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OVERVIEW

The CRIS Allocation Tracking System — CATS — software replaces LOTS and replaces and enhances
the Requisition Tracking System.

This training manual has been organized in order of suggested chronological steps for execution. For
instance, Management Unit Administration is the first section because MUs will need to be set up
prior to accomplishing any other task in CATS.

Note that the Table of Contents contains a hyperlink to the appropriate section when using the online
version of this document. To use this feature, place the curser over the section to be accessed, press
the CTRL key and select the left mouse button.

4 QUESTIONS ABOUT\
CATS?

E-mail the CATS help team at

cats@ars.usda.qov

. /

) Capturing error messages: If an error is encountered with CATS, please capture a print
screen of the error by pressing ALT+Print Screen and pasting to a Word document. E-mail the
word document with a full description to the CATS email address above.


mailto:cats@ars.usda.gov

DOCUMENT CONVENTIONS

This training manual includes the following standard conventions:

Hands-on instructions will appear in bold and italics

o Helpful tips will appear in

o Red text is a WARNING

e  Special instructions will appear as Blue text

o Flowcharts in the manual precede the detailed instructions for those specific sections.



INSTALLATION AND LOGIN

e Installation Procedures are available via the MWA CATS Website:
http://www.mwa.ars.usda.gov/adp/cats.shtml. Please read and follow the instructions
exactly as written. Once installed, a CATS icon will be placed on your desktop. If not, go
to C:\Program Files\Cats, right select the cats.exe file and send to the desktop (create
shortcut). CATS users will be notified when new releases are posted on the website, along
with instructions for downloading and upgrading files.

e Login

0 Double select the CATS icon on the desktop, it will bring up the following warning
message, press Accept to continue.

Wi CATS - Warning |

Tnauthonized access to this Umnited States Government Computer System and software is prohibited
by Title 18, United States Code 1030, This statute states that: Whoever knowingly, or intentionally
accesses a computer without authonzation or exceeds authorized access, and by means of such
conduct, obtamns, alters, damages, destroys, or discloses information or prevents authorized use of
(data or a computer owned by or operated for) the Government of the United States shall be
punished by a fine under this title or unprisonment for not more than 10 years, or both,

All activities on this system and netwotle may be monitored, intercepted, recorded, read, copied, or
captured i any manner and disclosed in any manner, by authorized personnel THERE IS MO
EIGHT OF PRIVACY I THIS SYSTEM. System personnel may give to law enforcement
officials any potential evidence of crime found on TTSDA computer systems. TSE OF THIS
STSTEM BY ANY USER, AUTHORIZED OF UNAUTHCRIZED, CONSTITUTES
COMNSENT TO THIS MONITORING, INTERCEPTION, RECORDING, READING,
COPYING OFR CAPTUEING AND DISCLOSURE. REPCET UNAUTHORIZED USE TO
AN INFORMATION SYSTEMS SECURITY OFFICER.

Accept |

Yersion 3.1.7

Agricuttural Research Service

# caTS - Login x|

UserName: —[aniller fEnter your user name (maximum of 8 \
characters) and password, then press OK.

Passwords are NOT case sensitive.

The CATS training/test database can be

accessed by selecting TRAINING from the

ak. Cance| | database drop-down menu. j

e |f the following error is received after entering your login name and password, the problem
may be an invalid user name, password, OR there may be no connection to the CATS
server (check to ensure there is a valid internet connection).

Pazzword: I xxxxxxxx

Databaze

Production



http://www.mwa.ars.usda.gov/adp/cats.shtml

MANAGEMENT UNIT ADMINISTRATION

Target users for this section: Location and Accounting Administrators
Purpose of section: To enable Location and Accounting Administrators to setup Management
Units and Sub Accounts.

e In order to begin setting up Management Units, Select Administration, then Management Unit
Admin to access this setup screen:

ﬂ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

Data Entry S D 5 Change Year
Beports

Chahge Paszword

/-.—-——
——

Receiving Dock

Agricultural
Procuremznt Reseafch
Service

CCWwIP
Administration Menu

Ldminiztration Budgah Dbjzci Adnin Locaiion S2iup
Receiving Office Credit Card Administration Document Topes
Management Unit Admin Yendors

Account Rights

Accounting

Search

Yergion; 10-10-06 8:41 &M v 31,7 ServerMame: 10.101.16.8  Databasze Mame: ajmzats

e Adding a Management Unit: (..
g g This is the
CATS - Management Unit Administration fU nd hOIde r
\_
Description | MHumber | Adminiztratar |WAIS - Add
Mintds DAD 101915 dstub g — 915 =
Ml A0 FOIR01925 vk 925 . Modity |
Muwdds Biomet FOBOI92E jvalk 926 =
AD Reserve 7013601927 jwalk 927
Salary Lapse Peserve OIS jwolk 928 _ Delets |
Miwds CEFS FO3R01999 dstub 999
CROP PRODUCTION AND PEST .. 7013502110 Idurkle 110 Sub Accaurts |
NATIOMAL SOILEROSION RESE.. 7013602115 chuang 115 = f
LIVESTOCK BEHAVIOR FOUIEN2120 iy 120 p- Select Add to
ADMINISTRATIVE OFFICE (W, Laf... 7013602910 joverton 910 e | - - -
DPERATIONS AMD MAINTENANCE 7013602985 jowerton 966 Distribution input information
S0IL DRAINAGE RESEARCH UNIT 7013604105 riausey 105
LOCATION SUPPORT 7013604910 mbrocke a10 for the MUS to be
NORTH APFALACHIAM EXPERIM... 7013605105 jbonta 105 entered into the
LOCATION SUPPORT 7013505910 mbrocke 410
0 & M - Utilties 701305965 jborta 6 database
SOFT WHEAT QUALITY RESEAR.. 7013807105 esouza 105
APPLICATION TECHNOLOGY RE... 7013607110 chrause 110
CORM & SOYBEAN RESEARCH U 7013507115 rgingeny 115 < Cose |
I OTATIOM CLIDDODT O 2Cn7Fad N [ Sy e | ain




Modifying a Management Unit:

CATS - Management Unit Administration

. | Description I Humber I Administrator I IHA I CPAS = Add
To modlfy an IIAD Reserve TNIEOD15Z7 jwok 527 =
eXiSti n M U Admin Support, Urbana, 1L FO13611910 bdonshac 910
g ' DOE FOE3611806 shuber BOE -
1 i DOE-Portis 7083611723 apantiz 723
hlghllght the MU’ INTLINST OF TROP &GFR - HART... 7083611615 ghartrnan E15 ﬂl
then Choose the Invasive Weed Management Rese... 7013511125 gsims 125
. Michigan State - Davis FOAIETTET4 adaviz B14 Sub Accounts I
Modi fy button. biadds AD FNIE0IIZE jvok 925 =
hfwdds Biornet FO136015926 jrealk, 926 Define
ks CEPS 70136015399 dstrub 939 it |
Fwdd, DAD FOT3E0H15 dstrub 915
hfwdids Wehicles FOE3EM 15 jrealk, 915
MCSRAP-Hartman FOAIEETS ghartman E18
Melson - USE TAIIE1 724 melzon 724 |-
MORTH CEMTRAL SOVEEAM RE... 7033611616 ghartran E1E
MR 7083611604 shuber E04
Photospnthesis Research FO136111320 dort 130
Revocable Permit-L. Theesfeld TBA3601600 dstrub £00
Salay Lapse Reserve FO13601928 Jwolk 928 ﬂ Close I
Comsbm mim I mimm 2 e mmmn Dbl FO12C1110R el man, 1NE

Enter the In
House Account

number (Last 3 CATS - MU Maintenance

digits of N
IHA Mumber kU Mumber

Accounting Code) IEHEI FO13ETT90

kU Description

Either Add or Modify
will display:

A dmin Support, Urbana, |

kU Administrator
- II:u:I-:unsI:ual: j [T Allowfar &l pears?
Check either
IRC/SRC or CPAIS MU Fundhelder |
if applicable
PP v IRC/SRC [~ CPals ak Cancel

Sub Account setup:
e Each MU MUST have at least ONE Sub Account.
e Highlight the MU where the Sub Account will be added, select Sub Accounts

CATS - Management Unit Administration

Description | Humber | Administratar | Ha | cPag « Add |
Mwid, DAD FO13601915 dstrub 915 =

Mwid AD 7013601925 jwalk 925 e Madify |
v Biomet 013601926 jwalk. 926 =

A0 Reserve F013601927 ke 927

Salary Lapse Reserve FNIE01928 jwclk 926 _ Deete |
bwid, CEPS 7013601999 dstrub 939

CROFP PROCLICTION AND PEST . Sl |dunkle 110 Sub Accounts |
MaTIOMAL SOIL EROSION RESE... 7013802115 chuang 115

LIWESTOCK, BEHAVIOR FO13602120 dlay 120 Define
ADMINISTRATIVE OFFICE [w'. Laf... 70138025910 joverton 310 Distribution |
OFERATIOMNS AND MAINTEMAMCE 7013802966 joverton 966

S0IL DRAIMAGE RESEARCH UNIT - 7013804105 nfausey 105

LOCATION SUPPORT 7013604510 rbrock el 10

NORTH APPALACHIAN EXPERIM... 7013605105 jbanta 105

LOCATION SUPPORT 7013605510 mbrockel 310

0 & M - Utilities F0136059E66 jbonta 966

SOFT WHEAT QUALITY RESEAR... 7013807105 es0UzZa 105

APPLICATION TECHMOLOGY RE... 7013807110 ckrause 110

L

CORM & SOVBEAN RESEARCH U... 7013607115 rgingery 115 LI LCloze

ILOCATIORM CHIDDODT 01200710 rebrenle 1 a1n




MU

CROF PRODUCTION AMD PEST C

Sub Accounts

| Numberl Start Ban... | End Flangel

DRS. AMDERSOMASCOFIELD
DRS. DUNKLE /GOODWIN
DRS. SHUKLE AwILLIAMSSSCHEME...

005
0o
0og
3
04

00aat 93333
00aat 93333
00aat 93333
00aat 93333
00aat 93333

Select Add to setup a
new Sub Account

&dd

Madify To Modify or Delete a \

Sub Account, highlight
Delete it and select the action

IE desired. NOTE: Do
= NOT delete a Sub

Account that has

activity associated with

Enter the Sub Account number to
be assigned to the CRIS project
being added (002, 003, 014, etc.)

If there is only one Sub Account\

CATS - Sub Account Maintenance

it is suggested you use 001.

tanagement L nit
|EF|EIF' PRODUCTION AMD PEST COMT

™A Sub Account Mumber

Enter description (such
as name of MU or
fundholder)

Enter the range of AD700
numbers to be used for the unit
(Start — 12000; End 12999, etc).
Ranges can overlap, however it is
suggested using unique ranges for
each MU, such as 12000-12999 for
7083601120. This makes it easier
to quickly identify which Sub
Account a requisition is associated
with.

Enter CRIS number,
Accession number,

And 8 digit Mode code —
these can be added later
if necessary. This needs
to be added for CAM
purposes.

|DEIE

Iit. j

Start B ange End Range Last Uzed

/|DIZIIZID1 99993 |uuu11

Sub Account

I Start B I End Fla...I LastUs...I

005 - DR. EACZOROWSEK]

oog - DRS. ANDERSONASCOFIELD
o03-DR. T. 5. ABMEY

013 - DRS. DUMKLE/GOODWIN

014 - DRS. SHUKLE AWILLIAMS /SCHEMER...

1

1
1
1
1

93993 1

S 3 If the subaccount

99993 4 .

g9 5 IS @ Research

99993 5| CRIS, select this
box

CRIS Murnber |35EI2 -21000-005-00-D

Accezzion # |E|4'I 0453
Maode Code |35E|2 -10-00

Sa

Fesearch CRIS [Include in CaM] [~

CRIS Start Date IDSﬁDB!EDDE
CRIS End Date IDEI:'SDQEIEI?

.4
]9 I Cance| |

The ‘CRIS Start Date’ and the ‘CRIS End Date’
default to the beginning and end of the Fiscal Year.
If adding a new CRIS during the year, change the
start date to match ARIS. If terminating a CRIS,
change the End Date to match ARIS.




DEFINE DISTRIBUTION

Target Users for this section: LAO or Accounting Technicians
Purpose of Section: To set percentage to be assigned to each CRIS or Sub Account for
obligations within an MU

e Select Administration, followed by Management Unit Admin.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{ZD07)

Data Entry
Beportz

Account Status
Receiving Diock. .
o Agricultural
PBrocurement Rese a rc h
Service

CCwiP
Administration Menu

Adminiztration Eudaetibiectdri Locafan Saiip
Fieceiving Office Credit Card Administration Document Types
tanagerent Unit Adrnin
Search

Accounting

IVersion: 10-10-06 841 Ak v 31.7  Server Mame: 10,101,168  Databage Mame: ajmeats

e Highlight the desired MU to change, select Define Distribution

CATS - Management Unit Administration

Description | M umber | Adminiztrator | I1HA, | CPAIS = Add |
ks, DAl 7013601915 dstrub 315 =

Mwid AD 013601925 jwalk, 925 b Madify |
kWi, Biomet V013601526 peolk 326 —

AD Reserve 7013601927 jwolk. 927

S alay Lapse Resarve TOI3E01928 ol 528 _ Dedte |
Mt CEPS 7013601999 datrub 999

CROF PRODUCTION AND PEST .. 7013802110 ldunkle 110 5uhgmums|
MATIOMAL SQILERQSION RESE... 013602115 chuang 115 =

LIVESTOCK, BEHAWIOR 013602120 dlay 120 Define
PRISIERGEENAEE N 7013502910 joverton 910 Didrbtion |
OFERATIONS AMD MAINTEMAMCE 7013602966 joverton 966

SOIL DRAIMAGE RESEARCH UWIT 7013604105 hfauzey 105

LOCATION SUPPORT 013604910 mbrockel No

MORTH APPaLACHIAN EXPERIM... 70136805105 jbonta 105

LOCATION SUPPORT 013605910 mbrockel No

0 & M - Utilities 7013605566 jborta 966

SOFT “WHEAT QUALITY RESEAR... 7013607105 es0UZa 105

AFPLICATION TECHMOLOGY RE... 7013607110 chkrause 110

CoNeSOMENRESEARCH U Oty ey 113 e |




Highlight the Sub

Preset Distributions

Account to assign

Enter desired % for
this Sub Account

Enter a meaningful
description

Enter a 3-character
Distribution
Identifier.
Example:

Utility = UTL

Cell =CEL

Sprint = SPT

FOT3B02110 CROF PRODUCTION AMD PEST CONTROL

Sub Acco... | [ e=zcription e Sub Account | Percentage
ons DR. KACZORDWSE] ons 10%

o0a DRS. ANDERSOM/SCOFIELD ong 20%

on9 DR. T. 5. ABMNEY -

< i B ‘| | »]
Sub Account I Percentage | Update | Remove |

Diescription  |Utility

Diztribution |dentifier ILITL

Save Completed Definition |

Fiemove Definition

Change Definition

Close |

e Select Update to complete % assignment. When assignment is 100%, select Save Completed

Definition.
Preset Distributions
7013602110 CROF PRODUCTION AMD PEST COMTROL
Sub Acco... | Description ﬁ Sub Account | Fercentage
ana DR. T.5. ABMNEY
3 DRS. DUMKLE /GOOCAWIN
014 DRS. SHUKLE AWILLIAMS ASCHEMERE »
1] | B 1 | +]
Sub Account I Percentage I Update | Bemove |
Description IUti“t.'r'
Distribution |dentifier |LITL Save Completed Definition |
The % L:ITIISDE 10%
distributions 008 - 20% i |
set Up will be ; Remove Defintion
displayed in : 013133;
thIS area. - Change Definition |

LCloge |

11



CHANGING AN ASSIGNED DISTRIBUTION DEFINITION

Preset Distributions

7013602110 CROF PRODUCTION AMD PEST COMTROL
Sub Acco... | Dezcrption < Sub Account | Percentage &
005 CR. KACZORDWSE] 005 10%
0og DRS. AMDERSOW/SCOFIELD ooe 0% T
003 DR.T. 5. ABMEY _|;| 9 0%
Sub Account I Percentage I UpdAte Remove |
D escription IUti“t_'r'
Diztribution [dentifier ILI TL Save Completed D efinition I

UTL
105 -
- (108 -
09 -
M3
Looid -

g —
[ g

(SN
o o
[ A L

—_
=

Remove Definitian

Cloze |

Highlight the line to be changed. /
Highlight Sub Account to be changed.
Sub Account will appear in the Sub Account box in the middle of the screen with the current %
displayed. Change the % in that box.

Select Update.

Starting with line 2, repeat the above steps for any remaining Sub Accounts to be changed.
When all Sub Accounts have been changed, select Save Completed Definition.

Preset Distributions

NOTE: The revised
distribution for PXE
now displayed in this
box

7013602110 CROP PRODUCTION AND PEST CONTROL

Sub Acco... | D escription o Sub Account | Percentage

005 OR. KACZORDWSE]

oog DRS. ANDERSOM/SCOFIELD  —

003 DR. T. 5. ABMEY _ILI

4] | B 4| [ 2]
Sub Account I Percentage I Update | Remaove |
D ezcription I

Diigtribution |dentifier I Save Completed Definitian |

uTL

- 005 - 5%

—» | .o08-5% = Defirit |

009 - 50 emave Definitian

- M3-10%

w014 - 30%

Change Definition I




ENTERING/MODIFYING FINANCIAL PLANS

Select Accounting from CATS Main Menu
Select 'Financial Plans® from Accounting Menu

\

Select Accounting Code from drop-down list of accounts -
or type it directly in the field
Click 'OK’

Py

\

Select 'Add'
Accounting Code screen will again pop-up for selection

v

Enter description of changes in 'Remarks’ field at
bottom of screen

\

Assign plan dollars to CRIS projects (sub-accounts)
impacted

Py

\

Enter amounts to be added/changed in the ‘Current
Changes’ column

Py

V

Save Plans
NOTE: Plans will not be *Saved’ until all amounts
entered have been assigned

\

To PRINT Plans:
Select 'Print’ from tabs at bottom of screen
Select printer from drop down selections
Enter the MU range and/or dates for required reports
Select type of report from options available
Click on 'Print Report’
Page through to review the report
Click "Print’ to send to pprinter

\

FINANCIAL PLAN ENTRY
& PRINT COMPLETE!

13



FINANCIAL PLANS

Target Users for this section: LAO or Accounting Technicians
Purpose of section: To input initial ARMPS plans and modify as needed throughout the FY

e Select Accounting then Financial Plan.

ﬁEHTS - CRIS Allocation Tracking System - AMILLER{Z0D7)

Data Entry

Beports

Account Status

Receiving Dock

PBrocurement

CCWwIF

Administration

Accounting

Search

Accounting Technician Menu

U S D g Change Year
/—'-‘I Change Pazsword
—

Agricultural
Research
Service

tanagement Lnit Admin

Reconciliation Ta OCP Cak Rollup
Penod End E stimate Cloze

IVersion: 101008 8:41 Ak v 317  Server Mame: 10.101.16.8  Database Mame: ajmcats

Choose Accounting Co

Accounting Code

[7013602110 - CROP PRODUCTI =] ]

Plar Murnber: I
ok Cancel I

At this screen, enter or select the accounting code. Accounting Codes
may be entered in the following ways:

| e Type the account number in directly, OR

e Select the arrow to open a drop down box to select the account
code you wish to use.

e Enter the plan number if known, or leave blank if the plan
number is unknown, or a new plan is being added. This will
bring up the last plan entered for the given account.

e After filling in the boxes select OK to proceed or

Cancel to exit at this point.

14



ﬁ CATS - CRIS Allocation Tracking System - AMILLER(2007) - [Financial Plan]

=10 ]

| E ML 701-3602-110 i Sub 005 3602-21000-005-000 I Sub 008 3602-21220-008-000 Sub 003 3802-2122D-DDS-DDDJ Subl 4 | ;I
ManageMent Unit: CROP PRODUCTI EST CONTROL Prepared Date: 10/16/2006 Effective Date: |1 0/16/2006
Accounting Code: 701-36 Plan: nj|
NOte the OBJECT PREYIOUS PLANS | CURRENT CHANGES REVISED
tabs that | /DESCRIPTION CLASS AMOUNT AMOUNT AMOUNT
Scientific E ffort 1000 $0.00 |1 210300 $1,210,300.00 .
show the Suppart Effort 5000 $0.00 $1.251,000.00 $1.251,000.00 Use this
account SUBTOTAL $0.00 $2,461,300.00 $2,461,300.00 column to
code and
th S b Travel and Tranzp of Persons 2100 $0.00 $64.500.00 $64.500.00 enter new
esu Transportation of Things 2200 $0.00 $1.200.00 $1.200.00 plans or
Accounts. Rents Communication 2300 $0.00 $0.00 $0.00 plan
Printing and B epraduction 2400 $0.00 $3.500.00 $3.500.00
Other Services 2500 $0.00 $30,500.00 $30,500.00 changes.
Repair, Alter ar Maint 2530 $0.00 $0.00 $0.00
R.5.A 2554 $0.00 $112,630.00 $112,630.00
Supplies and Materials 2600 $0.00 $313,794.00 $313,794.00
Support Services 2000 $0.00 $0.00 $0.00
Equipment o0 $0.00 $11.,500.00 $11.,500.00
Lands and Structures 3200 $0.00 $0.00 $0.00
Extramural Support 4000 $0.00 $230,700.00 $230,700.00
SUBTOTAL $0.00 $782,3894.00 $782,384.00
TO move TOTAL $0.00 $3.243.684.00 $3.243.684.00
fO rWard BASE FUNDS $0.00 $3.290.332.00 $3.290.332.00
and Remarks: IALLUC 00 (8/17/06): INITIAL PLAN =
backward =
between _Add_l_ﬁmb.>_ 5 I Backward Flan Forward Flan Prervious MU Mext (U Save Frint Claze
plans

¢ In the above exhibit, the MU figures are displayed. To see the plan for a Sub

Account, select the tab for the appropriate Sub Account.

e To add a new Financial Plan:

Select Add

The following screen is displayed. Type in the account number for the plan to

be added, or select the account from the drop down button & select OK.

Choose Accounting Cod

Accounting Code

Cancel |

15




Enter amounts for each object class in the ‘Current Changes’ column. Be sure to enter amounts
in ‘Base Funds’ if it is a permanent release or reduction.

ﬂ CATS - CRIS allocation Tracking System - AMILLER(2007) - [Financial Plan]

=101 ]

I ML 701-3602-110 Sub 005 3602-21000-005-000 | Sub 008 3602-21220-008-000 Sub 009 3602-21 22U-DUS-DUDJ SubC 4 | >|
Management Unit: CROP PRODUCTION AND PEST COMTROL Prepared Date: Effective Date: W
Accounting Code:  701-3602-110 Plan: 02

OBJECT PREYIOUS PLAMS | CURRENT CHAMGES REVYISED
DESCRIFTION CLASS AMOUNT AMOUNT AMOUNT
Scientific: E ffort 1000 $1.210.200.00 |D $1.210.300.00
Support Effort E000 $1.251.000.00 $0.00 $1.251.000.00
SUBTOTAL $2.461.300.00 $0.00 $2.461.300.00
Travel and Tranzp of Persons 2100 $64.500.00 $0.00 $64.500.00
Transpartation of Things 2200 $1.200.00 $0.00 $1.200.00
Rents Commurication 2300 $0.00 $0.00 $0.00
Printing and Reproduction 2400 $3,500.00 $0.00 $3,500.00
Other Services 2500 $38.500.00 $0.00 $38,500.00
Repair, Alter or Maint 2530 $0.00 $0.00 $0.00
R.S.A 2554 $112,690.00 $0.00 $112,690.00
Supplies and M aterials 2600 £313,734.00 $0.00 $313,794.00
Support Services 2000 $0.00 $0.00 $0.00
E quipment 3100 $11.500.00 $0.00 $11,500.00
Lands and Structures 3200 $0.00 $0.00 $0.00
Estramural Support 4000 $230,700.00 $0.00 $230,700.00
SUBTOTAL $782,354.00 $0.00 $782,384.00
TOTAL $3.243,684.00 $0.00 $3.243.684.00
BASE FUNDS $3.290.332.00 $0.00 $3.290.332.00
: =
Remarks: =
Search Backward Plan Eonvard Flan Previous MU et kL Save Print Cloze I

Once amounts have been entered for the MU, go to the ‘Remarks’ section and enter remarks as

appropriate. Remarks should include identifying information, such as Allocation Number, Purpose
from the allocation, dollar amounts, and applicable CRIS numbers. While only one line is
displayed at a time, as much info as needed may be entered.

Before a plan may be saved, amounts must be entered on the appropriate CRIS(s). To do this,

select the tab for the first CRIS to be updated.

The ‘Remarks’ section may be modified at any time without changing plan dollars or the date the

plan was originally entered.

16



CATS - CRIS Allocation Tracking System - AMILLER{2007) - [Financial Plan] =10l x|
b 701-3602-110 Sub 005 3602-21000-005-000 “ Sub 008 3602-21220-008-000 Sub 009 3602-21220-009-000 | Sub L 4 | » |
Management Umit: CROF PRODUCTION AWND PEST Start Date:10/1/2004
Accounting Code: 701-3602-110 Plan. 02 End Date: 9/30/2007
OBJECT | Unassigned | PREVIOUS CRIS | CURBENT CHAMGES REYISED
DESCRIPTION CLASS Balance AMOUNT AMOUNT AMOUNT
Scientific Effort 1000 $0.00 $280,530.00 $0.00 $280,530.00
Support Effort E0OO $0.00 $341,900.00 $0.00 $341,900.00
SUBTOTAL $0.00 $622,430.00 $0.00 $622.430.00
Travel and Tranzp of Persons 2100 $0.00 $14.700.00 $0.00 $14.700.00
Tranzpartation of Things 2200 $0.00 $400.00 $0.00 $400.00
Rents Communication 2300 $0.00 $0.00 $0.00 $0.00
Printing and Reproduction 2400 $0.00 $4.000,00 $0.00 $4.,000,00
Other Services 2500 $0.00 $5,000.00 $0.00 $5, 000,00
Repair, lter or b aint 2530 $0.00 $0.00 $0.00 $0.00
R.5.A 2554 $0.00 $42 500.00 $0.00 $42,500.00
Supplies and Materials 2600 $0.00 $82.647.00 $0.00 $82 647.00
Suppart Services 2000 $0.00 30.00 $0.00 $0.00
E quipment 00 $0.00 $6.,000,00 $0.00 46, 000,00
Lands and Structures 3200 $0.00 $0.00 $0.00 $0.00
Estramural Suppart 4000 $0.00 $1058,500.00 $0.00 $1058.500.00
SUBTOTAL $0.00 $260,747.00 $0.00 $260,747.00
TOTALS $0.00 $883.177.00 $0.00 $883.177.00
BASE FUNDS $0.00 $3901_880.00 $0.00 $3901_880.00
: =
Remarks: =
Add I Search Backward Plan FEanward Plat Previous kMU M emt kL Save Frint Close I

On the Sub Account screen, there is an additional column titled ‘Unassigned Balance’. As dollars

are assigned to a Sub Account this column will change. Only when this column reflects a $0
balance can the record be saved.

Enter the dollars by object class for the Sub Account. Copy the remarks used on the MU plan
and put the same thing on the CRIS. To accomplish this, go back to the MU Remarks and use
the Windows commands to copy and paste the text in the Remarks section, and then return to the
Sub Account Remarks field, paste the text, and edit accordingly.

If there is a need to assign part of the dollars to another CRIS, select the TAB for the CRIS to
which the dollars are to be assigned and repeat the above steps.

Once the Unassigned Balance is $0, select Save and the following screen will appear:

CRIS Allocation Trackir X|

Plan saved successfully.

At this point, the plan is complete. If another plan needs to be added, select Add to repeat this
process.
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To print plans, select Print for the following screen:

MU Range: [7013602110- CROP PR > | to  [7013602110- CROP PR x|

Prepared D ate: I £ {a] I A

+ ML Plan Surmarny Beport

" Multiple CRIS per page (MU tatals on first page]

MU Plan Histom Beport

i~ Single CRIS per page (Mo MU totalz)
i~ CRIS Plan Hiztam Bepart

Brint Preview

Cloze

Enter the MU Range. To select a single MU, enter the same MU in both boxes.

To print plans for a specific date or range of dates, enter the dates in the ‘Prepared Date’
boxes in the format MM/DD/YYYY. To print data for all dates, leave the dates blank.
Select the button for the type of report desired. (Refer to the Sample Reports Section for

examples of each type of report).
When all criteria is entered, select Print Preview which displays the following screen:

oM os ||

=10l =]

pawered by

crystal ':'

to file

EFFECTIVE
1001652006

ACCOUNTING CODE

Agricultural Research Service
CRIS Allocation Tracking System
MU Plan Summary Report

MANAGEMENT UNIT
CROPPROODUCTION AND PEST CONTROL

113006 12:05 pm

FUHNDHOLDER

Larry Dunkle

F01-2602-110
DESCRIFTION OBJECT CLASS PREVIOUS PLANS AMOUNT  CURRENT CHANGES AMOUNT  REVISED AMOUNT
Soientific Effort 1000 $0.00 $1.210.300.00 $1.210.300.00
Support Effert 000 $0.00 $1.251.000.00 $1.251.000.00

SUBTOTAL 3000 $2,461.300.00 $2.461,500.00
Travel & Transp of Persons 2100 3000 $64.500.00 $64.500.00
Transportation of Things 2200 3000 §1,200.00 $1,200.00
Rents Communic ation 2300 30.00 $0.00 §0.00
Frinting & Fepraduction 2400 3000 $9.500.00 $9.500.00
Othar Services 2500 $0.00 $28,500.00 $28,500.00
Repair, After or Maint 1530 $0.00 $0.00 $0.00
5.4 1554 $0.00 $112.600.00 $112.680.00
Supplies and Materials 2600 $0.00 $313.704.00 $313.794.00
Support §enices 2000 $0.00 $0.00 $0.00
Equipment 3100 3000 $11.500.00 $11.500.00
Lands & Structures 3200 3000 $0.00 $0.00
Estramural Support 4000 3000 $230,700.00 $230,700.00

SUBTOTAL $0.00 $782,384.00 $782,384.00

UG $0.00 §2,242 524.00 $2,243 62400

BASEFUNDS $0.00 $2,200,332.00 $2,200,332.00

Close

Page thru the document to review and then select Print to send to the printer, Export to

send to a file, or the close button to exit without printing.
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Sample MU Plan Summary Report

Agrioutbural Recsarah Serdos
CRIZ &llooation Tracking Syctam
KIU Plan fummary Report

11730006 1205 pm

FISCAL YEAR EFFECTIVE MANAGEMENT UNIT FUMCHOLDER
07 10/ E42006 CROP FRODUCTICN AND PEST CONTROL Lamy Curkls
FLAN ACCOUNTING CODE
q FOi-3203-110
CEEZCRIFTION DBJECT CLAZE FREVIDOUZ PLANE AMOUNT CURRENT CHAMNDEES AMOUNT REVIZSED AMOUNT
dcientfic Effort 1000 000 E1.210,200.00 F1.210,200.00
Buppor Effort 2000 frele] F1.251,.000.00 F1.251,.000.00
AUBTOTAL 000 E2.481 00.00 E2.451 300.00
Travel & Transp of PErsons 100 000 $£4,500.100 4. 50000
Transportation of Things 200 frele] F1,.200.00 F1,.200.00
Rents Communication 300 000 SO0 E0L00
Frintng & Reproduction 2400 000 2 50000 E5, 50000
Other Sardoes =00 000 $3£.500.00 E3E 50000
Fompar, Aller or MBaint =30 F2ulle] E0L00 EOLOD
REMA Izz4 000 11z es000 E11zes0.00
Bupples and Matzrias 200 frele] 137400 E313,734.00
Huppeom 2arsioes 2000 000 E0000 E0L00
Egulzment oo frele] F11,500.00 F11,500.00
Lands & Biruchunes 2200 000 SO0 E0L00
Exiramural Supmort 4000 000 230, 70000 EZ30,T00.00
BUBTOTAL E000 ETEZ 35400 ETEL ZE4.00
TOTAL 000 E3. 243 E54.00 E3. 243 E54.00
BASE FUKDSE EOLOD §3,.750,333.00 §3,250,332.00
Frepared Date: 10 /2006

REMMRKG:

ALLOC O0: (2M7OEL IMITIAL PLAN
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DATA ENTRY - SALARIES

Target Users for this section: LAO or Accounting Technicians
Purpose of Section: To enter, update, and reconcile salary data from SAMS

e Select Data Entry and Salaries

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(2007)

Drata Entry U S D 3 Change Year
Beports

Chahge Pazsward

[ F -
—
& t Stat . i

Receiving Dock

Agricultural
Procurement Reseaﬂ:h
Service

CC WP
Data Entry Menu

Administration MHew Purchaze Request Reguisition Approwal
. Mew From T emplate Credit Card Order
Accounting

Search iy Close

IVer&ion: 10-10-06 8:41 AW w 31.7  Server Mame: 10.101.16.8 Databaze Mame: ajmcats

e At this screen, type in the account code to be entered or select the account from the drop down
button & select OK.

