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

SECURITY

The ARMS application is secured by access and verification codes assigned to identified users
for entry to the system. These codes are assigned by the site manager or another manager
responsible for the ARMS package.
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1. 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 V and contains the following ARMS menu items:

AM ARMS Manager Menu ATV Travel Vouchers Greater than 2500
AUD Print Audit Report SS System Setup
TM Table Maintenance UT Utilities

1.1 OVERVIEW

ARMS enables users to electronically produce and track purchase requests,
purchase orders, receiving reports, and other procurement documents. It also
allows IHS users to check the flow of electronic paperwork; they can approve,
revise, return, or hold administrative documents generated by other users. ARMS
provides 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. IHS and
Veterans Administration (VA) programmers created ARMS, FileMan, and
MailMan in the MUMPS (Massachusetts General Hospital Utility Multi-
Programming System) programming language.

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

User Manual 1-1 Introduction
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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.  ARMS MANAGER MENU (AM)

The ARMS system includes modules for funds control and distribution, creation and
management of department budget accounts, creation and management of requisitions,
purchase orders, travel and training requests, receiving reports, status of funds reports and
numerous other financial management functions. The ARMS Manager Menu option is
selected by typing AM at the Select User Menu prompt and pressing the Return key.

WARMIMG: EESTRICTED GOVERMWMEMWT FINAWCIAL DATA, UWAUTHORIZED
EWTEY INTO THIS S5YSTEM OR WUSE OF THIS DATA IS A FEDERAL CRIME

LR R R LR R R L R L R DY )

#r  AOMINISTRATIVE RESOURCE MAMAGEMENT SYSTEM  #+
L ol B Bl B R
VERSION 2.1
ALBUQ AREA ASSA PROGRAM
CURRENT USER: DAVID WHITE

HANAGER MENU

ATY Trawel Wouchers Greater Than 2508
AUD Frint Audit Report

55 System Setup ...
™ Table Maintenance ...
ut Utilities ...

Select ARMS Manager's Menu Option:

Figure 2-1: ARMS Manager Menu

As you can see on the User Menu, ARMS Manager’s Menu has an ellipse (...) following
it. This tells the user there is a sub-menu below this option. Figure 2-1 shows the ARMS
Manager Menu. The following sections describe the options of the ARMS Manager

Menu.
User Manual 2-3 ARMS Manager Menu
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3. TRAVEL VOUCHERS GREATER THAN 2500 (ATYV)

This option allows the ARMS Manager to loop through the travel vouchers and find all
those that total more than $2500.00 for a specified range of dates. The Travel Voucher
Greater Than 2500 option is selected by typing ATV at the “Select ARMS Manager’s
Menu Option: prompt.”

Select ARMS Manager's Menu Option: ATY Travel Vouchers Greater Than 23500

This routine will loop through the travel wouchers and find all
those that total more than $2500.00 for the date range specified.
The resulting report shows the document number, traveler name,
departure date, return date, CAN number, department account, and
amount claimed.

BEegin with DATE OF DEPARTURE: @1@1@1 (JAN @1, 2081)
End with DATE OF DEPARTURE: ©93081 (S5EF 30, 2081}
DEWVICE: HOMESS

Figure 3-1: Travel Vouchers Greater Than $2500 Options

Enter the date range for your travel voucher search. Enter the start date at the “Begin
with DATE of DEPARTURE:” prompt. Enter the end date at the “End with DATE OF
DEPARTURE:” prompt. The user in the Figure 3-1 example entered a date range of
January 1, 2001 to September 30, 2001.

You are now ready to print your report. Follow the standard steps for printing/viewing an
ARMS report. Figure 3-2 is a sample report showing travel vouchers totaling more than

$2500.
TEAVEL WOUCHERS EXCEEDING $2500, O1/781/01-89/7307081 O0OCT 22,2001 11:22
TRAVEL DEFART  RETURN CAN DEFT FY
OUCHER NO. TRAVELER DATE DATE NO. ACCT FUNDS
10ZATREL46 FUGATT, ANKE E DE/EG/E] BEFIBSO] JBIEEEE 98 Zo@l
10z2ATAA14608]1  FUGATT, ANKE E BESAGSA] BEFIGSE] TE53335 98 z@@l
TOTAL
10zATRAZES FUGATT, ANKE E B3F16/701 B3F13501 JE53333 36 ZBED
10z20TRAZR908]1  FUGATT, ANKE E B3716/70]1 B3718501 JE5E338 30 ZDeo
TOTAL
lozaToazly FUGATT, ANKE E RY/Z0/8] BEF12S0]1 JBSE83EE 30 2000
TOTAL
1020TRAZ1E FUGATT, ANKE E RES14/0] BEFZ450]1 TBSEFEE 30 2000
TOTAL

Figure 3-2: Sample Report

User Manual 3-1 Travel Vouchers
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4. PRINT AUDIT REPORT (AUD)
This option prints an audit list for a specified file during a specified date range. This
report is primarily used for reviewing file entry changes. The Print Audit Report option
is selected by typing AUD at the “Select ARMS Manager’s Menu Option:” prompt.
Select ARMS Manager's Menu Option: AUD FPrint Audit Report
This option prints a listing of audits for the specified file
during the specified date range. The list includes the audit
number, datestime recorded, user, file entry number, file entry
name, field number, field name, old walue, and new walue.
FileMan Auditing must he actiwve to generate audit entries for
this list.
Select FILE: Wendor
1 WENDOR
2 WENDOE TY¥FE
CHOOSE 1-2: 1 WENDOR
Begin with AUDIT DATE: Gl@L1E8  (JAN 01, 20000
End with AUDIT DATE: @930081 {SEF 30, Z001)
OEWICE: HOMESS
Figure 4-1: Print Audit Report Options
Enter the type of file you want to audit at the Select FILE: prompt (Figure 4-1). Type ??
at the prompt and press the Return key to see a list of files to choose from. The user
selected Vendor files in Figure 4-1. There were two types of vendor files. The user
chose option 1 (Vendor).
Enter the date range for your vendor file search. Enter the start date at the “Begin with
AUDIT DATE:” prompt. Enter the end date at the “End with AUDIT DATE:” prompt.
The user entered a date range of January 1, 2000 to September 30, 2001 in the example
shown in Figure 4-1.
You are now ready to print your report. Follow the standard steps for printing/viewing an
ARMS report. Figure 4-2 is a sample report showing vendor file activity identified
during an audit.
User Manual 4-1 Print Audit Report
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AUDIT LISTING OF WEWDOR FILE
FROM JAMW 1,2@00 TO SEP 20,2001

AUDIT #: 191

USEFR: FUGATT,ANNE E

FILE EMTRY #: 4435

FIELD #&: .©l

OL0 WALUE: <no previous waluer
MEW VALUE: CATS INCORFORATED

AUDIT #: 192

USER: FUGATT,ANNE E

FILE EWTEY #: 4483

FIELD #&: 111

OLD WALUE: <no previous waluesr
MEW VALUE: 1898939376

Enter RETURN to continue or '™

to exit:

OCT 22,2001 14:

FAGE: 1

DATE/STIME RECORDED: JAM 24, 2000@10

FILE EWTRY NAME: CATS INCORFORATED
FIELD MAME: NAME

DATESTIME RECORDED: JTAW 24 ZO00@10

FILE EMTREY MAME: CAT: IWCORFORATED
FIELD WAME: EIN HNO.

=100k

(5015

Figure 4-2: Sample Report

User Manual
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The System Setup option provides access to the utilities for adding or editing system
setup data. System Setup must be completed before ARMS is ready for use. Each step
builds upon the others to create a matrix of information about the administrative structure
of an Area Office, including all Service Units, departments, and individuals who will be
using ARMS as well as information about the financial accounts.
Proper accomplishment of Systems Setup is crucial to the success of ARMS. This
section should help you learn about each step of System Setup and about some of the
relationships among the different steps in the setup process. To select the System Setup
Option, type SS at the “Select ARMS Manager’s Menu Option:” prompt (Figure 5-1).
Select Administrative Resource Management System Option: AM  ARMS Manager's HenJ
WARMNING: EESTRICTED GOWERMWMEWT FINAWCIAL DATA, UNAUTHORIZED
ENTRY INTO THIS SY¥STEM OR USE OF THIS DATA IS A FEDERAL CRIME
e AOMINISTREATIVE RESOURCE MAMAGEMENT SYSTEM i
VERSION 2.1
ALBUR AREA AS5A PROGREAM
CUREENT USER: DAVID WHITE
MAMAGER MEMU
ATY Travel Vouchers Greater Than 2508
AUD Print Audit Report
55 System Setup ...
™ Tahle Maintenance ...
uT Utilities ...
Select ARMS Manager's Menu Option: 55  System Setup
Figure 5-1: Manager Menu - System Setup
After the System Setup Option is selected from the main ARMS Menu, the System Setup
menu screen (Figure 5-2) will appear.
User Manual 5-1 System Setup
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YERSION 2.1
ALEUA AREA AfSA FROGREAM
CURRENT USEER: DAVID WHITE

SYSTEM SETUF

AS Area Systems Data

AU Edit ARMS user

FO Edit Purchasing 0ffice
FA Edit Purchasing Agent

DP Edit Department

co Edit CAM NO. Defaults

ED Edit Department Account
F5 Unsigned Document Report
uF Frint User Profile

AM Edit ARMS message

PC Print CAN Defaults

PI Personnel Information

RS Reset Document CAM Defaults
uL ARMS User List

Select System Setup Option: l
-

Figure 5-2: System Setup Menu

Select the System Setup option by typing in the abbreviation for the option you wish to
select and pressing the Return key. The following is a brief explanation of each option.

