RECURRINGSWNON-RECURRIMG: NON-RECURNG
54 ACCOUMTIMNG FOINT: B3

ALLOWANCE : 58700
SUE-SUB-ACTIVITY: ©1
Selec CEEATE MEXT FY ACCOUNWT: M
Employees with ALLOWANCE Access
WHITE ,DAVID
STARR,CERIDWEN

Which one:

Amount of IncreasesDecrease: 1O00

OW 55 0 F

og el 0®

Exit Save Refresh

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

connAnD: Press <PFlyH far help Insert

Figure 10-21: Revise Allowance Record

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

to advance to the next field.

User Manual 10-14 Fund Distribution (FD)

Volume III

November 2001



Administrative Resource Management System V21

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.

--------- AHOUNT: 1008 5= o5 = =4
E7 ARM ALLOWAWCE IDENTIFIER: ARMS TRNG 2 OB @1 0 A

o4
Descriptionf/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 3 specific field.

conman | Press <PFLH 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.

10.3 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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elect Fund Distribution Option: ALW

Distribute Allowances

Select GINNEGEMNSE

I0 WO. LOCATION ALLOW 5% 0 FY |ID NO. LOCATION ALLOW 55 0 FY
__________________________________ |..-.-. Cooccococococoooooooooo coooo oo o od
63 ARMS TEHWG 2 SETEE 01 D B0 |58 HHHHK XK 0 ©l
67 ARMS TEWG 1 SETEE O1 1 B0 |57 HHHHK XK 0 ©l
(1] Jardyn 3 29153 16 D B1 |5k AMKE 99epee @1 0 ©1
65 Jardyn 2 29153 16 1 B1 |55 ALY 99eel @1 0 ©1
54 Jardyn 1 29153 16 1 B1 |54 HOHK XX 0 oo
63 Jardyn 29153 16 0 ®1 |53 ARMS TRENG S37EE B1 0 O
[ JOOODL XK D el |52 TESTI S37EE @1 0 99
61 JOOODL XM 0 Bl |5l HHXXK XX 085
(11 JOOOOL XK D Bl | sm AMKE 99pee @1 0 O
59 Dave 29153 56 0 ©1 |49 ALY 99ee1 @81 0 O

List more ALLOWANCES? YESfSF MO

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 ALLOWAWCESY YESSS NO

Select one of the following:

1 By IO NO.
2 Location Mame
3 Allowance

Select Account by: By ID NO./S

ID HO.: 53 500000

L OKE Yesis

ARMES TRNG
{fes)

ORIGINAL 2008 SETHD

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.
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Selected ALLOWANCE ARMS TRENG
ALLOWANCE 1 DISTRED: UNDSTRD:
% UNCOMTD: % DSTED: %BFY RMG:
COMMITTED: OBELGATD: = SPENT:
UNCOMMTTD UHOELTD: ] UNSPENT:

AFFROF NO: B30 ALLOWMWC: SUE-5UE:

Select IERGINOLGINE

ID WO. LOCATION ALLOW S5 0 FY |I0D NO. LOCATION ALLOW 55 O F

228 Trng Support SETHE @1 0 0@

Select one of the following:

1 ADD Mew Account

2 INCEEASE Existing Account
3 DECREASE 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 ESIEEGINNIEENE
I0 WO. LOCATION ALLOW S5 0 FY |ID NO. LOCATION ALLOW 55 0 F
__________________________________ |...... Scococococooocooocooocoos cooos oo o o
245 Trng Support 58700 @1 I @O |235 A7 OEH PROJECTS 9980E @1 0 8]
244 Trng Support 58708 B1 I OO | 234 92 OEH FROJECT 99eoe @1 0 ]
£43 ARMS Operations 58700 B1 0 BO | 233 MIKE 99e@] @1 0 ]
242 OAKS 58700 @1 0 6O |232 nouG 99881 @1 0 8]
241 L] 29153 16 0 81 |231 39 0EH PROJECTS 99e@l @1 0 o8]
248 L] 29153 16 0 B1 |230 9@ OEH PROJECTS 99ee] @1 0 Bl
£33 OAK 1 29153 16 0 B1 |229 99e@]l @1 0@
233 58700 @1 0 99 |228 Trng Suppart SETOE @1 0 @
237 TRAWIS g3@oe @1 0 a1 | 227 TESTTHIS S37OE @1 0 9
236 OAYE 99608 @1 0 Bl |226 F5 0OEH GEN ACCT 39165 28 0 39
List more SUE-ALLOWAWCES? YESSS WO