Choose Accounting Code

Accaunting Code

|?D1352211D-BIDLDGID&L COM = |

Cancel |
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2 CATS - CRIS Allocation Tracking System - BJDAILEY (2004) (=)<

Date Last Madified

f \ Salary Documen te [1055aLA
If M an agement 4013625105 - NSRIC 1000 [$438 788 34 [$33,544.03 [
U ni tS have 4013625105 - NSRIC 5000 |$251.268.66 [$17 30783 [$4,693.94
Actual Frojected Lapse
already been BC 1 fi7 5]
002 - 362532000002000 1000 $343.167.30 $26.400.18 i‘
setu th e S u b 002 - 362532000002000 £000 $173645.72 $12305.17 $4,633.94
! >
A 056 - 362532000056000 1000 $35,621.04 $7.543.85
ccou nt 056 - 362532000056000 £000 $77.609.94 $5,602.72
information will
be displayed in

this column =
k j Unallocated 1000 [ [ [
[

Unallocated £000 [ [

Descrintion ‘

Search Back Foruwar d Add Save Claze

This screen is used to enter all salary data from SAMS Liability by MU and Liability by CRIS
reports. To properly enter data into CATS, use the actual, projected, and lapse columns from SAMS.
In entering data into CATS, the information must be pulled from the amounts for SY and Non-SY
totals.

NOTE: SY amounts are entered into the line for BOC 1000, and Non-SY amounts into the line for
BOC 6000.

1. Using SAMS Liability by MU, enter the amounts from the actuals, projected, and lapse columns
into the appropriate fields at the top of the screen.

2. Using SAMS Liability by CRIS reports, enter the amounts from the actuals, projected, and lapse
columns into the appropriate fields next to the individual CRIS lines.

NOTE: As the amounts are entered from the CRIS reports, the unallocated lines at the bottom of
the screen will begin to change. After the full amounts are allocated to CRIS, the unallocated
balances should be zero. If they are not zero, the record will not be saved.

3. LAPSE: Immediately following a salary lapse report in SAMS, lapse amounts in the Liability by
MU and CRIS reports should be zero. This means the lapse dollars entered into CATS will also be
zero.

IMPORTANT!! When the lapse amounts are changed to zero at the time of the lapse reports,
Financial Plans MUST be adjusted to reflect the salary lapse adjustments. (SAMS automatically
made the financial plan adjustment.) Failure to adjust the financial plans will result in inaccurate
account balances. To verify Status of Funds (SOF) is correct, print the SOF and compare the salary
portion of the report to your SAMS reports. If salary plan, actual, projected, lapse, and balance do not
match on both reports, all of the above steps have not been completed correctly. (NOTE: If relocation
costs have been entered under BOC 1200 in CATS, the amounts will differ between CATS and SAMS
by that amount.) As an alternative, these salary lapse adjustments can be made at a later time when the
allocation from BPMS is received. The financial plan adjustment can be made when the salary lapse
adjustment allocation is received from BPMS.

Following are sample reports from SAMS showing the actual, projected, and lapse data by MU
and CRIS:
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Cetober 7, 2004 10:45 AM

ACCOUNTING CODE: 401 - 3625 105
POSITION BLAN
EMPLOYEE NAME HUMBER GRADE , TOUR
CROUSE JOHN D w7927 G5 15 FT
KERR BRIAN J 1WB480 3 14 FT
TRABUZ STEVEN L 1WBS3S &3 11 FT
VICE ANDERSENW VACANT  1WB537 68 13 FT
ZIEMER CHERIE J 1WB 6RO s 12 FT
VACANCY 10/01/2004 1WB536 G5 12 FT
SY OTHER TOTALS
FINANCIAL PLAN ADJUSTMENTS
SALARY LAPSE PREVIOUSLY REPORTED
SY SUB TOTALS
ANDERSON JEPFREY ©. OWa048 63 2 BT
ANHALT JENNIFER C TWAS39 Gs 7 FT
HALVORSEN BRETT J. 0WaEo1 Gs 2 BT
HANSON JEMNIFER K TwWES3E s 7 FT
HARDING THOMAS M OWBESE Gs 2 T
LESAN JOSEPH C 0WBEB3 63 2 BT
MALLARING EMMA V OWEE9E 63 3 PT
REPPERT EMILY J OWBB4E Gs 2 PT
STEADHAM SHARI R THEER1 G 9 FT
WEESE JACILYN R 9WBT703 G5 6 FT
WOJCIK ZVA A TWAS4D G5 6 FT
VACANCY -- 02/08/2004 OWB029 63 2 PT
VACANCY -- 0B/0B/2004 TWBS41 63 & FT
VACAHNCY -- 08/08/2004 OWRTS3 G8 2 BT

WSY OTHER PAY:
FINANCIAL PLAN ADJUSTMENTS
SALARY LAPSE PREVIOUSLY REPORTED
NWFC ERRORS:

HEY SUB TOTALS

SY & NWSY SUB TOTALS

Adjustment of negative Lapse

MU TOTALS

POSITION

HUMBER LAST HAME
OWaa4E IHDERSOH
oWaaal HEALVORSEN
OWaa4E REFPERT
0Waa83 LESAN
0WBB a6 MALLARINO
1W7927 CROUSE
1WE480 KERR
1Was515 TRARUE
1wWas37 VICE AHNDERSEN
1W8680 ZIEMER
TWes38 HANSON
TWEE4D WOTCIK
TWaeal STEADHAM
aWwatol WEESE
TWa5s41

oWaT93

1WBE36

0WEB 96 HARDING
TWES39 ANHALT

MANAGEMENT UNIT WAME: SWINE ODOR AND MANURE MANAGEMENT RESEARCH Li

AGRICULTURAL RESEARCH SERVICE
Salary Management System
Liability By Management Unit

Page Huxber 1

ACTUAL PAY FERIOD:

PTE'S
FPLAN FROJ BIWEEKLY PLAN ACTUAL FROJECTED TOT .LIAB LAPSE
1.00 1.00 6,238.40 155,300.03 143,184 .38 11,560, 37 159.744.75 0.00
1.00 1.00 5,343,982 136,100.05 130,266.41 10,153.47 140.41%.88 0.00
1.00 1.00 3,111.84 77.800.03 B84,256.47 6,208.36 20,.465.83 0.00
1.00 0.23 3,021.20 77.800.03 .00 .00 0.0 71,710.17
1.00 1.00 3,168.86 80,699, 97 76,081, 08 6, 020.83 a2,101.91 0.00
1.00 0.23 3,020.20 77.800.03 0.00 .00 0.00 77.800.03
13,000.00 .00 .00 0.00
0.00
149,510.00 149,510.00
.00 4.46 468,900 .14 438,788 .34 33,044.03 472,732,137 0.20
.00 0.44 251. 62 0.00 7.945.18 331.67 2,276.85 0.00
.00 .56 2,475.20 51,700, 02 28,029.01 783.69 28,812.70 23,168.94
o0 0.24 176.62 0.00 4,748.54 0.00 4,748 .54 0.00
.00 1.00 1,735.82 43,898.97 42,890.20 3,397.20 46,287,580 0.00
.00 0.28 402.18 0.00 5,205.72 40.60 5,246.32 0.00
.63 0.68 485.67 12,999.93 12,359.63 1,520.42 13,880.05 0.00
.63 0.06 221.54 14,099.92 1,366.18 0.00 1,366.18 0.00
63 0.30 485,67 12,999,.93 4,072.38 304.58 4,466.94 0.00
o0 1.00 2,695.10 68 B00.03 65,502, 82 5,120.89 70,623, 51 0.00
o0 1.00 1,803 .08 38,499 94 36,901 41 2,942 .87 a5 844 28 0.00
.00 1.01 1,709.39 44 695 99 42,238 58 3,376.09 45 614.67 0.00
.63 0.51 485.67 12,999.93 0.00 0.00 0.00 0.00
.00 0.15 1,532.96 39,500.05 0.00 0.00 0.00 0.00
.63 0.07 402 .18 12,999, 57 ©.00 ©.00 .00 0.00
34,000, 00 .00 .00 .00
0.00
18,475.00 18, 475.00
0.00 0.00 0.00
2.15 7.30 368,724 .68 251,250, 66 17,907.89 269,167 .58 4,693.94
15.15 11.76 837,714.82 €90,048.00 E1,851.82 741,890,092 4,604.14
o.00
15.15 11.76 837,714 .82 690,048 .00 51,851.92 741,899.92 4,694 14
COMMENTS
20 HRE/PP: PAY ADJUSTMENHT 518.02
EOD 11/30/03; 20 HRS/PF; PAY ADJ $9.30; PP 25, 26 CORRECTED 5-20-04 5263 .72, $301.95;

EOD 9/21/03: FAY ADJ $13.65

EXT OF AFPT - NTE 12/27/03; PAY ADJ $42.70

RESIGNED 12/1%/03; RETAIN POSITION; LUMP SUM FAYMENT OF 6.25 HRS
FAY ADJT 5563.52

PP 5 53000 AWARD:; PRY RDJ $479.50

PP 15 WGI; PAY ADJ §265.50; RECRUITMENT 52612 PP 14
PROJECTED AT 12/2

PAY ADJ 5286.25

WEI PP 17:; PAY ADJT $148.40: PP 12 FERF AWARD 51100
PAY ADJ 5143.00; PP 12 PERF AWARD $600

PAY ADJ $227.40; PP 12 BERF AWARD $810

WGI PP 15;PAY ADJ $140.90; PP 12 PERF AWARD $600
PROJECTED AT 6/02
PROJECTED 02/01, 40HRS/PP
PROJECTED SALARY AT 12/2

VICE MALLARING; PROJEZCTED 02/01, 40 HRS/PP

DIFFERENCE
4, 444.72
-4,319.83
-12,665.80
6,080.86
-1,401.94
0.00
13,000, 00
0.00
0.00
-3,742.43
-8,276.85
281. 62
-4,748.54
2,387.53
5,246.33
-BBO.12
12,733.74
8,532,080
-1,823.48
1,344.34
91468
12,999.93
39,500.05

12,995,587

34,000.00
0.00
0.00
0.00
94 ,B63.19
91,120.76
.00

91,120.76

PAY ADJ 555.36; PP 9 CHANGE To 315 HRS/PP; POSITION WILL BE ABOLISHED. PP 14 LUMP SUM ESTIMATE
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AGRICULTURAL RESEARCH SERVICE
Cotober 7, 2004 10:58 AM Salary Management System Page Humber b |

Liability By Cris

Reeount Code 401 - 3625 -105

ACTUAL TROUGH PAY PERICD: 17

CRIS WUMBER 3625 -31000 - 002 -00 -D SUBACCOUNT :

PLAH FIE #kk  SALARY DOLLARS#*#*
Employes Hame Pos Hao Grade , Tour Plan , Proj BIWEEKLY FLAN ACTURL FROJECTED TOT.LIAB LAPSE DIFFERENCE
CROUSE JOHW D 1W7227 G515 P FT 1L.00 1.00 6,238.40 155,300.03 148,184.38 11,560.37 159, 744.75 o.oo0 =-4,444.72
EERPR. BRIAN J 1WE4ED G514 P FT 1L.00 1.00 5,343.53 115,685.04 110,726.45 B,€30.45 115,35€.90 o.oo -3,€71.8€
TRABUE STEVEN L 1W8535 G513 P FT 1.00 1.00 3,111.84 77,800.03  84,256.47 6,209.36 90,465.83 0.00 -12,665.80
VICE ANDERSEN VACANT 1W8537 G513 P FT 1.00 0.23 3,021.20 77,800.03 0.00 0.00 0.00 71,710.17 6,089.86
VACANCY -- 10/01/2004 1WE536 G512 P FT 1.00 0.23 3,020.20 77,800.03 0.00 0.oo0 o.oo 71,800.03 0.00
S5Y OTHER PAY: 12,250.00 0.00 0.oo0 o.oo 12,250.00
FINAWCIAL PLAN ADJUSTMENTS: o.oo0 0.00
SALARRY LAPSE PREVIOUSLY REPORTED: -149,510.00 -1l4%,510.00
ADJUSTMENTE BETWEEN CRIS'2: o.oo o.oo0
EY SUR TOTALS: 5.00 3.46 J€7,125.1¢ 343,1€7.30 2&,400.18 369,567.48 0.20 -2,442.52
ANDERZON JEFFREY C. OS948 622 T PT o.oo0 0.44 251.62 o.oo 7,945.18 331.67 B,276.85 o.oo -8,276.85
HALVORSEN BRETT J. OWEEIL 552 T PT o.oo 0.24 176.62 0.oo0 4,748.54 0.00 4, 746.54 o.oo0 -4,746.54
VACANCY -- 02/0B/2004 oweo23 Gs2 T PT 0.63 0.51 485.67 12,555%.33 0.00 0.00 o.oo0 o.oo 12,953%.33
REFFPERT EMILY J OWEB4G G52 T PT 0.63 0.30 485.67 12,5955%.33 4,072.38 334.56 4,466.24 o.oo0 B,532.33
LESAN JOSEFPH C OWEBE3 Gs2 T PT 0.63 0.68 485,67 12,999.93 12,359.63 1,520.42 13,880.05 0.00 -880.12
HANSON JENNIFER K THWES 38 G871 P FT 1.00 1.00 1,735.83 43,89%.97 42,890.20 3,397.30 46,287.50 0.00 -2,387.53
WOJCIE EVA A TWES 40 556 P OFT 1.00 1.01 1,709.3%  44,653.93  42,238.58 3,376.09 45,614.67 0.oo0 -914.68
WEESE JACILYN R IWET0I 556 P FT 1.00 L.00 1,503.05 32,724.35%  31,366.20 2,501,494 33,867.64 0.oo0 -1,142.63%
VACAWCY -- 08/0B/2004 TWes4l GEE& T FT L1L.00 0.15 1,532.96 33,500.058 0.00 0.00 o.oo o.oo0 3%,500.08
VACAWCY -- 08/0B/2004 owe793 G52 T PT 0.63 0.07 402.18 12,599.57 0.00 0.00 o.oo o.oo0 12,959.37
ANHALT JEWNIFER C TWES 3% G887 P FT 1.00 0.56 2,475.20 51,700.02 28,02%.01 783.69 28,812.70 23,168.94 -281.62
NSY OTHER PAY: 32,000.00 0.00 0.00 0.oo0 3z2,000.00
FINANCIAL PLAN ADJUSTMENTS: 0.00 0.00
SALARY LAPSE PREVIOUSLY REPORTED: -18,475.00 -18,475.00
ADJUSTMENTS BETWEEN CRIS'S: 0.o0 0.oo0
MEY SUB TOTALS: 7.82 5.96 278,048.74 173,648.72 12,308.17 185, 859.388% 4,693.94 BT, 400.31
EY & NWSY SUB TOTALS: 12.52 5.42 645,174.580 51€,817.02 38,705.35 555,522.37 4,6%4.14 B4,958.35
Ml TOTALS: 12.52 $.42 645,174.90 516,817.02 38,705.35 555,522.37 4,694.14 §4,958.39
CRIS TOTALS: 12.52 .42 645,174. 530 516,817.02 38,705.35 555,522.37 4,634.14 B4,558.33
Pesitien
N e Last Mame Comments
[ ELEES ANDERSON 20 HRS/PPF; PAY ADJUSTMENT §18.02
OWEE 3L HALVORSEN EOD 11/30/03; 20 HRS/PP: PAY RDJ §3.30; PP 25, 26 CORRECTED 5-20-04 $263.72, §331.35;
owag4e REFFERT EOD 3/21/03; PAY ADJ $13.65
owasal LESAR EXT OF APPT - WTE 12/27/03; PAY ADJ 542.70
ECEEEE] HANSON WGI PP 17: PAY ADJ §148.40; PP 12 PERF AWARD 51100
MWas40 WOJCIE PAY ADJ §143.00; PP 12 PERF AWARD 5600
HBT03 WEESE WGI PP 15:;PAY ADJ §140.90; PP 12 PERF AWARD $600
THE54L PROJECTED AT &/02
owaTs3 PROJECTED 02/01, 40HRS/FPP

TWa533 ANHALT PAY ADJ $55.3€:; PP 5 CHANGE TO 35 HRS/PP; POSITION WILL BE ABOLISHED. PP 14 LUMP SUM ESTIMATE



AGRICULTURAL RESEARCH SERVICE
Salary Management System
Liability By Cris

Oetober 7, 2004 10:58 AM

Reeount Code 401 - 3825 -105

Fage Humber

ACTUAL TROUGH PAY PERICD: 17

CRIS WUMBER 3625 -32000 - 056 -00 -D SUBRCCOUNT:

PLAH FTE %kk  SALARY DOLLARS#&#
Employes Hame Pos Hao Grade , Tour Plan , Proj BIWEEKLY FLAN ACTURL FROJECTED TOT.LIAB LAPSE DIFFERENCE
EERR. BRIAN J 1WE4ED G514 P FT 1L.00 1.00 5,343.5%3 20,415.01 19,53%.96 1,523.02 21,062.38 o.oo0 =-647.397
ZIEMER. CHERIE J 1WEEED G512 P FT 1L.00 1.00 3,lE€B.BE BO,€59.57 7€,081.08 €,020.83 B2,101.51 o.oo -1,401.%4
S5Y OTHER PAY: T850.00 0.00 o.oo0 o.oo 750.00
FINANCIAL PLAN ADJUSTMENTS: 0.o00 0.00
SALARY LAPSE PREVIOUSLY REPORTED: 0.00 0.00
ADJUSTMENTS BETWEEW CRIS'S: o.oo0 0.oo0
51 BUB TOTALS: 2.00  2.00 101,864.98  95,621.04  7,543.85 103,164.83 u.o0 -1,299.31
HMALLARINO EMMA ¥ OWEEB2E GS3 T PT 0.63 0.0& 221.54 14,033.32 1,366.18 0.00 1,366.18 0.oo0 12,733.74
STEADHAM SHARI R THEEEL GS8 P FT 1.00 1.00 2,69%5.10 68,800.03 65,502.82 5,120.69 70,623.51 0.on -1,823.48
WEESE JACILYN R SWETOI GSE€ P FT 1.00 1.00 1,503.08 5,774.9% 5,535.21 441.43 5,976.64 n.on =201 .65
HARDING THOMAS M OWEE9E 622 T PT o.oo0 0.28 40z.18 o.oo 5,205.73 40. 80 5,246.33 o.oo -5,246.33
NSY¥ OTHER PAY: 2,000.00 0.00 o.o00 o.oo 2,000.00
FINANCIAL FLAN ADJUSTMENTS: o.oo0 o.oo
SALARY LAPSE PREVIOUSLY REPORTED: o.o00 0.o0
ADJUSTMENTS BETWEEN CRIS'S: o.oo o.oo
NEY SUB TOTALS: 2.63 2.34 90, 674.%4 77,609, 94 5,602.72 83,212.66 0.o00 7,462.28
SY & NSY SUB TOTALS: 4.63 4.34 182,639.92 173,230,988  13,146.57 186,377.55 n.on 6,162,37
MU TOTALS: 4.63 4.34 192,539.82 173,230.38 13,146.57 186, 377.55 o.oo 6,162.37
CRIZ TOTALS: 4.63 4.34 192,539.92 173,230,988  13,146.57 186, 377.55 0.o00 §,162.37
Pesition
Numbier Last Name Comments
owEsse MALLARIND RESIGHED 12/19/03; RETAIN POSITION; LUMP SUM PAYMENT OF &.25 HRS
owsase HARDIRG VICE MALLARINO; PROJECTED D2/01, 40 HRS/PP
TWaEal STEADHAM PAY ADJ 5227.40; PP 12 PERF AWARD 5810
War03 WEESE WGI PP 15;PAY ADJ $140.%0; PP 12 PERF AWARD §600
OWAE36 MALLARING RESIGHED 12/1%/03; RETAIN POSITION; LUMP UM PAYMENT OF 6.25 HRS
[ETLE HARDING VICE MALLARING; PROJECTED 02/01, 40 HRS/PP
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Salary Document # and pay period are required fields. The Salary Document # can be what works
best for the user. As of PP is the Pay Period (drop down selections) most recently reconciled in
SAMS (see the top of the SAMS report “Actuals thru PP ).

CATS - CRIS Allocation Tracking System - AMILLER(Z007) - |I:I|1|
Date Last Modified |1 0/30/2006
Salary Document # IDETDBEH
7013622110 - BIOLOGICAL CONTROL OF 1000 |$24,DE|2.3EI |$E1 9,060.47 |$D.E||j
7013622110 - BIOLOGICAL CONTROL OF EO000 |$13.351 67 353642320 {3000
Actual Projected Lapze
BOC Az of PP |2EI vl
023 - 362222000023000 1000 $6.292 51 $160.496.73 ﬂ
029 - 362222000023000 B000 $4.579.51 $12452813
030 - 362222000030000 1000 $8.082.92 $209.003.62
030 - 362222000030000 B000 $4.457.23 $155,962.68
031 - 362222000031000 1000 $9.716.87 $249,560.12
031 - 362222000031000 EQ00 $10,014.53 $255,932.29
Unallocated 1000 Jsnoo Js000 Js000
Unallocated 5000 f$0.00 f$0.00 $0.00
Description
Search Fornward Add Save Cloze

Fill in desired comments in the description box.

The Back and Forward buttons allow for scrolling through MUs.

Choose Search to find the MU for which data is to be entered.

Once entries are complete, select Save to ensure the data entry is protected. Select Close to return
to the main menu.
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SHORT DATA ENTRY

Target Users: LAO or Accounting Technicians only

Purpose of Section: To allow Accounting personnel to quickly enter obligating documents, such

as travel or training, cardholder logs, or other obligations appearing on the TDL that have not
been entered into CATS.

Select Data Entry from the Main Menu

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

Diata Entry U S D g Change Year
RBeparts

Change Pazsword

[ -
/.———-__
Y b Stat g i

Receiving Dock

Agricultural
Brocurement Reseafch
Service

CCwWIP
Data Entry Menu

Adriniztration Hew Purchaze Request Reguizition Approwal Salanies
. Mew From Template Credit Card Order
Accounting

Shart D ata Entry n
Search

BF& ENTRY
ETEIE\;JEGE;S Charges From the drop
NTERAGENCY AGF down menu,
select the type
of document

to be entered.

- /

e NOTE: Data entry for each document type will follow the same scheme for entry, with
field identifications applicable to the particular document type.

Wersion: 10-10-06 8:41 AM v 317 Server Mame: 10.101.16.8 Database Name: ajmcats

e See Appendix B for SDE Sample template used by the Midwest Area as suggested best
practices for field usage uniformity.
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TRAVEL Short Data Entry:

e Fill in the following fields: Name of Traveler, Dates of Travel, Date, and Amount.

CATS - Short Data Entry - Travel

AD-202 Murnber I?ESDSESEDD‘I 0459 Budget Dbject 2100: Travel & Transportation j 5e| Select BOC
e : rtation, P
Mame of Traveler IJ Smith j Accounting Code [[ Fire grom q
Date 2102 Travel allowance for RH: _I’Op— own
field Dates of Travel |'|1.-"2?'-‘|1.-"3I:I Sub Account 210% Travel allowance for BH=— C list
defaul 2104: Per diem for Risk Manage
efaults  (p 113072006 Amount | 1020.00 2105: Mileage For FiA employe
[ate
to 2106: Travel Reimburzement Glmrme] |
current 21 EIEI: E!Ither tra\-'ellccnsts for Ak -
date Motes _
CATS Training ;I Add Yendar |
T _I Save |
Notes = whatever you want, such as what might be in Remarks on the 202. Save & Add |
Uzer FigmrT TTEEr FIEmT e FIEnT 3
fiTo [&M | Close |

= Once data entry is complete, select Save. The pop-up screen with the Request # will be
displayed. Make note of the number for future reference. Select OK.

CRIS Allocation Tracking x|

Request has been saved.
Request #: 7-3601-915-15012

= There are two additional options for saving the record:

0 CLONE: Creates an exact copy of the SDE, allowing you to make changes and
save as a new requisition. For instance, if you were processing travel for a number
of users, you could create an SDE for traveler 1, save it, then Clone it, make
changes applicable to traveler 2, save it, Clone it, and so on for more travelers.

0 SAVE & ADD: Saves the current working record, and blanks the form for input of
additional records.
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UTILITY Short Data Entry:

Fill in the Util CATS - Short Data Entry - Utilities
Account #’, Utildccount | Budget Object 2310: Utlties =] Search
Ut”'t)_’ Co Uity Co | d| Accounting Code 3377 Elechicity Select BOC
(PrOVIder), I 232 Matural Gaz =

. Service Date Sub Account 2313 Water, Trash & All Others_ N s |
and Service I 2315 Commercial Leazed IT S

I‘l 30/2008 Amount 2316 Commercial Leazed [T S¢
Date. Lisliz /v 2320 Eammunicatian_s Service: J T — |
Date field defaults to current date <2dd [ eleph s
Enter Amt

=l Add Wendor

‘ Enter notes/remarks as desired ’ ll Save

[~ Set status to Void Save & Add

Usger Field 1 Idzer Field 2 User Field 3
I Close

P Ep

e Complete the Short Data Entry form in a similar manner as above for all Document Types
available via SDE.

e When Data Entry is complete, select Save and Close to return to main menu.

e USER FIELDS NOTE: The three user fields can be used as desired by individuals for
additional documentation and search purposes. (See User Fields Section)

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

New From Template:

From the Short Data i

Entry screen, select Change Passuord

gl'ewl From Temp:ate to Change Login
isplay previously

saved AD700 Agricultural

templates. This option Research

allows the template’s Service

information to be : Data Entry Meny —————————————————————

saved as the structure

for a new AD700. (For

more info, see Create vetoerty |

Template section.)

Vergion: 10-10-06 8:41 AM + 31.7  Server Mame: 10.101.16.8  Databaze Mame: ajmcats
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SETTING UP PROJECTIONS

Select Datg Entry from the
Main Menu, then
Projections

Select MU fiom the drop-down
menu to go to 1st Projection
SCreen

Enter Projection, Description,
BOC, and Vendor

Select each Sub Account, and
enter Projection Amount

Process complete
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PROJECTIONS

Target Users for this section: LAO or Accounting Technicians
Purpose of section: To allow projections of repetitive or monthly obligations throughout the FY,
reducing the projection by the actual reconciled from the Transaction Detail Listing (TDL)

e To create projections, select Data Entry then Projections.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2007)

Diata Entry Change r'ear

Reports Change Password

Apcount Status B
- Change Login

Receiving Dock

Agricultural
Procurement ResearCh
Service

CCWiIF
Data Entry Menu

Administration Mew Purchaze Request Requisition Approval
) Mew Fram Template Credit Card Order
Accounting

o Shart Data Enry m

Wergion: 10-10-06 841 Ak v 317 Server Mame: 10.101.16.8 Database Mame: ajmcats

e After selecting Projections, the following screen will be displayed and prompt for the MU
desired:

CATS - Account Selector

bl anagement it

7013602115 =] [NATIONAL SOILEROSION RESEARC » |

Search | ak. I Cancel
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ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [Projections] - | Ellzl
Account P i I—
Code: |701-3602-115 - NATIONAL SOIL EROSION RES | Freleston
- : I Drescription I
g”gma! B0 00 ;:jalu:éﬁgn- $0.00 Document #:
2o ! : Date: [11-30-2008 EOC IZB?D Supplies and malerials!generalll
| T01-3602-115 - MATIOMAL SOIL EROSION RESEARCH LABORATORY  Sub 005 3802-12220-005-000 I Sub 00B 3602-12220-006-000 I Sub 01 o | ,J
Actuall D ate | Rec. FFIS | Ledger Date | Doc. Type | Doc. Humber | Sub Accnt
Tatal Actuals [50.00 endorfs): |
Select Wendor |
Search | Backward | Forward Mew Projection Add Actual | Save | Cloze |

Select the MU from the drop down box, then select OK to go to the following screen:

If an existing
projection is already
displayed, select New
Projection to ensure
there is a clean
screen (blank fields)
for data entry

NOTE: Projection fields are completed on the first screen displayed, but amounts are first entered
by CRIS, not MU.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(Z007) - [Projections]

Enter a name for the projection

Complete fields as indicated

1o x(|

This Document # is generated by the system

éggg;um [701-3602-115 - NATIONAL SOIL EROSION RES | iolcish [FedEA
Erriogilnian;:nn: $170.00 4 gﬂ;ﬁ;gn; IWT Document # Wﬁpmn IFY B
[rate: IDE-EH 2007 BOC |2332. FT5 Charges j
| 70 RESEARCH LABORATORY Sub005 380212220-005-00D | Sub 006 3602122%Q006-00D || Sub 00 ¢ | » |
| Enter the amount | Rec. FFIS I Ledger Date | Doc. Type | Doc. NumbeN Sub Accnt
| of the projection
for the CRIS (this
is done on the sub Enter_ th_e
account tab). desc_rlpjuon of the
projection and
select the correct
BOC for the
projection
Total Actuals |$DDD— endar(s] | Federal Express
\/V Select Wendor |
Search | Backward | Forward Mew Projection | : l Cloze |
Select a vendor for the
projection
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Once the projection amounts for each CRIS impacted by the projection have been entered, then tab

back to the MU tab to confirm the total shown is the correct total.

After all data has been added, select Save. The saved document # will be displayed as shown
above and will populate field as shown in the following screen:

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2007) - [Projections] - |EI|5|

Account .
Code: [701-3602-115 - NATIONAL SOIL ERDSION RES | tlsston [
Prajection: Projectior: D ate: Iw BOC |2332: FTS Charges j
I 701-3602-115 - NATIONAL SOIL EROSION BESEARCH LABORATORY  Sub 005 3602-12220-005-000 | Sub 006 3602-12220-006-000 | Sub 00 4 | b]
Actuall Date | Rec. FFIS | Ledger Date | Doc. Type | Doc. Humber | Sub Accnt

Total Actuals |$E|_|JE| Wendar(s): |Federal Express
Select Vendor |

Search | Backward | Farward New Projection Add Actual | Save | Cloze |
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ENTERING ACTUALS AGAINST PROJECTIONS

Select Projections from the Main Menu, then select
Search to locate projection to be updated

v

At the Projection/Search screen, select Search

v

Select entry to be retrieved. Select Retrieve/Modify
to revert to projection screen

Y

Click on Sub Account to be charged the actual, then
add actuals

Y

Select Add Actuals to bring up document type
drop-down menu, select the document type, select OK

Y

Enter data the same way data is entered in regular
Data Entries

Y

Select Advanced to display the document entry
screen. Click the Accounting Tab to make necessary
changes

¥

Distribute changes to CRIS by $ or %.
Select Close to return to previous screen, then Save

Y

The last screen verifies distribution of actuals
against the CRIS and updates the remaining
projections to be maintained by CRIS. Save MUST
be selected to retain the revised projections, then Close

¥

PROCESS COMPLETE
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ENTERING ACTUALS AGAINST A PROJECTION

Target Users for this section: LAO or Accounting Technicians only
Purpose of section: To reconcile actual cost(s) of obligations against a Projection

e Select the Projections button to return to the following screen:

CATS - Account Selector

ki anagement it
7013602115 j |N.-“-‘-.TII:IN.¢‘-.L SOILEROSION FIESE.-“—‘-.FH:j

Search | ak. I Cancel |

e Select an MU, and then select Search to locate the projection to be updated. The following
screen is displayed:

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition Search] - |E||i|

Amount | Date Docgmentl generall ﬁeywoldl thionsl

Diocument Murnber: I Search

Document Type: IPrDiectiDns j Create Template
BetrieveModify

Brirtt

pl Bl

Cloze

Fequest Mumber | Yendar | Diezcription | .-’-‘«mc-untl [ate Requested | Statuzs | Feconciled | Category
4| |
Fieady.
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e To view the projections that have been entered, select Search and a listing of all projections
will display as follows:

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2006) - [CATS - Requisition Searc| - |EI|1|

Amountl Date Docgmentl ﬁenelall Eeywordl gptionsl

Diocurnent Mumber: I

Document Type: IF'roiec:tions LI Create Tiemplate
Betrievetdodify

Erint

[ Tt
[ECra ]
[ em |
e

LCloze

Fegquest Number | Wendor | Description | Amaunt | Diate Feguested | Status | Feconciled | Categony
E-3601-915-15022  Werizon “Wireless Cell phone service 19419 12/08/2005 Other FROJ
E-3601-915-15033  SBC Ameritech Wideo Conference Line 50.00 12/09/2005 Other FROJ
6-3601-31515069  T-Maobile Blackbery Service 205.60 01/03/2006 Other 03/2006 PROJ
B-3601-91515278 GSA GOV Gas Charges 718 O07ATF/2006 Other PROJ
E-3601-915-15357  Federal Express Federal Express-915-1525.. 500,00 08/08/2008 Other FROJ
E-3601-925-25030  Werizon “Wireless Cell phone service 20047 12/08/2005 Other FROJ
B-3601-925-25243  G5A G54 GOY gas 7078 07M7/2006 Other PROJ
E-3601-925-25297  Federal Express Federal Express-915-1525.. 7446 08/08/2006 Other FROJ

4 |+

8 item[z] found.

e Double click or highlight the desired entry and select Retrieve/Modify to revert to the
projection screen below:

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2006) - [Projections] - | EI|1|
Account i
Code: JE01-3601-515 - Wit 440 Piojection [SBC/ATT

Dezcription: |Video Conference Ling

g Adjusted o] i | 5-3501-315-15033
g:?éné!on- S hlD F'rolrgcﬁon: = oeumert - .
! ' Date: |-| 2/9/2005 BOC |2338: Wireless Telephone Service j

| BO1-3601-915 - Mwia 480 Sub 001 3507-83585-008-000 |

Actual | Date | Rec. FFIS | Ledager Date | Doc. Tupe | Doc. Murmber | Sub Accht
4413 1240942005 12/09/2005 uTiL £-3601-915-15034 om
41.78 03/06/2008 05/04/2008 uTiL £-3601-915-15104 om
41.78 041042008 04,/12/2008 uTiL £-3601-915-15160 om
4408 05/04/2006 05/04/2006 uTiL £-3601-915-15184 om

5.60 081342008 08/20/2008 uTiL £-3601-915-15222 om
51.16 07 /0342008 0717/2008 uTiL £-3601-915-15267 om
5209 08/07/2008 08/10/2008 uTiL £-3601-915-15341 om

106.54 09/11/2008 09/11/2008 uTiL £-3601-915-15404 om

Total Actuals |$38?_1B Yendor(s): |SBC Ameritech
Select Yendor |

Search | Backward | Fonward Mew Prajection Add Actual | Save | LCloze |

e At this screen, first select the desired Sub Account tab to charge the item against, then select
Add Actual to be prompted to select a doc type.