5.1 AREA SYSTEMS DATA (AS)
The Area Systems Data option allows the ARMS Manager to set up Area default
data used for procurement and financial actions. Select the Area Systems Data
option by typing AS at the “Select System Setup Option:” prompt and pressing
the Return key.

Select System Setup Option: AS Area Systems Data

AREA SYSTEM SETUP

Setup for which AREA OFFICE: ALEBUGUERAUE S S 20
oKz vesis i
-

Figure 5-3: Select Area Office

Select the Area system to be set up. Accept the default response by pressing the
Return key at the prompt. If the default response is not the Area you desire, enter
the correct Area and press the Return key (Figure 5-3).

After entering the desired Area for system setup, ARMS asks you to verify your
selection. To accept the default response (Yes), just press the Return key. If this
is not the correct Area, type No and press the Return key. ARMS will display a
list of Area responsibilities with a corresponding person having approval authority
(Figure 5-4).

User Manual 5-2 System Setup
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AREA IMFO SYSTEMS COORD..: PARKER,E E
AREA TELECOMMUMICATIOMS..: FISHER,THOMAS J
AREA FROFPEETY CLEARAMCE..: FUGATT ,HANNE E
Setu| AREA FROFPERTY MAWAGEMENWT.: FUGATT ,ANNE E
AREA SUFPFLY OFFICER......: GOMZALES,ARTHUR
AREA COMNTRACT OFFICER....: ARTHUR,JANICE
AREA FIWAMCE MGT OFFICER.: LUCERO,FREDERICK P
AREA ADF SECURITY OFFICER: GOMZALES,ARTHUR
AREA M&M COORDIMATOR.....: FUGATT,HANNE E
Hi OIRECTOR OIRM.........: MCARTHUR ,JAMES I
HE OIRECTOR TELECOMM.....: FISHER,THOMAS J
HE OIRECTOE ACOMIM SERWICS: TRUJILLO,EWELYN C
HE PROPERTY MAWAGEMENWT...: FUGHATT,ANNE E
DIRECTOR OF HE OFERATIONWS: CHURCH,RICHARD M.
Exit Save Refresh

Enter a3 command or

COMMAND

' Followed

Figure 5-4: Assigning Approval Authority

by a caption to jump to a specific field.

Fress <PFl:H for help

Insert
I

Enter the name of the person having the specified authority at each prompt and

press the Return key. This step actually assigns the signature authority indicated

to the individual whose name you enter. You MUST enter data for all underlined
fields. When finished, save and exit the record.

MILEAGE RATE. . ... ...: .31 UNIX FATH FOR ECSYEDI:

ATH SERVWICE CHARGE..: .0275 LISTHAW COMPATIELE..: YES

DAILY PHOMNE AMOUNT. . : 3 FA5 UMIX FATH.......: WHATEVER

AIRLIME ON CREOIT CO: YES FORCE SCREENMAN. ... .: NO

DEFAULT AL CC VEWDOR: FAKE VENDOR ALLOW SCREEMMAN.....: YES

EXCEED ESTIMATE BY %: 1@ FA5 DAILY IMFRT HEAD: THIS IS A TEaT

EXCEED ESTIMATE MAX. : 2@ ASC SURCHARGE. .. ... .: 1@

COWUS LODGING RATE..: 5@ ARMS/1166 INTERFACE.: PFO's, TV's & 350

COMUS PERDIEM RATE..: 30 DEFICIT SFND CONTROL: ALLOW DEFICI

PEINT TERMS&CONDITHS: WO PAYHMENT CLOSING TIME: 1z0@

SMALL FURCHASE LIMIT: 25800 GOV'T TRAWEL ACCT NO:

LI5S PROCUREMENT OFF.: AOE, DGC, IHS GTA SUFFIX......... .:

ACTIWATE OHR TRAWNSMT: YES TREAWEL MGT FEE......: 13.5d

ACTIVATE ELEC COMMER: YES TREAWVEL MGT FEE OCC..: 218M

ELEC COMMERCE ADDRSS:

Exit Sawe Refresh

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

COMMAND Fress <PFl:H for help Insert
E—

Figure 5-5: Setting Up Area System Default Data

Enter the data for the specified field at each prompt and press the Return key.
You MUST enter data for all underlined fields. Save and exit the record.

User Manual
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5.2

EDIT ARMS USER (AU)

The Edit ARMS User option allows access to a utility for entering/editing all data
required for an ARMS user account. Select the Edit ARMS User option by typing
AU at the “Select System Setup Option:” prompt and pressing the Return key.

Enter the employee whom you wish to edit. Type ?? at the “Employee:” prompt
and press the Return key to see a list of employees in the ARMS database (Figure
5-6).

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

Figure 5-6: Enter Employee Name

NOTE: Before an employee will be available for selection as illustrated in
Figure 5-6, the individual's name must be in the ARMS database as a user. Each
Area should have a clearly defined procedure for adding names to the New Person
file. This is usually the responsibility of the Area Office Information System
Coordinator's staff. Check with your ISC to determine your Area procedures.

Figure 5-7 shows seven options for processing ARMS user data. The following is
a brief description of the seven options.

Edit ARMS USER ODATA for AMME E FUGATT
Select USER EDIT FUNCTION

Print User Profile

Edit Basic Data

Edit Signature Authorities

Edit Access Level

ODelete User's ARMS Access

Assign/Oelete Access to Multiple Department Accounts
Assign Access to Multiple Blanket Purchase Agreements

bt = ) B SR TR

Which one: {1-T):

Figure 5-7: ARMS User Edit Menu

Option 1 allows the ARMS manager to print individual profile data for a selected
employee.

Option 2 allows the ARMS manager to edit the basic employee data.

Option 3 allows the ARMS manager to assign signature authorities to ARMS’
users.
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Option 4 allows the ARMS manager to assign an appropriate access level to the
employee.

Option 5 allows the ARMS manager to delete the employee from the ARMS
system. This action should always be done whenever an individual leaves or
when an individual changes jobs and requires different access and/or signature
authorities. This ensures each individual has only those authorities and access
levels appropriate to their current employment status.

Option 6 allows the ARMS manager to add or delete user access to financial
funding data ranging from congressional appropriations to department accounts.

Option 7 allows the ARMS manager to assign access to specific active blanket
purchase agreements.

EDIT PURCHASING OFFICE (PO)

The Edit Purchasing Office option allows the ARMS manager to setup required
data that must be on file for each Purchasing Office within an Area. This data
must be on file before any procurement activity can be initiated by the Purchasing
Office. Select the Edit Purchasing Office option by typing PO at the “Select
System Setup Option:” prompt and pressing the Return key.

Figures 5-8 through 5-10 show the fields that make up the purchase office data
records.

SETUF FOR:
AREA OFFICE:
FPURCHASING OFFICE:
FINAWCE OFFICE:
REGIOMAL FIN OFF:

ACCOUMTING FOINT: B3
PHOME : SW05-262-6350

FO WUMEER OF COFIES: 1

COWTRACT OFFICER: FARMER,GLEN R
PURCHASING SUPEREWSE: FUGATT ,ANNE E

ALBEUQUEROUE
HEADOQUARTERS WEST
ALBUQUEROUE ADMINISTRATLON
FMO/AAD

LOCATION CODE: 636
FAX NUMBER:

Select ALTERMATE PURCHASING SUPERVWISOR: STARR,MARSHA R

=

Close Refresh

v

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

COMMAND :
—_

Fress <PFl:H for help

I

Figure 5-8: Purchasing Office Data - Record 1
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ISSUTHG OFFICE:
MAIL INWOICE TO:

SETUF FOR:

AREA OFFICE:
FPURCHASING OFFICE:
FINAWCE OFFICE:
REGIOMAL FIN OFF:
ACCOUMTIMG POINT:
PHOME :

FO MUMEER OF COFIES:
COWTREACT OFFICER:
PURCHASING SUPERWSE:
SADBUS COORDIMATOR:

ARMS
FHO/AAD

ALBEUQUEROUE

HEADQUARTERS WEST

ALBUQUERQUE A
FMOSAAD
65 L

505-262-6350
1

FARMER ,GLEN R
FUGATT ,ANNE E
FUGATT ,ANNE E

DMINISTRATION

OCATION CODE: ©36

FAX HWUMBER:

SHIF TaO:
INSFECT LOC:

PROCUREMENT AND CONTRACT
FROCUREMENT AND CONTRACT

Exit Sawe

Refresh

COMMAND

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

Fress <PFl:H for help

Insert
I

Figure 5-9: Purchasing Office Data - Record 2

SETUF FOR: ALEUGUEROUE

PURCHA FRINTER COWMTROL FAMEL
Elif]||rce=ccoccccocecccococosco0c0s0c0000000000c00000000000000000
EEGIO REQUISITIONSFPO FRIMTER: DSD4
ACCou TRAWEL ORDER FRIMWTER:
SUPFLY OFFICE PRINTER: DSD4
FO WUMBE| FROFERETY OFFICE PRIMTER: DSD4
COMTE |PERSOMMEL OFFICE PRIMNTER: D3D4
FURCHASI CONDEMSED PRIMNTER: DSD4
SACEBUS SIGHATURE WARNING OAYS: 2
PRINT REQ'S IM FIMANCE:
ISSUTNG PO FRIWMT CONTROL: FIN NTRACT
MATL THW TO FPRIWT CONTEOL: FIN NTRACT
3560 PRIMT COWMTROL: FIN
Exit Save Refresh

Enter 3 command or '*' followed by

COMMAND : exit

3 caption to jump to a specific field.

Fress <PFl:H for help

Insert
I

Figure 5-10: Purchasing Office Data - Record 3

Type ?? at the field prompts to view the data requirements for a specified field.
You MUST enter data for all underlined fields. Save and exit the records.