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 SUE-ALLOWAWCES? YESSS WO

Select one of the following:

1 By ID NO.
Location Mame
3 Allowance

Select Account by: By IO NO.JS

I0 NO.: 228 1250880
azo
. OKT Yessr (Yes)

Trng Support

ORIGINAL

ZEEE

SETHD 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.

Selected SUB-ALLOWANCE

AL LOWANCE DISTRED
% UNCOMTD: ¥ % DSTED
COMMITTED: OBLGATD

j] UNOBLTD:

LINCOMMTTDO )
[REAC ALLOKMHC:

AFPFPEOF MO
SNt Ml FFARTHENT ACCOUN

I0 WO. DEFARTMENT

{Number kg
: UNDSTRD:
BFY RMG:

UNSFENT :
SUE-5UE:

(2281 9z FINAMCE (114)

izzg) 91 DIV SYSTEMS DEWELOPMENT (125)
(2281 90 ARMS (999)

(zz8) 87 FINAMCE (114)

izz81 86 DIV SYSTEMS DEWELOPMENT (125)
izz81 85 ARMS (999}

Trng Support
(12

JE5EERS
JE58883
JE5E8E3
JE58EE3
JE58883
JE5888E

FY 55A

01  FACHAN-THS
01  FACHAN-TIHS
01  FACMAN-IHZ
0@ FACHAN-THS
0@  FACHAN-TIHS
0@  FACMAN-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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IANIS AN EFARTHENT ACCOUN
I0 WO. DEPARTHMENT CANM NO. FY 55A
(2z8) 92 FINANCE (114) J65E8588 01 FACHAMW-IHS
(2z28) 91 DIW SYSTEMS DEWELOFMENT (125} JE5EEEE  O1 FACHAN-IHS
(228) 90 ARMS (993} JB5E8EE 01  FACHMAN-IHS
(228) &7 FINAMCE (114} Ja5RE88 @@ FACMANW-IHS
(228) 86 DIW SY¥STEMS DEWELOFMENT (125) JE5E3E8 00  FACHAN-IHS
(228) 85 ARMS (993} JB5EEEE 0O FACHMAN-IHS
Select one of the following:
1 ADD Mew Account
2 INCREASE Existing Account
3 DECREASE Existing Account
4 EDIT Existing Account
Which one: |
.

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.
HNO. TRAWSACTION TYFPE HO. TREANSACTION TYPE

"l REQd FOR SUFFLIES 1z REW FOR ADF COMFUTERS

hz FPURCHASE ORDER FEl4 RER FOR AOF SEREVICESREFAIR
R REQ FOR EQUIFMENT Frls REQ FOR TELECOM EQUIFMENT
T4 REQd FOR SERVICES rlg REQ FOR COFIERS

i1 FEQ FOR RENTSLEARSE EQUIFHENT rELT REQ FOR FURMITURE (RESTRICTED)
e REQ FOR RENTSLERSE SPACE R ¥ REQ FOR OELIGATESPAY ACTION
"y REQ FOR EGQUIF REPAIRSSERVICE "rl9 RER FOR CALL AGAINST BFA

rE RFEQ FOR FRINTING FEZR REQ FOR TIE UFP DOCUMENT

R REQ FOR ADP SOFTWARE < $2,500 ezl REQ FOR MOA

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

el REQ FOR ACOF EQUIPMENT < $5,000 rEZ3 REQ FOR TRAINING

rrlz REQ FOR ADF EQUIPMENT = $5,008 24 REQ FOR CREDIT CARD FURCHASE
You may ADD or REMOVE Transaction which can be accessed by this department.
(** indicates that department has access to this type of transaction.)