Select the desired doc type, and then OK to go to the Data Entry screens.

CEE -loix]

Select a document type to enter actuals for
thiz projection:

Orders

Purchaze Orders
Salary
SDE Projection

TaSk ORDERS "
Training - |

Travel

e At the following screen, enter the data in the same manner as the regular Data Entries.

CATS - Short Data Entry - Purchase Orders

PO Mumber |4EI-5'| k.J-4-565 Budget Object I2E?’D: Supplies and materials#’gj Bl |
Wendar I'\-"erizu:un ﬂ Accounting Code IEU'I 3E01915- Mw/A AA0 ﬂ
Description ISeptember Sub Account I j Clone |

* Mone { Parlial

Date |1133w2|305 Amount [22.00 R & M
= Ful I

Motes

B
[~

[T Set stabus boWioid
zer Figld 1 lUzer Figld 2 lzer Field 3

Sdvaneed

Add Yendor

Save

Save & Add

LCloze

PR L
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If the actual cost needs to be spread to more than the one CRIS, select Save, and select Advanced
to display the following:

CATS - CRIS Allocation Tracking System - AMILLER(Z006) - [CATS - AD700 Entry]

-0l x|
General T Detail T Accounting T Motes
Select the
I G EE] | T0: (Procurement Office) 1. REQUES | Accounting
tab to make
changes to the
CRIS
. . ] g . . distribution.
RECEIIMG | COWTRACT NUMBER |(ORDER LMIT FUMD PURCHASE/DELIWERY
OFFICE MO. [If &pplicable) DATE CODE CODE ORDER MUMBER .
| 75 | 1B. DATE [Nov 30 2006
Purchase 10, TO: [Seller) 11. SHIF TO: [Conzsignee and Destination]
Order USDa&, RS, Mwia Insid
) 1815 M. University [;13: S
Defivery Pearia, IL 1604 I Deivery
- Requested
Clome AD700 | Print Savekadd Save Cloze
e At the following screen, double click the accounting line to continue
ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z2006) - [CATS - AD700 Entry] - |E||1|
General T Detail T T Motez T Frocurement
28 [29ACCOUNTING CLASSIFICATION
ﬂ%cg A B C D E oi t3bU y . 3 \
5 10 5 3 4 1 4 1 2 1Enoution Mo
| | | | [ | |
RGeS WE oot 100.000% $15.00
4| |
RECOMMENDED SOURCES:
‘Werizon
Wendors |
R &M
* Mone © Partial
" Ful |
Clore AD700 | Brint | S ave b bdd | Beve | e |
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The following screen is displayed:

CATS - Accounkts

A Line

| Use validated MU

td anagement L nit

AN

I BO0T 3601315 - Mwit 280

Sub Account

=

Ilze Urealidated kL |

I'I -Only One j
Arnourt -
|$1 500 % Distribute by dollar amount

) Distribute by percentage

ADFO0 Tatal:

[$15.00

Procurement Total

f$.00

IInallocated amoint

[$0.00

MNew Account

Delete Account

Cloze

This is the same screen discussed in distributing dollars to multiple CRIS in the AD 700
preparation section. A new account can be added to distribute the total dollars between CRIS
by dollar or by percentage depending on the field selected in the Amount area. When
completed, select Close to return to the previous screen. Select Save to save the information
and Close to return to the Projection screen, which will display the following:

CATS - CRIS Allocation Tracking System - AMILLER{Z006) - [Projections] =10O] x|
Account P -
Code: J601-3601-515 - Mwia a0 Praisction |Celicoverizon :
Original 1.390.00 Adjusted 17919 Docurnent #: IBGED'I 91515022 Description: ICE" RLOTEES i
Projection: |$ - 2 Projection: - - .
Date: [12/9/2005 BOC |2335. “wireless Telephone Service LI
I B01-3601-915 - Mwia Ad0  Sub 001 3601-88585-006-000 I
Actual | Crate | Rec. FFIS | Ledger Date | Coc. Type | Doc. Humber I Sub Accnt
200.00 1240942005 1240942005 UTIL B-3601-915-15023 ool
202.52 0140942006 0141042006 UTIL E-3607-915-15071 oo
104.09 0271142006 02/11/2006 uTIL 6-3601-915-15097 oa1
105.72 03/07/2006 03/08/2006 uTIL E-3601-915-15113 oa1
101 .53 0441042006 0441242006 uTIL B-3601-915-15158 ool
93.62 041042006 0441242008 UTIL E-3607-915-15153 oo
99.68 05/04/2008 05/04/2006 uTIL E-3601-915-15183 oa1
2.30 061342006 06/20/2006 uTIL E-3601-915-15224 oa1
143.01 0740342006 0741742006 uTIL B-3601-915-152E66 ool
131.28 0840342006 0241042006 UTIL E-3601-915-15328 ool
10.00 11/30/2008 PURC E-3601-915-15450 oa1
5.00 11/30/2006 PURC 6-3601-915-15450 oot
Total Actuals |$‘| 21081 wendois) |Verizon Wirsless
Select Wendor
Search | Backward | Eornward Hew Projection Save I Cloze

The above entry verifies that part of the actual is on CRIS 004 and part is on CRIS 005.
Selecting either entry will display the data entry for that CRIS. NOTE: the Adjusted

projection has now changed. The Original Projection has been reduced by the actuals that have
been entered and an Adjusted Projection still ties up the balance of the original projection.

Select Save, then Close to complete this screen.
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PREPARING AD700s
(New Purchase Requests)

Target Users for this section: Procurement personnel, cardholders, and/or Accounting
Technicians

Purpose of Section: To enter obligations in the form of AD700s or Purchase Requests and allow
for assignment of procurement personnel to work the transaction from obligation to final
receipt.

e Onthe CATS Main Menu, choose Data Entry, then New Purchase Request.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(Z006)

Data Entry S D 3 Change Year
B
FReports Change Pazsword
—
Receiving Dock

Agricultural
FBrocurement ResearCh
Service

Data Ent;y MPe(pty —————————————————————

Administration Reguisition &pproval
. Mews From Template Credit Card Order
Accounting

CCWIP

Wersion: 10-10-06 8:41 AM + 317 Server Mame: 10101.16.8  Databasze Name: ajmcats

f \ CATS - Account Selector
Select the appropriate

b anagement Lnit
MU, Sub AC.COWL and |7013601915 | |MwiaDaD |
Short Description. See B s
NOTE below. The fincipal 2ub Account
MU defaults to your |001 - Oy One =
default MU set up in Short Description
User Administration IFisu:her Scientific - Chernicals
K / ok I Cancel |

e This is a very critical screen. This is the only screen that does not allow changes (with the
exception of the Short Description); therefore, it is very important to enter the initial account
information correctly. The system automatically assigns requisition numbers according to the
"MU and Principal Sub Account” selected. NOTE: There is no way to correct the Requisition
Number, short of voiding the AD700 and starting over; therefore, it is very important the
right selections are made on this ""CATS -Account Selector™ screen.
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Drop Down Options:

Management Unit: Using the drop down list will provide a list of available MU and Soft Fund
accounts (users only see accounts applicable to their assigned access levels).

Principal Sub Account: Using the drop down list will provide a list of available CRIS numbers.

The choices will only be for the CRIS projects assigned to the user.

NOTE: If dividing these charges between two MUs or CRIS accounts, CATS will currently only

allow one Account on account selector screen. (This is described further in the Accounting
Screen.)

Short Description: List a short description of the item being ordered. (When you "Search™ in
CATS, this is the only field that helps identify the AD700, unless the system log number or the
dollar amount is known.)

Verify the data entered is correct, and Select OK, otherwise select Cancel.

NOTE: This screen displayed has five tabs across the top. To navigate around this screen, or edit
data, simply select the appropriate tab to enter or modify data in any of the sections.

GENERAL TAB: The SHIP TO Address and Date fields in this screen are automatic. The
Receiving Office Number and SHIP TO address defaults depending on User Account defaults
setup. Others are available by choosing a different Receiving Office Number in Box #2. For
example, a user at the Deep Loess Research Station in Treynor would select "6131" and the
Treynor address would appear.

The Date defaults to the current date.

Use of the "Requesting Office™ Box #1 is optional. This is often used at the discretion of the
research unit or location to handle items such as room number for delivery in a large facility
(NADC warehouse uses this to get items to the end user's office).

Shaded fields on any screen indicate data cannot be entered in them.
Enter the GSA Contract # if applicable.

# CATS - CRIS Allocation Tracking System - AMILLER(Z007) - [CATS - AD700 Entry] _o x|
General T Detail T Accounting T Motes T Procurement
RGNS IS NG SN S [ TO: [Procurement Office] 1. REGUESTING OFFICE
|I
14, PROCUREMENT
2 9 d 2 8 7 8 d REQUEST NO
RECEIVING | COMTRACT MUMEER |ORDER LINIT FUND FPURCHASE/DELIVERY | SUE. 0 2
OFFICE MO (If Applizable) DATE CODE CODE ORDER NLIMEER
|51 x| Th | 1B. DATE [Nov 30 2006
10, TO: [Seller) 11. SHIP TO: [Consignee and Destination]
PR USDA, ARS, Ww/a i
) 1815 M. University SS: =
Delivery Peoria, IL 61604 I Delivery
Order Requested
Clone AD 700 | Erint Save & add Save Lloze
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e DETAIL TAB: Selecting this screen opens a "CATS - Line ltems" Box.

e Description: Enter a description for line item #1.

e Budget Object Code: Defaults to BOC 2670. If a different BOC is desired, type ahead to select
the BOC or use the drop down box. The Accounting Tech will correct this information if needed.

e Unit Issue: Unit defaults to "EA" (each). This field will allow three digits. Enter the appropriate

unit.

e Quantity: A quantity is required, "1" is automatic. Enter the appropriate number.

e Unit Price: Enter the price of the unit.
e |f there is only one item for this AD700, Select Close. If you have more than one item, select New

ltem.

e Repeat these steps until all items have been entered, then Select Close.

e Change the "Required Delivery" date if desired. The system defaults to 2 weeks. Enter an
estimated freight amount if known.

e Change information in the "For Additional Information™ and "Phone" fields as appropriate. The
system defaults to the users’ name and phone number (typically there would only be a change if
the order is being written for another party).

CATS - Line Items

Lire Itemm
[ER—
Dezcription
Choride
- CRI% Allocation Tracking System - AMILLER(Z007) - [CATS - AD700 Enkry - |EI|5|
General T Detail T Accounting T Motes T Procurement
12 | 13 14 15 16 17 18 18 20
. Line | Act Description Budget Object | Acc Quantitiy Uit Uit Aot
Budget Dbject ltem | Code P Line lzsue Frice
|2E?EI: Suppliez and materialss | T T | T T
Urit lssue  Quantity 01 Elcohol & 20 ea $15.00 $300.00
| box j1o. 02 Charide 2670 10, box $12.00 $120.00
Hew [tem | Delete [tem
4] 3|
21 FOB Foint 22 Discount Terms
| | Sub-Total | $420.00
23 Required Delivery 234 Megotiated Delivery | 24 Ship Via |28 Estimated Freight
Dec 14 2005 | |$0.00 TOTAL | $420.00
For additional information, please contact.  Phone
|sndrea Miller |(309)651 657 4=
Clone AD700 | Erirat Save &.Add Save LCloze

41




ACCOUNTING TAB (accounts). The MU number selected will automatically be pulled
into this screen. The additional last three digits will be the CRIS number being charged the
expenditure. If distributing the cost of the order between two MUs or CRIS projects, enter
this information at the accounting screen. Double click the accounting code which is now
listed and is showing 100% distribution.

ﬁEATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - AD700 Entry] _ 1Ol x|
General T Detail T I MNates T Pracuremett
28 |29 ACCOUNTING CLASSIFICATION
ﬁI%EE A B t D E Distr?buution Anﬂagunt
5 10 5 3 4 1 4 1 2
0 70136 04915 oo 100.000% $420.00
4| | o
RECOMMEMDED SOURCES:
Wendors |
R&M
* Mone ( Patial
£ Full |
Clone AD700 | Bfint | Save b Add | S | - |

The following screen will appear:

CATS - Accounts
Acc Line ] - r;?i;gnﬂg il
] ) Procurerment T otal
I Hse Validated ML IJze Urrealidated kL | |$ 0
Unallocated amount
[$0.00
i anagement Uit Select New
ITEI‘I 3601915 - Mwia DAD j Mew Account | Account.
Sub Account
Delete Account |
I‘l - Only One j
Arnourt - Llose |
|$42EI_EIEI {* Diztibute by dollar amount
£ Dishibute by percentage




e The #2 will appear in the "Acc Line" Box. Pick the MU (if a different one is desired) and Sub
Account to which the charges are to be split. In the "Amount” Box, fill in the dollar amount to
be charged to this account.

CATS - Accounks

Aoc Line I 2 j

I Ilze Validated ML IJze Urnvalidated kLU

td anagement it

I?Eﬂ FB0T925 - Mindd A0 j

Sub Account

I'I - Only One j

Arnount

|2EIE| i+ Dighibute by dallar armaurt

™ Distribute by percentage

ADTO0 T atal:

420,00

Procurement Tokal

[4.00

nallocated amoint

[$0.00

Hew Account

Delete Account

Cloze

e Continue adding more accounts if distributing the costs to several accounts.
e Go back to the "Acc Line" Box; choose #1 to revise the first accounting line.

e Go to the "Amount" Box and adjust the dollar amount for this accounting code. Unallocated

amount should always be zero.
e Select Close after adding accounts.

e In order to charge to a different location, choose Use Unvalidated MU and add the MU and

Sub Account from the different location. Make sure these are valid entries; otherwise the entry

will not show up properly.
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ﬁ CATS - CRIS Allocation Tracking System - AMILLER({Z007) - [CATS - AD700 Entry] - |EI|1|
General T Detail T Accounting T Maotes T Procurement
28 |29 ACCOUNTING CLASSIFICATION
ﬁltr:ﬁ: A 8 t D E Distr?buution Amagunt
— e~ 5 3 4 1 4 1 2
| | N\ | | | [ [ [ I 1 |
01 70136 01915 oot 52.381% $220.00
N 70136 01925 1 47 B19% $200.00
| |
RECOMMENDED SOURCES:
Amazon.com
R &M
@ Mone ¢ Partial
" Full
Clone D700 | it | savesads | Swe | pose |

If there is more
than one
accounting line,
the screen will
display where the
amounts are
distributed and
will equal the
amounts entered
for each account
as displayed on
the previous
screens.

ACCOUNTING TAB (vendors). To choose a vendor, select the Vendor button. A vendor list
will pop up for the MU selected. If the vendor is not listed, select the Add New button.

I anagement Linit

| 7010101916 - Radiological Safety L 7 |
Mame

|&Ba

Cantact

Address

|
City
|

State Zip Code

Phone #

EE

Fan #

I[ I -

FIM # oK I

|
Cancel |

Date Last Uged

The new vendor window will be displayed. Enter the appropriate information. After the vendor
information has been entered, select OK. The new vendor has now been added to the vendor list.

To select the vendor, highlight it on the right side of the screen and select the << button to move

the highlighted vendor to the "Selected Vendors" side of the screen.
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e Select several vendors if desired, but only the first vendor selected will print on the AD700

CATS - Yendor Selection

kit DAD j

Selected Vendors Available Vendors

Amazon.com

A Jackszon
A, Miller
Academy of Awards Screen Printing

Adaptec
il Advantage Instruments, Ihe. Edit Wendor |
Airgaz Mid America

American Rentals Parties Plus

Amersham Biogciences

Andrea Chandler

Apple Online Store LI Cancel |

e NOTES TAB. There are several sections to the notes screen. The User Notes button is selected
by default. User notes print on the AD700. There are also Receiving Notes and Procurement
Notes. Receiving and procurement users can use these areas to update status or make any notes
desired to be stored with the AD700. These notes do not print on the AD700.

e Inthe User Notes, type in any specific instructions that may be needed for Procurement. For
example, a sole source justification including certain specs that must be met; a statement
explaining to Procurement that the equipment needing repairs is already at the Vendor; something
that would be for the user’s information, or for record keeping. These "User Notes" print on the
AD700.

e There are three User Field boxes that can contain anything desired by the user. They are intended
to be used with the User Field Report to enable a search for common groups of information.
Please see the User Field Section for further explanation of the user of these fields.

e Short Description: The short description entered in the first screen automatically displays in this
field. This may be edited.

e Request Status: Select the radio button applicable to set the status of the requisition.
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ﬂEATS - CRIS Allocation Tracking System - AMILLER(2007) - [CATS - AD700 Enktry]

=101 x|

General

Detai 1

Accounting T Motes

Request Notes

User Field 1

Mandatory sources were checked.

User Figld 2

=

User Figld 3

T Pracurement

—Yiew...

& Lser Motes

" Procuremert Notes
' Receiving Notes
= Histary

— Reguest Status
i« warking
" Projected
" Approval Requested
" Other
 Approved
© Credit Card
" Disapproved
| Procurement
€ Receiving
| B Complete

" Voided

| b

Shart Description

Receiving Date

IFischer Scientific - Chemicals

|7

Mest available CC Agency Ref I?-AMUUm i)

Motes Bepart |

Clone AD700

Bt | Save & Add |

Save | Llose

PROCUREMENT TAB (read only). Selecting this tab allows viewing of the order status. As
the order is processed by the Procurement staff or Cardholder, parts of this screen will be filled in,
i.e. the "worked by" field, PO# field, procurement total, received date, etc.

CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - ADT00 Entry]

=101x]

I

Document Type

General T Detail T Accounting T Motez
‘whorked By | Status IWDrking
— Obligation Methods
Motify Receiving [~ Date Obligated | Y

Purchase Order
Credit Card
BPA45

Sub Am

Check Murnber

Obligated

—

MFC Rel. Date I I
BF& Date I I

GBL |
Receiving Date I I

Other Obligating Document

Frocurement Total

Clane AD7F00 |

ik Save & Add

Save

Close
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SAVING. This completes the data entry of the AD700. To move around the body of this form,
select the tabs at the top of the screen. This will allow editing entries. After completion of the
AD700, select Save. The following confirmation window provides the requisition number the
system assigns to the AD700. Make note of the Request # for future reference.

Request has been saved,
Request #: 7-3601-915-15014

SAVE & ADD. If entering multiple AD700s, use the Save & Add button, as opposed to Save.
Save & Add will save the current AD700 and clear the document, except for the accounting tab
information of the previous AD700.

CLONE AD700. This creates an exact duplicate of the current AD700 and allows editing of the
document in order to quickly enter multiple AD700s with similar information.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(Z2007) - [CATS - AD700 Entry] - |EI|1|
T Detail T Accounting T Motes T Procurement
PROCUREMENT BEGQUEST §RERE (i tel=0lC=1n T ] e 1. REQUESTING OFFICE
14, FROCUREMENT
2 3 * B & ! 8 3 REQUEST WO
RECEIVING | COMTRACT MUMBER |ORDER UMIT FURD PURCHASE/DELIVERY | SUE. o :
OFFICE MO, [If Applicable) DATE CODE CODE ORDER MUMEBER
5114 =] | [T | [ 1B. DATE [Nav 30 2006
Purch 10, TO: [Seller] 11. SHIP TQ: [Consighes and Destination)
COnder USDA, ARS, MWk -
) 1815 M. Uriversity [?Si =
Deivery Pearia, IL 61604 M Doz
" Oirder Requested

Clone AD700 | Brint Save & Add Save Cloze

47



PRINT. Select Print. This allows the system to collect all the data and display it in the AD700 form.

Scroll down the window to verify entries. If the print preview looks OK, select the Printer icon at the
top of the window.

. CATS - Point Preview

| x & & 100z~

Preview |

W« 1l

Yo om || 4

=10 ]

mwer L)
“crystalege

-

PROCUREMENT REQUEST

VAT RIACTRONS: Apencies must provide entries in
wnskoded orens. See vevevse.

TO: (P ocafem entOTice)

1.REQUESTING OFFICE

2 3 + 5 [ 7 5 4 | 1A pROC TREQUEST NO.
RECEIMING CONTRACTNUMEER  |ORDER uniT | FunD PURCHASE/DELIVERY
OFFICE NO. Ot Applicab DATE copE | CODE ORDER NUMBER i 7 - 3601 - 915 - 15016
s e 18. Dae: Neowvember30, 2006
EOEEHEOME || Ehus a2 11.SHIP TO: Coks ghee 3id De stato
Purchase
[émer USDA, ARS, MIA
—— 1815 N. Wb be ety
Dom:r LT B G [] m=ie veLvery Rea ue=TED
12 [ 13 1

15 16 17 18

12 20
LINE| aCT. BUDGET [ACC, UNIT
TEM | coDE DESCRIPTION OBJECT |LINE[ QUANTMY |BSUE UNITPRCE AMOUNT
1 Aleohol 2672 2000 | ea F15.00 $200.00
2 Choride 2670 1000 | box F1z2.00 $120.00
NOTES:

Mandatory sources were checked.

Lloze |

= In order to close out of print preview screens, choose the Close button at the bottom right of
the screen. Selecting the “X” in the upper right hand corner will close completely out of

CATS.
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REQUISITION APPROVAL
(for Approvers and Accounting Technicians only)

e Select Data Entry, then Requisition Approval from the Data Entry Menu.

TS - CRIS Allocation Tracking System - AMILLER{Z007)

Data Entry Change r'ear

Beports Chatge Password

Pt b Stat R
coount Status Change Login

Receiving Dock

Agricultural
PBrocurement Reseﬂrch
Service

CCWwiIP
Data Entry Menu

Administration Mew Purchase Request
. Mew From Template Credit Card Order
Accounting

P Short Data Entry m

I‘v"ersion: 10-10-06 8:41 Ak v 317 Server Mame: 10.101.16.8 D atabaze Mame: amcats

e For requisitions requiring approval, select the Management Unit, then check the Approval
Requested box to show requisitions with that status.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition - |EI|1|

tdanagement Lnit

View Fequest with a status of ..

|7D1 IE01313 LI [+ working [ Other I Approved
IM\N’A DAl ;I [ Receiving [ Credit Card [ Disapproved v approval Bequested
™ View All MU's ™ Procurement [ Projected I~ “oided
Procurement Requests — Request Status
Feguest Mo, | Originator | D escription | Wendor | Status | T atal Amountl Heconciledl = wiorking
F-3601-915-15000  Brown, LaShay  FY2007 Employes..  E&P whorking 3319 " Projected
7-3601-915-15001  Brown, LaShay  Maintenance Con..  R.E. Dizon ...  ‘Working 106.47 | Spproval Reguested
7-3601-915-15014  Miller, Andrea Fizcher Scientific -...  &mazon.com  Working 420,00 ) Other
7-3601-91515015  Miller, Andrea Fizcher Scientific -...  &mazon.com  Working 420,00 b g
73601-31515016  Miller. dndrea Fischer Scientific - Amazoncom  Warking 42000 AT
= Credit Card
" Disapproyved
= Frocurement
= Beceiving
= Ry Complete
i Yoided

BetrieveMadify Set Status Claze




e For requisitions to be sent to procurement, select the requisition number to be approved. Mark
the request status as Approved and then select the Set Status button.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition Appro - |EI|1|

Management Linit

Wiew Request with a status of ..

I?D‘I 301915 j [” RCY Complete [V ‘Wwarking [~ Other ™ Approved
IMWA DAl j " Receiving " Credit Card [" Disapproved v Approval Requested
™ iew Al MU's ™ Procurement [~ Projected ™ waoided
Procurement Requests — Request Status
Fequest Mo, | Originator | Diescription | Yendor | Statuz | Total Amountl Heconciledl = Warking
7-3601-915-15000  Brown, LaShay  Fr2007 Employes..  EAP ‘whorking 3319 " Projected
7360191515001 Brown, LaShay  Maintenance Con.. RE. Dison ... ‘Waorking 106.47 ¢ Approval Requested
T-3601-915-15014  Miller, Andrea Fischer Scientific -...  Amazon.com  Approved 420,00  Other
T-3601-915-15015  Miller, Andrea Fischer Scientific -...  &mazon.com  Working 420.00 & A 4
7-3501-915-15016  Miller, Andiea  Fischer Scientific - Amazoncom  Working 420,00 PRrOVE:
" Credit Card
" Dizapproved
! Pracurement
 Feceiving
" RCY Complete
" VYoided

B etrievetdodify Lloze

e For requisitions being paid by a credit card user, mark the request status as Credit Card. A
pop-up box will be displayed to select the card user. Select the appropriate credit card user
and select OK. Then, select Set Status.

ﬂ CATS - CRIS Allocation Tracking System - AMILLER(2007) - [CATS - Requisition Appro’ — IDIﬂ

Management Linit

Wiew Request with a status of

I?D‘I B/MANG j I~ RCY Complete ¥ Warking ™ Other ™ Approved

IMWA DD j ™ Recsiving ™ Credit Card ™ Disapproved v #pproval Requested

I~ Wiew Al MU's ™ Procurement ™ Projected I~ “oided

Frocurement Requests ~ Request Status
Request No. | Originatar | Diescription | “Wendor | Statug | Total Amountl Heconciledl  Wwarking
7-3601-91515000  Brown, LaShap  FY2007 Emploves...  EAP ‘whorking 31319 " Projected
7-3601-915-15001  Brown, LaShay  Maintenance Con..  R.K. Dison.. ‘Working 106.47 ¢ Approval Requested
7-3601-91515014  Miller, Andrea Fizcher Scientific -...  Amazon.com  Approved 420.00  Other
7-3601-91515015  Miller, Andrea Fizcher Scientific -...  Amazon.com  Working 4z20.00 - d
7-3601-91515016  Miler, Andiea  Fischer Scientific - Amazon.com  Working 42000 e

(" Dizapproved
€ Procuremert
= Receiving
= By Complete
 Woided

FRetrieveModify Set Status Cloze

CATS - Select CC User

[~ Show all Credit Card Uzers

Pleasze select a Credit Card User

IGnggiI, Mike j LCancel |

e After Set Status has been selected, select Close to return to the Data Entry Main Menu.
e Note: Once reconciled, the item cannot be Voided.

50



PROCUREMENT PROCEDURES

End User enters AD700
(See AD700 Section)

Will AD700 be

Does AD700 go to
Procurement?
(See ""Requisition
Approval™ Section)

worked by
non-Procurement
Credit Card

Set ""Status"' to appropriate
option

Holder?

CC-WIP
(See "CC-WIP' Section)

""Update Worked By

e Select "Refresh Selected AD700s
List"

e Select appropriate AD700

e Select appropriate PA name from
"Worked By"

e Select ""Update™

Procurement
Screen

Has AD700 been
assignedto PA?

""Update Obligations"*
e Select appropriate AD700
e Complete Obligation Methods
Section
e Select Update

Have
obligations
been
updated?

Y

\grocurement Action(s)
'\ Complete ]
3

A
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PROCUREMENT FUNCTIONS

Target User(s) for this section: Procurement personnel
Purpose of Section: To enter obligations and allow for Procurement personnel to be assigned to
work a transaction from obligation to final receipt.

Select Procurement from the Main Menu.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

Diata Entry
Account Status

CCWAP

Adminigtration

Agricultural
Research
Service

“ergion: 10-10-06 8:.41 &AM v 31.7  ServerMame: 10.101.16.8  Database Mame: ajmcats

Change Pazsword

Change Login

The Procurement screen is displayed:

CATS - CRIS Allocation Tracking System - AMILLER(Z007) - [CATS - Procuremen

Fizcal vear |2|j|j?

— Update Maode:
i+ lUpdate Worked By

& (Ueklic Db"ga“”( Refresh Selected 40 700s List b

For Internal House Account LI
For Management Lnit IALL LI
For Sub Account I-"-"«LL LI

=

‘worked By IALL Unaszsigned
Dbligating Type L1

Obligated Status IALL

Jump to Requisition Humber [last 8 digitz. no dashes):

uqu

|

S — —
HequestH# | Reguestar I Approve Date I “Wendor Selected I D escription

Proc. Tatal I ‘wiorked By |

FetrieveAdodify this A0 F00

—Worked By Fields

Erirt

Update LCloze

Lastnare

| Firstname | LoginlD

4]

| =

whorked By I D ate Azsigned I Azzigned By I Deleted By I
[Delete Sssignment |
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e Selecting the Refresh Selected AD700s List will populate the screen with the entries not yet
assigned to a purchasing agent.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Procurement WIP 0 - |EI|1|
Fizzal Year |2DD? For Internal House Account IALL j Wworked By IALL Unassigned j
For Management Unit |21 - Obligating Type ALl bt
— Update Mode: I J I J
& Update Warked By For Sub Account IALL j Obligated Status IALL ﬂ
'@ el e Refresh Selected A0 700z List | Jump to Requisition Mumber (last 8 digitz, no dashes]: |
Fequest# | Feguestar | Approve Date | Wendor Selected | Description | Proc. Tatal | wiorked By |
7-3601-925-25000 Buston, Sherri .. MA0s2007 illerium Hotel Mew 5% Training 496468  Unassigned
7-3611-130-00404 F.irby, Sheree .o M/23s2007 Office Max file cabinet 21096 Unassigned
Eretriese/tdadify this S0700 FPrint Update LCloze
—'worked By Fields
Laztname | Firzstname | LoginlD
4 |+
‘worked By I [ate Assigned I Aszzigned By I Deleted By I
Delete Assignment |

e To assign an order to a purchasing agent, perform the following actions:

0 Select the *Request #’ to be assigned.
0 Locate the name of the person that will work the order in the “Worked by Fields” box.
o0 Select the name of the person being selected and then select Update.

ﬁEATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Procurement WIP Ord y - | O ﬂ
Fiszal Year [Znn7 For Internal House Account IALL j “worked By IALL Unassigned j
Far Management Unit {201 Obligating Tvpe AL L

— Update Mode: I j I j
& Update Waorked By For Sub Account IALL j Dbligated Status IALL j
@ Ut Dl s Refiesh Selected ADTO0S List | Jump o Requistion Number (last & digits. no dashes) |
Feguesti# | Feguestor | Approve Date | Yendor Selected | Description | Pioc. TUlaIl ‘worked By |
7-3601-325-25000 Buston, Sheri ... 0141042007 Fillenium Hotel Mew 5% Training 4,964 683 Unassigned
7-3611-130-00404 Kirby. Sheree .. 0142372007 Office Max file: cabinet 21098 Unassigned

Fietiieve Modify this 40700 Print | zehis | Heme

Note the Info —*worked By Field

LI+ |

4| | B

. Lastname | Firsthame | LaginlD
populated in = b e e
the “Worked L] -

H 11
by F e I dS ‘wiorked By I— Date Assigned | Assigned By | Deleted By I—
bOX Delete Azsignment I
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Update the purchase information on an AD700:

CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Procurement W - |D|ﬂ
Fiscal vear Izuu? For Intermal Housze Account I.-’-‘«LL j Worked By IALL Unaszsigned j
For Management Unit (201 - Obligating Type ALL ¥
— Update Mode: I J I J
¢ Update Worked By For Sub Account IﬂLL j Dbligated Status |ﬁ|_|_ j
& gl Dl o Refresh Selected ADYO0s List | Jump to Beguigition Mumber (lazt 8 digits. no dashes]: I
Reguestit | Reguestor | Approve Date | Yendor Selected | Description | Proc. Tatal | Wiorked By |
7-36071-925-25000 Buston, Sheri . 01/0/2007 Millenium Hatel Mew 57 Training 4 964 68 Unaszigned
Fietizve/ariy this AD700 | Mark one of these Bt | Update Close |
boxes as appropriate.
— Obligation Methods <
Motify Receiving [~ RCY Complete [ Doctype IEC -CC j BOC |31 A0: Mon-capitalized Equiprment j
Purchase Order I = as Date Obligated |1 0418/2006 Other Obligating Docurnent
CC Agy Fief Mum [31176 Newt Fef 3| Obligsted [Complet= =]
BRAdR | .. HFC Rel. Date |1 1/07./2008
S I el I L Procurement Total
Check Nurnber | GBL | | 4,964 62

To update the purchase information on an AD700:

e Select Update Obligation, select all assigned or select an individual procurement “User” in the
‘Worked By’ field, then select Refresh Selected AD700s List to populate the screen as shown

above.
e Select the ‘Request #’ to be updated.

e The fields on the bottom of the screen in ‘Obligation Methods’ will become active and ready

for data entry.

e Complete the appropriate boxes at the bottom with the obligation info. For Example:

0 Purchase Orders — complete  Purchase Order
Date Obligated
Obligated

Procurement Total

0 Credit Card Order —complete  CC Agy Ref Num

Date Obligated
Obligated

Procurement Total

NFC Rel Date (after approved in PCMS)

e To complete the record, select Update.
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CREDIT CARD/CC-WIP PROCEDURES

End User enters AD700 or Credit Card
Order
(See AD700 or Procurement/Credit
Card Sections)

Obligations entered as a credit
NO | card order will automatically be
“|  setwith Credit Card status

Was obligation
entered as an
AD700?

Notes Screen Change status to Credit Card,

choose cardholder (if prompted)

Has status been set and Save

to Credit Card?

Update obligations |
through CC-WIP

As a reminder,
reconcile requisition
in PCMS in a timely
manner.

¢
Y

Select Get Selected AD700s List, then
choose the obligation just reconciled in
PCMS to update information in CATS

v

Input appropriate dates and
Procurement Total, then
Update

Were there others
reconciled in PCMS
that need to be
reconciled in CATS?

Follow these same
steps for all obligations
previously reconciled in

PCMS

Print Credit Card Log
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CREDIT CARD ORDERS

There are two ways to create credit card entries: 1)from an AD700, or 2) through a
short credit card order entry screen.

To create a credit card order from an AD700, create a new AD700 as shown in the
AD700 entry section. A previously-created AD700 can also be retrieved through
Search.

With the AD700 open, go to the NOTES tab

CATS - CRIS Allocation Tracking System - AMILLER(Z007) - [CATS - ADT00 Entry] -0l x|

General T Dretail T Accounting T Mates T Procurement

—Wiew...

Request Hotes: % Uszer Motes

Seller: Complete Packaging & Shipping Suppl ;I = Procurement MNates
" Receiving Motes
1 Higtany

— Request Statuz
& Working
" Piojected
" Approval Requested
= Other

" Approved

= Credit Card

" Dizapproved

= Procurement

) Beceiving
;I ALY Complete
User Field 1 Uiser Field 2 User Field 3 £ Voided
fits |

Short Description Receiving Date Notes Beport |
|30GE Hard Drive |+
Mext available CC Agency Fief I?_gmguung

Clane AD700 | Print | Save b Add | Save | Ohse

At this point, the status is still "Working." Select the Credit Card option to indicate that the
status will be changed to credit card status. Select Save. Some users will have the option to
assign an order to other credit card users (this is usually Administrators, Account Techs, and
Approvers). If prompted, select CC User, then Save.

CATS - Select CC User

[~ Show all Credit Card Users

Please zelect a Credit Card User

5 ettinger, Lisa Cancel
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The pop-up screen with the
Request # is displayed.
Select OK. Make note of the
number for future
reference.

CRIS Allocation Tracking S

Request has been saved.

Request #: 7-3601-915-15027

CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - AD700 Enktry]

=101 ]

General T Detail T

Accounting T Motes

Fequest Mates:

Seller: Complete Packaging & Shipping Suppl

User Field 1 User Field 2

[-|

User Field 3

T Procurement

—Wiew...

& Lser Motes

" Procurement Maotes
™ Receiving Nates
€ History

— Flequest Status
wiorking
| Projected
! Lpproval Bequested
) [ther
) Appraved
& Credit Card
" Disapproved
' Fracurement
" Feceiving
" BCY Complete

! Yaided

Jits |

Shart Description

Receiving Date

|30GB Hard Drive

[/

Mest available CC Agency Ref I?-AMDDDD2

Motes Repart |

C.C.WIP |

Clone ADF00 |

Print | Save & Add |

Save V

/

/

NOTE: once the status has been set to Credit Card, a button becomes available to allow the
selection of the option for the CC-WIP (Credit Card Work in Progress) screen to finish working on
the order. Users can either Print, Close, or go to the CC-WIP.

Reminder: Check PCMS regularly after placing a credit card order. CATS requisition number

should be used to fill the Agency Reference # in PCMS.
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To create a Credit Card Order from Short Data Entry Screen, select Data Entry, then Credit Card
Order.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2007})

Diata Entry

Change Password
Change Login

USDA
e
Agricultural

Research
Service

Reparts
Account Status
Receiving Dock

Procurement

CCWwIP
Data Entry Menu

Hew Purchase Request Feguisition Approval

Shart Data Entry 1

Administration

Accounting

Search

Version: 10-10-06 8:41 A v 31.7  Server Mame: 10.101.16.8  Databaze Mame: ajmcats

The Credit Card Short Data Entry (CC SDE) screen is displayed:

CATS - Short Data Entry - Credit Card Entry :
Credit Card Murmber I Budget Object |2E?D: Supplies and materials;’gj Sl |
Wendar IAmazon j Accounting Code I?D'I 3E01915 - Miwda, DaD j
Description Ibooks Sub Account IUU‘I -Orly One j Clone |
Diate [0 /3002007 Amount  [30.00 R &M
& Mone ¢ Partial hdvanced |
Check # I " Ful | —
Motes }
Crystal Reports Manuals ;I Credit Card User Add Vendar
[Miller, &ndlrea =l —l—
- CC Agency Ref #
[7-amt000 save |
[~ Setstatuz bo Void Save & Add |
User Field 1 User Field 2 User Field 3
ITS I Cloze |

Vendor, Description, Amount, and Accounting information are required. All other fields are
optional. Notice that the next available CC Reference number is displayed and will be assigned
when Save is selected. Note: The Credit Card Number field is optional and used as a reference
number. This is NOT the 16 digit number of the actual Credit Card.

Whether the requisition has been created in either the AD700 entry (where status is set to Credit
Card) or from the CC SDE, it will be “worked” from the CC-WIP (Credit Card - Work in
Progress) screen. CC-WIP allows for entering the rest of the information that needs to be included
on the Credit Card Purchase Log reports.
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CC-WIP (Credit Card - Work in Progress)

e NOTE: CC-WIP information should be entered AFTER reconciling an order in PCMS.

e Atthe CC-WIP screen, the user’s name will be pre-selected in the Worked By field. The name

in the Worked By field may be changed if the user is an Administrator, Account Tech, or

Approver.
ﬁ CATS - CRIS Allocation Tracking System - AMILLER(2007) - [CATS - Credit Card WIP Drders = IEllil
Fizcal Year IZDD? for Internal House Account IALL j
winrked By [Millr, Andrea | for Management Lirit JoLL =l
Obligated Status ALL - for Sub Account IALL j
Get Selected AD700s List | Goto Req. Mumnber (last 8 digits, no dashes): I
Fequestd | Date | “Wendor Selected | CC Agy Ref | Description | Proc. Total | CC User | Fequest
4] | i
Molify Receiving [~ REY Complete L] Purchase Log Delete Azsignment Eietieve A0FO0 Wpdate | LCloze |
CC A Ref Murnb:
e I Frocurement Mote
Date Ordered I_.-"_.-" =]
Obligated I vl
MFC Apprv Date I I
Date Received I A
Procurement Tatal I
Mext available CC Agency Ref I?-AMDDDDB
Check Mumber I
BOC j LI
e Select Get Selected AD700s List to pull up a list of CC orders assigned to the user.
ﬂ CATS - CRIS Allocation Tracking System - AMILLER{2007) - [CATS - Credit Card WIP Drd i =] ]
Fizcal'ear |2gg7 far Intermal House Account IALL j
Wwiarked By [Miller, &ndrea | fior Management Unit JoLL =
Obligated Status AL - far Sub Accaunt IALL j
Get Selected AD700s List | Go to Req. Mumber [last 2 digits, no dashes): I
RequestH | Date | endor Selected | CC Agy Ref | Description | Proc. Total | CC User | Request
7-3601-91515088  01/30/2007  Amazon F-AM00002 books 50,00 Miller.Andrea Miller An
7-3601-925-25010 10431/2006 F-Ah00007 Computer Fans 14.27  Miller&ndrea Demond
J | ol
Notify Receiving u RCY Complete ¥ Puichase Log Delete Assignment Betiieve A0700 Update | LCloze |
CC & Ref Murnb:
e S I Frocurement Mote
Date Ordered |D1 A5/2007 ;I
Obligated I Complete - l
MFC Appry Date I A
Date Received |D1 £30/2007
Procurement Total I 95.00
Mext avalable CC Agency Ref I?-AMDDDDS
Check Murmber I
BOC j LI
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Select the appropriate order. Notice the CC Reference number that was assigned when the
requisition was saved in previous screen and the Date Obligated was set at the time the requisition
was saved as a credit card.

As the order is worked through the CC-WIP process, fill in the appropriate fields and select
Update to save. The same order may be retrieved later to enter or edit the fields.

Individual field information:

(0]

(0]

CC Agency Ref Number: Filled by system.

Date Ordered: Date the CC order was placed. The system fills this field when the requisition
is saved, but editing may be done at any time.

Obligated: Indicate that an order is Partial or Complete. This is mainly for the user’s
information. It can be used to help filter the list if the user is a credit card user who places lots
of orders (notice the Obligated Status pick list at the top of the screen).

NFC Approve Date: The date reconciled in PCMS.

Date Received: The date the order is received as complete (if partial shipment is received, it is
recommended only the date of the last shipment be entered).

Procurement Total: This will start out matching the total of the requisition entered. If the
amount came back differently in PCMS (perhaps an adjusted price or different shipping
charges than originally entered), simply put the new total here. This new total will show up on
all reports in the system. If this amount is changed, make a note of the reason in the
Procurement notes field to the right.

Check Number: If a check was written, record the check number here.

Procurement Notes: Free-form field for typing any notes the user would like entered for record
purposes. These notes will print on the CC Purchase Log.

Checkboxes for Notify Receiving and Received Complete: These are optionally used to update
the status of an order. The status shows up on several screens and reports. Additionally, the
Notify Receiving check box will allow this requisition to show up on the Receiving screen.
This is useful for places that have a loading dock with a receiving staff.

When all desired changes have been made, select Update. Select Close to exit this screen. If this
screen was accessed from the AD700 screen, the user will be returned to the AD700 screen.
Otherwise the user will be returned to the Main Menu screen.
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Credit Card Order Modifications

This function would only be utilized if changes, other than the amount, need to be made in order to
reconcile the obligation. An obligation will only be displayed in CC-WIP when it has a Credit Card
status. No changes may be made to a Credit Card order unless it has been changed to Working

status through this function.

Changing requisition back to Working status from CC-WIP for Credit Card Holders

e Select CC-WIP from Main Menu

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2007)

Agricultural
Research

Service

PBrocurement

Administration

“ersion: 101006 8:41 AM v 3.1.7  ServerMame: 10.101.16.8  Database Mame: ajmcats

Change Y'ear
Change Password
Change Login

1. Use drop-down
menu to select
cardholder.

2. Select Get
Selected
AD700s List.
Select line
item needing
status change.

¥ CATS - CRIS allocation Tracking System - AMILLER{2007) - [CATS - Credit Card Wi _ ol x|
Fizzal vear |2DD? far Internal House Account IALL j
L | WarkedBy [Brawn, Lashay | far M anagement Lrit | =
Obligated Status ALL - far Sub Account IALL j
o .
Get Selected AD700s List Go to Req. Mumber (last 8 digits, no dashes): I
FequestH | [ate | Vendor Selected | CC Agy Ref | Description | Froc. Totall CLC zer | HeqL;I
F-3601-925-25020 11/02/2006 Kroger 7-LeO0O02 KROGER - Food ltems ... 55.23  Brown LaShay Brow
7-3601-925-25042 11/27/2006 ASA-CSSA-5554 7-LBO000S Registration Fee for 45... 33500 BrownLaShay
F-3601-925-25043 11/27/2008 Office Depot Planner/Office supplies 0.00  BrownLaShay
—» 7-3601-925-25048 11/29/2006 Scheraga Internati... Fegistration Fee for atte... 0.00  Brown LaShay
7-3601-925-25074 12/27/2008 G54 Advantage 7-LBOOOM O Dr. Shafer's ‘Wallet Fold... 96.91  Brown.LaShay
F-3601-925-25075 /04,2007 Diversity Graphics 7-LBOOO EEQ Posters for EQACR. .. 52.00 Brown LaShay
4 |
Notity Receiving [ RCV Complete | Purchase Log | Delete Assignment Retrieve AD7O0 | Update | LClose |
CC A Ref Humb -
gency Fef Mumber I? LEOOO11 Procuramant Nate f A
D ate Ordered |D1 £30/42007 ;I
Obligated I - I
MFC &ppry Date I F

Date Received

3. Click Delete
Assignment to
change it back to

I I
Procurement Total I

7-LeO00 2

—

Mext available CC Agency Ref

Check Number

4. Retrieve AD700
to ensure status is
what was intended.

Working status.

= T

BOC 2670 Supplies and

terials/generar
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CREDIT CARD PURCHASE LOG

e The system can generate a Credit Card Purchase Log report for cardholders.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{ZDO7)

Liata Entrp S D 3 Change rear
Report
Beports / Change Password
——
Account Status Changs Login

Receiving Dock Agricultural
Procurement ReseafCh
Service

CC WP

Report Meny —M™@8 —MM M

e —— Credit Card Purchase Log
Status of Funds Report User Fields Report
R &M Feport User / Account Rights
Search

Accounting

“ersion: 10-10-06 8:41 &M w 31.7  Server Mame: 10.101.16.8 Database Mame: ajmcats

e From the main menu, choose Reports, then Credit Card Purchase Log (note: this log report
can also be accessed from the CC-WIP screen). If a user can assign orders to other users
(Administrators, Accounting Techs, Approvers), a menu for selecting specific users for which
to print the report will be displayed. A print preview is displayed:

. Credit Card Purchase Log

& = = |0 11 R | ~EFystalote

Preview |

CREDIT CARD PURCHASE LOG 1430407 10:57 am

CARDHOLDER HAME: MikerAmima

In the Print

H << ORDER REQ HUMBER ORDER VENDOR DESCRIPTION TOTAL €OST  DATE APPROVE REMARKS
review P o aecs B rieEe)
window AT BT E— .
] TRMNONT  T3M1-S1515086 . Towke 15000

printer icon
to print the
report.
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RECONCILIATION PROCESS

Prior to beginning the Reconciliation process:
a. Run TDL from BRIO

b. Run SAMS Liability by MU/CRIS

¢. LMU must match OCP

Enter salaries from LMU/CRIS Reports:

e Select Data Entry in CATS

e Select Salaries

e Enter salary totals in correct fields (Actual, Projected, Lapse)

e Enter amount into correct BOC field

e Use down arrow to select correct Pay Period

e Assign $ to CRIS projects

e After entering, unallocated total at bottom of screen should be '0'

¥

TDL:

e Check entries for $ that negate each other and ignore them

e Check for obligations and disbursements against commitments/
projections in CATS - (Utilities, Telephone, etc.)

e Check for fuel expenditures and enter those into CATS, or modify
projected entries

Reconcile against TDL . obligations only-

e Select Account Status in CATS
e Choose the MU to be reconciled o Select radio button for 'Reconciled items'
e Select Get List - Select date range to be viewed

e Select/highlight lines/items to be reconciled - current date will be | |® Reconciled list for the selected dates will

inserted in Reconciled column be displayed
e Print the list

e Compare total on list against TDL
e Reconcile Salaries after ensuring TDL

To view reconciled data:

totals match OCP

RUN STATUS OF FUNDS
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RECONCILIATION - ‘ACCOUNT STATUS’

To reconcile CATS records to BRIO reports, select Account Status from the main menu.

- CRIS Allocation Tracking System - AMILLER(Z007)

Data Entryp

Reports

Account Status

Receiving Dock

Frocurement

CCwIP

Administration

Accounting

Search

Agricultural
Research
Service

Vergion: 10-10-06 8:41 AM v 317 Server Mame: 10101.16.8  Databaze Mame: ajmcats

Change Year

Change Password

Change Login

The following screen displays the balance or ‘status’of accounts. This screen is displayed for the

reconciliation process.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(2007) - [CATS - Account Statu: ]

=10l x|

Year I anagement nit Select documents far the date range:

2007 - = .

I I J I J | ta I " Show Reconciled
" Show Salany & Showall SubAccount I vl [Enter dates as MM /DDA ' Show Unreconciled
" Show Nan-Salary . Reconciled Date I " Show Al

[~ Do Mot Shaw Warking AD700s
‘ Daollar Ammount to be Reconciled | 0.00
Request # | TotaIAmounll Req Date | Description | Vendar | Statuz | Recaonciled | Type | DacMumber
4] | |
Flan Fieconciled Unreconciled Total Ealance
Salary | .00/ .00/ 0.on) | [ | 0,00 Use the left mouse buttan to
mark/unmark. for reconciliaton; use the
All Other | 0.00) | .00/ | n.o0) | | 0,00 right mouse buttan to select a recard
for viewing accounting data.
Total | 000 | 000 | 0.00 | 0.00 | 0.0 ? .
Get List I Editécetg I F'[ncurementl Etirit | Update [Cance] Cloze
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e To reconcile an account:
NOTE: An item cannot be reconciled if it reflects a status of “Working.’

0 Select the Management Unit to work on by selecting the drop down arrow under
‘Management Unit’.

o Highlight the MU to be reconciled. Use these buttons
0 Select Get List. to see only
o This following screen is displayed:

reconciled, only
unreconciled, or

all items.
/il
These tanagement Uit Select documents for the date range:
buttons = -
i e 703601915 x| [Mwa DAD | | o £ Show Rscorcied
- & |
data o 55@‘ P Subbecount I J i [Er'uha.rI d:t;s as MM.‘[;-IDmé? - 2:23 Elrl'ureconmled
i o Mon-5alan econciled [ate I
displayed Y I™ Do Mat Show Working AD700s
on the
screen. \ Dollar Amaunt ta be Recancied [ ow
Request # I Tatal .-’-‘-.mountl Req Date I D'ezcnption | Wendor I Status | Reconciled I Type I Dochur
F-3607-915-15020 169.05 11A3/2006 #25305/B 6013601, GSA CUSTOMERT: = MewD  7-3607-C
F-3601-915-168027 * B B0GE Hard Crive G54 Advantage Cre * -E
7-3601-915-15034 | This area F Maintenance Contract....  Copy Products Co. Wog  These boxes allow you to  |1-£
F-3R01-915-165035 i H F Cannonlmage Runner..  Copy Products Coo W H i -5
ispl he inf g Y mporarily elimin
#-3601-915-15062 d ISp ays_t eh 0 E o cancelled subscription Peoria Journal Star - Oth Ee pl?' a , ye fate n-<
7.3601-91515067 | selected in the E Federal Express DAD Federal Express Othy WOrKINg _records rom 1t
7-3601-91515070 | above two boxes. f Dctbil AT&ET Othy consideration on the R
F-3601-915-15071 e e e Mo bill AT &T Ot screen and in the ‘mlni’ B
F-3601-915-15078 BE0.00 /0872007 FY0OF charges Federal Express Othy SOF bel 32
7-36(071-915-15079 070 01/09/2007 Mov 200 usage AT&T Oth elow o
230191815080 2925 MA0/2007  Ames, 14-12/18/06 [, Strub Otk kil
This area h-15081 10647 MA0QL007 7500 Canon Lazer Cla..  R.K. Dison Co Wworking o700 7-3800-E
l b-15082 9665 01A0/2007  Maintenance Contract ... Copy Productz Co. “Working o700 7-3601-S
reflectsa  fympas 37304 01202007 Peoria, IL1/310/07 L wikonVoss Dther TR&Y  7CS033f
‘mini’ up b-15084 BA90 M A2/2007  Peoria. IL-1/9-10/07 L. Wilzontoss Other v TRAW ?CSDfiLI
to date | d
status of Plan Reconciled Unreconciled Total Balance
funds for | 145250000 439131 12159979 149098922 | T390 7 Use theleft mouse buttan t
mark.ummark for reconciliaton; uze the
the r | 56.474.00 | 14.965.10/ f 283828 | 17.862.38) | JAET0ES  right mose buttan to select a record
selected [ ioagpraon||  zsameedt|| 121883613 150885260 0521 an O Viewing sccaurnting data.
MU or -
CRIS : .
Edit Acctg | Procurement | Print | Update Cancel Cloge

e Do the following to reconcile records:

0 NOTE: Must have Show Unreconciled selected in order to reconcile.

0 NOTE: The reconciled date can be changed by inputting the desired date in the
‘Reconciled Date’ field. The default date is the current date.

0 Locate the line on the screen that matches the entry on the BRIO reports and select the line.
This will cause a reconciled date to be displayed in the “Reconciled’ column. If the
incorrect item is selected to show reconciled, select again to remove the date.

o After all lines are marked as reconciled, select Update and the reconciled lines will be
removed from the screen. The ‘Dollar Amount to be Reconciled” automatically calculates
as items are reconciled. The final total should match the TDL total for the period being
reconciled.

0 Selecting Update also updates the ‘mini’ Status of Funds (SOF) area.
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e To Print reconciled items:
0 Select Show Reconciled.
o0 Enter the reconciled date range desired. For example, if the account was reconciled on
01/30/2007, that date would be entered as the beginning and the ending date.
0 Next select Get List. This will now display a list of the reconciled items for 01/30/07.
o0 To print this list, select Print.

CATS - CRIS Allocation Tracking System - AMILLER{2007) - [CATS - Account Staktu: i ]

Year I anagemett Linit Select docurments for the date range:

2007 - .

I 71301915 7] [Mwi DAD =l | [osriz06  ta [017302007 | ' Show Reconcied
€ Show 5 alary & Show Al Subdccount I j [Enter dates as M /DDAY] " Show Unreconciled
" Show Non-Salay _ ReconciledDate  [01/30/2007 | © Show Al

[~ Do Mot Show Working AD700s
Diollar &maout te be Un-Reconciled oo
Request # | Total &mount | Req Date | Description | Wendor | Status | Reconciled | Type | DocMurr =
7-3601-915-15000 24012 08/03/2006 Fv2007 Employes Con...  E&AP Other 11/14/2006 0700 73600
7-3601-915-15001 106.47 10M12/2006 Maintenance Contract .. RLE. Dison Co. Credit Card 12/06/2006 0700  7-3601-
7-3601-915-15002 1.700.94 10/2042006 ‘wWashington, DC-10/9-..  J. Walk Other 11/14/2006  TR&Y  7C5033H—
7-3601-915-15003 115,02 10/2042006 wWashington, DC-10/9-..  J. Walk Other 11/14/2006  TR&YV  FCSO0IH
7-3501-915-15004 48350 11/01/2005 St Louis-10/23-26/08 . Strub Other 12/06/2006 TR&Y  7WSO33H
7-3501-915-15005 1080 11/01/2005 St Louis-10/23-26/08 . Strub Other 12/06/2006 TR&Y  7WSO33H
7-3801-915-15012 11431 110242005 lacked in FFIS-FY0E G54 Other 11/14/2006 BZTR MAVOOT!
7-3801-915-15013 11431 11/02/2008  Charges locked in FFL.. G54 Other 12/06/2008 BZTR  MIVODT:
7-3801-915-15014 15353 11/03/2008 St Louis-10/25/08 L. by Other 12/06/2008 TR&Y  FCSO33
7-3801-915-15015 200126 1132006 “wWashington DC-10/29.. 5. Stonewal Other 12/06/2008 TR&Y  FCSO33
7-3601-915-15016 16368 11A13/2006 wWashington DC-10/29... 5. Stonewall Other 12/06/2006 TR&V  FCSO33
7-3601-91515017 83208 111372006  Pitsburgh, P&-10/23-1... R, Holzinger Other 12/06/2006 TR&Y  FCS336(0
7-3601-915-15019 12220 1141342006 #000071 5/B 6013607...  PeoraJoumal Star Other 12/06/2006 MewD 7-36071-5
7-3601-915-15019 12220 11A13/2006 #0000 5/B 6OM3600...  PeoriaJounal Star - Qther 11/14/2006 MewD 7-3601-
?-fsm -915-15020 1B9.05 1141352006 H#253105/B 6013601, GSA CUSTOMER..  Other 1141 4;"?008 el ?-SEDjLI
L 3
Reconciled Unreconciled Total Balance
Salary | 1.492,900.00 | 274,991,311 | 1,215,997 91 | 1,490,999.22 | 1.910.78  Use the left mouse button to
mark./unmark for reconciliston; uze the
All Other I 56.474.00 | 14,965.10/ | 2.898.28) | 17.363.33(f] SE.ET0EZ  right mouse button to select & record
Tod [ tesgzesoo|  zsgseea | 1218898130 150885260 (] I0521. 0] |01 Yieking aeeuning el
Edit &cctg I Procurement I Print I Wpdate Catice] Close

e Salaries NOTE: There is no need to reconcile or unreconcile salaries. When salaries are
saved, Actuals are automatically saved as reconciled, and Projected and Lapse are
automatically saved as unreconciled. The reconcile status should be left alone on salaries.

e At this point the first account reconciliation has been completed. Select another MU following
the steps above to reconcile that account, or choose Close to exit from this screen.

e NOTE: Users with appropriate rights may come back to this screen to view their current

account balance on the mini SOF. Selecting an MU and a CRIS displays the SOF for the
CRIS only. To obtain a printout of the information displayed on the screen at any given
time, simply select Print.
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Making Changes Through Account Status

The Accounting Tech can add information to an entry using the copy of the obligating
document (i.e. PO info) when working in this section, if there is a line with “Type’ 0700 or
without a document number in the ‘Doc Number’ column, or the dollar amount needs to be
changed. This can be accomplished by RIGHT clicking on the line and then selecting the
Procurement button at the bottom of the screen. For information on completing the
Procurement section see the section on Procurement Functions.

To change the ‘status’ of a record from the ‘Account Status’ screen, do the following:
0 RIGHT click the record to be changed, then select the Edit Accounting button at the
bottom of the screen.
0 Depending on the document type, this opens either an AD700 or a Short Data Entry.
e Ifan AD700 is displayed, select the Notes tab to change the status.
e |f a Short Data Entry is displayed, select the Advanced Button to pull up the
AD700, then select the Notes tab to change the status.
e Once at the Notes tab, select the radio button next to the Status desired.
e Save the “Status’ change, then select Close to go back to Account Status.

67



Samples of Account Code Modifications
Sample No. 1 — AD700 Modification of Account Code:

e Select Search from the Main Menu

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

Data Entry Change Year

Reparts Change Pazsword

A b Stat i
coount Status Change Login

Receiving Dock

Agricultural
Procurement Research
Service

CC WP
Administration

Accounting

Verzion: 10-10-06 8:41 Ak v 31.7  Server Mame: 10101.16.8  Database Mame: ajmcats

e Enter the last three digits of the Management Unit or the In House Account (IHA) in which
the requisition has been created and select Search.

CATS - CRIS Allocation Tracking System - AMILLER(2007) - [CATS - Requisition — |EI|5|

Amount | Qatel Document  General | ﬁeywoldl DOptions |

Reguisition Mumber: |7 K

e I? 36019151 Create Tiemplate |

IHA: [ anHe's v

ML- I j Eietrieve/Modify |

Sub-Account: I = Frint |

Wendar: I Clase |
Request Number | Wendar | D escription | Amountl Date Requested | Shatus | Reconciled | Categon
4| [

Feady.




Select the requisition number to be changed, or highlight the record and select
Retrieve/Modify. The requisition must be in working status (see next section on how to

change a requisition back to working status) in order to change the account code. The
requisition highlighted below was entered as a New Purchase Request (AD700). (The

next sample is a requisition that was entered through Short Data Entry).

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition S5e: - | Dlﬂ
Amnaunt I Qatel Document  General | Ee_uwordl Options I
Reguisition Number: |7 915-
4 I? S Create Template |
IHA: J &l HA =l
Retrieve/tMadify |
kL I j
Sub-&ccount: | j Print |
Wendor: I Close |
Fiequest Number I Wendar I Diescription I Amount I Date Requested I Status I Reconciled I Categol;l
7-3601-315-150258  Macrovision #25342 see notes Oct TOL 0.00 1141372006 Other 12/2006 MHewD
7-3601-915-15026  Office Max #15403 5/B 6013601315 0.00 11/13/2006 (Other 12/2006 [ewD
5. tage S0GE Hard Drive 11/ B Credit Card (1700
7-3601-915-15028  OFFICE Max #15449 see notes Oct TOL 0.00 11/14/2008 Other 12/2008 MewD
7-3601-915-15029 S4B Computer and...  #26044 see notes-Oct TOL 0.00 111442008 Other 12/2008 MNewD
7-3801-915-15030 P Snell Ames-10/10-13/06 HESD 11/14/2006 Other 11/2008 TR&Y
7-3601-915-15031 P Snell Ames-10/410-13/06 2484 11M4/2008 Oither 11/2008 TR&Y J
7-3601-915-15032 D Stub Auburn, AL-10/29-11/3/08 1.061.49 11/14/2006 Other 12/2008 TR&Y
7-3601-915-15033 D Stub Auburn, AL-10/29-11/3/08 BE.05 11/14/2006 Other 12/2008 TR&Y
7-3601-915-15034  Copy Products Co. M aintenance Contract, C... 19330 11A14/2008 wiorking gl
T-3601-91515035  Copy Products Co. Cannon Image Runners 3. 9388 11/14/2006 wiorking gl
7-3601-915-15036 D Strub Ames-11/6-7/06 11850 11/16/2006 Other 12/2006 TR&Y
7-3601-915-15037 D Strub Ames-11/6-7/06 .20 11A16/2006 Other 12/2006 TR&Y
7-3601-915-15038 5. Shrout Allanta-11./1-4/06 1.213.35 11A16/2006 Other 12/2006 TRAY «
al ) oo oo - e [ Bl

85 item(s] found.

The original AD700 Entry is displayed. Select the Accounting tab. Highlight and

double-click the fi

st line of accounting.

ﬂ CATS - CRIS Allocation Triacking System - AMILLER{2007) - [CATS - AD700 Entry] = Ellil
General T Ditail T Accounting T Maotes T Frocurement
28 [29ACCOUNTING CLAESIFICATION
AT & E C D E 0 &l
5 10 5 3 4 14 P Distribution Arnount

1| | 2
RECOMMEMDED SOURCES:
GS5A Advantage
Wendors |
R &M
& MNone ¢ Partial
 Full |
Clone AD700 | FErint | Save & Add | Save | LCloze |
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e The following screen is displayed.