5.4

EDIT PURCHASING AGENT (PA)

The Edit Purchasing Agent option allows the ARMS manager to add the names of
all individuals who are designated Purchasing Agents. Purchase orders can only
be assigned to individuals who have been designated as Purchasing Agents via
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this process. Select the Edit Purchasing Agent option by typing PA at the “Select
System Setup Option:” prompt and pressing the Return key.

ADD FURCHASING AGENWT

Select PURCHASING AGENT: KWhite, Oawid WHITE,DAWID DAKW TECHHWI{]
AL WRITER

PURCHASIMG AGENT: WHITE,DAVID
FPURCHASIMG OFFICE: RFM3/ITSC/AEQ
FURCHASING AGEWT CODE: U234
ACTIVE STATUS: ACTIVE

Exit Save Refresh

v

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

conmeno: Press <PFL'H for help
I

Figure 5-11: Edit Purchase Agent Record

The following information describes the data fields for the purchasing agent
record (Figure 5-11).

Purchasing Agent: Enter the last name of the individual you want to add
or edit as a purchasing agent.

Purchasing Office: Enter the name of the Area purchasing office in
which this purchasing agent will be assigned.

Purchasing Agent Code: Enter the purchasing agent’s code.

Active Status: Enter the active status code (active or inactive) that is
correct for this purchasing agent.

After editing the purchasing agent date, save and exit the record.

5.5 EDIT DEPARTMENT (DP)
The Edit Department option allows the ARMS manager to enter the name,
address and other pertinent information about each department using ARMS.
Select the Edit Department option by typing DP at the “Select System Setup
Option:” prompt and pressing the Return key.
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Enter the name of the department you want to edit at the “DEPARTMENT
NAME:” prompt. Type ?? at the prompt and press the Return key to see a list of
department names (Figure 5-12).

Select System Setup Option: DP  Edit Department
EDIT DEFARTHMENWT

OEFARTMENT WAME. ... .: ARMS TRAINING

Figure 5-12: Enter Department Name

Figure 5-13 shows the fields that make up the department information data record.
Type ?? at the field prompts to view the data requirements for a specified field.
You MUST enter data for all underlined fields. Save and exit the records.

HAME: ARMS TRAINING CODE: o&%
ORGAMIZATIONAL LEWEL: DIVISION
0 COST CEMTER PREFIX: HEADQUARTERS
PROCUREMENT OFFICE: ALBUQUEROUE ADMINISTRATION
STREET 1: 5300 HOMESTEAD RD NE
STREET &Z:
CITY: ALEUQUERQUE
STATE: NEW MEXICO
LIP-CODE: BV1lQ
FPHOWE HUMEEFR: 505-262-5000
FAX HUMEEFR: S05-2G62-5001
FEINTER ID: D&D4
RESTRICTED FRINTER:
SAMS: USER NUMEBER: STATION: SUB-STATION:
Exit Sawe Refresh
Enter 3 command or '*' followed by a caption to jump to a specific field.
conmanD: [ Press <PFl»H far help Insert
E—

Figure 5-13: Department Information Record

Enter the FEDSTRIP Coding Location for this department (Figure 5-14). If the
default response is the correct location, press the Return key. If it is not the
correct location, type the correct location and press the Return key.

FEDSTREIF CODE LOCATW: ALBUQUERQUE AOMIWISTRATIONS S

Enter the name of a FURCHASING AGENT for this DEFARTMENT
ONLY if you want ALL requisitions originated by this
departemnt assigned to this PURCHASING AGENT

FURCHASING AGEMT....: 5TARK,MARSHA RsS

Figure 5-14: Enter Department Purchasing Agent
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Enter the purchasing agent assigned to the specified department account. If the
default response is the correct purchasing agent, press the Return key. If that
person is not the correct agent, type the correct one and press the Return key.

5.6 EDIT CAN NO. DEFAULTS (CD)
The Edit CAN NO. Defaults option allows the ARMS Manager to set up CAN
default data used for the creation of ARMS requests. Select the Edit CAN NO.
Defaults option by typing CD at the “Select System Setup Option:” prompt and
pressing the Return key.

Enter the common accounting number for the CAN at the “COMMON
ACCOUNTING NO:” prompt and press the Return key (Figure 5-15). Type ??
and press the Return key to see the list of available CANSs.

Select System Setup Option: CO Edit CAM NO. Defaults

EDIT CAN NO. DEFAULTS

COMMON ACCOUNTIMNG NO: JB55528
.. OK? Yessir {fes)

Figure 5-15: Enter Common Accounting Number

After entering the CAN to be edited, ARMS asks you to verify the selection. If
this is the correct CAN to edit, accept the default response by pressing the Return
key. Ifitis not the correct CAN, enter No and press the Return key.

Figure 5-16 shows four types of defaults for a specified CAN. Enter the type of
defaults you want to edit at the “Enter response:” prompt and press the Return
key. Following are examples of the different default records available for editing.

Which CAM DEFAULTS for CAM JE55528
Select one of the following:

1 Requisition Defaults

z Furchase Order Defaults

3 Travel OrderfVoucher Defaults

4 Training Request Defaults

Enter response: |

Figure 5-16: CAN Default Options

Figures 5-17 through 5-20 show sample records for the four different CAN
default edits. These figures show the fields that make up data record. Type ?? at
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the field prompts to view the data requirements for a specified field. You MUST
enter data for all underlined fields. Save and exit the records.

REQUESTING OFFICE. . :

DELIVER TO. ... ...

FOR REFEREMCE CALL. :

REQUESTED BY. . ...

REQUEST AFFROVED

BY:

FUHDS AWAILAELE SIG:

FEOFERTY CLEARAMCE. :

SUPFLY OFFICER. . .

LOCAL INFD S5YSTEMS.: FARKER,E E
LOCAL TELECOMM OFF.: FISHER,THOMAS J
COWTRACT OFFICER. . .: ARTHUR,JANICE

LOCAL FIM MGT OFF..:

EECEIVING OFFICIA

L.:

. TAYLOR ,MYRON
EEQUEST RECOMMND BY:

ADMIN SERVICES ERANCH, HO WEST

DIV SYSTEMS MANAGEMENT LOCATION CODE: 32
LUJAN,CHRISTINE L TELEFPHOME. ... : 262-0350
DIV SYSTEMS DEVELOFMENT

MCARTHUR , JAMES L

TRUJILLO,EVELYN C
HORTOM ,GEORGE ANNA
CALLAHAN ,BEERNADET FROFERTY MGT OFFICKE: CALLAHAM,BEERNADETT
STARR ,MARSHA R

TRUJILLO,EVELYN C
FUGATT ,ANNE E

Exit Sawe

Enter a3 command or

COMMAND

Refresh

v

followed by a caption to jump to a specific field.

Fress <PFl:H for help

Insert
I

Figure 5-17: Requisition Defaults

Which CAM DEFAULTS for CAM J655528

FURCHASING OFFICE. . :

RFMG/ITEC/ABD

ISSUTHG OFFICE. .

PROCUREMENT AND CONTRACTING

DIV SYSTEMS DEVELOPMENT

MAIL IMNVWVOICE

T0.

FMO/SAAD

INSPECTION LOCATION:

DIV SYSTEMS DEVELOPMENT

FO AUTHORIZED BY...:

CALLAHAN ,BERNADETTE L

Ente

INWOICE AUDITOR.

Exit Sawe

Enter a3 command or

Refresh

v

followed by a caption to jump to a specific field.

conmeno .

Fress <PFl:H for help

Insert
I

Figure 5-18: Purchase Order Defaults
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Which CAM DEFAULTS for CAN J855528% Send

Select one of the following:

BUREAUSDIVISIONSREG. . . @
OFFICIAL DUTY STATION.
TRAVEL RECOMMEWDOED BY . :
TRAVEL FUNDS AWAILABLE:
TEAVEL AUTHORIZED BY. .:
TRAVEL ORODEE AUDITOR. . :
TRAVEL YWOUCHER AUDITOR:
CERTIFY TRAWEL PAYMENT:

Ente

DIV SYSTEMS MANAGEMENT
ALBUQUERQUE ADMINISTRATION
MCARTHUR , JAMES L

MCARTHUR ,JAMES [
TRUJILLO,EVELYN C

LUJAN ,CHRISTINE L
LUJAN ,CHRISTINE L

Exit Save Refresh

COMMAND

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

Fress <PFl:H for help

Insert
I

Figure 5-19: Travel Order/Voucher Defaults

Which CAM DEFAULTS

for CAN JE55528

INITIATING SUFERVISOR:
CONCURRING OFFICIAL-1:
CONCURRING OFFICIAL-2:
TEAINING APFROVED BY . :
EMF DEVELOFMENT SFEC. :
TERAIMING FUNDS SIG...:
TEAINIMNG AUTHORIZOD BY:
TRHG PROCURE OFFICIAL:
TRAIMING OFFICE......:
MAIL TRMNG IWNWVOICE TO.:

Ente

MCARTHUR ,JAMES L
MCARTHUR , JAMES L
DOLAN ,ROBERT F
TRUJILLO,EVELYN C
LUJAN , CHRISTINE L
MCARTHUR ,JAMES I
GEREER , GENE

DIV RESOURCE &FT MGT SYS

Exit Save Refresh

COMMAND

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

Fress <PFl:H for help

Insert
I

Figure 5-20: Training Request Defaults

5.7

EDIT DEPARTMENT ACCOUNT (ED)

The Edit Department Account option provides the ARMS manager access for
distribution of sub-allowances to local budgets. This allows the ARMS manager
to accomplish the final stage of the funds distribution process by setting up
Department Accounts. Department accounts are the financial accounts from
which all expenditure activity is generated. Select the Edit Department Account
option by typing ED at the “Select System Setup Option:” prompt and pressing

the Return key.
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Select the sub-allowance for the department accounts you want to edit. ARMS
will display a list of sub-allowances to choose from (Figure 5-21).