Select one of the following:
1 ADD Transaction Types
z REMOVE Transaction Types
Enter response: [
—

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
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by this account. Notice the stars are missing to the left of number 23. This
denotes the transaction is inactive (Figure 10-31).

Select one of the following:

1 ADD Transaction Types
z REMOVE Transaction Types

Enter response: £ REMOVE Transaction Types
Select TRANWSACTIONS to be used by this account: (1-24): 23

HO. TRAWSACTION TYPE HO. TRANSACTION TYPE
"l REQd FOR SUFFLIES 1z REQ FOR ADF COMFUTERS
ez PURCHASE ORDER FEl4 RER FOR AODF SERVICESREFAIR
R REQ FOR EQUIFMENT b REQ FOR TELECOM EQUIFMENT
T4 REQd FOR SERVICES rlg REQ FOR COFIERS
i1 REQ FOR RENTSLEARSE EQUIFHENT rELT REQ FOR FURMITURE (RESTRICTED)
G REQ FOR RENTSLEASE SFACE 13 REQ FOR OBLIGATESFAY ACTION
"y REQ FOR EGQUIF REPAIRSSERVICE "rl9 RER FOR CALL AGAINST BFA
rE REQ FOR FRINTING rEZE RER FOR TIE UP DOCUMENT

R REQ FOR ADP SOFTWARE = $2,500 ezl REQ FOR MOA

mrle REQ FOR ADF SOFTWARE » 2,500 T REQ FOR TEAVEL

el REQ FOR ACOP EQUIPMENT < $5,00@ 23 RER FOR TRAINING

ez REQ FOR ADP EQUIPMENT = $5,008 rred REQ FOR CREDIT 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: OLA Distribute Local Accounts by Object Class

EEACTa MM FFARTMENT ACCOUN

I0 HO. DEPARTMENT CAM WO. FY 0O 55A
(228) 185 DIV SYSTEMS DEWELOPMENT (125) JE5S8EEE 00 D FACMAN-IHH
(237)  1oe FROPERTY & SUPPLY (1z24) JE58888 01 0  FACMAN-IHS
{237) 99 FINANCE (114} JE58888 01 0O FACMAN-IHY
(236) 98 DIV SY¥STEMS DEWELOFMENT (1z25) JE58EEE 01 0 FACMAN-IHYH
(238) 97 DIV OF TELECOMMUWICATIONS (222) JE58888 01 0  FACMAN-IHS
{233) 96 ARMS TRAINING (GBE9) JE58888 01 0O FACMAN-IHY
(233) a5 ARMS (939) JE58888 01 0 FACHAN-IHS
(232) 94 FERSONMEL (112} JB58E88 01 0 FACMAN-IHY
(232) 93 COMMUNITY HEALTHSDSD (QES5) JE58888 01 0O FACMAN-IHY
(2z8) a9z FIMAMCE (114} JE58888 01 0 FACHAN-IHS

List more ODEFARTHMENT ACCOUNTS?Y YES/SF HO

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 DEFPARTMENT 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 NO.fS

I0 NO.: 96 125080 AEMS TREAINING ORIGINAL 2Zo@el ol JEB5
REA8 [hedt]
. L0KE? Yesir (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 DEPARTMEMT ACCOUNT
ALLOWANCE : M OISTRED: Il LUNDSTRED:
% UMCOMTD: % DSTED: ok GFY RMG:
COMMITTED: OBELGATD: SPENT:
UWCOMMTTD UWOELTD: UNSFENT:
AFFROF NO: Ll ALLOKWNC: SUE-5UE:
0BIT  ¥-T-D | 0BJT  ¥-T-D
WO. CLSS DISTRIBTW FENONG OBLGTED | NO. CLSS DISTRIBTN FEWDMG OBLGTED

Select one of the following:

1 Add OISTRIEUTION
2 Change DISTRIBUTIOM

Which one: 1 Add DISTRIBUTION

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 OFFICE EQUIFPMENT (NOM-CAPITALIZED)
ADD a DISTRIBUTIOM for OBJECT CODE 319A ¢ YES

AMOUNT AVAILABLE. .. .:
MEW DISTRIBUTION....: @ff 10000

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 AYAILAELE
MEW DISTRIEUTION

ALLOWAMCE
% UMCOMTD:
COMMITTED:
UNWCOMMTTD
AFFROF NO:

1

0BJT
. CL55 DISTRIETN FENDHG

T-T-D |
OBLGTED |
1 219A logen 0] ]
Select one of the following:

1 Add DISTRIBUTION
z Change DISTRIBUTION

Which one:

SPENT:

UWSFENT:
SUE-5UE:
0BJIT f-T-D
WO, CL5S DISTRIBTW FEMDMG OELGTED

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 DEPARTMENT ACCOUNWT
DISTRED:
jJoick! = OSTED:

ALLOWANCE :
& UWNCOMTD :

COMMITTED OBELGATO:
UNCOMMTTD UHOELTD:
AFFREOF NO: 0 ALLOWMWC:

0BIT  Y-T-D |
MO. CL3S DISTRIBTW FENDNG OBLGTED |
______________________________ |
1 2198 looee ] 0]
2 319A lopoe ] 0]

Select one of the following:

1 Add DISTRIBUTION
Z Change DISTRIBUTION
Which one: 2 Change DISTRIBUTION

Which one: ({1-2): 2

(Mumber

g BFY EMG:

EE)

ARME TRAINING
UNDSTRD: 25

SPENT:
UNSPENT:
SUB-5UE:

0BJIT

¥-T-0
. CL35 DISTRIBTN FEMOMG

OELGTED

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.

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
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“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.

Which one: 2 Change DISTRIBUTION

Which one: ({1-2): 2

CURRENT DISTRIBUTION FOR THIS OBJECT CODE FORE THIS DEPARTHENT ACCOUNT

OBIT
CLSS DISTRIBTION
319A lapoa

AMOUNT AWAILABLE. .. .:

MEW DISTRIBUTION....: 1000@f57 25000

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 AYAILAELE
MEW DISTRIEUTION

COMMITTED:

Selected DEPARTMENT ACCOUNT (Humber Ef§) ARMS TRAIMING
ALLOWAMCE £ DISTRED Il UNDSTRD:
% UMCOMTD clok! = OSTED ik HFY RMG:

SPENT:

UNOEBLTD:

UNCOMMTTD: : UNSPENT: 25800
AFFROF NO: N0 ALLOWHC: EENICR SUE-SUE al

0BJT  ¥-T-D | 0BJIT f-T-D
WO. CL5S DISTRIBTH FEMODNG OBELGTED | MO. CLS5S DISTRIBTM PEMONG OBELGTED
______________________________ | --m e e e oo
1 2198 logen 0] ]
2 219A 25080 0] @

select one of

1
2

Which one:

the following:

Add DISTRIBUTION
Change DISTRIBUTION

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 NEXT Fiscal Year Accounts

Select THIS FY appropriation account I0D NO.: 24 10EGEGE 2081 7o
E39e
.. OK? Yesis (fes)

Create MEXT FY Accounts for APPROPRIATION MWO.: 75203907/
Fiscal Year for new Accounts: (100@-9999): ZOOZrS

Create MEW Allowances, Sub-Allowances and Department Accounts
for APPROPRIATION 7520390 (FY 2002)

Based on accounts from Fiscal Year Zeol

1z that correct? NOSS 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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Select one of the following:

F FEINT Output
E EROWSE Dutput on Screen

0o ywou want to : PRINTSS BROWSE Output on Screen
QUTPUT EROWSER Sep 26, JO@1 11:30:5@ Fage: 1 of 1

HWEW SUE-ALLOWAWCE 256 CREATED FOR SUB-ALLOWANCE: 72
HWEW SUE-ALLOWAWCE 257 CREATED FOR SUB-ALLOWANCE: 74
HWEW SUE-ALLOWAWCE 253 CREATED FOR SUEB-ALLOWANCE: 73
MEW SUE-ALLOWAWCE 259 CREATED FOR SUEB-ALLOWANCE: 75
MEW SUE-ALLOWAWCE 268 CREATED FOR SUEB-ALLOWAWCE: 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.

10.7 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.