CATS - Accounkts

| Usevaidated MU

bl anagement it

bos Line :

Ilze Urevalidated LI

| 7013601315 - /A DAD =l

Sub Account

I'I -Only One j

Amount -

I$1 37 00 % Distribute by dollar, arnourt
£ Distribute by percentage

ADTO0 T akal:

[$137.00

Procurement Total

[$137.00

IInallozated armoint

[$0.00

MHew Account

Delete Account

Cloze

e Change the Management Unit to the account needed.

CATS - Accounkts

Ao Line |1 j
I ze Validated ML Ilze Urvalidated MU |
bl anagement | nit

FO13601915 - Mwa DAD j

013601915 - MWA DAD
EF 07 360T 925 -

7013601927 - AD Reszery

7013601926 - M4 Biomet

FN36015928 - Salary Lapse Resarve
7013601959 - Mwid CEPS
FM3E11105 - Savbeanstdaize Gemp

=

daollar amount

FO13611125 - Invasive Weed Manag ™

perzentage

ADFO0 T atal:

[$137.00

Procurement Total

[$137.00

IInallocated armoint

f$0.00

Hew Account

Delete Account

Cloze
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The Accounting Detail now displays that the amount is charged to the new accounting code.

Select Save.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(Z2007) - [CATS - AD700 Entry]

=101 ]
General T Detail T Accounting T Motes T Procurement
28 |29 ACCOUNTING CLASSIFICATION
ﬂ%ﬁ; A B C D E 3 A
5 10 5 5 4 14 - Digtribution Amount

1

| ]
RECOMMENDED SOURCES:
G54 Advantage
Wendors |

LM

 MNone [ Partial

C Ful I

Clone AD700 | Erint | Save b Add | e | Hse |

e The request will be saved with the same requisition number even though it is being

charged to a new management unit.

CRIS Allocation Trackingé

Request has been saved,
Request #: 7-3601-915-15027

e Select OK and then select Close on the AD700 Entry screen.
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Sample No. 2 — Short Data Entry Modification of Account Code:

From the Search screen, select the requisition number to be changed or highlight the
record and select Retrieve/Modify. The requisition must be in working status (see next

section on how to change a requisition back to wo

rking status). The requisition

highlighted below was entered through the Short Data Entry screen since it has a defined

Category of CCRD.
ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition Sear - |E||5|
Armount I Qatel Document  General | Eeywordl Options I
Requisition Mumber: [7. 915
g I? EEREEIR Create Template |
L% J 4 HA's =
ML I J Betrieve/Madify |
Sub-Account: I j Erint |
Wendor: I Close |
Fequest Mumber | Wendor | Diescription | Amaunt | D ate Requested | Status | Feconciled | Categolil
7-3601-915-15083 L. ‘Wilsonoss Peoria, IL-1/9-10/07 37304 MA2/2007 Other TRAW
7-3601-31515084 L WwilkonVoss Pearia, IL-1/3-10/07 6.30 mA2/2007 Other TRAY
7-3601-915-15085 5DV Solutions, Inc Toner Cartridge for HP L ... 16894 011272007 Credit Card o700
7-3601-915-18086 A Miller Cook, IL-1/15-16/07 185.00 01A19/2007 Other TRAW
A, Miller Cook. L-1/15-16/07 11.57 01/19/2007 (ther THRAY

7-3601-915-15037

Dl

b [

Fv2007 Employees Contra... Other 11/2006 0700
F-3601-915150001  R.K. Dikon Co. Maintenance Contract for ... 106.47 1041242008 Credit Card  12/2006 o7ao
7-3601-31515002 ). Valk “Wwashington, DC-10/3-14... 1.700.34  10/20/2006 Other 11/2006 TRAY
7-3601-915-158003  J.Walk Washington, DC-10/9-14... 115.02 1042042008 Other 11/2006 TRAW
7-3601-915-15004 D Stub St Louis-10/23-26/06 483250 11/01/2008 Other 12/2008 TRAW
7-3601-915-15005 D Stub St Louis-10/23-26/06 10080 11/01/2006 Other 12/2006 TRAW
7-3601-91515012 G54 locked in FFIS-F0E 11431 11/02/20086 Other 11/2006 B2TR
7-3601-91515013 G54 Charges locked in FFISF... 11431 11/02/20086 Other 1242006 B2TR «

31319 03/

Credit Card

85 item(z] found.

The original Short Data Entry screen is then displayed. Nothing can be changed on this
screen, but changes can be made by selecting Advanced.

CATS - Short Data Entry - Credit Card Entry

Credit Card Humber I Budget Object |2E?'EI: Suppliez and materialsfgj e |
Wendar I.&mazon j Accounting Code I?m 3B0TH15 - Miwis DAD j
Drescription Ibooks Sub Account IDD1 Oy One j Uiz |
et [01/30/2007 Amount  [$30.00 R&M _
(¢ Mome O Partial Advanced |
Check # I = Full I

MHotes
Crystal Repartz Manuals — <eeliLeel s Add Yendor |

IMiIIer, Andrea j —

— CC Agency Ref #
[7-4Mo0002 _ e |

|dzer Field 1

Uszer Field 2

Save kAdd |

[~ Set status toVoid
Uzer Field 3

ITS

! _ Do |
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e This pulls up an AD700 Entry even though the requisition was created through Short
Data Entry. Select the Accounting tab, and then double-click the first line of accounting.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - AD700 Entry] - |E||5|
General T Dretail T Accounting T Motes T ProcLyement
28 |29 ACCOUNTING CLASSIFICATION
i & B C D E il 0
LIME bt
5 10 5 5 4 1 4 E— Diztribution Arrount
| | | | | O [ Y |
1 70136 01915 0o 100.000% $30.00
1] |
RECOMMENDED SOURCES:
Amazon
endors |
R &M
& Mone © Parial
© Full |
Clone AD700 | Frint | Sawe b Add | Save | Cloze |

e The following Accounts box is displayed.

CATS - Accounts
acoLine N - AT ot
: i Frocuremnent T atal
| UseVaidated MU Use Urwalidated MLI | o
nallocated amount
[$0.00
b anagement Lnit
| 7013601915 - My DAD =l New Account
Sub Account
Delete Account
I'I - Only One j _—
Armourt - Llose
|$EIEI.EIEI % Distribute by dallan amount
= Digtribute by percentage
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Change the Management Unit and Sub Account to the accounts needed.

CATS - Accounkts

A Line |1 ’ j

| Use Vaiidated MU

I1ze Unvealidated MU |

bl anagement Uit

| 7013611125 - Invasive Weed M7é; =]

Sub Account

ADT00 Total:
|$30.00

Procurement Tatal

|$30.00

Inallocated amount
f$0.00

Mew Account

Delete Account

18- Chee-S anfordwilliams/D avis
73 - Minar Use

ey dallan amoint

= Digtribute by percentage

Cloze

The Accounting Detail is displayed showing that the amount is charged to the new accounting code.

Select Save.

ﬁ CATS - CRIS allocation Tracking System - AMILLER{Z007) - [CATS - AD700 Enkry] ;|g|5|
General T Detail T Accounting T Naotes T Procuremet
28 |23 ACCOUNTING CLASSIFICATION
ﬂ?ch A B C D a0 A
5 10 5 4 4 14 T Digtribution Amount

|

RECOMMENDED SOURCES:
Amazan

Wendors |

R&M——————
% Mone © Parlial
= Full I

Clone A0F00 | Prirt

| Save & Add | Save |

LCloze |
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e The request will be saved with the same requisition number even though it is being charged to a
new management unit.

Request has been saved,
Request #: 7-3601-915-15058

e Select OK and then select Close on the AD700 Entry screen.

See the AD700 entry section for instructions on distributing the costs to several accounts.
Changes to each line of accounting follows the same steps shown above.
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Change a Requisition Back to Working Status
For Accounting and Purchasing Tech’s:

Select Search from the Main Menu.

ﬂ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

Doata Entry
FReports

Account Status
Receiving Dock

Procurement

Change Year
Change Password

Agricultural
Research

Service

CCWIP

Administration

Accounting

Wersion: 10-10-06 8:41 AM v 31.7  Server Mame: 10101.16.8 Database Mame: ajmcats

Enter the last three digits of the Management Unit or the IHA in which the requisition has

been created and select Search.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER({2007) - [CATS - Requisition - |EI|1|
Amountl Datel Document Eenerall ﬁeywordl thionsl
Requisition Mumnber: [7. K
2 I? 3801-315] Create Template |

IHA: JanHes -
ML- I j Eietieve/t adify |
Sub-Account: I - Erinit |
Wendor: I Close |

Fequest Mumber | Wendor | Description | Amountl D ate Requested | Statuz | Feconciled | Category

| |

Feady.
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e Select the requisition to be changed. Since this requisition is not in Working Status,
changes cannot be made until it is changed back to Working. To do this, go to
Procurement by first selecting Close to return to the Main Menu.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition S 3 - |EI|1|
Amnaunt I Date I Document  General | Eeywordl Optionz I
Reguizsition Murnber: [7. 90-
4 I? eIl Create Template |
IHA: J&lHAs =l
Retrieve/Modify |
MU: I j
Sub-dccount: | j Frint |
Yendor: I Close |
Fiequest Mumber I Wendar I D escription I Arnount I Date Requested I Skatus I Reconciled I Categol;l
7-3611-910-00032  Federal Express 730-612030066 RP310-0... 1221 12/04/2006 Credit Card  07/2007 a7on
7-3611-910:00125  Federal Express 795-565650553 RPI10125 14.04  12/28/2006 Credit Card 07on
7-3611-910-00127  Federal Express 790-630267382 RP910127 14.04 12/28/2008 Credit Card 07on
7-3611-910-00098  Federal Express 792-889270730 RP910-98 1414 12411/2006 Credit Card  07./2007 07on
7-3611-910:00112  Federal Express 799-549603921 RP910-112 1414 12418/2006 Credit Card  07/2007 07on
7-3611-910-0014E  Federal Express 799-568505320 - invoiced 1419 01/23/2007 ‘wiorking 0700
4 Feders| B ; 0 RPS10 01 7 Credi 7
Federal Express 791-154505609 RP910- 1817 11/06/2006 Credit Card  12/2006 07on
7-3611-910-00060 T92-231152277 RP910-60 15.86  11/13/2006 Credit Card  12/2006 07on
7-3611-910-00058  USPS stampzRPI10-00058 16.60 11/13/2006 Credit Card  12/2006 07on
7-3611-910-00088  Speedway A319368 16.73 11/29/2006 Other 12/2008 FLEL J
7-3611-910-00006  SUPER PANTRY 4319368 16.91  10431/2006 Other 11/2006 FLEL
7-3611-910-00083  Speedway A319368 2509 11/23/2006 Other 12/2006 FLEL
7-3611-910-00063  Officebdax dymolabel RP310-00063 26.85  11/15/2006 Credit Card  07/2007 0700
« i i [
148 item(z] found.

e Next select Procurement from the Main Menu.

Diata Entry
Account Status

Version: 10-10-06 8:41 Ak v 3.1.7  Server Mame: 10.101.16.8 D atabaze Mame: ajmcats

n Tracking System - AMILLER{Z007)

Change ‘rear

Change Pazsword

Change Login

Agricultural
Research
Service
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e Select the appropriate account under IHA and MU, and “All Assigned’ in the Worked By field,
Selected AD700s List.

then select Refresh

ﬁEATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Procurement ¥IP Ord — |E||i|
Fiscal Year IQUD? For Internal House Accaount |91 0 j “Worked By IALL Unazsigned j
Far Management L it AL - Ohligating Type AL -
— Update Mode: ———— bl J I J
% pdate Worked By For Sub Account |2 310 - &dmin Support, U Dbligated Status IALL j
W Ujpdta D0l s Refresh Selected A0 700z List | Jump to Requisition Mumber [last 8 digits, no dashes]: I
Requestd I Requestaor I Approve Date I Yendor Selected I Description I Prac. Totall “Worked By I
Retrieves/bodify thiz A0 700 Brink Wpdate Cloze
—warked By Figlds
Lazthame | Firsthame | LaginlD
4] 3
Wwiorked By I D ate Azsigned I Agzzigned By I Deleted By I
Dielete Aszsignment I

e Select the appropriate requisition to highlight it, then select Delete Assignment, then Select Close.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Procurement WIP Or; - | EI|1|
Fizcal Year |2D|j? For Internal House Account |91 1] j ‘Worked By IALL Aszigned j
For Management Unit  |ALL - Obligating Type ALL -
—Update Mode: ——— I J I J
& Update worked By For Sub Account IALL j Obligated Status IALL j
& Uik io Wl Refrezh Selected ADT00s List | Jump to Reguizition Mumber [last 8 digits. no dazhes]: I
Requestit | R equestor | Approve Date | ‘Wendor Selected | D escription | Froc. Totall ‘winrked By | :l
F-3611-910-00134 Flotner, Randa ... 01/11/2007 Federal Express T92-266420333 RPA10-... 473 Plotrer, Randa
F-3611-910-001 37 Flotner, Randa ... 01/16/2007 Federal Express 798-073123326 RPA10-.. 514 Plotrer, Randa
F-3611-910-00139 Platner, Randa ... 01A17/2007 Federal Express F92-270212550 RPI10-... 473 Platrer, Banda
F-3611-910-00140 Flatner, Randa ... 01/17/2007 Federal Express 791-207 374092 RPA10-... 473 Plotrer, Randa
F-3611-910-001 41 Flotner, Randa ... 01/17/2007 Federal Express 790-158300166 RP910-... 514  Plotrer, Randa
7-3611-910-00142  Plotner, Randa ... 01/17/2007  Federal Express 792-271033170 RP10-... 1477 Plotner, Randa —
7-3611-910-00143 Flotner. Randa ... 01/17/2007 Wwebsite Dunamics  CREDIT RP310-143 -29.95  Plotner. Randa LI
Riieve/Modiy this AD700 | S o
—Warked By Field:
| L azthame | Firzthame | LoginlD ﬂ
Dorna dhaws -
L_ough Diana l;llough =
4| | E
Wwiortked By Ilplotner [rate Aszsigned I Azsigned By I Deleted By I
Delete Azgignment I
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e Return to the Search screen and pull up the requisition. It has now been set to Working Status and

can now be modified.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007) - [CATS - Requisition Search] - |EI|1|
Amountl Qatel Documnent Eenerall Eeywordl thionsl
Requisition Mumber: I?.351 1-910-001 42
Create Template |
IHA: JanHe's = |
ML: I J Betrievetdodify
Sub-Account: I j Print |
Wendor: I Close |
Fequest Mumber | Yendor | Diescription | Amountl [1ate Requested | Statuz | Feconciled | Category
7-3611-910-00142  Federal Express 792271033170 RP910-142 1477 MA7/2007 Working 0700
4] | 2]

1 item(z] found.

NOTE: Credit Card Holders can also delete the assignment of a record through CC-WIP. See

the Procurement/Credit Card Functions section for instructions.
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RECONCILIATION TO OCP

Target Users: LAO or Accounting Technicians only
Purpose of section: To match TDL/OCP entries with CATS

Select Accounting then Reconciliation to OCP from the Main Menu

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(Z007)

DataEriy S D A
Beport:
BReports // Change Passward
—
Account Status

Receiving Dock Agr[cultural
Procurement ReseafCh
Service

CCwiIP

Accounting Technician Meny —0onor—o—

Management Unit Admin Einancial Plan

Céahd Rollup

Adminiztration

Accounting

Search

“ergion, 10-10-08 8:41 &b v 31,7 Server Mame: 10.101.16.8  Database Name: ajmeats

Input data from OCP as indicated. The reconciled data within CATS will automatically fill the
CATS Total column, calculating any differences between the two. There will probably be
differences between the BOCs in CATS and the BOCs on the OCP. To change or not change can
be the reconciler’s option. The CATS Total should equal the OCP total. If not, find out why and
correct accordingly.

. CATS - Reconciliation To OCP I ] 53
Account Code: 7013611105 - Soybean/Maize Gemnplazm Pathol j Date: 0142042007
Account Description:  Soybeandt aize Germplazm Pathology, Genetics Time: 0217 P
Ledger Date: 0140642007
Object Clags OCF Tatal CATS Tatal Difference
1000 164,451 57 164,451.57 0.00 -
g0 [#1ma3EETE 199,356.74 0.00 Caloulate | To print
200 [s000 000 0o the OCP
a0 [soaorae 10,307.94 0.00 report,
2200 [$000 0.00 0.00 select
230 [sesm0 88.90 ] Print. The
2400 $0.00 0.00 000 report will
2500 $3.837.89 3,.837.29 0.00 Bk | p rint
2530 $58.92 58,92 0.00
2550 [$0.00 0.00 0.00 exactly as
2600 $10,971.72 10,971.72 0.00 shown on
oo szmatz 823312 0.00 the screen.
20 s 0.00 0.00 e |
aon [soo0 0.00 ]
Totals: 397.312.86 29731286 0.00
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REPORTS
e NOTE: Actual sample reports are included in the Appendix of this manual.

e In order to run any of the following reports, select Accounting from the Main Menu, then select
the report desired:
o Reconciliation to OCP - Refer to the Reconciliation to OCP Section
o Period End Estimate — Refer to the Period End Estimate Section
o Financial Plans — Refer to the Financial Plan Section
0 CAM Rollup — Refer to the CAM Section

e In order to run any of the following reports, select Reports from the Main Menu, then select the
report desired:

AD700 Log Report - click here

Status of Funds Report - click here

R&M Report - click here

Credit Card Purchase Log - click here

User Fields Report — click here

O O0OO0OO0Oo

Following are instructions for compiling the above reports:
AD700 Log Report:

e Select Reports, then AD700 Log Report

ﬁ CATS - CRIS Allocation Tracking System - AMILLER(Z2007)

Change Pagsword

Diata Entry S D 3 Change T'ear
Reparts
D—— /_’—’__.

Account Status

Receiving Dock Agricultural
Procurement ReseaTCh
Service

CCWIP

Change Login

Report M  /( i-—
Adrinistration Credit Card Purchasze Log

Statuz of Funds Report User Fields Report

F &M Report User / Account Rights
Search
BOC Reparting LCloze

Accounting

Yergion: T0-10-08 8:41 AM + 31,7 ServerMame: 10.101.16.8 D atabase Mame: ajmcats
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Select the radio button for Accounting Code, select the IHA, MU, and Sub Account (if desired).

Select Print.

For a specific Requisition Range, select that radio button, and enter the starting and ending

requisition numbers. Select Print.

CATS - ADTO0 Log Report Generator

¥ By Accounting Codes

= By Requisition Range

IHA 910 -| Start # | -
L] Ending # I B
.
Subdcoount I.&LL Subdccounts's for selected [HA M vI
Frrint | LClose |
. Ad700 Log Report =101 x|
e = Il e e s s oo lld T e an 5
| % & & =[x =] |J L] U+ > M o= |J h Erystaleee
Preview |
AD700 Loy For IHA: 310 MU 7013611910 1/30/07 2:24 pm
IHA: 310 HU: TO013611910 Subdccount: 000 - Admin Supportc Page# 1
Requisition# Reg Date Contact Vendor Description Subkccount Total AD700 Total
7-3611-910-00001 10/24/2006 Plotner Randa OfficeMax faxtonerRPI10-1 29.44 29.44
7-3611-910-00002 10/25/2006 Plotner Randa IKON IEON-O0CTO6 27.69 27.69
RPS10-0002
7-3611-910-00003 10/3172006 No Contact Thowas 0il Co 4319967 30.61 30.81
7-3611-910-00004 1043172006 No Contact Speedway 4319963 30.27 30.27
7-3611-910-00005 1043172006 No Contact Midland 0il Co A31996% 30.83 30.83
7-3611-910-00006 10/31/2006 No Contact SUPER PANTRY 4319968 16.91 16.91
7-3611-910-00007 1043172006 No Contact Krause Gentle A319968 35.60 35.60
7-3611-910-00009 11/01/2006 Plotner Randa Federal 790-532464309 5.67 5.67
Express RFP910-0009
7-3611-910-00010 11/01/2006 PFlotner Randa Federal 791-5738137478 4.73 4.73
Express RPS10-10
7-3611-910-00011 11/01/2006 Plotner Randa Federal 782-872484575 4.73 4.73
Express RP910-11
7-3611-910-00012 11/01/2006 PFlotner Randa Federal 798-028525850 4.73 4.73
Express RP910-12
7-3611-910-00013 11/01/2006 Plotner Randa Federal 789-019548354 4.73 4.73
Express RP910-13
7-3611-910-00014 11/01/2006 PFlotner Randa Federal 780-091803312 4.73 4.73
Express RP910-14
7-3611-910-00015 11/01/2006 Plotner Randa Federal 789-015416431 4.71 4.71
Express RP910-15
7-3611-910-00016 11/01/2006 Plotner Randa Federal 788-515349180 4.73 4.73
Express RPI10-16 =

Close

Print the Report:
Select the Printer icon in the top left corner.
At the Printer setup screen, select the destination printer for the report.

Select OK.

The next print screen allows the selection of pages to be printed and/or the number of
copies desired. Select OK.
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NOTE: If your computer has Adobe PDF as a printer selection, the report may be printed to
the Adobe print file and saved to the computer for future reference, or select the Export Icon in
the top left corner to export the report to another format, i.e. Adobe PDF.

Status of Funds Report:
e Select Status of Funds Report from the Reports Menu
Select type of report desired
Select Report Components
Select Location
Select Account(s)
Enter ledger date
Select Column choices to be displayed on cover page
To include Attachments, select the radio button “Include Attachment” and select the
type of attachments to be included
e Select Print to view a Print Preview of the report

s, CATS - Status of Funds Report - Selection Criteria i ] 4|

Report: IStatus of Fundz By Account Code

tatiiz of Fur 1) !
Fepart Components: | Status of Funds Summary
Statuz of Funds Summary By Sub Account

Loct . CATS - Status of Funds Report - Selection Criteria =101
Report: IStatus of Furds By Account Code j
Aecount £ Report Comporents: [By 5ub Account With Account Cods Cover Page =]

By Account Code Oniy
Location(s]: | By Sub Aceount Oril

Ledge

. CATS - Status of Funds Report - Selection Criteria =10 x|

ColumnChe — aee

& Becor Repart: IStatus of Funds By Account Code j
" Recor Report Components: IB}I Sub Account With Account Code Caver Page |
© Totall o Location(s): |3ED'I - Peoria
|
[ Include & | #ccount Cadefs) 7013611105 - Sopbean/Maize Germplasm Pathology, Genetics Research Unit a |
= [FD13E11125 - Imvasive Weed Management Bessarch Unit
Aftachment - 013611130 - Photospnthesis
) Unres ——— Ledger Drate: Ii
¢ Fecor T Inel

— Column Choices for Cover Page(s)
% Both [ —Attac] Brint
& Reconciled, Unreconciled, Working, and T otal Obligations/Commitrents _

= Werge |
| " Reconciled, Unreconciled [inchudes Working), and T atal Dbligations/Commitments
o . . Cloze
o ' Total Obligations/Commitments ol [no detail columng)
|

[ Include Attachments:

—Attachment Choices
" Unreconciled Only [with Tatal)
" Reconciled Only (with Tatal]

{+ Bath [reconciled and unreconciled listed separately with a total after each)

(" Merged [reconciled and unreconciled sorted together with only one tatal at the end)
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Status of Funds by Management Unit cover page - print preview

. SOF By AccountCode

Jx%@?ﬂazz v[|J|4 4] 1t

Preview |

M -|JM

powered by

crys

g [m]

talege

FUNODHOLDER:  Dosalddrt

SALARIES
1000 SCIENTIFIC EFFORT
6000 SUPPORTEFFORT

SUBTOTAL

CONTRACT SUFPLIES & SERVICES
2000 SURPORTSERVICES

2100 TRAVEL & TRANSP OF FERSON
2200 TRANSPORTATION OF THING S
2300 RENTS, COMMUNICATIONS & U
2400 PRINTIHNG & REPRODUCTION
2500 O THER SERVICES

2530 REPAIR, ALTEROR MAINTOF
2554 RESEARCH

2600 SUPPLIES AND MATERIALS

SUBTOTAL

EQUIFMENT
3100 EQUIPMENT
3200 LANDS AND STRUCTURES

SUBTOTAL

EATRAMURAL
000 EXTRAMURAL SUPPORT

SUBTOTAL

ALLOTHER TOTAL
ACCOUNTTOTAL

STATUS OF FUNDS BY ACCOUNT CODE

130mt 344 pm

BCCOUNT: T01-3611-130
LEDGER DATE: O1me&s2007 DESCRIPTION: Phlonsyitiesk Reseanch
FINANCI L RECONCILED UHRECOMNCILED WORKING TOTAL EALANCE
FLAN OBLIG/COMM DA ILABLE
&07,600.00 11272925 497,07 .08 o.oo £09,203.33 -2,203.33
178,750.00 24,5301 164,377.99 o.oo 188,308.30 -10,158.30
786,350.00 137,25956 661,452.00 o.oo TAB111.63 -12,361.63
0.00 o.o0 0.o0 0.oo0 0.oo0 0.oo0
23 .,500.00 592675 628.11 o.oo 655456 16 84514
o.o0 o.0o0 o.o0 o.oo o.oo o.oo
2,500.00 18.05 111.83 o.oo 12988 23012
o.o0 o.0o0 o.o0 o.oo o.oo o.oo
12,266.00 425707 0.o0 0.oo0 135707 7.402.93
o.o0 1,171.00 o.o0 o.oo 1.471.00 -1,171.00
138,235.00 o.0o0 o.o0 o.oo o.oo 138,233.00
173,620.00 T.258 61 32389 451315 20011.27 153,678.13
350,195.00 19,231.48 3,578.85 8,513.75 3z 72408 JT.4T082
24 ,200.00 o.0o0 o.o0 o.oo o.oo 24 ,500.00
o.o0 o.0o0 o.o0 o.oo o.oo o.oo
24 ,200.00 o.0o0 o.o0 o.oo o.oo 24 ,500.00
s0§,625.00 o.o0 0.o0 0.oo0 0.oo0 s0§,625.00
$0%,625.00 o.0o0 o.o0 o.oo o.oo $0%,625.00
280,620.00 19.,231.48 397885 451315 322408 B47,895.92
1,666,397 0.00 156,491.0¢ 665,430.92 451315 B3143501 B35,53¢4.29

-

LCloze |

Print the Report:

e Select the Printer icon in the top left corner.
At the Printer setup screen, select the destination printer for the report.

[ )
e Select OK.
[ ]

The next print screen allows the selection of pages to be printed and/or the number of copies

desired. Select OK.

NOTE: If your computer has Adobe PDF as a printer selection, the report may be printed to the
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top
left corner to export the report to another format, i.e. Adobe PDF.
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R&M Report:

Select Reports, then R&M Report

Select Location

Select one or more Account Codes

Select Ledger Date (defaults to current date)

Check Working Records if they are to be included in the report
Select Print

. CATS - Repair And Maintenence Reporting -0l

Location[s]: &BD‘I - Penria

Account Codels):

Ledger Date ID1£30#2DD?
[~ Include Working Records
Erint Cloze |

e R&M Report - print preview
. Report And Maintenance Obligations B o [ = =S|
| = %I & %= 3z H 4« 11+ > M o= |J dh " EFystaleg

nnnnnnn
nnnnn

EEEEEE

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

sssssss
EEEEEEEEEEE

Print the Report:

e Select the Printer icon in the top left corner.

e At the Printer setup screen, select the destination printer for the report.

e Select OK.

e The next print screen allows the selection of pages to be printed and/or the number of copies
desired. Select OK.

NOTE: If your computer has Adobe PDF as a printer selection, the report may be printed to the
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top
left corner to export the report to another format, i.e. Adobe PDF.

85



Credit Card Log Report:

e Select Reports, then Credit Card Log Report
e Select the Credit Card User(s), select OK

im. CATS - Purchase Log LIser il

Select All |

Ainzwarth, Elizabeth
:Brown, LaShau
Chee Sanford, Joanne
Clough, Steven
Connar, Lynn

D aviz, Adam
Dernaond, Damon
Domier, Leshe
Danzbach, Barbara

ettinger, Liza ok
Goggil, Mike

Haramota, Enn

Hartraan Glan LI EEIFICEJ

Credit Card Purchase Log - print preview

&. Credit Card Purchase Log =] |
| % & & 7= [z =] H | T j1 P M om H @ T alote
Praview |
CREDIT CARD PURCHASE LOG 10107 323 pm

CARDHOLDER WAME: Braws LaSkny

CCORDER  REQ HUMBER QRDER VEHDOR DESCRIPTION TOTAL COST  DATE APPROVE REMARKS
HUMBER DATE RECY'D DATE {MFC)

T-3E0L-925-25043 Office Dapet ma

T-3E0L-925-23048 fo oz 7o Tarumatis nal, Tng 3000

F-LEODAIL FIEOLS15-1000L LMARI0E R K Dizente. SLOCAT  ILMZAI0C 104372006

3-LE00002 T-3001-925-25020 107000

- $3593  1LASAN0C  1LME2006 Fao qur is tha rukistud
£11ha ALGNLWnd ey . wunds .
F-LEODADE FIOLFITLIN09 LLOTI0C  Hyryead Bsinass Bevisw Magasi  Yoasly Subecription Eanawalof FELET) 1148008
Hazvazd Bus inus s Esvinwr 5ix Tamzy
Haleun
T-LEONNOE FIOOLSITAI00L L2ASO0C g tapne € camo tion fou o3 Awaad Flagmar $12540  1LAa00C 10482006
2005 BOWA Winuaz
F-LED0NS FIOOLS23-2IMT LLATIC  ponegengisa Eagismation Fae fox ASAE £5A $335.00  1LMSI0C 12M32006 Da. $hats has cancelled bis
Moating - Dz frumn fhaie armndancs to this
o afomacs 4ud will be
mouiving & foll mfand 61
his chazqe pur Priscills
Wartza. Fhoza
052654941
F-LEODAIN FICOLSITLTE OLATEN0T  gsp Advensag Tir. fhafury Wallat Faldeds snd $9681 0LATR00T
Fonwil ¢ haspenaz
F-LENONIL F3E0L-925-25075 Divaw ity Boaphise EED Fortuz foz EOME s92 00

Calsbostions, MWA boations

Close

Print the Report:

Select the Printer icon in the top left corner.
At the Printer setup screen, select the destination printer for the report.
Select OK.

The next print screen allows the selection of pages to be printed and/or the number of copies
desired. Select OK.

NOTE: If your computer has Adobe PDF as a printer selection, the report may be printed to the
Adobe print file and saved to the computer for future reference, or select the Export Icon in the top
left corner to export the report to another format, i.e. Adobe PDF.
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User Fields Report:

e See the User Fields Section for more detailed information on how to use this report.

Select Print

CATS - User Fields Report Generator

— Uszer Field Search Criteria

Select Reports, then User Fields Report
Enter User Field Search Criteria for which report is being compiled
Select IHA, MU, Sub Account (if desired)

Use up or down arrows to determine sort order desired

The Date Range and Requisition
Number Range can be used to
further restrict the search.

_—

Lzer Field ITS

v Eracttatch [~ Prnt User Fields on repart

Date Range

Starting D ate: I I Start Mumber

Hequisw

Ending Drate: I A4 Ending Mumber I o a

— Request Status
% WWiorking
= Frojected
= Approval Requested
" Wiher
= Approved
= Credit Card

= Dizapproved

/ * Al User Fields © Match Fields = Hull'alues —Sort Order " Brocurement
> Requizsition Number = Beceiving
H — — Date
This [ s = | | {1HamU/subaceount ﬁl o ALY Comelziz
H H |Jzer Fields 2

section Is I J v &l Options

used to &l Allocation &mt_[50000

deﬁne the i I j Shart DesoH ti-:nl

search

fields Print Freview | S Cloze |

The Allocation Amt is an \

amount that has been
identified as being available
for the subject search.