Select System Setup Option: ED Edit Department Account

Select RGNS
I0 MO. LOCATION ALLOW S5 0 FY |ID NO. LOCATION ALLOW 55 0O F
__________________________________ |....._ = P g
259 RFPMSZ2 29153 40 0 62 | 249 nouG 99001 @1 0 04
258 RFM511 29153 40 0 0z |248 33 0OEH FROJECTS 93001 @1 0 04
2a7 EFM5: 29153 40 0 B2 |247 9@ 0EH FROJECTS 93001 @1 0 04
256 RFM51 29153 40 0 02 | 246 92 0OEH FROJECTS 99001 @1 0 04
£33 TEAYIS 93008 @1 0 02 |245 Trng Support SETOD @1 I O
£a4 OAWE 99080 @1 0 B2 |244 Trng Support 58700 @1 I oo
253 37 OEH FROJECTS 990808 @1 0 682 |243 ARMS Operations 53T0OE ©1 0 OO
252 92 OEH FROJECT 93088 @1 0 02 |242 OAWZ SEYOD @1 0 oo
251 94 0OEH FROJECTS 9908 @1 0 B2 |241 =11} £91533 16 0 01
250 MIKE 99081 @1 0 62 |240 =1} 29153 16 0 01
List more SUB-ALLOWAWCESY YESSS NO

Figure 5-21: Select Sub-Allowance

To see more sub-allowances, accept the default response at the “List more SUB-
ALLOWANCES? YES//” prompt. If you see the account you need in this list, or

have the information for the account,

type No.

When you respond with No, ARMS will ask you what identifier you would like to
use to select a department account. In the example shown in Figure 5-22, the user
chose Option 1, by ID NO. Since that option is the default response, select it by
pressing the Return key. At the “ID NO:” prompt, the user entered 258

(RPMS11).

Select one of the following:
1 By IO NO.
2 Location Mame

3 Allowance

Select Account by: By IO NO./S

ID MO, 253 100@8 EFMS11 ORIGIMAL 2@e2 29153 4@
253
.. OKF Yesrr {res)
Selected SUB-ALLOWAWCE (Number EEE) RFPMSI11
ALLOWAMCE : OISTRED: UNDSTRED : [
= UNCOMTD : % DSTED: EFY EMG:
COMMITTED : OELGATO: SFPENT:
UMCOMMTTD : UMOELTO: UMSFENT :
AFFEOF NO : E=yors) ALLOWNC : d SUE-SUBE:
Figure 5-22: Select Sub-Allowance By ID NO.
User Manual 5-12 System Setup
Volume V November 2001



Administrative Resource Management System V2l

5.8

After entering the identification number of the sub-allowance, ARMS asks you to
verify the selection. If this is the correct sub-allowance, accept the default
response by pressing the Return key. If it is not the correct sub-allowance, enter
No and press the Return key.

After verifying the selection, ARMS displays budget information for the selected
sub-allowance. As part of the budget information, ARMS will display the
department accounts residing under the specified sub-allowance. You have the
option of adding a new department account or editing the current department
accounts using one of the four options shown in Figure 5-23.

VT4 MM FFARTHENT ACCOUN

I0 HO. DEPARTMENT CAM NO. FY 55A
(258) 128 ARMS TRAINING (@E63) JE55528 02 DIR OFSFIHS
(258) 1189 ARMS TRAINING (BE9) JBe555:28 02 DIR OPSFIHS
(258) 118 ARMS (999 JB55528 02 ODIR OFSFIHS

Select one of the following:

1 ADD Mew Account

2 INCREASE Existing Account
3 DECKEEASE Existing Account
4 EDIT Existing Account

Which one: 4 EDIT Existing Account

Figure 5-23: Edit Department Account Options

For more information on using the department account options shown in Figure 5-
23, review the Edit Department Account under the Funds Distribution section in
Volume III (section 10.4).

UNSIGNED DOCUMENT REPORT (PS)

The Unsigned Document Report option allows the ARMS manager to print a list
of all documents that have been unsigned for more than the allowable number of
days. Select the Unsigned Document Report option by typing PS at the “Select
System Setup Option:” prompt and pressing the Return key.

Figure 5-24 shows the four different options by which unsigned document reports
may be prepared. Enter the number of the desired format at the “Which Report:
All Reports//”” prompt and press the return key.
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Select System Setup Option: PS  Unsigned Document Report

Select one of the following:

1 A1l Reports

2 Furchasing office

3 Selected Department
4 Individual ARMS User

khich Report: A11 Reports/s |
_

Figure 5-24: Unsigned Document Report Options

5.9 PRINT USER PROFILE (UP)
The Print User Profile option allows the ARMS manager to print profiles of
ARMS users that identify attributes of each user, i.e., signature authorities and the
Department Accounts to which the user has access. Select the Print User Profile
option by typing UP at the “Select System Setup Option:” prompt and pressing
the Return key.

As shown in Figure 5-25, user profiles can be printed out for a specific user
(Option 1) or by users assigned to a specific department account (Option 2).
Enter the desired option at the “Which one:” prompt and press the Return key.
The data printed out is similar to the data presented in the Edit ARMS User menu
option (Print User Profile).

Select System Setup Option: UP Print User Profile
FRINT ARMS USER FROFILES
Select one of the following:

1 Individual User
2 Department Account

Which one: ]

Figure 5-25: Print User Profile Options

If you have chosen the department account option, select a department by typing
in the appropriate department ID number. After a department is selected, the
system displays all employees who have access to the account, along with their
addresses, social security numbers, signature authorities, and their alternates.
Press the Return key to scroll through the list of employees or type * and press the
Return key to exit.

You are ready to print your user profiles. If you want to send the request to a
printer, press the Return key for the default or type P. If you type a lowercase p,
ARMS will return you to User Profile Options Menu shown in Figure 5-25.
Follow the standard steps for printing/viewing an ARMS report.
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5.10

5.11

5.12

EDIT ARMS MESSAGE (AM)

The Edit ARMS Message option allows entry of a message you want to broadcast
to all ARMS users. Users will see this message when signing into the main
ARMS menu. Select the Edit ARMS Message option by typing AM at the
“Select System Setup Option:” prompt and pressing the Return key.

For more information on using the Edit ARMS Message option, see the Edit
ARMS Message chapter in Volume III (section 11).

PRINT CAN DEFAULTS (PC)

The Print CAN Defaults option prints default data for a common accounting
number. Select the Print CAN Defaults option by typing PC at the “Select
System Setup Option:” prompt and pressing the Return key.

Figure 5-26 shows three options for printing CAN default data. Data can be
printed for a single CAN (Option 1), all available CANs (Option 2), as well as
specifically selected CANS (Option 3).

Select System Setup Option: PC FPrint CAN Defaults

Select one of the following:

1 Print for Single CAN
2 Frint for A1l CAN's
3 Print for Selected CAN(s)

Enter response:

Figure 5-26: Print CAN Default Options

Enter the number of the option that meets your needs at the “Enter response:”
prompt and press the Return key.

PERSONNEL INFORMATION (PI)

The Personnel Information allows the ARMS Manger to edit an employee's
personnel data. Select the Personnel Information option by typing PI at the
“Select System Setup Option:” prompt and pressing the Return key.

Enter the name of the employee whose information you want to update (Figure 5-
27). Type ?? and press the Return key to see a list of employees residing in the
ARMS database.

User Manual

Volume V

5-15 System Setup
November 2001



Administrative Resource Management System V2l

Enter Employee Fersonnel Information

Employee's Mame.....: white,DAVIO OAKW TECHHICAL WRITER
FAY PLAN. .. ... . .: GENERAL SCHEDULE
GRADE. . .........: 12
SERIES. ... ... .. AA

TYFPE AFFOINTMENT: FERM FULL TIME
FPOSITION NUMEER.: 1234
PAYROLL CAN...... JOSBBEBE

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 5-27: Personnel Information Data Record

ARMS displays an employee record. Figure 5-27 shows the fields that make up
the personnel information data record. Type ?? at the field prompt and press the

Return key to view the data requirements for a specified field. Save and exit the
record.

5.13 RESET DOCUMENT CAN DEFAULTS (RS)
The Reset Document CAN Defaults allows access to a utility to reset a
document's CAN data to its original default values. Select the Reset Document

CAN Defaults option by typing RS at the “Select System Setup Option:” prompt
and pressing the Return key.

RESET CAN Defaults for Document MO.: O@Z8TAOZ53 AEFFB7120ALLAS
BRZETOHZSS AEF/ B71Z2S0ALLAS

Are you certain you want to RESET the
CAN Default walues for this document? NOJS YES

Figure 5-28: Reset Document CAN Default Options

Enter the number for the document you want reset the CAN default values. Type
7?7 and press the Return key to see a list of documents to choose from.

After selecting the document, ARMS asks you to verify your selection. Type Yes
at the prompt and press the Return key to reset the CAN data to its default values.
If you do not want to reset the CAN values to its default values, accept the default
response (No) and press the Return key.
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5.14

ARMS returns to the System Setup Menu after resetting the CAN data to its

default values for the specified document.

ARMS USER LIST (UL)

The ARMS User List allows the ARMS Manager to print the list of people with
access to ARMS. Select the ARMS User List option by typing UL at the “Select

System Setup Option:” prompt and pressing the Return key.