10.7.1 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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10.7.2

Select Fund Distribution Option: mfa Mowe Financial Accounts

Select one of the following:

1 Delete a Financial Accounti(s)
2 Mowe a Financial Account

Which one: 1 COelete a Financial Account (s)

Select one of the following:

1 Department Accountis)
z Sub-Allowances)

3 Allowance(s)

4 Appropriationis)

Which Account Level: 1 DOepartment 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.

Which Account Level: 1 DOepartment Account(s)
Which ID NOis): (11-1213: 121

You hawe chosen to delete
Department Accountis): 121,

Are you ABSOLUTELY CERTAIM this is what you want to do.? MO/SF Yes YES

.. 50RRY, I'M WORKING AS FAST A5 I CAN...

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.

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 Mowe Financial Accounts

Select one of the following:

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

Which one: 2 Move a Financial Account

Select one of the following:

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

Which Account Level: 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 Level: 1 DOepartment Account(s)
Which ID MO{s): (11-12@): 128
Select the Sub-Allowance to move selected Department Account(s) to:
Which Sub-Allowance: Z58  1@Q@@ EFM511 ORIGIMAL 2oE2 29153
4@ 2532
.. OK? Yessir {fes)
Tou have chosen to maowe
Department Account(s): 120,
to Sub-Allowance I0 WO: 258
Are you ABSOLUTELY CERTAIN this is what you want to do.? MNO/S/ Yes YES

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

Figure 10-45: Enter Account ID NO.

After selecting the department account to move, ARMS will ask you to
enter the ID 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
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“OK? Yes//” prompt. If this is not the sub-allowance you want, type No
and press the Return key at the prompt.

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 will 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

This utility will allow you to delete user access to DEPARTMENT ACCOUNTS
for 3 selected fiscal year.

tou should MOT do this until you hawe created your next fiscal year accounts.
If you have completed this process, proceed with closing DEPARTMEMT ACCOUNTS.

Fiscal Year: 1989

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

The employees selected below will NOT hawe their account access deleted.
EMPLOYEE............: White, Dawid WHITE,DAWID DAKW TECHMICAL

HWRITER

OAWIOD WHITE will WOT he deleted from account access.

EMFLOYEE............: Fugatt, Anne FUGATT,ANNE E AEF

AWMKME 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.

Do you want CLOSE Multi-year and
‘X' appropriation accountst NOSS Yes  YES

Are you certain you want to CLOSE
Multi-year and 'X' appropriaiton accounts.? NOSS Yes YES

Select one of the following:
1 A1l Department Accounts
2 Selected Department Accounts
3 One selected account

Which one: 1 A1l Department Accounts

Are you CERTAIN you want to delete account access? MNOJSS 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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Select one of the following:

1 A1l Department Accounts
2 Selected Department Accounts
3 One selected account

Which one: 2 Selected Department Accounts

a3 FINANCE JESEE8E
Delete access to account (ID NO. B8)7F MOSF Yes YES

33 FINANCE <USER ACCESS DELETEDw®. . ... ..

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
2 Selected Department Accounts
3 One selected account

Which one: 3 0One selected account
Account ID NO.: 97 1250800 OIV OF TELECOMMUMICATIONS ORIGINAL 2ZBO1 @l
JESEEEE oze
. L0OK? Yesir {fes)

Are you CERTAIN you want to delete account access? NOJSS 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.

10.9 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
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Funds Hierarchical Structure Report is selected by entering DFH from the Select
Fund Distribution Option prompt.

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: OFH Distribution of Funds Hierarchical Struct
re
Select APFROFPRIATION: 756778338

1 ojcialolola] ORIGINAL ZEE1 TS6S70390
2z lopanae ORIGINAL ZBnz TSES7E300
CHOOSE 1-2: 1 logoeeo ORIGINAL Z001 7aBFTU3I00

Select Another APPROFRIATION:
ODEWICE: HOMESYS

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).