The Short Description
field is another optional
field on the AD700 that
can be searched.
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e User Field Report preview:

. User Field Report o =] ]
|x &&= = |1« | Yol = || “crystal g
Preview |

-
Uzser Fields Report

Search Criteria:
Exact Match = True

All User Fields:

User Field = ITS

For IHA = <all>

Ho = <all>

SubAccount = <all>=

Short Description = <all=

Current Year = Zoo7

Bequisition MNumber Range = <all>

Sort Order = Reguistion Number, Date, IHA/MU/Zub Account, User Fields
Reguisition # Req Date Requestor Yendor Degcription Stat
?-2€01-91E-1E0E7 11/14/2008 Demond, Damon G224 hdvantage 20CE Hard Driwve Crec
7-3601-591L5-1L02% 0ls1z/z007 Snell, Paula SDV Soclutions, Inc Toner Cartridge for HP LJ 3320 Cret

All-in-One (Lori)
?-2e01-21E-1E0822 ol/z20/2007 Miller, Andrea Amazon books Crec
7-3601-926-26009 L11/07/2006 Demond, Damon Hational Toner Printer Fuser Kit RCY
Warehouse

?-2€01-9293-32010 lzsz0/2008 Snell, Paula Resource Network Outloock Trifolds RCV
Total Obligated : $ 3,083.14
Total Allocation : § S50,000.00

Estimated Balance: § 45,916.8¢6

Lloze |

Print the Report:

e Select the Printer icon in the top left corner.

e At the Printer setup screen, select the destination printer for the report.

e Select OK.

e The next print screen allows the selection of pages to be printed and/or the number of copies
desired. Select OK.

NOTE: If your computer has Adobe PDF as a printer selection, the report may be printed to the

Adobe print file and saved to the computer for future reference, or select the Export Icon in the top
left corner to export the report to another format, i.e. Adobe PDF.
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PERIOD END ESTIMATE REPORTS

Report compiled from final FY

Status of Funds Unreconciled Attachment

Select Accounting from the
CATS Main Menu

v

Select Period End Estimate
from the Accounting
Technician Menu

Select only one Accounting
Code from the Period End
Estimate Report

v

Highlight the Sub
Accounts to be
included in the

Period End

Estimate

Click on the type of Detalil
Options (or type of report)
needed, then select Print

When "Print Preview" report is
displayed, use the
forward/backward arrows to scroll
through report pages
Totals on last page should match
SOF totals

:

For a Date Range report,
follow the same procedures -
except select the appropriate

option and enter the date

range desired in the
MM/DD/YYYY format

Refer to the Period
End Estimate section

for Print and Export
Options

Process complete )




Period End Estimate Reports

Target Users: LAO or Accounting Technicians only
Purpose of section: To prepare the PEST report covering all unposted obligations by BOC for
year end data entry into FFIS

e Select Accounting from the Main Menu, then Select Period End Estimate from the Accounting
Technician menu

ﬁEATS - CRIS Allocation Tracking System - AMILLER(2007)

R

Daa vy S D A
Beparts /_’ Change Password

Account Status

Receiving Dock Agricultural
Procurement ResearCh
Service

CCWIP

Change Login

Accounting Technician Meny—mm8 ——
Administration
tanagement Urit Admin Financial Plan

Recaonciliation To OCP CAk Rollup

Accounting

Search

Version: 10-10-06 8:41 &M + 31.7  Server Mame: 10101168  Database Name: ajmcats

e Select the Accounting Code needed for the Period End Estimate:

. Period End Estimate 10| x|

Period End Estimate Feport

Account Codels]: | 7013501999 - Muwid CEPS -
FOT3E11105 - Sopbeandt aize Germplazm Pathology, Geetics Research Lnit

SOTIETTT25 - [ weed Management Be -h Lt

TOT13611130 - Photozynthesiz Regearch ﬂ

Sub Account(z): (007 - Sims
018 - Chee-5 anfordAwilliams /D avis
079 - Minar Uze

Ledger Date: |D1 43042007

Detail Optiohs:
* Unreconciled

™ Reconciled
"~ Reconciled within Date Range: IMM;DDW to IMM,-'DDNY'YY
= Merged

Erirat | Cancel |




NOTE: Select only one accounting code at a time. Selecting a range of accounts will return NO data.

Select the type
of Detail
Options (or
type of report)
desired, then
select Print

i, Period End Estimate

Period End E stimate Report

Account Code(s]: | 7013601999 - Miwia CEPS =
7013611105 - Soybean/M aize Germplazm Pathology, Genetice Research Unit
V013611125 - Invasive Weed Management Bezearch Unit

7013611130 - Photosynthesiz Research ;I

Sub Accounts):

Ledger Date: (071,/30/2007

— Detail Options:
f* Unreconciled

" Recanciled
{~ Reconciled within Date Fange:
" Merged

IMM;"DDW to IMM.»'DDN\NY

Print | Cancel |

=10l %]

Highlight
the Sub
Accounts
to be
included
in the
Period
End
Estimate

e A Print Preview of the report is displayed. Use the forward or backward arrows to scroll
through the report pages for data verification.

. Period End Estimate o =] 1|
J % & & T= |92 | |J IEW =. Period End Estimate B =[]
Preview | | % & &= fRx =] || W« 343 y oM oE || “erystal ;e
Preview |
PERIOD END ESTIMATE raa
ACCOUNTCODE T01-3611-125 Leager Dat: 021 2007 1T p

ACCOUNTDESCRIPTION: IUarme Wes

ALL UN-RECOHC ILED TRANSAGTIONS

nnnnnnnnnnn

SLRY -Dec P OLI 116

SLRY DecPOLI

siwbEl

oToD T-RAOD32E

......
TRAV -7CS0A3E 11010
Sibbal
12500028
o7on 12500028

oToo T-RAO0320
oo -4 DoDODS

o7To0 12500056 a

0700 -125-00057
oo 707 oos
oToo 12500082

oToo T-RAO032E

oToD -RAODI0S

To19E 11128

ACCOUNT DESCRIPTION: luashe Weed Warageme i Researoh Ualt

uuuuuuuuuuuuuuuuuuuuuuuuuuuu

nnnn
sssss

sssssss
nnnnnnn
uuuuuuuuu

The totals on the
last pages of any
Period End
Estimates report
should match
the totals on the
SOF.
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e To get a Reconciled report by Date Range, follow the same procedures, except select the
appropriate option and enter the date range desired in the MM/DD/YYYY format in both date
fields.

FON3611125 - Invasive Weed Management Research Unit =
TO013611130 - Photogynthesis Research
FO13611910 - Admin Support, Urbana, 1L ;I

Sub Account|z):

Ledger Date: |02m1f200?

D etail Options:
" Unreconciled

" Reconciled

* Reconciled within D ate Range: IU'] 0142007 tar IU‘I J312007

" Merged

Print | Cahce] |

e A rreport is generated based on the dates selected:

d End Estimate =10 %

e [ =

| *x & %= [ || <] T oM o= || A crystal ;¢
Preview |
FPERIOD END ESTIMATE Page: 1
(eager oz mT AT 2amr 1238 o
ACCOUNTEOBE: 01
teocers
OBJECT LEDGER LIS
TRANEACTION AMoUNT  vENDoR vescRTION sun suskaloen
e
Samy 1000 - nemaaz o1 v mmsemm  ms vz
surv oesrou mnen Satmy 1000 - wonaias o1 1000 v msmm s %r7immse
,,,,,,,,,,,,,, Fo

TRaw TR 1I08 S22 wakerom n Tz a1 v Gimsmm w6 %1izzmmomi oo
LI sa0m wakerom R Tz 210 v oimsmm o %1izzmmiemo
TRAw TCsTEIDIE 19950 Lasth Domer Tz st v oimsmm e %1izzmomi oo
TRaw TCTIEIOI 147658 WaksrDak 1001wz st v mmsmm me % 1izzmmimon
TRAY TceTaE110208 s5i35 wakerom R T2 P v Gimsmm o %1izzmmiemoo

swom saran
o r-Rpozs ®a FeamiEmni e v msmm mE %rzimmim

,,,,,,,,,,,,,,, Ar ez

swom =

32640 Wnots Crop mprousment W e 07 v mmsemm ma %vreimomsn <
Close




Reports may be
printed directly
from CATS to
your local
printer or
Adobe format

Statuiz:

Type:
Where:

Comment:

HF Lazenlet 4200 PCL &

Ready
HF Lazer)et 4200 PCL &
IP_199.133.96.41

Properties |

— Paper

Size:

Source;

ILetter

I Autamatically Select

Orientation

i~ Parlrait

¥ |andscape

Bezet ta Default

=]

Cancel

OR

e The report may be exported directly to Adobe, Excel, or Word format — to do this select the Export
icon at the top left of the screen and choose the preferred format for exporting.

&_Period End Estimate

[l -3]

. E pawered by o
| =[x =] || 1 4 [+ Moo= || Crystal=ge
PERIOD END ESTIMATE Page: 1
Leager Dat :02/01 2007 2407 12:38 p
ACCOUNTGODE: TOI3811-105
ACCOUNTDESCRIFTION: Soybeai/Mlake GempEsm Patiobgy, G el etor
Rezearch Uit
RECONC ILED TRANSACTIONS 0Y DATE RANG E
LEDGER/
0BIECT LEDG ER CIEIDE
e R C G S Ee e eus  sumowoen
SLRY DecpOL2 93,662.61 Sa|n 1000 - Acwalas of 1000 ¥ 01062007 016 351122000015000
"p
SLRY DecPOLZ 4531135 SaEn 1000 - Ackalas of 1000 ¥ 01,06 2007 018 351121000015000
LD
SLRY DechOL2 2437161 Samry 1000 - Achalas of 1000 ¥ 014062007 019 351121000015000
PR 24
sin@l 1445187
TRAY TCS0336 110103 51.00  mamn sacis 12751268 a1o0 v o1ms 2007 o1 3s112100001s000
TRAW 7030336 11208 59122 WakerDauk R 10/23-10/26 06 2100 ¥ o1/ms /2007 016 351127000016000
TRAW TCS0336 110212 15336 Mlkes, Mok 104-10710.08 2100 ¥ o1/ms /2007 016 351122000015000
TRAY 7030336110210 52000  WakerDauk R 11421141606 2100 ¥ o1/ms /2007 016 351127000016000
TRAY 7030336110238 133.50  WakerDauk R 11811796 2100 ¥ o1/ms /2007 016 351127000016000
TRAY TCS0336 110102 188.60  Legle Domier 10/29-10/31/05 2100 ¥ 01/ms 2007 016 351122000015000
TRAY 7030336110232 0850 Mlles, Move 11429127106 2100 ¥ o1/ms /2007 016 351127000016000
TRAY TCS0336 110247 2,039.10  WakerDauk R 11As-1122/08 2100 ¥ o1/ms /2007 016 351122000015000
TRAY TCS0336 110237 22950 WakerDauk R 11/29-12/01 /08 2100 ¥ 01/ms 2007 016 351122000015000
TRAY 7030336110244 149683 WakerDauk R 10.30-11/02.15 2100 ¥ o1/ms /2007 016 351122000015000
TRAY 7050335110208 55495 WakerDauk R 10.03-10/12/08 2100 ¥ o1/ms /2007 016 351122000015000
sibbml 5.873.02
0700 7-RAO025 4 2632  Federal Express T88-557565 459 2353 ¥ o1/ms /2007 018 351121000015000
777777777777777 RP 10500218
sibbml 26 32
0700 7-RPO0Z3S 392640 lllkols Crop Im proueme it T TN e DT 2540 ¥ 01/ms 2007 o1 351121000015000 =

Close |
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Choose the appropriate format and Select OK. Next Select OK from the Export Options Window.

Print Setup il
[~ Mo Printer
— Printer
Mame:
FProperties
Status: Ready
Type: Adobe POF Converter
Where: My Documents
Comment; Create: Adobe PDF
— Paper Onentation
Size: ILetter j ™ Portrait
Source: I.f-‘nuutn:maticall_-,I Select j - i Landscape

Beset to Default |

0K I Cancel

Select an appropriate file name for the report and select Save. (To review the file, start the

appropriate program and open

Save PDF File As

the file.)

Save jn; I 5] cats results

x| « @ ck EE-

X

2=

File name:

Save as lype:

Period End E stimate Report

PDF files [*.PDF]

=~

Save

Cancel |
r
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e After Printing or Exporting the report, select Close to go back to the Account/Sub-Account
Selection Screen

=1olx
P — =T
| % & & 3= 32 |« U1+ b= || dA Crystal e
Freview |
PERIOD END ESTIMATE Page: 1
e dger Date D220 2 12:38 pm
ACCOUNTEODE: 1019811105
ACCOUNT DESCRIBTION: Soyoea)sla e o8 m prsm Patho bgy, 541 &tbs
RECONG ILED TRANSAGTIO NS B DATE RANG E
Leos Ens
OBJECT LEDGER CIRDENED]
TRANSAGTION amouNT  vewnos nessRpTION A Spot bate cur  suskoLoen
LAY DecRDL2 a3 68281 T e A 1oo v pimsensr o 3122000018000
Ve 24
LAY DecRDL2 151138 Saar 1000 - Acnatas of 100 v pimsensr s 3121000015000
"h 2

SURY DecRDLZ 2ot T T AT 10m0 v imsemor o 35112100001s0m0

swom 445151
TRAY 705033 110212 15385 M Move A0S 2100 v Dimsmugt  ots 3122000015000
TRAY 7650336 10210 2000 Waker auk B 1Az s 2100 v pimsensr  ois 36 1122000018000
TRAY 7650336 110238 13560 Waker bauk A 1511 sms 2100 v pimsenst s 36 112200001s000
TRAY 705033 110102 1650 Lesi oomler 102810910 2100 v Dimsmugt  ots 3122000015000
TRAY 7650336 110232 580 Mies. More 1120127108 2100 v pimsensr  ois 36 1122000018000
TRAY 7650336 10247 203510 Waker bauk B 11Aat2ams 2100 v pimsenst s 36 112200001s000
TRAY 750336 102448 143585 Waker oauk B 10011 m2ms 2100 v imsemor oie 3612200001800
TRAY 705033 10208 Ssess  wakeroauk R TomE-10 120 2100 v Dimsmugt  ots 3122000015000

swoml sa1302
oron 1-Aeonzse 632 FederalExpress TR 2383 v pimsensr s 3121000015000

,,,,,,,,,,,,,,, 7P 10500215

swom 2632

oron 4-Aeo0z3s 332640 ok Crop M pusmeN W e W urse Dt s v pimsensr e 3121000015000 =

e For additional reports, select a new accounting code and follow the same procedures, or select
Cancel to return to the Accounting Menu.

riod End Estimate 1Ol x|

Period End Estimate Report

Account Code(s):

FOT3611125 - Invasive Weed Management Research L it
FO13611130 - Phatosynthesis Research
F013611910 - Admin Suppart, Urbana, 1L

T

Sub Account(z):

Ledger Date: [z, /2007

Detail Optiors:

" Reconciled

= Reconciled within Date Fange: IMMJDDW to IMM.."DDNYYY

= Memged

Erint | Cancel |
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CAM ROLLUP PROCEDURES

Report compiled from CRIS information
entered in Location/MU Setups

Select Accounting from the CATS Main Menu I
V

Select CAM Rollup from the

Accounting Technician Menu

\ L

\
Sel e_Ct the Locatlo_n(s) for Select Select MU/CRIS from menu,
which the report is to be ensure all MU/CRIS to be included in the
gene rated report are selected on this screen

Y
Select Setup CRIS from menu,

review data as displayed, correct
as necessary

Vi
Select Setup IRC/SRC from menu Select Distribute IRC/SRC from
' menu and add changes on this
ensure ?]II IE% or SrF]Q_C accounts are = men to distribute the IRC and
checked on this screen SRC dollars to each MU/CRIS
\/

Select Distribute FTE from menu
and enter data into this screen as
obtained from SAMS Liability
by MU and CRIS reports

\/

Select Calculate CAM from
menu and report will be
calculated

V

Select Print CAM Report and
obtain printout of report

V
OPTION: Either select Export CAM
File to an Excel spreadsheet
OR

Process complete

Select Export CAM File to create disk
to send to AREA for inclusion in Area
CAM Report
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CRIS Activities Module (CAM)

Target Users: LAO or Accounting Technicians only
Purpose of section: To prepare the year-end report covering both appropriated and soft fund
CRIS projects for reporting CRIS accountability to Congress.

NOTE: The CAM process offers the capability to track all changes to IRC accounts throughout the
fiscal year within the CATS database, thus eliminating the need to keep a separate spreadsheet for that
purpose.

e To perform CAM functions, select Accounting followed by CAM Rollup from the main menu.

ﬂ CATS - CRIS Allocation Tracking System - AMILLER{2007)

Drata Entry Change Year

Beports Change Pazsword

A b Stak .
coount Status Change Login

Receiving Dock

Agricultural
Procurement R ese a rc h
Service

CLC WP

Accounting Technician Menu

Management Unit Adrin Financial Plan

Rieconciliation Lo OCP Lo CAMBdp

Adminiztration

Accounting

Search

IVersion: 10-10-08 8:41 Ak 317 Server Mame: 10.101.16.8 Databasze Mame: ajmcats

e The CAM Rollup section is used to perform the following functions:

Select Location

Select MU/CRIS

Setup IRC/SRC

Setup CRIS

IRC/SRC Distribution

FTE Distribution

Calculate CAM

Run CAM Report

Export CAM File to either an Excel spreadsheet or a disk

OO0OO0OO0OO0OO0OO0OO0O0
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Begin the CAM Setup process by following the menu options from the CAM Rollup menu.

Select Select Location, choose the appropriate Location, Select Save and Close.

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

Agricultural
Research
Service

CAM Rallup:

Select Location IRC/SAC Distribution Export CAM File to Disk.

Select MU/CRIS FTE Distribution Export CAM File to Excel

Setup IRC/SRC Calculate CAM Create Area CAM File
Setup CRIS Print CAt Report

Change Year
Change Password

ersion: 10-10-06 8:41 &M v 3.1.7  Server Mame: 10.101.168 Database Mame: ajmoats

im, Select Multiple Location

[] 3601
] 3602
[] 3604
] 3605
[] 3607

[]3625
3627

[]400

[]1932-
1935 -
[]1940 -
1950 -

- Pecria
i Lafayette, [M

- Columbug, OH
- Coshoctan, OH J
-wiooster, OH

- drbana. [L

[[] 3620 -
3622 -
- Anes

- Ames BS54 [3625)
[ 3635 -
[[] 3640 -
[ 3645 -
[] 36RA -
- International Res Pra, Off of Dep Admin
[] 4005 -

Save |

[ Select Al

Beaver, Wi ;I
ERRC, wyndmaar, PA

FIADC, Orignt Paint, MY

Hurnan Mutr Fes Cirdging, Baostan, Ma

MCALR, Peonia, IL
Columbia, MO

E Lanzsing, Ml
St Paul, MM
Maorriz, MM

bd adizon, Wl

Buenos Aires, AR LI

Cloze |

NOTE: If you do not exit out of the CAM process properly (such as if CATS locks up, and
you have to end the program because it is not responding) your location will be locked out of
CAM, and you will need to contact the CATS helpdesk (cats@ars.usda.gov) to unlock your

location.
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Select MU/CRIS

=10l %]

w. Select MU/CRIS
bl | CRIS

v 7013611105 3611-21000-018-00-D
IV 7013611105 3611-21000-019-00-D
IV 7013611105 3611-22000-016-00-0
IV 7013611125 3611-00007-079-00-D
IV 7013611125 3611-12220-007-00-D
IV 7013611125 3611-22000-018-00-D
IV 7013611130 3611-21000-020-00-D
IV 7013611130 3611-21000-021-00-D
™ 7013611910 T

™ 7013611966 T

IV 7083611604 3611-21000-020-01-R
IV 7083511606 3611-21000-020-03-R
IV 7083611610 3611-21000-020-02-R
I~ 7083611611 3611-22000-016-10-R
I~ 7083611612 3611-21000-018-18-R
v 7083611612 3611-21000-018-18-R
IV 7083611614 3611-22000-018-02-R
IV 7083611615 3611-22000-016-14-R
™ 7083611616 3611-22000-016-15-R
[~ 7083511617 3611-22000-016-18-R
[~ 7083511618 3611-22000-016-25-R
IV 7083511619 3611-21000-020-08-R
IV 7083511723 3611-21000-020-04-R

v 7933611724 3611-21000-016-02-T | &
[T Select Al Save Cloze

Select all account
codes/CRIS for which
CAM data will be
collected. Review
CRIS and account
code numbers to
ensure they are correct
and match the final
year-end allocation.
Select Save, then Close
when selection is
complete.
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Setup IRC/SRC

. IRC/SRC Setup

=

[ 7012611105
17013611125
[ 7013611120
FO13E11910
7013671966
[] 7023611604
[] 7083611606
[ 7023611610
[] 7023611611
[ 7023611612
[ 7023611614
[ 7083611615
[ 7023611616
[ 7083611617
[ 7023611618
[ 70383611613
[] 7023611723
[ 7333611724

Save | Clase I
I~ Select All
e Setup CRIS
. CRIS Setup =10 x|
CRIS Accession | Mode Code <
3611-00007-073-00-0 0410213 i 36112500
3611-12220-007-00-D 0410556 3611-25-00
3611-21000-015-00-D 0407333 3611-05-00
3611-21000-019-00-0 0407355 3611-05-00
3611-21000-020-00-0 0410467 3611-20-00
3611-21000-021-00-0 0411110 3611-30-00
3611-22000-016-00-D 0408306 3611-05-00
3611-22000-015-00-D 0403450 3611-25-00
3E11-21000-018-18-R 403297 3611-05-00
3611-21000-020-01-R 0407479 3611-20-00
3611-21000-020-02-F 0407331 3611-30-00
3611-21000-020-03-F 0407331 3611-30-00
3611-21000-020-04-F 410051 3611-30-00
3611-21000-020-08-F 411064 3611-20-00
3E11-22000-016-10-H 409224 3611-05-00
3611-22000-016-14-R 0403383 3611-05-00
3611-22000-016-15-R 04034231 3611-05-00
3611-22000-016-18-F 403747 3611-05-00
3611-22000-016-26-H 410713 3611-05-00
3E11-22000-018-02-H 0409136 3611-25-00
3611-21000-016-02-T 0402300 3611-05-00
j

Save |

LCloze |

After all MUs have
been setup with their
CRIS descriptions
the MU accounts are
displayed on this
screen. Check each
IRC account for the
location or area.
Select Save, then
Close when selection
is complete.

Review each CRIS listed to
ensure CRIS, Accession,
and Mode Code numbers
are correct. If not, go to the
field displaying incorrect or
no information and enter
correct data. Click Save,
then Close when all data is
correct. Making changes
here will change in MU
Administration also.
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e Input IRC/SRC Distribution

ﬂ CATS - CRIS Allocation Tracking System - AMILLER(2007)

IRC/SRC Distribution

=101 ]

Plan Mo |1
Previous Revized % of Previous &
kLI CRIS # Amnaunt Change Amaunt Amnaunt
7013611108 3611-21000-018-00-0 $50.00 $50.00
7013611105 3611-21000-019-00-0 nn
7013611105 3611-22000-016-00-0 nn
7013611125 3611-00007-075-00-0 na
V013611125 3611-12220-007-00-0 0o
7013611125 3611-22000-018-00-0 nn
7013611130 3611-21000-020-00-0 nn
7013611130 3611-21000-021-00-0 na
7083611604 3611-21000-020-01-R 0o
7083611606 3611-21000-020-03-R nn
V083611610 3611-21000-020-02-R nn LI
TOTALS 150,00 [$50.00 Jo.ox
Amount of Change Im—
Comments
Distibute by % | Distibute FTE | Select MU/CRIS | Add Change |
Eanward Backward | | Save | LCloze |

e The first time the user pulls up the above screen, users will be forced to Select MU/CRIS. There

will be zeros in the Previous Amount column since there are no past changes. The initial IRC

costs from ARMPS will be the first ‘change’ to input.

e After the user makes and saves the changes, the budget screen displays the last changes in the

Previous Amount column the next time the screen is accessed.

e Distribute by % button is disabled if there is no value in the Previous Amount column. Distribute
by % is computed automatically based on the amounts in the Previous Amount column. This key

is used when an amount is to be distributed to all CRIS based on the % distribution currently in
place. To use this option, enter the amount to be distributed in the “Amount of Change”, then

select Distribute by %. Once the distribution is made the amounts can be manually adjusted for

each CRIS.

e Select MU/CRIS displays a CRIS drop down list and allows the entry of any changes in CRIS that

need to be made.

e Select Save to save the changes.

e Select Close to exit the CAM Main Menu.
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e After the IRC/SRC are distributed to CRIS, the Distribute FTE button will become active for
selection to go to the following screen:

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{2007}) - [ 7] o ] 54
Distribute FTE
IRC sy FTE [l
IRCMonSYFTE[00

Jirect Res FTE | [ IRCFTE | [ TOTa4L| [«]
MU CRIS & Sy | Memsy | &v | MonSY | sv | Memsy | |
7013611105 3611-21000-018-00-00 25 15 00 0o 25 15
7013611105 3611-21000-019-000 a5 1.2 00 0o 35 1.2
7013611105 3611-22000-016-00-0r 1 11 0.0 ] 1.0 1.1
7013611125 3611-00007-079-0000 00 il 0.0 ] 0.0 0.0
7013611125 3611-12220-007-00-D0 2 n.o 0o 0o 20 0o
7013611125 3611-22000-018-000 0o 0o 00 0o 0o 00
7013611130 3611-21000-020-000 ] 0o 00 0o ] 00
7013611130 3611-21000-021-00-0r 0.0 il 0.0 ] 0.0 0.0
7083611604 3611-21000-020-01 R 00 il 0.0 ] 0.0 0.0
7083611605 3E11-21000-020-03R 0o n.o 0o 0o 0o 0o
7083611610 3E11-21000-020-02-R 0o il 0o 0o 00 oo~

TOTALS |00 [oo Joo [oo [30 [2a
Diztribute by % | Save | FBrrirt I Cloze I

NOTE: Data input on this screen will be taken from the SAMS - Liability by CRIS (projected)
reports reflecting both SY FTE and Support FTE for each project. IRC FTE will be reflected in
the SAMS IRC accounts. This is the same process followed each year for inputting FTE amounts
or percentages into the CAM database.

e Use the same CRIS selections from Budget IRC/SRC screen.

e Manually enter information in Direct FTE columns; one decimal point.

e Distribute by % applies only to IRC columns; no more than two decimal places on %. To use
this function, numbers are entered into the boxes for ‘IRC SY FTE’ and ‘IRC NON-SY FTE’
at the top of the screen and then select Distribute by %. These FTE are then distributed to
CRIS in the ‘IRC FTE’ columns. The IRC FTE for SY and Non-SY columns can also be
entered manually.

e Nothing on this screen can be less than zero.

e Select Save to save the changes.

e Select Close to exit to the CAM Main Menu.

Calculate CAM

e Select Calculate CAM. The system calculates the numbers for the report. Warning: this
calculation can take a long time. Please be patient. Exiting out of the CATS screen before
completing the calculation will cause the CAM report for this location to be locked, and the
CATS team will have to be contacted to unlock it. A popup does not display when the
calculations are done, however they are finished when the mouse curser is no longer displayed
as an hourglass.
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Print CAM

e Select Print CAM Report from the menu. Select Print. The following report is displayed.
To print on 8 %2 x 11 paper, select Adobe PDF as your printer.

CRIS FIGURES REFORT 42507 11413
{Listad by Projact Typs within Location)
CRIS Accesslon Moda Financial 8y Y NON-5Y NON-8Y R84 Equipmsnt an IRC Salarisa Balance.
Humber Humaar Code. Plan Salaries FTE salarlse FTE Extramurals Other SRC I:‘é?:g’;
Year: 2007 Area: 36 Location: 3511 CRIS Typs: D
410212 112500 200 oo 1423800
410536 36112500 4256500 e 3642067
o 36110500 s4,378.00 25245564 -188,554.88
o 110500 a0.0e5.00 oo
0410257 36113000 138,233.00 oo 130,752.69
aa1i1p 36113000 1] oea s08.340.12
0406308 36110500 221,108.00 o 114.590.88
3611Z200001600D  DAT825D 36112500 11222300 oo 1155019
CRIS Typs: o Totals: 528,525.00 25245664 47038374 75140118
ang297 36110500 44128200 (2] .00 noo o 276.140.73
4a747e 36113000 7 (2] 0 o 30.448.37
113000 oo oo o 5410068
36113000 e3.20236 oo 200 oo o
41005 36113000 119,30061 5.050.81 200 oo o o
at1084 36113000 257200 (2] oo 010 e
409232 3110500 e0.161.5¢ (2] con o0 g
36TIZO000160ZR  DAIS136 36112500 3186578 .00 100 ] oo oo
CRIS Type: R Totals: 1.261.457.66 5,050.91 325.465.00 0.0 81.202.90 o
36112100001622T 0402300 3611-05-00 ag 1] o ag 0.0 20 b oga 1] [
CRIS Typs: T Totals: o o oo 1) o w noo ooo oo 0o
Locatlen: =®1 Totals: 5,726.796.56 1857, 538,08 200 36,3506 280 9226100 772302 37456203 252,455 64 5325265145 1,483,945.20
arsa 38 Totais: 5726.796.66 1,857 590.08 200 5835062 50 92406100 B7.723.02 37486203 25245564 525285148 A33,845.20
Year. 2007 Totals: 6,735,795 66 1.357.595.08 2.00 656,350.60 230 92406100 37466203 25245564 5.252.851 46 1.483.045.20
Page 10of 1

Export CAM File — Option 1

e Select Export CAM File to Disk from the menu.

e The number of disks needed for the transmission is indicated. Select OK.
e The Save As window displays. The A: drive should be selected. DO NOT CHANGE THE

NAME OF THE FILE. (NOTE: If you do not have an A: drive on the computer you can select

a directory on another drive and then copy the two files to a diskette later.)
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2l x|

swars [y i 1 cnsm

é@‘f& Floppy (8

I=hLocal Disk (1)
I=Remaovable Disk (D:)
@Cnmpact Disc (E:)
@Compact Disc (F:)
I=2itskaff on 'mwasnapit’ (133

File pame: [CRISTOTS.DE | Save

It

Saveastype  |CRISTOTS.DBF R Cancel

o Select Save. The number of records to be written is displayed. Select OK twice.

CRIS Allocation Tracking System |E|

- " "_
Disk Free space available is 33715193 CRIS Allocation Tracking System |§|
Estimated Mumber OF Records to be writken 411

411 Records Written Succesfulky
Please Insert Mext Disk 41

e  Select Close on the CAM Rollup section.
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Export CAM File — Option 2

e Select Export CAM File to Excel from the CAM Rollup Main Menu. Select the correct Excel
format for saving the report, then select OK.

X
Eormat;
|= 0B ~]
Destination: Cancel |
|= Disk file ~|

e Select the options as displayed below and choose OK:

Excel Format Options

— Excel Format Ok,

£ Typical Data iz exported with default options applisd.
Cancel

" Minimal: Data iz exported with no formatting applied.

0

£ Custom: Data is expoted according to zelected options. Optians <<«

Cptions

— Colurnn width
£+ Column width based on objects in the : ID'E*tEl”S j
™ Constant column width (in points) |3E-EI
¥ Export object formatting ¥ Maintain column alignment
[T E=port images ¥ Expaort page header and page footer
¥ Use worksheet functions for summaries ¥ Simplify page headers

¥ Maintain relative object position

e Select a location to save the file to and choose OK.
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NOTE:

The OPTION for exportation choice will be determined by FMD and relayed to the Areas prior
to completing the Export function for CAM for the fiscal year impacted. ABFOs will notify
locations which option is to be used.

The following is the suggested way to format your CAM spreadsheet once it has been saved:

In Excel, click on the top left cell in order to highlight the entire worksheet.

Select Format, Cells, Font tab, and choose a font of Arial with a size of 10 and select OK.
With the entire worksheet still highlighted, choose Format, Row, Autofit, and Format,
Column, Autofit Selection.

Double Click each Cell in Row 1 (this will clean up the titles).

Double click the edge of each of the top letter labeled fields (this will make the column the
width of the largest field in that column).
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ADMINISTRATIVE PROCEDURES

SYSTEM ADMINISTRATOR*
Has ALL Administrative and Function Privileges

Sets up Location Administrators, Locations, and BOCs

Generally CATS Team Staff
(See CATS Administration Section)

Location Administrator
ets up Users, User Rights, Management
Units, and Sub-Accounts, Resets Passwords
(See MU Administration Section)
Accounting Administrator
Sets up MUs, Account Codes, CRIS
Sub-Accounts
(See MU Administration Section)

Add or Modify Management Unit

Y

Add Sub-Account
All MUs MUST have at least one
Sub-Account
e Add sub-account number
e Add description,
e Add AD-700 range, and
e Add CRIS information (#, dates, etc.)