Select System Setup Option: UL ARMS User List

Select one of the following:

F FEINT OQutput
B BEOWSE Output on Screen

0o you want to : FRINTSS Output

OEWICE: HOMESS

Figure 5-29: ARMS User List Print Options

ARMS is ready to print the list of users. To send the request to a printer, press the

Return key for the default, or type P. If you type a lowercase p, ARMS will

return you to System Setup Menu. Follow the standard steps for printing/viewing

an ARMS report.

ARMS USER LIST OCT 24,2001 15:38 FAGE 1
ACCESS

AEMS USER LEVEL

ADETST, BEUCK LEWEL 1@

ARCHEE., AURTHER

AREA, FROCUEEMENT LEVWEL 1

ARMS, LEWVELEIGHT LEWEL &

ARMS, LEVELONE LEVWEL 1

ARMS, LEVELSEVEN LEVWEL ¥

ATEST, FIFTH

BEARBEF JR,RICHARD

BERITZEAUGH, GARY

BROKER, BUCK LEWEL 1@

CAIM,RICK M. LEWEL 1@

CALLAHANW, BERNADETTE L LEWEL 1@

CHAFEE, JADE LEWEL 1@

CHAFMAM, ALYSS5IA

CHEISTY, JOAN LEVWEL 1

Figure 5-30: Sample ARMS User List
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6. TABLE MAINTENANCE (TM)

The system setup process for ARMS requires that administrative personnel at IHS
Headquarters and at THS area offices be designated to periodically update system tables.
ARMS tables contain information that will be used to process administrative/procurement
documents. ARMS depends on a variety of data files that can be accessed by users to
speed up the process of generating a variety of requests. For instance, when a user wants
to initiate a request for supplies, ARMS automatically produces a request document that
contains basic information, including budget status, common accounting numbers,
allowances, sub-allowances and information on who should sign the request. If required,
ARMS can even provide a list of routinely purchased supply items along with object
class codes, units of purchase and current prices on each item. Tables stored in ARMS
will be used for generating purchase requests, travel requests, purchase orders, and other
related administrative documents.

ARMS allows request documents to be electronically "routed" to designated supervisory
personnel so that those individuals can electronically "sign" and approve the documents.
The purchase process begins with the generation of an electronic HHS Form 393,
Purchase/Service/Stock Form. This form is submitted for approval prior to the
assignment of a purchasing agent and the generation of a purchase order. This provides
users with the ability to track documents in the system, review their approval status and,
if need be, modify documents and resubmit them for approval.

WARMWIMG: RESTRICTED GOWVERNMENT FIWMAWCIAL DATA, UNAUTHORIZED
ENTRY INTO THIZ 5YSTEM OR USE OF THI: DATA IS A FEDERAL CRIME

R R R AR TR AR AT r AR r i e ir i fr

b ADMINISTRATIVE RESOURCE MAMAGEMENT SY¥STEM i
Lt O O
YERSION 2.1
ALEUA AREA AfSA FROGEAM
CURRENT USEER: DAVID WHITE

MANAGER MEMNU

ATY Travel Vouchers Greater Than zsoA
AUD Print Audit Report

55 System Setup ...
™ Tahle Maintenance ...
uT Utilities ...

Select ARMS Manager's Menu Option: TM  Table Maintenance

Figure 6-1: ARMS Manager Menu

To select the Table Maintenance Option, type TM at the “Select ARMS Manger’s Menu
Option:” prompt and press the Return key (Figure 6-1).

Note: Some tables can only be accessed and edited at IHS headquarters. Other tables
can only be accessed and edited at the Area level. The Table Maintenance Menu is only
available to users who possess the appropriate ARMS access levels.
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ARMS provides a menu from which the user can choose from a variety of Table
Maintenance options (Figure 6-2). The user enters an option at the “Select Table
Maintenance Option:” prompt and presses the Return key.

YERSION 2.1
ALEUA AREA AfSA FPROGRAM
CURREMT USEER: DAVID WHITE

TABLE MAIWTENANCE

CH Common Accounting Mumbers
ac Object Class Codes

EA Budget Actiwity

FsC Federal Supply Class Codes
EM Manufacturer

BF Boiler Plate Statement

Al Airline Company

F& FEOSTRIF Location Data

HO Hotel Mame and Phone

RC Rental Car Name and Phone
TC Review/Edit FO TERMS & CONDITIONS
TL Frint Tahle Listings ...
WL Frint Wendor List

Select Table Maintenance Option:

Figure 6-2: Table Maintenance Menu

The following sections describe the Table Maintenance options.

6.1 COMMON ACCOUNTING NUMBERS (CN)
The Common Accounting Numbers option allows an ARMS Manager to add
officially assigned CAN NO's to the ARMS database. This option is selected by
entering CN at the “Select Table Maintenance Option:” prompt and pressing the
Return key.

Enter the common accounting number you want to add/edit (Figure 6-3). The
common accounting number you select must reside in the ARMS database. Type
7?7 and press the Return key to see a list of CANs in the ARMS database.

Select Table Maintenance Option: CH Common Accounting Numbers

EDIT COMMON ACCOUNTING NUMBERS

CAM MO, .............: JB5E388
COMMON ACCOUNTING MWO: JBESE383SS
M&M CAN. .. ... ... ... .0 WSS Y Y

Figure 6-3: CAN Options

After you have selected the CAN, ARMS will ask you to verify the selection.
The CAN number you selected will be the default response. If it is the correct
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CAN, accept the default response by pressing the Return key. To add a new
CAN, enter the new number and press the Return key.

ARMS next asks if the selected CAN is a Medicare and Medicaid (M&M) CAN.
If it is not an M&M CAN, accept the default response (No) by pressing the Return
key. If the selection is an M&M CAN, type Yes and press the Return key.

If you created a new CAN and want to change the system-set CAN defaults, go to
the System Setup Menu and select the Edit Can No. Defaults option to enter new
data in the latest CAN.

You have the option of adding/editing another CAN. If you are finished
adding/editing CANs, press the Return key to return to the Table Maintenance
options menu.

6.2 OBJECT CLASS CODES (00)
The Object Class Codes option allows a user to edit object code information for
various categories of expenditures. This option gives the user control over how
ARMS displays object code information on request documents. The Object Class
Codes option is selected by entering OC at the “Select Table Maintenance
Option:” prompt and press the Return key.

After selecting the Object Class Codes option, ARMS prompts the user to enter an
object class code number (Figure 6-4). Enter the object class code number at the
“OBJECT CLASS CODE:” prompt and press the Return key. Type ?? at the
prompt and press the Return key to see a list of object class codes residing in the
ARMS database.

Select Table Maintenance Option: 0C 0Object Class Codes

EDIT OBJECT CLASS CODES

OBJECT CLASS COOE...: 2546 Farking facility management DIRECT 159
IE

DOBJECT CLASS CODE.....: 2546

DESCRIPTION. . .........: Parking facility management

STOCKFDIRECT ISSUE. .. .: DIRECT ISSUE
GEMERAL LEDGER ACCOUNT:

FUND FREOJECTION CODE. . :
ACTIVESINACTIVE. ... ... : ACTIVE

Exit Sawe Refresh

Enter a3 command or '*' followed by a caption to jump to a specific field.

Figure 6-4: Edit Object Class Code Record

User Manual 6-3 Table Maintenance
Volume V November 2001



Administrative Resource Management System V2l

6.3

After the user enters an object class code number, ARMS displays the Object
Class Code Summary that provides an item description.

ARMS displays a record of the selected object class code. Figure 6-4 show the
fields that make up the object class code data record. Type ?? at the field prompts
to view the data requirements for each field. You MUST enter data for all
underlined fields. Save and exit the records.

Figure 6-5 shows the revised object class code record. ARMS will ask if the user
would like to edit the transactions associated with this specific object class code.
To edit transactions, type Yes at the transaction prompt and press the Return key.

EDIT OBIECT CLASS CODES

OBJECT CLASS CODE.: 2546

DESCRIPTION.......: Parking facility management
FUND PROT CODE. .. .:
ACTIVESINACTIVE. . .. ACTIVE

Delete an ARMS TRANSACTION TYPE from this OBJECT CODEF MO/SS

Figure 6-5: Revised Object Class Code Record

ARMS then displays the Transaction Type Option menu shown in Figure 6-6 to
add or delete transaction types for the specified object class code. You can also
leave the transaction types as they are by accepting the default response (No) and
pressing the Return key.

NO TEAWMSACTION TYPE HO. TRANSACTION TYPE

1 RKEQ FOR SUFFLIES 13 REEQ FOE ADF COMPUTERS

2 FURCHASE ORDER 14 REQ FOR ADF SERWICESREFAIR

3 REQd FOR EQUIFMENT 15 RER FOR TELECOM EQUIFMENT

4 RKEQ FOR SERWICES 16 RER FORE COFIERS

] FEQ FOR RENTSLEASE EQUIFMENT 17 REQ FOR FURMITURE (RESTRICTED}

B REQ FOR RENTSLEASE SFACE 13 REW FOR OBELIGATESFAY ACTION

7 RKEQ FOR EQUIF REPAIRSSERWICE 19 RER FOR CALL AGAINWST EFA

3 FKEQ FOR FRINTING Z0 REQ FOR TIE UF DOCUMENT

9 REW FOR AODF SOFTHARE =< $2,500 21 REQ FOE MOA

1@ REQ FOR ADF SOFTWARE » $2,500 22 RER FOR TREAWEL

11 REQ FOR ADF EQUIPMENT <« §5,000 23 REQ FOR TRAIWING

12 REW FOR ADF EQUIPMENT » $5,000 24 RER FOR CREDIT CARD PURCHASE
Add which ARMS TRANSACTION TYPES for this OBJECT CODE: (1-24):

Figure 6-6: Transaction Type Options

BUDGET ACTIVITY (BA)

The Budget Activity option allows an ARMS manager to edit budget activity
records. This option is selected by entering BA at the “Select Table Maintenance
Option:” prompt and pressing the Return key.
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Note: Updates on budget activity information should be accomplished in
conjunction with the appropriate financial management officer.