OISTRIBUTIOW OF FUWDS HIERARCHICAL STRUCTURE SEF 26,2081 13:34 PAGE 1
AFFROFEIATION: 756/S703230
FY¥ NXT AMOUNT
AFPFROPRIATION: (25} Fi=1=Fard 0 =10] 2uEl ¥ logoees . Qe
ALLOWANCE : (55) 99@@1 ZOEl Y SEEREE . O
SUBALLOW: (B8} 63 i 0. a0
SUBALLOKW: (22@) 230 2uel Y 0. 80
SUBALLOKW: (231) £31 ZuEl Y 0. 80
SUBALLOW: (232) 232 2ual ¥ Z50R0E . BE
OEFT: (93} COMMUNITY HEALTHSDZO ZEEl ¥ 125000 . 5@
OEFT: (943 FERSONMNEL 2uEl ¥ 125000 . 5e
SUBALLOW: (233) 233 ZOEl Y ZE5RAEE . G
OEFT: (95} ARMS 2EEl ¥ 125000 . 5@
OEFT: (96} ARMS TRAINING 2uel Y 125000 . 5e
ALLOWANWCE : (56} == o] ZuEl Y SEOAEE . G
SUBALLOW: (69 &9 i 080
SUBALLOW: (234) 234 ZEEl ¥ 0. a0
SUBALLOKW: (235) 235 2uEl ¥ 0. 80
Enter RETURMN to continue or '™ to exit: I
Figure 10-51: Distribution of Funds Structure
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11. 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: ER  Edit ARMS message

Enter the message you want to broadcast to all ARMS users.

ARMS MESSAGE: .

or as an alternate for someone else, wou 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 wou are approwing the request
you must then confirm that you wish to apply your sigmature but you don't
hawe 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 hawe numerous documents to
sign. FPlease let your ARMS manager know if you hawve any comments.

Edit? NO// ]

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===========| <PFlrH=Help |===1

The document approval 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 wou are approving the request
you must then confirm that you wish to apply your signature but you don't
hawe 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.

c======T=======T=======T=======]=======]==============]=======[=======[= r=====T]

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===========[ <FFlrH=Help ]===4

The document approval 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 wou can get into the document review process.
When you are ready to approve a document you must then type in 'R’ or

any of the other codes for other actions. If you are approwving the request
you must then confirm that you wish to apply your signature but wou don't
hawe 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.

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

¢======T=======T=======T=======T=======T=======J=======J=======[=======[======T]

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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MESSAGE TERMIMATIONW DATE: JUL 2,1996/f Sep 30, 2081 (SEP 30, 2001)

Figure 11-4: ARMS Message Termination Date
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12.

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: D0 Duplicate Document

DOCUMENT DUFLICATION UTILITY

Duplicate DOCUMEMT NO.: 10300HZES001E 55-222-92-0006 103B0HZ050016  FAR SUEBSH
CRIFTION

Select one of the following:

1 By 10 NO.
z Ey DEFARTHENT Name
3 By CAN MO,

Select Account by: By ID NO.SJS
ID MO.: 353 125000 ARMS ORIGINAL 1998 o1 s

HEE3 aze
.. OK? Yesrss (Yes)

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. Ifit is not correct, type No and press the Return key.
ARMS will ask you to enter a new ID number.
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Select Account by: By IO NO./SS

ID NO.: 55 125000 ARMS ORIGINAL 1993 @1 JES
EEEE] g2e
.. OK? Yesis (fes)

tou have chosen to duplicate DOCUMENMT MO.: 1030GOHZE5R016
Tou hawve chosen to create the
MEW ODOCUMENT in DEFPARTMENT ACCOUWT ID MO.: 35 ARNS
FyY: 1993 CAN: JBE53883

Are you certain this information is correct
and you want to proceed with this duplication? WO/SS YES

Oocument MWumber @2@-999-1-8836 (I0 MO.: 2212) has been created.
Please 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. 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 J
eceiving REeport

UTILITY TO RE-OFEW FIMALIZED RECEIVIWG REFORTS

Document NO. . B20-125-0-0002 DATEARRTED REQ2000-2 FAKE WENDOR

Are you certain you want to RE-0PEN Document NO. BAFEQEETHE
for further invoice audit? W05 YES

Oo you also want to RE-OFEN Document NO. GE7EEQO7AG
for further receiving action? NOSS YES

BETEROOTAD is now available for additional payment action.

Press RETURN to continue or '*' to exit.

Oocument NO. :

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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