Add User
Name and User Level
(Credit Card, Approver, User)

Y

Add User Defaults
Default MU, Sub-Account, Receiving Office,
Technical Contact Information, and Location
4-digit code

Y

Add User Rights
MUs, Sub-Accounts, and User Role
(i.e., User or Approver)

Is this a
Credit Card
User?

Add, Modify, or Delete Credit
Card Users

Y

Complete CC User Information

o Fill in CC user's initials (2 characters only)
e Input credit limit assigned to user
o Fill in numeric range for user

Action(s) Complete |<

"/

&
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CATS ADMINISTRATION

Target User(s) for this section: Location Administrators
Purpose of section: To administer the security features of the CATS System, including User and
Management Unit setup.

The System Administrators (MWA IT Staff) will set up Locations and Receiving Offices. These items
must be set up prior to user setup. At the current time, all Locations have been added to the system.

Location Administration:

e Select Administration from the Main Menu. The available options will be dependent upon the
level of Administrative Rights:

ﬂ CATS - CRIS Allocation Tracking System - MWADMINCZ007)

Drata Entry U S D 3 Change Year
B
Beports Change Password
/f

Receiving Dock

Agricultural
Procurement R ese 3 TC h
Service

CCwIP
Administration Meyi---ounnc- - - o oo o

administration . UserAdminsuation Ml Budget Obiect Admin Location Setup
Receiving Office Credit Card Adminizstration Diocument Types
Management Unit Adrin

Account Rights

Accaounting

Search

IVersion: 10-10-06 8:41 AM 317 Server Mame: 10.101.16.8 Databaze Mame: ajmcats

User Administration:

e Select User Administration from which Location Administrators can Add User, Modify User,
or Delete User; assign User Defaults and User Rights.

e NOTE: The Delete User function should only be completed when a user has no data assigned
to it for the current year.
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CATS - User Administration
Uszers
Login [0 | Lazt Mame | First Mame | Securityh‘l Role il Add User |
aabdulwa Abdul akeel Aizha 5473 User —
aamis Amiz Ann 2894 User =
aanchiet anchieta any 5373 User
aanders Anderson Amber 4669 User
aanderz] Anderzon Arnilda 2138 User
aardeshi Ardeshir Adel 4922 User [tisiet Usen |
ahaker B aker Ay 2088 User
aballew B allews Amelia 1785 User
abantel Bantel Andrew BE12  User MI
abates1 Bates Anihe 3920 User
aheaty BEATY Ay 2746 Administra User Rights |
abezhear Beshears Baron 3351 User =
abettge Bettge At 4132 User
ahigley Bigley Andrew F495  User Cloze |
abilodea Bilodeau Anita 1504 User
ablackwe Blackwel Alan 1078 User
ahlechl Blechl Anin 3917 User
aboehm Boehm Alex BE04  User
aboughto Boughton Anthony 5193 User
abownds Bownds Ay 4067 User
ABRASHEA  BRASHEARS ALAM 2827 User
ahrekza Brekza lll Andrew BE13  User _I"
1'1 Ie 3
|Finished loading users

0 Add User or Modify User (uses the same screen) — assign a Login 1D, Last Name, First
Name and User Level (a detailed description follows). The System Administrator will
assign the Login ID and password. The Login ID is usually in the form of first initial of
first name and first seven characters of last name, i.e., gwashing (George Washington).

CATS - User Maintenance

Lagin I Pazzwiord
I |

Last Mame First Mame
Uzer Level

£ System Sdministratar

ILlser j

) Location &dministratar

| Accounting Administator

] Cance|

0 Delete User — Only use this function when a user does not have data assigned to it in the
year being deleted. For example, user gwashing put data in for FY 2003 and part of 2004

before retiring. Delete user gwashing in FY 2005 since the User ID has not been
“associated” with any data in that year.
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0 User Defaults — This screen is displayed after a user is added OR it can be selected from
the User Administration Menu. The User’s defaults are set up here, including:
= Default Management Unit and Sub Account (the user may have authority to “purchase”
for more than one Management Unit, however, this is the Unit used most frequently)
= Receiving Office
= Location Code & any Additional Agency Locations the user should have rights to.
= User Contact Information that will be included on the AD700.
= There is no need to change the Time Out, Template Limit, or Fund Code.

CATS - User Defaults

Idzer

Igwashing

Drefault M anagement it Default Sub Account

| 7001902122 Research Support &g v | DOD-RSA - Wikt |
Default Recering Office Mumber

0202 =l

Diefault Technical Contact Technical Contact Phone Mumber

| George W ashingtar [(3001555-1212x

E:é?tlig:k BRIy Fund Code Tirne Out Template Lirnit
2625 =| |15 | 255 | 50
ECLULE RN 01 - iffice of the AdministratP

AOENCY | 0104 - Infarmation Staft

Locations

[ M09 - Office of Technology ok Cancel |
[10207 - Azsoc Admin For M ation:

[10202 - Mat Resources & Sustairll

0 User Rights — Assign Management Unit and Sub Accounts rights to the User here. NOTE:
each user must have ONE Management Unit and ONE corresponding Sub Account,
typically this is the Default MU and Sub Account defined in User Defaults.

CATS - Account Rights Administration

zer
Igwashing
i anagement Units Sub Accounts
I arne | Mumber .t'-‘«ddMQ Dezcription | Mumber | Rale Add

Fezearch Suppaort Agreem... 7007902122

Delete MU | Modify |
Delete |

1| |+ 1| | x| Cloze |
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0 Select Add MU button to display the entire list of MUs. This will display ONLY those
MUs to which the Administrator has rights. Select the appropriate MU; multiple MUs
can be selected using the standard Windows techniques (Shift or CTRL + mouse click).

Select OK:

CATS - Management Unit

td anagement it

EO2E408TE4 -

TE4 - MOE L 0730700 S BANe-4-U6,

5

7001902122 -
701mMoI s -
Mo AeE -
F000191a -
701mo1922 -
FO10101926 -
7010101929 -
7070101930 -
7010101933 -
7010101934 -
70710101936 -
7010101937 -
7010101939 -
7070701340 -
7010101943 -
7010101346 -

Rezearch Support Agreement - Wl
BFtS

Radiological S afety Licenses
REE Detailees

Ciwil Rights Staff

RPES

IPSC

Special Emphasiz Programs
Settlements

Litigation

EEQ Investigations

ARS Recruitment, 04,
Aymards

Court B eparting

Fath To Leadership

SES CDP

=l

Cancel |

o Highlight the appropriate MU on the left side of the screen

o0 Select Add on the right side (Sub Account side) of the screen. All Sub Accounts that
have been created for the MU are displayed.
o Highlight the appropriate Sub Account; multiple Sub Accounts can be selected using
the standard Windows techniques (Shift or CTRL + mouse click).

0 Select the appropriate User Role; either User or Approver.

o Select OK.

CATS - Management Unit

Sub Account

Uzer Role

000 - RS Recruitment, Default

<[ o ]

Cancel
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Credit Card Administration:

o0 Select Administration, then Credit Card Administration to Add, Modify, or Delete Credit
Card Users.

CATS - Credit Card Administration
Credit Cards

iE Add
aarmiz 1 B, iy |
aahchiet 2500 1 939399 45 Ak
aanders 3000 1 R00 101 As Delate |
aanders] 2500 1 93339 0 As -
aardeshi 2500 500 1000 4595 A
abaker 2500 1 A00 25 AB
aballew 2500 1 939 2 4B
abates1 2500 1001 2000 1060 AR
abeaty 2500 1 939 167 AR
abeshear 2500 1 93333 a8 B j
bbb he1=tnln] helnnki pplnlulu] ey lnfn] A0

e Select Add and choose a user that does not already have credit card information assigned.
The drop down list includes all users the current logged in user has rights to see. This list
includes users who are already assigned as credit card users — do not add users a second
time as credit card users. Complete fields as appropriate:

Fill in the user initials (only two

- - characters allowed) for the
CATS - Credit Card Maintenance Prefix. NOTE: The combination

of prefix and range must be

Do unique to this user.
2
Credit Lirnit Prefix [0 ptiu:unali
Credit limit assigned to user. —>| I
Start B ange End Range Last zed

Fill in a beginning numeric range
and an end range, the system will —» I I I
generate the last used.

ok Cancel
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Vendor Administration

CATS - ¥endor Administration

YWendars
M ame | kL | Last zed |:|
AAA5 Science 7013611910 R/23s2004  —
AACC [orrline] FOI3EM925  B/29/°2005
AMCC Annual Meeting Regiztration 13601926 11/3/2003
AACE Cincinnat Section-w oogter TM3BME2s 344842007
BACC International FO13601925  F/R42006
AACC International Fo3e92s  FARA2006
AACC International FO13601925 782006
Aaper AlcoholiC TOI3611910 3416452004
AAPER ALCOHOLS % CHEMICALS FOI3611105 121552005
Abbott Rubber Company, Inc. FOI3ET1105  10/24/2006
ABC Heating and Air Canditioning FOI3E11910 1211342006 ;I

&dd

todify

Delete

Bemove [ nuzed

Cloze

CATS - Yendors

I anagement Lnit

| 7010101916 - Radiological Safety L ¥ |

M ame

JCDwd

Contact

Addresz

City

State

Zip Code

Phone #
R
Fax #
R
FIM #

[ate Last Uzed

Ok
I Cancel |

o0 Select Add or Modify and the new Vendor window will be displayed. Enter the appropriate
information. After the vendor information has been entered, select OK. The new vendor has
now been added to the vendor list. The minimum required information is Management Unit
and Name.

o Select Administration and Vendors. You can choose to Add, Modify, or Delete a vendor for
your Management Unit from the following screen:
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User Level Information

e User — includes the following functions:

(0]

(0]

End User — Ordering staff
= Enters documents, such as AD700s
Cardholder — Has the same capabilities as End User, plus
= Enters Credit Card purchases
= Updates status on CC-WIP
= Runs CC Report

o Approving Official — Fundholders, Secretaries/administrative clerks, etc.; has the

same capabilities as Cardholder, plus
= Approves orders
= Assigns credit card orders or works credit card orders on behalf of anyone that
has access to one of their accounts.

e Receiving User — Has the same capabilities as a User, but can also see transactions marked
“Notify Receiving”. This type of user verifies purchases as they are received,; i.e., a person
who may work on the receiving dock.

e Procurement User — Has the same capabilities as a Cardholder, plus

(0]

o
o
o

Modifies AD700 requests for purchasing (procurement total, procurement notes)
Enters Credit Card purchases as cardholder

Enters status information on purchases (anything on the Procurement WIP)
Runs AD700/Purchase Order Report

e Accounting User — Generally, these users are in Accounting Technician/Budget Analysts
positions — can do everything a Procurement user can do, plus

(0]

O O0OO0OO0OO0OO0O

Enters CRIS information including terminations (dates)
Defines Preset Percentage Distribution

Enters Financial Plans

Enter documents

Reconciles CATS to FFIS

Runs Reports

Modifies procurement totals and accounting

Uses CAM module

e Administrator

(0}

System Administrator (MWA IT Staff) — Can do everything. Creates Locations and
Location Administrators; assigns location rights to Location Administrators; creates
Document Types, Budget Object Codes, and Receiving Offices. Contact the CATS
team for assistance.

Location Administrator — Defines users; sets up User Defaults and User Rights for
access to Account Codes (MU), Sub Account (CRIS), etc. Performs Management
Unit Administration, sets up Vendors and Credit Card users. Resets user passwords.
Inherits all functionality of the Accounting Administrator.

Accounting Administrator — Can do everything an accounting tech can do. Sets up
Account Codes (MU), Sub Account (CRIS), but cannot assign user rights to Users.
Most users in an Accounting Technicians position are set up as an Accounting
Administrator.
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SEARCH FUNCTIONS
e From the Main menu, select the Search button.

ﬁEATS - CRIS Allocation Tracking System - AMILLER{Z007)

Beports Change Password
——
Account Status Changs Login

Receiving Dock Agricultural
Procurement ResearCh

Service

CCWwAP

Adminiztiation

Accounting

Wersion: 10-10-06 8:41 A v 317 Server Mame: 10.101.16.8  Database Mame: ajmcats

e The Search Screen is displayed:

ﬁEATS - CRIS Allocation Tracking System - AMILLER{2007) - [CATS - Requisition Ses - |EI|1|
Amaount | Qale' Document  General I Eeyword| Dptions |
Reqguigition Murmber: |7. .-
& I? 3601 [Create Tiemplate |
L | - _ _
ML: I j Betrieve i adify |
Sub-Account: I - [ririt |
Yendar I Close |
Request Mumber | Wendor | D escription | AmaLint | [ ate Requested | Statuz | Reconciled | Category
1] | ]
Ready.

115



The tabs at the top of the search screen allow setting of search options. There are tabs for Amount,
Date, General, Document, Keyword, and Options. All of the search criteria fields can be filled in
simultaneously. This means multiple criteria may be used for a search; the criteria are accumulated.
For example, if a date range is set and a dollar amount, the system will only return requisitions that are
within that dollar amount AND within the selected date range.

.-‘-'«mountl Qatel Document EEnerall Ee_l,lwmdl thionsl

Fizzal vear: |2E||jl'.-‘

Reguisition Murmber: I?.ggm. .

IHA: [ Has
MU: [

Lef Ll L«

Sub-dccount: I
Yendor I

General: The General tab is the default tab for the Search screen. Narrow the search by specifying
part of the requisition number, accounting information, and vendor.

o

In the Requisition Number field, type any part of the beginning of the last 8 digits. For example, if
999 is entered (the field reads "7-3601-999- ™), the search will return all requisitions 7-3601-
999-00000 through 7-3601-999-99999. As another example, "7-3601-999-9 " will return all
requisitions 7-3601-999-90000 through 7-3601-999-99999. For users with access to accounts at
multiple locations, the location part of the filter may be changed as needed, for example "7-3601-

- " would search for records in location 3601.

The accounting filters are useful for users that can see multiple accounts; it allows for quickly
narrowing the search down to a single IHA, MU, or Sub Account.

The Vendor search is a free form text search. Use wildcards in the vendor field. To find all of the
AD700s with vendors that start with a C, enter ¢* in the vendor field, or *w* to find all AD700s
with vendors that have a W anywhere in the vendor name.

The top field on the General tab is a field that shows the fiscal year in use. Normally this will be
the current fiscal year, but if you use the Change Year function on the main menu, the selected
year will be visible. This serves as a reminder of the year for which data is being accessed. The
working year may NOT be changed here.

Amount: The Amount tab allows for specifying a dollar range for either a line item total, or an order
total. For example - this is useful for finding order of about $1,000 (or any amount) but other data
relative to the order is unknown. For another example, enter an order total range of $900 - $1,100 to
find all of the orders around $1,000.
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ntl Qate] Dogument] Qeneral] Ee_l,lword] thions]

{+ Al Amounts
" By Line Item

" By Order Total

Greater than: Less than:

Date: The Date tab allows for entering a date range. Select the down arrow to bring up a calendar
feature that allows for selection of the date from the calendar, or select each portion of the date and
type a number, or use the up and down arrow keys to change the date. The All Dates button tells the
system to search all dates instead of using the range. Note that the range will not override the current
working year, if a date is set for 2 years back, it will still only include records since the beginning of
the current fiscal year.

Amount Datel Dogument] ﬁenerall Ee_l,lword] thions]

(¢ Al Dates

(" Bebween J and | J

Document: The Document tab allows for narrowing the search to specific document types. Select the
down arrow to display a list of Document Types.

.-’-\mountl Date Dncumentl Qeneral] Eeywnld] thionsl

Dacurnent Mumber: |

Document Type: [ 4) Document Types =]

Keyword: The Keyword tab allows for searching by keyword. Search on all or any combination of
the User Fields, Short Description, User Notes, or Line Item Detail Descriptions. Wildcards can be
used anywhere in the descriptions. For example, enter *large* to find all requisitions with the word
"large™ in one of the selected fields (the search is not case sensitive).
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l DOptionz

l

Kewward: |

K.ey word figlds ta search....

i B N B B R

Options: The Options tab contains a checkbox to enable or disable Auto-Search when the Search
screen is first accessed. Some users find it convenient to always immediately pull up all of the

requisitions to which they have access upon entering the Search screen. Other users prefer to narrow
their search before they run the search for performance reasons (for example, for an administrator with

access to multiple locations, the search might be quite slow). If you want all records immediately

pulled up when entering Search, check Enable Auto-Search.

Auto-Search

Yo can indicate whether you want to automatically perform an open search

whenever the Search form iz opened.

WOTE: Enabling auto-searches may rezult in long delags when opening the

search form.
[ Enable uto-Search

WORKING WITH THE SEARCH RESULTS:

ﬁEATS - CRIS Allocation Tracking System - AMILLER{2007) - [CATS - Requisitiol

Amountl Qatel Docurment Eenerall ﬁeywordl thionsl

Fiscal vear: Iggg;

Reguizsition Mumber: |7,35m, B

~=1olx]

Create Template

L |4 HA's [

MU- I J Betrievestodify |

Sub-Acoount: I j Erint |

Wendor: I sz |
Request Mumber | Wendar | Description | Amount | [ ate Requested | Statuz | Reconciled | Categai A|
7-3601-915-01500  GSA AutoChoice ... Vehicle P.O. Miwia0-01-0... F27.20 04/03/2007 wiorking 0700
7-3601-915-15000  EAP Fr'2007 Employes Contra... 313158 08/03/2008 Other 1142008 0700
7-3601-915-15001  R.K. Dison Co. Maintenance Contract for ... 106.47  10/12/2006 Credit Card  12/2006 0700
7-3601-91515002  J. Volk washington, DC-10/3-14... 1.700.594  10/20/2008 Other 1142006 TRAY
7-3601-915-15003  J. Volk washington, DC-10/3-14... 11502 10/20/2006 Other 1142008 TRAY
7-3601-915-15004 D Stub St Louis-10/23-26/06 48350 11/01/2006 Other 12/2006 TRAY
7-3601-915-15005 D Strub St Louie-10/23-26/08 10,80 11/01/2008 Other 1242008 TRAY
7-3601-91515012 GSA locked in FFIS-Fv06 11431 11/02/2006 Other 1142006 BZTR
F-3601-91515013 GSA Charges locked in FFIS-F... 1143 11/02/2006 Other 1242006 BZTR
F-3601-915-15014 L. Abney St Louis-10/25/06 16353 11/03/2006 Other 1242006 TRAY
7-3601-91515015 G, Stonewall ‘washington DC-10/29-11... 2,001.26  11/413/2008 Other 1242006 TRAY
7-3601-915-15016 . Stonewall washington DC-10/29-11 1B9.68 11/13/2006 Other 12/2008 TRAY
7-3601-91515017 AL Holzinger Pittsburgh, PA10/23114. 83208 11/13/2006 Other 1242006 TRAY
7-3601-915-15019  Peoria Journal Star - #00007 5/8 6013607926... 000 11/13/2006 Other 1242006 MHewD +
1« | B

339 itern(s] found.
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e Selecting the Search button executes (or re-executes) the search as described on the tabs. Also
on the Search screen are Create Template, Retrieve/Modify, View Original, and Print buttons.

0 The Create Template button allows for selecting any requisition from the search results and
creating a template out of it (useful for ordering similar items frequently). Templates can
be used from the Data Entry menu.

0 The Retrieve/Modify button will open the document in the proper entry screen for viewing
or modifying the details (this is also the default behavior if selecting on a requisition).

o0 The Print button allows for printing the results of the search.
= On this screen, select any of the column titles and the results will sort on that column. For

example, select the Vendor label and the list will sort by Vendor. The default sort is by
Requisition Number.
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CRIS TERMINATION PROCESS

Printouts of the SOF and
SAMS Liability by MU and
CRIS are necessary to use as
the starting point for this
process

Adjust any entries between
CRIS that need to be
changed, then print another
SOF to determine the $ to be
shifted between CRIS plans.

Terminate the old CRIS i
through MU Administration j -
Setup by setting the END In Financial Plans,
RANGE to match LAST USED retrieve the NEW plan
saved. Modify plan to
move $ on BOCs between
l both OLD & NEW CRIS

Add NEW CRIS through
MU Administration Changes made at the MU
level must equal $0. Any

increase or decrease made to

the OLD CRIS will reflect
the opposite change on the
NEW CRIS (net affect=$0).

Update SALARY record in i

CATS to reflect new
information from SAMS

To complete the CRIS
process outside of CATS,
determine the split of IRC
$ between the two CRIS'

Add NEW financial plan to
adjust salary dollars ¢
between CRIS

Determine if any
additional shifts may be
needed to balance the
¢ accounts to the allocation.

Print newSOF for each CRIS

with both reconciled & /
unreconciled attachments &
review to determine if they

need modified Process com pl@te
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CRIS TERMINATIONS

NOTE: Prior to doing CRIS terminations in CATS, CRIS terminations in SAMS must be
completed. Terminate CRIS in SAMS following the directions provided in the SAMS manual at

http://www.afm.ars.usda.gov/finance/resources.htm and print the final liability by MU and liability
by CRIS reports!

e Print an SOF on the terminating CRIS to use as the starting point

. CATS - Status of Funds Report - Selection Criteria : =10 =|
Bepart: IStatus of Funds By Account Code ;I
Report Companents: IB_I,J Sub Account \With Account Code Cover Page ;I
Location(s): [3611 - Urbana, IL -

3620 - NCAUR, Peoria, [L
3622 - Colurnbia, MO

7013620130 - Mycotaxin Re h Uit
7013620135 - Crop Bioprotection Research Unit
7013620140 - Food & Industral 0il Research Unit LI

Ledger D ate: ID4£3D£2DD.‘-"

— Column Choices for Cover Page(s)

Account Code(z):

Print
" Reconciled, Unreconciled, wWrking, and Total Obligations/Commitrments —
= Reconciled, Unreconciled [includes Waorking), and T otal Obligations/Commitments
L . . Clase
¢~ Total ObligationsCommitments only [no detail columns)

T

—aAttachrment Choices

" Unrecaonciled Only (with Tatal]
" Reconciled Only [with Tatal]
{+ Both [reconciled and unreconciled listed separately with a total after each]

" Merged [reconciled and unreconciled sorted together with only one total at the end]
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Terminate old CRIS thru Management Unit Administration by setting ‘End Range’ to match
‘Last Used’

CATS - Management Unit Administration

Dezcription

Photosynthesiz Research

| Mumber | Adrimistrator | Ha | cPals a] Add |
73611130 dont 130 —

Sub Accounts I

Admin Suppart, Urbana, IL FI3E1A0 bdonshac 310

UTILITIES FOT3611966 bdanzhac 966

Fucotoxin Research Linit FO13620130 dkendra 130

Crop Bioprotection Reszearch Unit FON3620135 pzhining 135

Food & Industrial Qil Research Uit FI3620140 zerthan 140

Plant Paolyrmer Research Unit 013620145 jwillett 145

Cereal Products & Food Science Re... 7013620150 ghirezawm 1680

L?;T;b?: CATS - Sub Account Mainkenance

Mew Cr

Bioprodi hLI

Decorat| [Mycataxin Research Unit

Researn

Office o Sub Accounts

DOperatic —

ploLne | Description I Mumber I Start Ran... I End Range I

CROPP | MTH - Alewander 032 032 01000 11933

PLAMT M T2 - Dombrink 036 036 05000 05935

LACATE | MT - Maragos 035 035 04000 04933
b T - Proctor 034 034 03000 033393
M T - Wicklow 023 03z 02000 02333

CATS - Sub Account Maintenance

il

M anagement Uit

|M_I.J|:u:ut|:|:-:in Reszearch Unit

Sub Account Murmber
034

Dezcription

Modify
Delete

Cloze

b T - Proctor 034

Start Fange /Eﬁﬁnge Last Uged

03000 Qmaaa |n31 42

Sub Account | StartR... | End Ha...l Last Usz. .. |
032 - MTH - Alexander 032 1000 1999 1078
033 - MTe - Wicklow 033 2000 2999 2182
034 - M T - Proctor 034 3000 3999 342
035 - MTx - Maragos 035 4000 49333 4038
036 - M T - Dambrink 036 A000 5999 a2

CRIS Murnber |352EI -42000- 034 -00-D

Acceszion # IEId'I 0216
Mode Code I3I32EI -30-00

Research CRIS [Include in Cak) v

CRIS Start D ate

CRIS End Date

IEI'I J25/2006
IEIEIBEI;"EEIEI?

]4

Cancel
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e Add NEW CRIS thru Management Unit Administration

CATS - Management Unit Administration

Ferment
ticrobi:
Mew Cri
Bioprodi
Decorat
Resear
Office o
Operatic
BIOLOG
CROPP
PLANT

L ArAaTI

CATS - Sub Account Maintenance

Dezcription | MHurmnber | Adminiztrator | IHA,
Photosynthesis Research 013611130 dart 130
Admin Support, Urbana, IL FOT3611910 bdonshac 910
UTILITIES FI3611966 bdonzbac 966
tucotowin Besearch Linit FI3620130 dkendra 130
Crop Bioprotection Research Unit FO13620135 pzlining 136
Food & Industial Oil Research Unit 013620140 zerthan 140
Plant Polyrer Rezearch Unit FON3620145 Jwillett 145
Cereal Products & Food Science Re... 7013620150 ghirezaw 150

| cRals  a| add |
b odify I
Delete I

Sub Accounts |

kALl
b poataxin Besearch Uit
Sub Accounts
Deszcription | MHumber | Start Ban... | End Range |
MTH - Alemander 032 03z 01000 01933
M T - Dombrink 036 036 05000 05939
MT2 - Maragos 035 035 04000 144939
M T2 - Proctor 034 034 03000 13999
M T - Wicklow 033 033 02000 02933

Fodify

Delete

dd

LCloze

e Update the salary record in Salaries from the CATS Main Menu to reflect new info from SAMS

ﬁ CATS - CRIS Allocation Tracking System - AMILLER{Z007)

=101 x|

Date Last Modified

|1 1/2/2008

Salary Docume ala
) N
TO13620130 - Mycatosin B esearch Unit 1000 902,92 |$678.418.14 $0.00 \
7013620130 - Mycotoxin Research Lnit E0O00 1$550.748.73 |#668,001 57 $366.26
Actual i
" heoiPR [ s Frojected Lapse \

032 - 362042000032000 noa $169.077 B4 21214802 ﬂ
032 - 362042000032000 EO0D $106,831.28 $128,785.20
033 - 362042000033000 1000 $175.,584.30 $213.877.83
033 - 362042000033000 EO0D $223.601.26 $265,002.26
034 - 362042000034000 1000 $189.093.50 $237.882.00
034 - 362042000034000 ] $117.743.93 $152.494 54
035 - 362042000035000 \DD $117.593.06 $146.279.31
035 - 362042000035000 BUN $75.743.42 £85,740.29 $366.26
036 - 362042000036000 1000 \ 45555442 $68.230.98 LI

Unallocated 1000 00 J$0.00 BT

Unallocated E000 |$n.nﬁ\ J#0.00 ﬁ/

——— —
Description
Search Back Forward | Add | Save | Cloze |
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Select Accounting, then Financial Plans from the Main Menu. Add a NEW Plan to the MU that

will have a total of $0. Use this plan to move money between the ‘OLD’ CRIS and the ‘NEW’

CRIS. The amount of salary dollars to be moved between the CRIS’ can be obtained by looking at
the Plan dollars on the SAMS Liability by CRIS reports for each CRIS. Adjust the Plan dollars for

Salaries and save the pla

MU 701-3620-130

n.

” Sub 032 3620-42000-032-000

CATS - CRIS Allocation Tracking System - AMILLER(2007) - [Financial Plan]

=101 |

Sub 033 3620-42000-033-000

Sub 034 352042000-034000 | SubCq ||

Management Unit: Mycotoxin Research Unit

Start Date:1/25/2006

Accounting Code: 701-3620-130 Plan: 05 End Date:9/30/2007
OBJECT | Unassigned | PREYIOUS CRIS | CURBENT CHAMGES REVISED
DESCRIPTION CLASS Balance AMOUNT AMOUNT AMOUNT
Scientific E ffort 1000 $0.00 $373,600.00 [ $373,600.00
Support Effort 5000 $0.00 $241,300.00 $0.00 $241,300.00
SUBTOTAL $0.00 $620,300.00 $0.00 $620,300.00
Travel and Trangp of Persons 2100 $0.00 $132,600.00 $0.00 $13,600.00
Tranzportation of Thingzs 2200 $0.00 $0.00 $0.00 $0.00
Rents Communication 2300 $0.00 $0.00 $0.00 $0.00
Printing and R epraduction 2400 $0.00 $0.00 $0.00 $0.00
Other Services 2500 $0.00 $4,000.00 $0.00 $4,000.00
Repair, Alter ar Maint 2830 $0.00 $1,391.00 $0.00 $1,391.00
R.5.A 2554 $0.00 $0.00 $0.00 $0.00
Supplies and Materials 2600 $0.00 $69,788.00 $0.00 $69.788.00
Suppart Services 2000 $0.00 $0.00 $0.00 $0.00
Equipment 300 $0.00 $24,000.00 $0.00 $24,000.00
Lands and Structures 3200 $0.00 $0.00 $0.00 $0.00
Extrarural Support 4000 $0.00 $0.00 $0.00 $0.00
SUBTOTAL $0.00 $112.779.00 $0.00 $112.779.00
TOTALS $0.00 $733.679.00 $0.00 $733.679.00
BASE FUNDS $0.00 $752.789.00 $0.00 $752.789.00
. =]
Remarks: =
Add | Search Backward Plan Eonward Flan | Previous MU I st MU | Save I Frrint | LClose I

Print a new SOF for each CRIS with reconciled and un-reconciled attachments. Review reports
and determine if any entries need to be modified to change the CRIS assignment.

Once all CRIS changes are complete, print another SOF to use in determining the dollars to be

shifted between CRIS plans.

Select the Financial Plans menu, then select the plan saved above. Modify plan to move dollars
on each object class between the OLD and NEW CRIS. These changes should result in a balance
on the OLD CRIS of $0. Any balance (+ or -) will be reflected on the NEW CRIS.

To complete the CRIS termination process outside of CATS, it will be necessary to determine the
split of IRC dollars between the two CRIS’ and then determine if any additional shifts of dollars
may be required to balance the accounts.
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USER FIELDS - User Field Report Dollar/Percentage calculations:
This section clarifies the use of the User Fields on the SDE and AD700 entry screens.

There can be a modifier included in the User Fields. This number will follow one of two sets
of allowable separation characters. The characters are "$$" or "%%". If either of these sets of
characters exist in the user fields, the search criteria will ignore them and anything following
them (example if the User Field had "CMP$$1,200.23" a search for an exact match of "CMP"
should select this record).

The separation characters signify that the following number is either a dollar amount ($3$) or a
percentage (%%). If there is an invalid number after the separation characters, the separation
characters and what follows is ignored. The number should be valid if entered as a whole
number or a decimal, with or without commas (i.e. 100 or 100.00 or 1,200.34 should all be
valid). The report will not verify the amounts or percentages against anything. It is the users'
responsibility for making sure the User Fields have good data in them (i.e. if the percentages in
the user fields add up to more or less than 100%, the program and report do not have to report
any kind of error).

The contents of the Amount column on each line of the User Field Report are as follows:

o If there are no separation characters and the field matches the search criteria, print the
AD?700 total (or procurement total if available) in the total column.

o Ifthere is a $$ separation character and the characters before the separation characters
match the search criteria, print the dollar amount after the separation character in the
Amount column.

o |If there is a %% separation character and the characters before the separation characters
match the search criteria, calculate that percentage of the AD700 total (or the
procurement total if available) and print the resulting dollar amount in the total column
(or the total amount if the number is greater than 100).

o |If there is a separation character in the field but a valid number does not follow the
separation character, ignore the information following the separation character and
print the total amount in the Amount column.

The total at the end of the report will be based on the numbers printed in the Amount column.