Select the appropriate sub-category by entering its assigned 2-digit code. Type ??
at the BUDGET ACTIVITY: prompt to see a list of budget activities residing in
the ARMS database. In Figure 6-7, the user selected budget activity code 04 and
was presented with 2 options under this particular activity.

EDIT BUDGET ACTIVITY

BUDGET ACTIVITY.....: 04
1 4 INODIAM HEALTH MANFOWER
z [4 SELF DETERMINATIOW IMDIRECT

CHOOSE 1-2: 1

Figure 6-7: Select Budget Activity

In the example in Figure 6-7, the user chose option 1. ARMS displayed the
budget activity record for the selected option, Indian Health Manpower (Figure 6-
8).

EDIT BUDGET ACTIVITY

BUDGET ACTIVITY.....: B4
1
z BUDGET ACTIWITY CODE: @4

CHOOSE 1-| BUDGET ACTIWITY NAME: INDIAN HEALTH MANFOWER

Exit Sawve Refresh

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

comno - Press <PFLH for help
____________

Figure 6-8: Edit Budget Activity Record

Figure 6-8 show the two fields that make up the budget activity data record. Type
77 at the field prompts to view the data requirements for each field. You MUST
enter data for all underlined fields. When you are finished, save and exit the
record.
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6.4 FEDERAL SUPPLY CLASS CODES (FSC)
The Federal Supply Class Codes option allows for editing information on various
types of supplies and equipment that can be found in the system's data base. This
option is selected by entering FSC at the “Select Table Maintenance Option:”
prompt and pressing the Return key.

Select the appropriate federal supply class by entering its assigned 4-digit code.
Type 7?7 at the “FEDERAL SUPPLY CODE:” prompt to see a list of federal
supply classes residing in the ARMS database. In Figure 6-9, the user selected
federal supply class code 7110 and was presented with 2 classes under this
particular code. The user chose option 1 (Biological Monitoring Equipment).

EDIT FEDERAL SUFFPLY CLASS CODE

FEDERAL SUFPFLY CODE.: 7ll@
1 7llo Biological Monitoring Equipment
2 7llo

CHOOSE 1-2: 1

Figure 6-9: Select Federal Supply Code

ARMS will display the Federal Supply Code record for the selected option
(Figure 6-10).

EDIT FEDERAL SUFFLY CLASS CODE

FEDERAL SUFFLY CODE.: 7ll@
1
Z SUFFLY CLASS CODE: 711@

CHOOSE 1-| DESCRIFTIOW......: Physiclogical Monitoring Equipment
Exit Save Refresh

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

Figure 6-10: FSC Record

Figure 6-10 shows the two fields that make up the Federal Supply Class Code
data record. Type ?? at the field prompts to view the data requirements for each
field. You MUST enter data for all underlined fields. When you are finished,
save and exit the record.
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6.5

MANUFACTURER (EM)

The Manufacturer option allows an ARMS manager to add or edit manufacturer
information. This option is selected by entering EM at the “Select Table
Maintenance Option:” prompt and pressing the Return key.

Select Table Maintenance Option: EM  Manufacturer

ADD A MANUFACTURER

MANUFACTURER. ... ... .: IEM

Figure 6-11: Edit Manufacturer Data

6.5.1 EDIT MANUFACTURER DATA
Type the name of the manufacturer you want to edit at the
MANUFACTURER: prompt (Figure 6-11). For editing, you can type ??
at the prompt to see a list of manufacturers residing in the ARMS
database. In Figure 6-11, the user entered IBM.

NGRS DATA FOR: Pyl

MANUFACTURER. . . IEBH
ADDRESS. . ... ... 4567 TEXAS 5T SW
Albugquerque, MEW MEXICD 87114
PHOME . ... ... ... 5@5-248-4214
FAX WUMBER. .. .:

CONTACT PERSOM: Mike Fike

Edit MANUFACTURER OATAZ NOSS YES

Figure 6-12: Manufacturer Data

ARMS displays the manufacturer’s data residing in the ARMS database
(Figure 6-12). ARMS then asks if you want to edit the existing data. To
edit the existing data, type Yes and press the RETURN key. To leave the
existing data as shown, accept the default response (No) by pressing the
Return key. In Figure 6-12, the user chose to edit the manufacturer’s data.

ARMS presents the manufacturer’s data, one field at time. As each field
is presented, the user has the option to revise the field. Figure 6-13 shows
the fields that make up the manufacturer’s data record.
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Edit MAMUFACTURER DATAT MWOSS YES
|==============================

MAMUFACTUREE. . . ... ..: IBMSS

R 1oty v o |

STREET 2............:I ________________________________________ l

. e |

STATE. ... ...... ... ..: MEW MEXICOSYS

L ==y

T2 oo oo 5 BB PRELCPRAS

FAX NUHBER..........:I ____________ l

CONTACT FERESOM. .. ... : ;;E;_;;E;;; ___________________

Figure 6-13: Edit Manufacturer Data

6.5.2 ADD MANUFACTURER DATA
Type the name of the manufacturer you want to add at the
“MANUFACTURER:” prompt. In Figure 6-14, the user entered LBJ
Manufacturers.

ADD A MANUFACTURER

MANUFACTURER. ... ....: LBT Manufacturers
Are you adding 'LBJ Manufacturers' as
3 new ARMS MAWUFACTURER {the 3ITH)T MosS YES  (Yes)

Figure 6-14: Add A Manufacturer

ARMS next presents the manufacturer’s data fields, one field at time. As
each field is presented, the user has the option to enter the appropriate data
for the specified field. Figure 6-15 shows the fields that make up the
manufacturer’s data record.
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6.6

L=
e e |
5TREET2____________;| """"""""""""""""""""""""""" |
CLTY. 1o o |

STATE. . .. .. ... ... MM  MEW MEXICO

P G oo os ey
RN s e

FHXNUHBER._,__,__,_;' """"""" |

CONTACT PERSON. . .. .- la;;:;_;;;; """"""""""

Figure 6-15: Add Manufacturer Data

After you’ve finished adding or editing the specified manufacturer’s data,
ARMS asks you to enter another manufacturer to add or edit. If you’re
finished processing manufacturer data, press the Return key to return to
the Table Maintenance options menu.

BOILERPLATE STATEMENT (BP)

The Manufacturer option allows an ARMS manager to enter/edit boilerplate
statements that can be added to various financial documents. This option is
selected by entering BP at the “Select Table Maintenance Option:” prompt and
pressing the Return key.

DOCUMENT BEOILER FPLATE STATEMENTS

BEOILER FLATE STATEMENT: Communications Contracts

BOILER PLATE MAME...: Communications Contracts Replace
IMCLUDE SIGMNATURE. . . : YES//S
STATEMENT :

A1l communications requests will be routed through the Assistant
Director's office. A1l gquestions should be directed to the Assistant
Assistant Director's office.

Edit? MODSS Yes

Figure 6-16: Boiler Plate Statement Options

6.6.1 EDIT AN EXISTING BOILER PLATE STATEMENT
Type the name of the boiler statement you want to edit at the BOILER
PLATE STATEMENT: prompt (Figure 6-16). Type ?? at the prompt to
see a list of boiler statements residing in the ARMS database. In Figure 6-
17, the user entered Communications Contracts.
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6.6.2

ARMS asks you to verify the statement you want to edit. If this is the
correct statement, press the Return key. If this is not the correct boiler
plate statement, enter the correct statement and press the Return key.

ARMS asks if you want to include a signature. This indicates whether a
signature should be included when the boiler plate statement is printed.
To include a signature with the boiler plate statement, accept the default
response by pressing the Return key. If you do not want to include a
signature with the statement, type No and press the Return key.

ARMS displays the boiler plate statement selected. ARMS asks if you
would like to edit the statement. To edit the boiler plate statement, type
Yes at the “Edit? NO//”” prompt and press the Return key. If you do not
want to edit the statement, accept the default response by pressing the
Return key. ARMS displays the boiler plate statement in the FileMan text
editor for revision. After editing the text, press F1 followed by E to return
and edit another boiler plate statement (Figure 6-17).

==[ WRAP ]==[ INSERT ]==============¢ STATEMENT r============[ <PFlrH=Help |===5
[i11 communications requests will be routed through the Assistant
Oirector's office. A1l gquestions should be directed to the Assistant
Assistant Director's office.

ﬁ======T=======T=======T=======T=======T=======T=======T=======T=======T=>=====W

Figure 6-17: Boiler Plate Statement

ADD A BOILER PLATE STATEMENT
Type a name for the boiler statement you want to add at the BOILER
PLATE STATEMENT: prompt and press the Return key (Figure 6-16).

ARMS asks you to verify adding a new boiler plate statement to the
ARMS database. To add a new boilerplate statement, type Yes at the
prompt and press the Return key. If you do not want to add a new
boilerplate statement, accept the default response (No) by pressing the
Return key.
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6.7

ARMS asks if you want to include a signature. This indicates whether a
signature should be included when the boilerplate statement is printed. To
include a signature with the boilerplate statement, accept the default
response by pressing the Return key. If you do not want to include a
signature with the statement, type No and press the Return key.

ARMS displays a message saying there is no text. ARMS asks if you
would like to edit the statement. To add text, type Yes at the “Edit? NO//”
prompt and press the Return key. ARMS takes you to the FileMan text
editor to enter the boiler plate statement. After entering the text, press F1
followed by E to return and add/edit another boilerplate statement (Figure
6-17). If you do not want to add/edit another statement, accept the default
response by pressing the Return key to return to the Table Maintenance
options menu.

AIRLINE COMPANY (Al)

The Airline Company option allows an ARMS manager to add or edit airline
company information. This option is selected by entering Al at the “Select Table
Maintenance Option:” prompt and pressing the Return key.

Type in the name of the airline company at the “AIRLINE COMPANY:” prompt
and press the Return key (Figure 6-18).

AIRLIME COMPANMY.....: Mational Airlines
AIRLIWE COMFANY: Mational Airlines
AIELIME COOE...: NAA
LOCAL FHONE....: 505-233-0345
@5 MUMEBER.....: BOO-76E6-3200
Save Refresh

EDIT AIRLINE COMPAWY WAMESFHONE NUMEBER

Enter a3 command or

conmeno: Press <PFL'H for help
I

' followed by a3 caption to jump to a specific field.

Figure 6-18: Add/Edit Airline Name/Phone Number

Type ?? at the prompt to see a list of airline companies residing in the ARMS
database. If you are entering the name of a new airline company to the database,
ARMS will ask you if you want to add the new company. If you have entered the
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6.8

name of an airline company that is already in the ARMS database, the system will
ask if you want to edit airline company information.

ARMS displays an airline company record. Figure 6-18 shows the fields that
make up the airline information data record. Type ?? at the field prompts to view
the data requirements for each field. You MUST enter data for all underlined
fields. Be sure to press the Return key after each entry. Save and exit the record.

ARMS asks you to add/edit another airline record. If you are finished
adding/editing airline information, press the Return key to return to the Table
Maintenance options menu.

FEDSTRIP LOCATION DATA (FS)

The FEDSTRIP Location Data option allows an ARMS manager to add or edit
FEDSTRIP Location information. This option is selected by entering FS at the
“Select Table Maintenance Option:” prompt and pressing the Return key.

Caution: FEDSTRIP information is controlled by your Finance and
Purchasing Office. Any change in this information should be done in
conjunction with supervisory personnel from those offices.

Enter the name of the FEDSTRIP location at the “FEDSTRIP LOCATION:”
prompt and press the Return key (Figure 6-19). Type ?? at the prompt to see a list
of FEDSTRIP locations residing in the ARMS database.

Select Table Maintenance Option: FS  FEDSTRIF Location Data
EDIT FEDSTRIF ACTIWITY CODES

FEDSTRIF LOCATION...: 880181 SELLS HOSP
N e |

Figure 6-19: Select FEDSTRIP Location

ARMS asks you to verify your selection. To accept the selected FEDSTRIP
location, enter the default response by pressing the Return key at the “OK?
YES//” prompt. If this is not the correct FEDSTRIP location, type No at the
prompt and press the Return key.
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EDIT FEDOSTRIF ACTIVITY CODES

FEDSTRIF LOCATION...: BO@1@1 SELLS HOSP

FACILITY............: SELLS HOSF
EEQUISITION MNUMEER..: 987654
FEOSTRIF FUND CODE. .: AN

LOCATION DESCRIFTION: Albuguerque

Exit Save Refresh

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

conmeno: Press <PFL'H for help
I

Figure 6-20: FEDSTRIP Location Record

ARMS displays a FEDSTRIP location record. Figure 6-20 shows the fields that
make up the FEDSTRIP location data record. Type ?? at the field prompts to
view the data requirements for each field. You MUST enter data for all
underlined fields. Be sure to press the Return key after each entry. Save and exit
the record.

ARMS asks you to edit another FEDSTRIP location record. If you are finished
editing FEDSTRIP information, press the Return key to return to the Table
Maintenance options menu.

6.9 HOTEL NAME AND PHONE (HO)
The Hotel Name and Phone option allows an ARMS manager to add and edit
hotels used with the travel order module. This option is selected by entering HO
at the “Select Table Maintenance Option:” prompt and pressing the Return key.

Type in the name of the hotel at the “HOTEL:” prompt and press the Return key
(Figure 6-21).
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6.10

EDIT HOTEL NAMESFPHOWE HUMBER
HOTEL...............: Holiday Inn
1
Z HOTEL...........: HOLIDAY INN, HAMFTON-COLISEUM
CHOOSE 1-| STREET ADDRESS..: 1815 W MERCURY ELWD
CITY............: ASHLAND
STATE...........: VIRGINIA
TOLL FREE MUMBER:
FHOWE HUMEEER. ... : 304-B35-0200
FAX HWUMBER......:
Exit Sawe Refresh
Enter 3 command or '*' followed by a caption to jump to a specific field.
connano: Press <PFL'H for help
E—

Figure 6-21: Add/Edit Hotel Name/Phone Number

Type ?? at the prompt to see a list of hotels residing in the ARMS database. If
you are entering the name of a new hotel to the database, ARMS will ask you if
you want to add the new company. If you have entered the name of a hotel that is
already in the ARMS database, the system will display the current hotel company
data record.

ARMS displays the hotel record. Figure 6-21 shows the fields that make up the
hotel information data record. Type ?? at the field prompts to view the data
requirements for each field. You MUST enter data for all underlined fields. Be
sure to press the Return key after each entry. When finished, save and exit the
record.

ARMS asks you to add/edit another hotel record. If you are finished
adding/editing hotel information, press the Return key to return to the Table
Maintenance options menu.

RENTAL CAR NAME AND PHONE (RC)

The Rental Car Name and Phone option allows an ARMS manager to add and edit
rental car company names used on travel orders. This option is selected by
entering RC at the “Select Table Maintenance Option:” prompt and pressing the
Return key.

Type the name of the rental car company at the “RENTAL CAR COMPANY:”
prompt and press the Return key (Figure 6-22).
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EDIT RENTAL CAR COMFAWY WAMESPHONE NUMEBER

REMTAL CAR COMPANY..:. HERTZ

EEWTAL CAR COMFANY: HERTZ
BO0 HUMBER........:. B00-054-3131
LOCAL FHONE NUMEBER: 505-842-4235

Exit Save Refresh

v

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

COMMAND

Press <PFl»H far help
I

Figure 6-22: Add/Edit Car Company Name/Phone Number

Type ?? at the prompt to see a list of car rental companies residing in the ARMS
database. If you are entering the name of a new car rental company to the
database, ARMS will ask you if you want to add the new company. If you have
entered the name of a rental company that is already in the ARMS database, the
system will display the current car rental company data record.

Figure 6-22 shows the fields that make up the rental company information data
record. Type ?? at the field prompts to view the data requirements for each field.
You MUST enter data for all underlined fields. Be sure to press the Return key
after each entry. Once you are finished, save and exit the record.

ARMS asks you to add/edit another car rental company record. If you are
finished adding/editing car rental information, press the Return key to return to
the Table Maintenance options menu.

6.11 REVIEW/EDIT PO TERMS AND CONDITIONS (TC)
The Review/Edit PO Terms and Conditions option allows an ARMS manager to
edit purchase order terms and conditions. This option is selected by entering TC
at the “Select Table Maintenance Option:” prompt and press the Return key.

ARMS displays the Purchase Order Terms and Conditions for the user to review
(Figure 6-23).
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Select Table Maintenance Option: TC Rewiew/Edit PO TERMS & CONDITIONS

RFeviewfEdit Puchase Order TERMS & CONDITIONS

OATA :

submit an invoice, the following information must be prowvided: contract
number (if any), order number, item number(s), description of supplies or
services, sizes, gquantities, unit prices, and extended totals. FPrepaid
shipping costs will be indicated as 3 separate item on the invoice.

Where shipping costs exceed $100 {except for parcel post), the billing
Jnust be supported by a billof lading or receipt. When several orders are
invoiced to anm ordering activity during the same billing period, con-
solidated periodic billings are encouraged.

Edit? Nos/ ]

Figure 6-23: Edit PO Terms & Conditions

ARMS will ask if you would like to edit the statement. To modify the terms and
conditions statement, type Yes at the “Edit? NO//”” prompt and press the Return
key. If you do not want to edit the statement, accept the default response by

pressing the Return key.
==[ WRAP ]==[ INSERT ]================« DATA r===============[ <PFl:H=Help |===3
52.243-1 Changes - Fixed Price {(Aug 87)
52.249-1 Terminatin for Conwenience of the Gowernment (Fixed Price)

|TAE| | TAE| | TAE | (Short Form) (Apr 54)

MOTE--If desired, this order {or a copy thereof) may be used by the
Contractor as the Contractor's invoice, instead of a separate inwoice,
provided the following statement, (signed and dated) is on (or attached to)
the order: "Fayment is requested in the amount of § .

Mo other invoice will be submitted." However, if the contractor wishes to
submit an inwvoice, the following information must be provided: contract
number (if any), order number, item numberis), description of supplies or
services, sizes, quantities, unit prices, and extended totals. Frepaid
shipping costs will be indicated as a separate item on the invoice.

Where shipping costs exceed $180 (except for parcel post), the billing
Jnust be supported by a billof lading or receipt. When several orders are
invoiced to an ordering activity during the same billing period, con-
solidated periodic billings are encouraged.

Figure 6-24: Sample Text

ARMS will display the statement in the FileMan text editor for revision. After
editing the text, press F1 followed by E to return to the Table Maintenance
options menu.
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6.12 PRINT TABLE LISTINGS (TL)

The Print Table Listing option allows an ARMS Manager to select and print
available system data tables. This option is selected by entering TL at the “Select
Table Maintenance Option:” prompt and pressing the Return key.