The user may also enter a dollar amount to show as an allocation on the report (a non-
mandatory "allocation” field on the search criteria dialog). If this is used, the report will
subtract the total at the end of the report from this entered amount and print an "Estimated
Balance" (the report footer includes the total obligated which is the total of the amount column,
the total allocation entered in the search criteria dialog, and the estimated balance which is the
difference in the two).
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Remember, if there are\
- ANY QUESTIONS
( ABOUT CATS, regardless
of the type of problem
encountered, e-mail the

CATS help team at:

cats@ars.usda.qov

/
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AD700 Log For
IHA: BZ& M
Begquisition§

T—3601-9Z&—2 6000

T—-2601-89Z2&—-26001

T—3601-9Z&—-26002

T—-3601-9Z&—-26008

T—2601-89Z2&—-26010

T—3601-9Z&—26011

T—2601-892§—5955835

T—2601-89Z2§—55587

IHA:

AD700 Log Report - Sample

GZ&E M- TOLl3E01928
T013E01928 Subfccount: 001 - Only One
Beg Date Contact Vendor
101672008 HNo Contact I. Falmguist
10/1E/2008 HNo Contact I. Palmguist
11/01/2008 Ho Contact I'. Falmguist
ll.-'ll:l'-l'_l'lﬂnnﬁ Snell Paula Hational Toner
Harehouss=
o4/ 03/2007 Palmguist Fan=ma= State
Debra University
STAT Meeting
o4,S19/2007 HNo Contact EIS (Exesc.
Information
Syatems)
12721720086 Ho Contact Ho wendor
mzlected
12721720086 Ho Contact Ho wendor

me=lected

Description

Indianapolis
10/4-5/08

Indianapolis
10/4-5/06

St
Loui=—-10/22-26/08

Printer Fuser Fit

Registration
fee—Applied
Statistics imn
Agriculture

8A83 Basic Contract
for 2007

Salary 6000 -—
ABctual a= of PF
[+

Salary G000 -
Projected as of PP
o5

Grand Total:

s/2/507

Subfccount Total

175.00

15.35

575.60

Z15.594

150.00

1%,5Z8.80

€6, DET .15

T8, 2T73.14

10:54 am

Fagef 1

AD700 Total

L75.00

16.35

575.60

Z15.594

150.00

1%,5Z8.80

€6, 0BT.15

T8, 273.14

£1€2,171_98

£162,171_98
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FUMIDHOLDER: Bteven R, Snafer

EALARIES
1000 ECIENTIFIC EFFORT

E000 BUPFORT EFFORT

SUBTOTAL

CONTRACT 3UPPLIES & BERVICES
2000 BUPFORT BERVICES

2900 TRANVEL & TRANEF OF FERSON
2200 TRANSPORTATICON OF THIRGS
2300 RENTE, COMMUNICATIONS & U
2400 PRINTIMG & REFRODUCTION
2500 OTHER SEERVICES

2530 REPASR, ALTER OR MAINT OF
2554 REBEARTCH

2600 BUPFLIES AND MATERLALE

SUBTOTAL

EAUIERZHT
2900 EQUIFMENT

3200 LANDE AMD ETRUCTURES

SUBTOTAL

EETESREAL
4000 EXTRAMURAL BUFFORT

SUBTOTAL

ALL OTHER TOTAL
MCCOUNT TOTAL

Status of Funds by Account Code - Sample

STATUS OF FUNDS BY ACCOUNT CODE

ST 11535 pemi

ACCOUNT: TOA-3E01-925
LEBGER DATE: 04022007 DERCRIFTION:  BWA Slomet
FINANCIAL e UNRECONCILED WORNING TOTAL BALAMCE

ELANH COLIQICOMM —tAILARLE
oo 0.00 0.00 0.00 .00 000
142,334.00 5608715 79,373.14 0.00 145 450 79 28737
145,334.00 66,087.15 79,373.14 0.00 145 45039 287371
oo 0.00 0.00 0.00 .00 000
7.000.00 7E0.50 0.00 0.00 THIED 524840
oo 0,00 0.0a 0.00 .00 kb
=355 00 0.00 0.00 0.00 .00 5,355 00
oo 0.0a 0.00 0.00 .03 kil
oo 16.35 0.00 0.00 16,35 -16.35
oo 0.00 0.00 0.00 .00 000
oo 0,00 0.00 0.00 .00 faliah
11,571.00 150,00 215.94 0.00 35594 11,50506
24,2700 916.95 215.94 0.00 113289 2309311
oo 0,00 0.0a 45,528.80 15,528 50 15,528 50
ooo 0.0a 0.00 0.00 .03 [kt
ooo 0.0a 0.00 45,528.80 15,525 50 15,528 50
oo 0,00 0.00 0.00 .00 faliah
oo 0.00 0.00 0.00 .00 000
24, 775.00 515.95 215.94 45,528.80 1555165 755431
172.560.00 67,004.10 79,588.08 45,528.80 1E2 12158 1043802



FLAN HURBER: 2

MLLOC 02 FYZODT PAY COST DEBTRISUTION

FLAM HUMBER: 9

ALLDC O InMial ARMIFE Plan
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SUBHOLDER: 3E01-83585-002
FUMDHOLDER: Shewen R, Shater
2ALARIES

1000 BCIENTIFIC EFFORT
E000 BUPFORT EFFORT

SUETOTAL

CONTRACT 3UFPLIER & BERVICER
2000 BUPFORT 3ERYICES

2100 TRANEL & TRANEF OF FERSOMN
2200 TRANSPORTATION OF THINGS
2300 RENTE, COMMUNICATIONS & U
2400 FRINTING & REPRODUCTION
2500 OTHER EERWVICES

2530 REPAIR, ALTER OR MAINT OF
2554 REEEARCH

2600 BUPFLIES AND MATERIALE

SUBTOTAL

EQUIENENT
3900 EQUFMENT

3200 LANDE AMD ETRUCTURES

SUETOTAL

EEIRANVTAL
4000 EXTRAMURAL BUFFORT

SUETOTAL

ALL OTHER TOTAL
ACCOUNT TOTAL

S5TATUS OF FUNDS BY SUBACCOUNT

LBEOER DATE: 0422007

ACCOUNT:

TOA-350 -326-001

DE3CRIPTIOM: Canily O

SRAT 1342 pm

FINANCIAL RECONCILED UNRECONCILED WORKING TOTAL BALANCE
ELAMH SELIGCoNN 0 ANANLAELE
ooo 0.00 0.00 0.00 000 falas}
142,334.00 6B,087.15 79,373.14 0.00 145 45035 2573
142,334.00 BE,087.15 79,373.14 0.00 145 480 32 25737
oo 0.00 0.00 0.00 000 000
7.000.00 750.50 0.00 0.00 TEIED 524340
ooo 0.00 0.00 0.00 fu R} fufals}
£, 35500 0.00 0.00 0.00 000 £,355.00
oo 0.00 0.o0 0.00 000 000
ooo 16.35 0.00 0.00 18.35 -18.35
ooo 0.00 0.00 0.00 0.3 b}
ooo 0.00 0.00 0.00 0.3 b}
11,271.00 150.00 215,84 0.00 355,534 11,5050
24,226.00 316.85 215,84 0.00 113228 2308311
ooo 0.00 0.00 15,538.80 15,528 20 -15 528 80
ooo 0.00 0.00 0.00 000 falas}
ooo 0.00 0.00 45,528.80 15,528 80 15 528 80
ooo 0.00 0.00 0.00 0.3 b}
ooo 0.00 0.00 0.00 000 falas}
24.226.00 316.35 215,94 15,528.80 15,5651.65 755431
172, SE0.00 &67,004.10 79,589.08 45,528.80 18212158 1043802



FLAN HURBER: 2

ANLLOC 02 FYZO07 PAY COST DEETRIBUTION

FLAN HUMBER: q

ALLOC O Infial ARMFS Plan
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ATTACHMENT A BY SUBACCOUNT

TOOAYTE DATE: S2007T LEDGERDATE: D4OEZ00T
ACCOUNT CODE: T0-3501-326 BUBACCOUNT: oo BUBHOLDER: 3601-88888-002
ALL RECONCILED TRANSACTIONS LEDBERT
DELECT CRDERED

TRAMEACTION AMOUNT VENDOR DESCRIFTION CLARY DATE FERGENT

0700 22626010 15000 Marsas State Reglstrasion fee-Applied 2670 o407 100.00
Uniers Sinfsiics In Agricubiune
SLAY -3ALAZ BE,087.15 Balary 000 - Actusl as of £000 o7 100.00
PP 05

TRAY -5CEIZ3EME 1535 DL Paimguist Indianapolls V04-506 =7s 11002008 100.00
TRAY -TE20336MM0EAD 57581 0. Faimguist B Lowls-10/23-2606 200 12072006 100.00
TRAV -Tesl33631061 1 17500 0. Faimguist Indianapolls V0E-506 00 110342008 100,00
TOTAL: 67,004,110
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ATTACHMENT A BY SUBACCOUNT

TOOAYS DATE: 5272007 T .
ACCOUNT CODE: TO1-3501-326 BUBACCOUNT: oo BUBHOLDER: 3601-88888-002
ALL UNK-RECONCILED TRAMEACTIONS INCLUDES WORKING STATUE) LEDGER
iUl LEDGER
TRAMEACTION AMOAUNT VENDOR DESCRIFTION i DETE PERCENT
0700 -526-26008 21534 Mational Toner Prinker Fusss KE %670 110072006 100.00
Warsn
0700 -526-26011 15.525.50 £33 (Ewec informafl  BAS Basic Cordract for 3152 ASI00T 100.00
2007
ILAY -BALAZ 79,373.14 Ealary G000 - Frojecied s cooo 1006 100.00
orFF [0S
TOTAL: §95,117.88
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R & M Report — Sample

Fage: 1 EUMMARY OF REFAIR AND MAINTERANCE OELIGATIONS /207 1:08 pm
Ledger Cule  [S/D22007

BMCLUDES WORFING DOCUMENTE : YEB

BDDHUINT CODE: ToM-3e22-115

ACCOUNT DESCRIPTION: CROFPING EYSTEME & WATER QUALITY
LEDGERS
rramascron awounr  vevoon oescmenn e e O
COEN ~T-RL00006 1045 ORSCHELN iz, Field Bupplles 2670 N 02202007
COEN -T-RL0000S 12152 CORSCHELH Pz Fieid Bupplies 2670 H OX2E2007
COEN -T-RL0000E 70 Columbla e Dy lce 2670 ¥ 034252007
COEM ~T-RL0000Z 70 Columbia lce Dy lce 2670 ¥ 02122007

BEOUNT - ToH-3822-115
Suk - Tobal - 14738

Suk - Tobal - 14738

BREA =)
Suk - Tobal - 14738
GRAMD TOTAL - 14738
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Credit Card Purchase Log — Sample Report

CREDIT CARD PURCHASE LOG SOT 18 pm

CARDHOLDER NAME: Snaell Pouls
CC ORDER REG HUMBER ORDER VENDOR DESCAIFTION TOTAL COST  DATE APPROVE REMARKE
WUMEER DATE RECAVTD DATE (NFC)
T-FE00002 73601 -925- 26009 1172006 Mutienal Toner Warthouse Prisler Fuses Kil SNSH4 11082005
T-FE00003 T-3601 99509010 12007 R S— Outlesil Teilishds SLATLIS  IRSTT DU L2007
T-FE00007 T-3601-915-1 5085 01T 22007 —— Tener Cartridge B¢ HP LT 3380 SIEES  01/122007 BT

Allis O (Lae)
T-FE00008 T-3601-915-15105 0152007 o Frizier Tensr Catridge I ORVI00T L2EHT
T-FE00012 T-3601-915-15132 Com runiestions Supgly Coeporst Fepilacernaal UFS battery 51605
T-FE00013 T-3601-915-15133 DATENI00T Fusiires Soliwees LLC Duta Blecirvesy Sallwase fee FAT 00 ORIN007 [HTSH200T

sesal UEE Dirives
TFE00014 T-3601-913-15134 NS0T Frasklis Covey PPl £1 ot M3 Outlontk — i 05 ORII00T THTEN0IT

Desee
T-FE00016 T-3601-915-15158 DENI00T GEA Adrisings Frizter Chrtridges SR 041172007 (42072007
T-FE00018 T-3601-925-25158 P — T i Lo Wilion Vias $1,137.00
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User Fislds Depast

Search Celteacia:
Exact Match
All Usar Filalda:

Usar Fiald

For THAR

ML

Subfooaunt

Shart Dascplption

Cuprant Taar

Requisition Humbar Rangs

Sort Ordar
Reguisitics # Rag Date
T-3E801-915-15001 10412/ 2006
T-3E801-915-15034 11514/ 2006
T-3801-915-15035 11514/ 2008
T-3E01-F15- 15081 QLS04 2007
T-3E01-F15- 15082 QLS04 2007
T-3E01-F15-1 5090 024024 2007
T-3601-F15-15106 O3/ 05/ 2007
T-3601-515-15137 04702/ 2007
T-3601-915-15138 04,02/ 2007
T-3801-915-1514% 04/ 064 2007
T-3801-915-1515% 0471742007
Total obligated : 57, 236.98

TEUS

ARD
<mllx
callex
<allr
<alle
00T

callx

Faguiation Numbar, Date,

Regues tor

Hrewn,

Brown,

Brown,

LaShay

LaShay

LaShay

LaShay

LaShay

LaShay

LaShay

LaShay

LaShay

LaShay

LaShay

“Wabdes

R.E. Dizan Co.

Copy Froducts Co.

Copy Frodusta Co.

R.K. Dizgan Co.

Cogy Peedysta Co

Pesrin Journal Stae

Cogy Produsta Co.
Jaf Feay Alana
ooe rflea

Technologlas

CoE Gffics
Technoleglas

Copy Froducts Co.

THA/HU/ Suls Aooount,

User Fields Report — Sample Report

Usar Fialda
Daseriptics

Haintenansa Conteackt far Dalb
Agea's Canpon Lasar Class Fax

Haintenanca ContEact, Canon
Imbga Runpacs 3302

Cannon Image Funnars 3308 for
Copy Uaage EXpansa

TEID Canon Lasar Class Fax

Haiptenanca Contract for Capsp
Imags Runpazas 3302

Pearin Journal Star Clasalrlied
Ad fop BeF OFficar

Halintenanca Conteact for Canon
Tmmgs Runpar in IT OFfSca

Plektuza Fraws pubchasd for Linda
Thasafald's Ratleement Fhoto

Malitanansa Rjeessant [oF
Minolts Coplars foF Copy Usage

HATHTENANCE AGREEMENT FOR COFY
USHEE OH MIRCLTA OOFIERS.

Haintenance Conteact for Canosn
Imbga Runnars For RDAIT Officas

Page 1 af 1
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Cradit

Cradit

Cradit

CeediE

CeediE

CeadiE

CeadiE

Cradii

Wapking

Werking

Working

Card

Card

Caed

Cazd

Cazd

Cazd

Cazd

Caed

54207

1:25 pam

10647

1%3.30

$3.868

106 . 47

193,30

BHZ . B

4.21

16.1%

J6 .22

Z70.08

1%3.30



Account Status Reconciliation — Sample

Reconciliation Report

BT 1:35 pm

Yaar Managamant Unit Buib Asccunt This Report Condalne ‘Eslecind Dats Range
00T TO3E0M 5SS - RWNA DAD =« Mol specHied == Feconciled Remrs 0007 Thru
Balang™MonEalary Hems MGZ00T
Fequestl Fequest Dals Desoription ‘Vandar Etabus Total Amount [Fecomipled Tvps Humbar BOGC
T-2E01-515-15045 AIDEID0E Bept bl 28C Oher ~S34E 02007 BITR [ [ 33T
T-3801-515-15081 A2OE0E Sept bl Cellco Parimership Other -154. 95 OO0 BITR mi0Es 338
T-3801-315-15023 A2OE0E wehicks changes sept GEA Other -ZTEn OO0 BITR w0z =3
T-3801-31 515056 A ZOSI00E wehkle charges Sept L=t other -Z500 200 BITR ms00ad oy
T-3801-31 515058 A ZOSI00E wehicle charges Sept. L=t other ~FE00 200 BITR ms00ad ot ]
T-3201-31 515081 A ZOSI00E wehicle charges Sept. L=t other =FeAT 200 BITR ms00ad =00
T-3801-315-15083 AZMZE00E ‘San Francizco, . Bfruly other 153150 200 TRAY THBIEIE OO0 100
CA-1127-122MmE
T-23801-91 515064 AZMZE00E ‘San Francizco, . Bfruly other 1560 200 TRAY THBIEIE OO0 T
A1 1571226
T-3801-315-1508s AZMEE006 Sealt=, Wh-122-3108 5. Slonewsal Other T OO0 TRAW TCEIE3EDA0Z0E ]
T-3801-31 515086 AZMEI00E Seaths, WA-122-2008 3. Etonzwsal other 1M.1e 200 TRAY TCEIEIEDO0E T
T-3801-915-15072 OH D200 D=z BHI ATAT Other 5348 A 200T UTIL 20=-682-0036-35T 33T
T-3801-315-15073 OHO 00T g P vy i vr el Parmership other 1050 200 UTIL JEnEs4cac000nd 335
T-3801-31 515074 OHO 00T A30gear L=t other =TT 200 FUEL 22006 =14
T-3E01-515-1507E O 00T A344835 EEA Oher TETZ 02007 FUEL AL =14
T-3801-31 515078 OH 00T Feefund Fadernl Express Other —453 OO0 ol = oy
T-3801-31 515077 OH 00T Supplimenta- 15251147 R. Holzinger Other 107E2 OO0 TRAW TCBOE3EDHDZ A1 ]
e
Sramd - Totak 315433
Plan Reconclied Unrecond lied Tolal Balance=
Halary 1,467,104.00 E52.179.47 TED,EST.B0 141282727 54 ITET
other &3, 5000 I3.034.88 A0.184.00 I3 I1EBE 0IEE NS
Todal 4,530 c0e.00 ETS, 15433 ToEs.ED 1,445, 046,13 B4,552.87
Fage 1 o 1
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Period End Estimate — Sample Report

FERIOD END ERTIMATE Page: 1
Ledper Date:  DS/DIIOOT SHOT 1:38 pm
ACCOUNT CODE:  TO4-3504-825
ACCOUNT DESCRIFTION:  MWNA Blomet
ALL UN-RECONCILED TRANZACTIONS
LEDGERY
OBJECT ORDERED
AMOUNT  VENDOR. CESCRIFTION CLARS DATE SUE  BUBHOLDER
21554 Mafonal Taner Frinker Fuser Kt 2670 H 11DTII0E OO0 35012288002000
___________________ ‘Wanshouse
Subiotal 21554
0700 -926-26011 1S.5Z580  EIS (Exec. Infomaton BAE Basic Confract for 3152 H DHMSZO0T OOt 350152288002000
___________________ Syssems) o7
Subiotal 1553880
BLRY -BALAZ TEITIA Salary 5000 - Projeched as 6000 N AWTI00E D0 3S01EES8S0020000
___________________ ofFF 05
Subiotal TEITIN
Grand Tatal S5A17.88
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Financial Plans — MU Plan Summary Sample Report

CRIE Allgoaticn Trackimg Sywbam
WU Plan Bummeary Report

FlaCAL YEAR EFFECTIWE MANAGEMENT URIT
oo A TE00E KA CEFS
FLAKM ACCOUNTING CiODE

R | FOA-2E0-953

SIOT 143 pm

Doane Sinoak

DESCRIFTION DEJECT CLASE FREWVIOUS PLAME AMOUNT CANRRENT CHAMGEE AMOLUMNT REVIBED AMOUNT
Bcleniilic Effort e e e 000 F000 EOLOO
Buppot Effort (=] 000 FE1 40000 51 40000
BUBTITAL FO.00 FE1 40000 = 40000
Trawel & Transp of Persons Zioo S0.00 F7.000. 00 OO0 D0
Transportation of Things 200 000 Eele ] OO0
Renis Communicabion ZECC Eiele el FSZT000 FS.3T0L00
Frinting & Repeoducion 24001 000 000 SO0
DIner 3Endces =00 000 Eele ] OO0
FR=pir, AHeEr or Rsint =30 S0.00 Eele o] frule ]
REA == 000 F000 EOLOO
Bupplies and kMasterislis 20O FOL00 EAE =34 00 BS54 00
BUpport Erdices 2000 000 Eele ] OO0
Egquipement 100 S0.00 FOL00 SO0
Lamds & Biruchores 3300 F N ] F N ] Fruleu]
Extramural Support 000 000 Eele ] OO0
BUBTOITAL Eele ] =T S04 00 EET 904 00
TOTAL s0.00 F139.304.00 F139.304.00
BASE FUNDSE S0.00 F13S.304.00 F139.304.00
Frepared Dale: SIESIO0T
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FiaCaL YEAR EFFECTIWVE
2007 IEEI00T
FLAN ACCOUNTING CODE
z FTOA-ZE00-55S
DEECRIFTION OBJECT CLASE

WU Plan fummary Report

SA0T 143 pm

REVIZED AMOUNT

Bclkenilic Effort
Bupport Effort

FUSTOTAL

Travel & Transg of Persons
Transoortation of Things
Femrts Communication
Erntng & Sanroduction
Cther Serdces
Feenair, Aler or Raint
REBA

Bupplies and Maierials
Bupport 2ervices
Equimmem

Lamds & Bfructures
Extramural Suppart

SUETOTAL

TOTAL

BADE FUNDE

Frepared Date:
RERARNE:

SIESI00T

ALLOE O02: FY20O7 PAY COET DISTRIBUTION

E57.504 00
F135,.304.00
F139,.304.00
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Short Data Entry Suggested Uses

Appendix B

Short Data Entry Templates (Used by Midwest Area Office for Uniformity)

|
Agreementis (SCAS) _
Field Titles Description Sample On Status of Funds
Agreement # Mumber Assigned to Agreement 58-3625-4-100 ¥ - Transaction
\Vendor Caooperator lowa State University Y - Wendor
Description Type of Agreement SCA ' - Description
[Budget Object 4000 Seres 4521 ' - Object Class
Accounting Code |Accounting Code fo be Charged 401-3825-112
Sub Account Sub Account to be Gharged [ Y - Sub
Date Current Date 20172004 Y - Ledger/Ordered Date
Amnount Amount of the Agreement $10.000.00 - Amount
Motes Optional for Additional Information [
User Fields Optional vl
BPA Entry (BPASs) _
Field Titles @escriptinn Sample On Status of Funds
[45/43 PO BPA Number 43-5114-4-D015 " - Tramsaction
Vendor WVendor from BPA Fed-Ex Y - Wendor
Frepared Date Date the BPA was created 11542003 ' - Description
[Budget Object BOCC from the BPA 2240 " - Object Class
Accounting Code |Accounting Code fo be Charged 401-3825-112
Sub Account Sub Account to be Charged [ Y - Sub
Date Date of the Invoice TI2TH004 ' - LedgerOrdered Date
Ammount Amaount of the Invaice againEt the BPA $100.00 ¥ - Amount
Motes Optional for Additional Information ]
User Fields Optional ]
FTS Card (FTS#) _
Field Titles Description Sample On Status of Funds
Manih Charged [Month Charges on TOL September ¥ - 1 ransaciion
G54 ‘Vendor - GSA& GSA Y - Wendor
FTS Charges Month Charges Ocourred August ' - Descripfion
|Budget Object 2332 2332 " - Object Class
Accounting Code |Accounting Code fo be Charged 401-3801-828
Sub Account Sub Account to be Changed ooo Y - Sub
Date Current Date 2172004 ' - LedgeriOrdered Date
Amount Amount of Charges from TOL F76.00 Y - Amaount
Motes Optional for Additional Informafion vl
User Fields Optional ]
GOV Gas Charges (FUEL)
Field Titles  JDescription Sample On Status of Funds
Date of Charges |Month Charges on TOL September ¥ - Transacation
G5A CC Vendor - GSA GSA Y - Wendor
‘\Veh Lic Flate # License Plate # from TDOL AI0EEEI ' - Description
| Budget Object 2614 2614 ' - Object Class
Accounting Code |Accounting Code fo be Charged 401-3801-815
Sub Account Sub Account to be Charged ood ¥ - Sub
Date Current Date 20172004 Y - Ledger/Ordered Date
Amount Total Amount of Charges from TOL F56.55 Y - Amaount
Motes Optional for Additional Information ol
User Fields Optional vl




Government Travel System [GVTS) | _
Field Titles !Descn’Etinn Sample On Status of Funds
GVWTS-CBA-B2# |B2+# from Area Office G720 ' - Tramsacafion
|\endar Travel Company Omega World Travel ¥ - Vendor
Traweler Mame of Mon-Government Traveler A Jones W - Description
Budget Object BOCC from B2 Document 2111 Y - Object Class
Accounting Code JAccounting Code fo be Charged 401-3828-110
Sub Account Sub Account to be Charged 015 Y - Sulb
Date Current Date 2172004 Y - LedgeriOrdered Date
Amount Amaunt from the B2 Document $363.85 Y - Amount
Motes Optional for Additional Information [l
User Fields Optional 2]
Interagency Agreements (IAGY) _
Field Titles Description Sample On Status of Funds
|Agreement # Mumber Assigned to Agreement G0-3825-04-123 Y - I ransacation
Vendor Cooperator (Federal Agency) ICD Y - Wendor
Description Purpose of the Agresment |Maintenance Allowance - Menge Y - Description
Budget Object BOCC fram the Agreement 2510 ' - Object Class
Accounting Code |Accounting Code fo be Charged 401-38258-110
Sub Account Sub Account to be Charged 015 Y - Sub
Date Current Date 217004 ' - Ledger/Ordered Date
Amount Amount of the Agreement $30.000.00 Y - Amount
Motes Optional for Addibional Information [l
User Fields Optional 2]
Lock Box (Coll) _
I_:ield Titles Dfscn'ptinn Sample Cln_Status of Funds
Transmittal # ARS Bd# 03 001 ' - Tramsacafion
\endor Source of Payment J. Doe - Vendor
Purpose Description from ARS 54 Jury Duty Refund " - Description
Budget Object BOCC from ARS 04 1101 ' - Object Class
Accounting Code |Accounting Code fo be Charged 401-3825-110
Sub Account Sub Account to be Charged 015 - Sub
Date Current Diate 2172004 Y - Ledger/Ordered Date
Amount Amaount of Check (Always a Credit) -510.00 Y - Amourt
Motes Optional for Additional Information ¥l
User Fields Optional ]
Misc Acct Adj (B21R)
ield Titles escription Sample n status of Funds
Bow Mumber from the B2 Document 38010000123 ¥ - 1 ransachion
\Vendor Wendor Adjustment was Done cn . Smith Y - Wendor
Type of Adj Short Description of the Adjusiment Salary Adiusiment ¥ - Descripiion
Budget Object BOCC fram the B2 Document 1000 ' - Object Class
Accounting Code |Accounting Code fo be Charged 401-3801-815
Sub Account Swb Account to be Charged ooa - Sub
Date Current Date 2152004 ' - Ledger/Ordered Date
Amount Amaount from the B2 Document $073.00 - Aot
Motes Optional for Additional Informafion Split Salary between 315 & 825 M
User Fields Optional [l

143




New Document Type (NewD} |
Field Titles Description _ Sample Cln_Status of Funds
Mew Doc Mumber |Mumber Appropriate for Entry 123 Y - Tramsaction
Mew Vendor Vendor From Source Document Government Printing Office ¥ - Wendor
Mew Descripion  |Description of Transaction Highlights Magazine ' - Description
| Budget Object BOCC from Document 2870 ' - Object Class
Accounting Code |Accounting Code to be Charged 401-3801-815
Sub Account Sub Account to be Charged (o] - Sub
Date Current Date 21/2004 ' - LedgeriOrdered Date
Armount Amount from Document %10.000.00 ' - Amaount
Motes Optional for Addibional Information [
User Fields Optional i
Projections (PRO.)
Field Titles___|Description Sample On Stalus of Funds
Projection # # Felated fo Obligation 4250336010402 ' - Tramsaction
endor ‘Wendor from Source Document D Strub 't - Wendor
Projeciions Description of Obligafion |Madison 05/08-10/04 ' - Description
| Budget Object BOCC Appropriate for Charge 2100 ' - Dbject Class
Accounting Code | Accounting Code to be Charged 4011-3801-815
Sub Account Sub Account to be Charged (o] - Sub
Date Current Date 21/2004 ' - LedgeriOrdered Date
Amngunt Amourt of Projection $500.00 - Amaunt
Motes Optional for Additional Information i
User Fields Ophional [
Purchase Orders (PURC)
Field Titles Description Sample On Status of Funds
PO Mumber Purchase Order Mumber 4 0-6125-4-1234 Y - Transachion
\endor ‘Wendor from Purchase Order Leica ' - Vendor
Description FPurpose of the Purchase Order |Microscope ' - Description
| Budget Object BOCC from the Purchase Order 3121 ' - Object Class
Accounting Code |Accounting Code to be Charged 401-3801-815
Sub Account Sub Account to be Charged 000 ' - Sub
Date Current Date 21/ 2004 ' - LedgeriOrdered Date
Amount Amount of Purchase Order %75.000.00 ' - Amaount
Motes Optional for Additional Information i
User Fields Optional [
SDE Projections (SPRJ)

1eld Titles EsCrnption sample Lin Status of Funds
Projection £ # Related to Dbligation Co02a6010425 ¥ - Transachon
‘Vendar Vendor from Source Docurneant . Scott 't - Vendor
Dieccription Description of Obligation lowa 00/04 ¥ - Description
| Budget Object BOCC Appropriaie for Charge 2100 ' - Dbject Class
Accounting Code |Accounting Code o be Charged 4011-3801-815
Sub Account Sub Account to be Charged (o] ' - Sub
Date Current Date 212004 't - LedgeriOrdered Date
Amount Amount of Projection 52.000.00 - Amount
Motes DOptional for Additional Information i
User Fields Optional i

144




Task Orders (0347) | _
Field Titles Description Sample On Status of Funds
TO Mumber RSA Task Order Number [T=-3g25-110 ¥ - Transaction
Wendor RS54 Cooperator lowa State Lniversity Y - WVendor
Description Purpose of Task Order |R5A - Additional Funds " - Description
Budget Objact 2554 2554 " - Object Class
Accounting Code |Accounting Code fo be Charged 401-3825-110
Sub Account Sub Account to be Charged 015 - Sub
Date Current Date 212004 Y - Ledger/Ordered Date
Amount Amount of Task Order 52.400.00 Y - Amount
Motes Optional for Additional Information ]
User Fields Optiomal ]
Training (TRNG) _
Field Titles Description Sample On Status of Funds
SF-182 Number |Mumber from Training Form (SF-182) o021 ¥ - 1 ransaciion
endar Wendor doing the Training | anagement Concepts Y - WVendor
Training Dates Inifials of Trainee & Dates of Training L5 - 12/08-08/04 " - Description
| Budget Object BOCC from Training Form 2523 Y - Object Class
Accounting Code Accounting Code o be Charged 401-3801-815
Sub Account Sub Account to be Charged Q00 - Sub
Date Date Trainimg Form Approwved 2132004 Y - Ledger/Ordered Date
Amount Amount of Training F750.00 " - Amount
Motes Oiptional for Additional Information Location, Title of Course M
User Fields Optiomal ]
Travel (TRAV) - 2 Entries per Voucher _
Field Titles Description Sample On Status of Funds
AD-202 Number |Authorization Number 4CS0336070401 ¥ - 1 ransaciion
Mame of Traveler | Traveler D Struks Y - Wendor
Dates of Trawel  |Destination & Dates Ames 07/17-20004 " - Description
| Budget Object BOCC for Travel (Separate Entry for Misc.) |2100 Y - Object Class
Accounting Code |Accounting Code fo be Charged 401-3801-815
Sub Account Sub Account to be Charged Q00 - Sub
Date Date Voucher was Released 7242004 Y - Ledger/Ordered Date
Amount Amount of Travel (Separate Entry for Misc.) 1525040 [WVoucher Tofal Minus Misc.) |Y - Amount
Motes Oiptional for Additional Information [l
User Fields Optiomal ]
Litilities (UTIL)
Field Tites escrpton Sample n Status of Funds
| Ll Account # Account Humber from the Utmw Co. 123456 ¥ - Transaciion
LHility G Vendor - Utility Company Amersn Y - Wendor
Service Date Dates of Service 077110812004 ¥ - Description
|Budget Objact BOCC for LHility Charge 2310 " - Object Class
Accounting Code |Accounting Code fo be Charged 401-3825-110
Sub Account Sub Account to be Charged D44 W - Sub
Date Current Date 212004 Y - Ledger/Ordered Date
Amount Emount of Uilities $h35.43 Y - Amount
Motes Oiptional for Additional Information [l
User Fields Optiomal ]
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Z-AT Entry (CCRD) | _
Field Titles Description Sample Cln_Status of Funds
Credit Card Log #]Log Murnber 123 Y - Tramsaction
|\endar Wendor liems Purchased From GSA ¥ - Vendor
Itemn Purchased |Short Description of tems Ordered File Folders W - Description
|Budget Object Perinent BOCC 2870 Y - Object Class
Accounting Code JAccounting Code fo be Charged 401-3801-815
Sub Account Sub Account to be Charged [ ] - Sulb
Date Current Date 2172004 Y - LedgeriOrdered Date
Amount Amaunt of Order 52240 Y - Amount
Motes Optional for Additional Information [l
User Fields Optional 2]
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