YERSION 2.1
ALEUR AREA AfSA FROGRAM
CURRENT USEE: DAVID WHITE

FPRINT TABLE LISTS

PEA Budget Actiwity
FSA Sub-Activity

FS5A  Sub-Sub-Aetivity
PLC Location Code

PAL Allowance Mumber
FAF Accounting Foint
Foc Object Class Code
F5C Federal Supply Class
FFC Fer Diem City

FAI Airline Company
FF% FEOSTRIF Location
PHO Hotel Information
PRC Rental Car Company

OEWICE:

Select Print Table Listings Option: PBA Budget RActiwvity

Figure 6-25: Printable Table Listings

Select a table for printing by entering its abbreviation at the “Select Print Table
Listings Option:” prompt and pressing the Return key. You report is ready to
print. Follow the standard steps for printing/viewing an ARMS report.

6.13 PRINT VENDOR LIST (VL)

The Print Vendor List option allows an ARMS manager to print a list of the
vendors residing in the ARMS database. This option is selected by entering VL at
the “Select Table Maintenance Option:” prompt and pressing the Return key.

There are two categories of vendors: (1) ARMS vendors and (2) other vendors
who have been entered into the ARMS data base because they have been doing
business with the IHS prior to the implementation of ARMS. Select the
appropriate vendor category by typing either 1 or 2 at the “Which one: 1//7

prompt and pressing the Return key (Figure 6-26).
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Select Table Maintenance Option: YL Print Wendor List

Select one of the following:

1 Frint ARMS Vendors only
2 Frint ALL Wendors

Which one: 177 2 FPrint ALL Wendors
Choose one or more sort criterion:

WEHMDOR WAME

EIN

WOMEN OWNED

£33 CONTRACTORS
BUY INDIAN

o L) o

Which OME(S): 1//

Figure 6-26: Print Vendor List Options — Part 1

ARMS uses four sorting criteria for printing reports. You may use all four criteria
at once, or choose only one, depending on your needs. For example, you may
instruct ARMS to print the names of vendors who are owned by women and are
638 contractors. Entries at the prompt for such a report would be as follows: 1,3,4

(then press the Return key).

Which ONE(S): 1/7f
Select one of the following:

1 COWNTRACTOR SUMMARY
2 COMPLETE CONTRACTOR DATH

Which REFORT: 1S/ COWNTRACTOR SUMMARY

Select one of the following:

F FEINT DQutput
E EROWSE Output on Screen

0o ywou want to . FPRINTSS

Figure 6-27: Print Vendor List Options - Part 2

You can then elect to print either a summary report (1) or a complete report (2) on
a contractor by entering the appropriate number at the “Which REPORT: 1//”

prompt and pressing the Return key.

If you wish to send the vendor list to a printer, press the Return key for the default

or type P. If you type a lowercase p, ARMS will return you to the Table

Maintenance Menu. Follow the standard steps for printing/viewing an ARMS

report.
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7. UTILITIES (UT)

The Utilities Option provides the ARMS Manager access to modify approval sequences
as well as remove users from the ARMS database. To select the Utilities Option, type
UT at the “Select ARMS Manger’s Menu Option:” prompt and press the Return key.

WARMIMG: RESTRICTED GOVERWMEWT FIWAWCIAL DATA, UNAUTHORIZIED
ENTRY INTO THIS 5YS5TEM OR USE OF THIS DATA IS A FEDERAL CRIME

LA R R R L LR R L LR

b ADMINISTRATIVE RESOURCE MAMAGEMENT 5YSTEM i

R R R AR TR AR AT r AR r i e ir i fr

WERSION 2.1
ALEUH AREA Af5A FROGRAM
CURRENT USER: DAVID WHITE
UTILITIES
A% Modify Approval Sequence
REL Release User

Select Utilities Option: ||

Figure 7-1: Utilities Menu

There are two options on the Utilities Menu for the ARMS Manager: (1) Modify
Approval Sequence and (2) Release User.

7.1 MODIFY APPROVAL SEQUENCE (AS)
The Modify Approval Sequence option allows the ARMS Manager to establish
authority approval sequences for all ARMS transaction types, i.e., requests for
supplies, services, equipment, training, and travel. To select the Modify Approval
Sequence Option, enter AS at the “Select Utilities Option:” prompt and press the
Return key.

Note: Only one example on how to modify an approval sequence is
shown on the following pages because this procedure is the same no
matter the transaction type.

Enter the Area Office for which you would like to establish the approval authority
sequence at the “Setup for which AREA OFFICE:” prompt and press the Return
key (Figure 7-2).
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UTILITIES

AS Modify Approwval Seguence
REL Release User
Select Utilities Option: A% Modify Approval Sequence

Setup for which AREA OFFICE: ALEUAUERGUE S/ 20

Figure 7-2: Select Area Office

If the default response is the desired Area Office, just press the Return key. If it is
not the correct Area Office, enter the correct Area Office and press the Return
key. You can also type ?? at the prompt and press the Return key to see a list of
Area Offices to choose from.

After entering the Area Office, select the type of transaction for which you want
to modify the approval sequence (Figure 7-3).

ESTABLISH APFROVAL SEGQUEMCE FOR: ALBUQUERQUE

MO TEAWSACTION TYFE HO TRANSACTION TYFE

1 REQ FOR SUFFLIES 14 RER FOR AODF SERVICESREFAIR

Z FURCHASE ORDER 15 REQ FOR TELECOM EQUIFMENT

ES REQ FOR EGUIFMENT 16 REQ FOR COFIERS

4 REQ FOR SERVICES 17 REQ FOR FURMITURE (RESTRICTED)
5 REQ FOR RENTSLEASE EQUIFHENT 13 REQ FOR OBLIGATESFAY ACTION
= REQ FOR RENTSLEASE SPACE 19 RER FOR CALL AGAINST BFA

7 REQ FOR EGQUIF REPAIRSSERWICE 2R RER FOR TIE UP DOCUMENT

3 REQ FOR FPRINTING 21 REQ FOR MOA

9 REQ FOR ADP SOFTWARE = $2,500 22 RER FOR TRAVEL

1@ REQ FOR ACOF SOFTWARE » $2,500 23 RER FOR TRAINING

11 REQ FOR ADF EQUIPMENT < $5,000 24 TRAVEL VOUCHER

12 REQ FOR ADP EQUIPMENT = %5000 25 REQ FOR CREDIT CARD PURCHASE

13 FEQ FOR AODF COMFUTERS

Which one ==»

Figure 7-3: ARMS Transaction Types

Enter the number of the transaction type at the “Which one” prompt and press the
Return key.
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7.2

AFFEOVAL SEGQUENCE FOR: [A<NEEEilamiils oy

MO. S5EQd  AFPFROVAL CATEGORY

13 1 REQUEST INITIATOR 13} AREA IMFO SYSTEMS COOR
2y 2 REQUESTOR 14) PROFERTY CLEARANCE

3 3 RECOMMENDING AFPPROVAL 15} AREA FPROFERTY MAWAGEMEM
43 4 CERTIFY FUND% AWAILABLE 16) IH5-HY EAST, OIRM

a1 5 AFFROVAL FINAL 17} IHS-HQ WEST, TELECOMM
B} BFA CALLER 18} IH5-HQ WEST, FROFERTY M
7l LOCAL IWFO SYSTEMS COOR 19) ITHS-HE EAST, DIV ADMIM
3) LOCAL TELECOMMUNICATION 200 AREA M&M COORDINATOR

93 LOCAL FROFERTY MANAGEME 21} DIR 0OF HE OFERATIONS
1a) ADF SECURITY OFFICER 22} LOCAL FIMANCIAL MGT OFF
11} AREA SUFFLY OFFICER 23) AREA FINANCIAL MGT OFFI
12} AREA TELECOMMUNICATIONS

Mew Sequence for REQ FOR SUPPLIES:

Figure 7-4: Request For Supplies Approval Sequence

Review the current approval sequence for the selected type of transaction. To
change the approval sequence, enter a new sequence (range) at the “New
Sequence..:” prompt and press the Return key. If the new approval sequence is
not satisfactory, enter another sequence to repeat the process.

After a new sequence has been entered, ARMS will display the revised approval
sequence for review. If it is satisfactory, press the Return key at the “New
Sequence..:” prompt to return to the Transaction Types menu. Press the Return
key again to return to the Utilities Menu.

RELEASE USER (REL)

The Release User option is used to clear a record that shows a user is signed on to
the system through another terminal. It may seem that a user is signed on to
ARMS when there is an abnormal exit such as an error or entry into programmer
mode. To select the Release User Option, enter REL at the “Select Utilities
Option:” prompt and press the Return key.
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WARMWIMG: RESTRICTED GOWVERNMENT FIWMAWCIAL DATA, UNAUTHORIZED
ENTRY INTO THIZ 5YSTEM OR USE OF THI: DATA IS A FEDERAL CRIME

R R R AR TR AR AT r AR r i e ir i fr

b ADMINISTRATIVE RESOURCE MAWAGEMENT SYSTEM i

e R i R A A A A A i A il i A i e e i

YERSION 2.1
ALEUA AREA Af%A FROGEAM

UTILITIES
AS Modify Approval Sequence
REL Release User
Select Utilities Option: REL Release User
Select MEW PERSON MAME: Fugatt, Anne FUGATT,ANMME E

User is RELEASED!!

Select MEW PERSON MAME: I

CURRENT USEER: DAVID WHITE

AEF

Figure 7-5: Release User Option

Enter the name of the user to release at the “Select NEW PERSON NAME:”
prompt and press the Return key. ARMS then displays a message the user has
been released from the system. The user can now log on to the system.

Select another user to release from the system or press the Return key to return to

the Utilities Menu.
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