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MEPRS EASi
FINANCIAL RECONCILIATION
  PROCEDURES

STEP 1: GFEBS VS FINANCIAL PURE

To begin users need the General Fund Enterprise Business System (GFEBS) Status of Funds (SOFs) and the Expense Assignment System (Internet) EASi GFEBS Financial Pure Data Reports, both in excel spreadsheets. 

To quickly determine if the GFEBS financial data imported into EASi reconciles with the GFEBS Status of Funds Report calculate the total YTD expenses and Obligations on both the GFEBS SOF and GFEBS Financial Pure Data Reports by using the subtotal function. (This allows subtotals to be calculated when filters are applied). 

Using the GFEBS Financial Pure Data Report, if the GFEBS SOF and the Financial Pure totals match, then the GFEBS SOFs report will reconcile to the EASi financial pure data that was interfaced. If the YTD amounts do not match, then add a filter to the column headings of the GFEBS SOFs report. In the Attribute 3 Column (MEPRS code column), using the filter, select only # and blanks. These are lines of data that are  missing MEPRS codes so they will not interface into EASi. The MEPRS Analyst should consult with the local Budget Officer to correct the missing MEPRS codes in GFEBS (Work Breakdown Structure [WBS], Costs Centers, or Internal Orders). Once the missing elements have been corrected in GFEBS, the site can regenerate their GFEBS file to interface into EASi again and run a new SOFs report in GFEBS.  

It is important to understand that when a GFEBS file is regenerated, the financial amounts are NOT being changed since the accounting period was already closed. For example, if Budget expensed $100,000 in one fiscal month, that amount will never change. All that is being changed is the correction of missing MEPRS codes, DMIS ID codes, EASi indicator, etc. The GFEBS does allow for the correction of missing data elements, regeneration of the financial file for interface, and has the ability to create a new SOFs with corrected data elements.  

Note: When creating the GFEBS SOF report, if the user selects !REV as an exclusion in the Commitment Item (CI) field as explained in the SOFs Job Aide, then Public Collections will not appear on the GFEBS SOFs. Since Public Collections are revenue, they should not interface into EASi so this will eliminate possible differences. If Public Collections appear on the GFEBS SOFs report and !REV was listed as an exclude for the CIs, then review the Public Collections appropriation to see if a CI for other revenue was used. GFEBS is posting collections to valid cost centers and MEPRS codes for Treasurer, Third Party Collections, etc. when an incorrect CI monitor for this each month and delete these amounts from EASi since MEPRS does not process revenue or collections. It is very important to coordinate with local Budget to let them know that there is an error that needs to be corrected in GFEBS.

The GFEBS financial source file is automatically sent to the EASi server around the 5th of each month. There are two separate GFEBS Error reports created during this process that MEPRS personnel need to review. The first is an Error Report generated when the GFEBS file is created. Instructions on how to run this GFEBS error report can be found in the GFEBS EASi: Monitor Outbound Cost Data Interface to Expense Assignment System Internet (EASi). Users should reconcile and resolve all discrepancies listed on this error report. If amounts are on this report that should not interface into EASi, then MEPRS personnel should work with the local Budget Officer to correct the Fund Center, Cost Center, WBS, or Internal Order that is creating the error.

The second is the Parsing Report generating after the GFEBS file has been created and transmitted to EAS Program Office (PO), EAS PO. If the discrepancy is flagged with a ‘Warning’, then EASi accepts the discrepancy and creates an ECU that can be corrected in EASi. However, if the discrepancy is not flagged as a ‘Warning’, then EASi has rejected the discrepancy and the transaction is not interfaced into EASi. The EASi Parsing Report will show a summary of records processed and error records that are not processed. Historically, these errors are for Commitment Items that are not on the EASi tables. Users should contact AMPO to notify them that a new CI has been used that is not on the EASi tables so that AMPO can determine if the transaction is a Budget error or a new CI that should be added to the EASi tables.

It is important for the MTF MEPRS personnel to review the Error Log created in GFEBS when a GFEBS file is regenerated using the GFEBS EASi Interface Processing Monitor Role. If there are errors on this Error Log, then the MTF MEPRS Analyst should coordinate with the local MTF Budget office to determine why the errors occurred. The MTF MEPRS Analyst should also contact their AMPO Analyst to discuss errors. AMPO has published a GFEBS Lessons Learned document to assist with the import and validation of the GFEBS financial file. MTF MEPRS Analysts should contact their designated AMPO Analyst for the most recent version since this document is continually being updated for new lessons learned for GFEBS which has presented unique challenges.

The dollar values on the GFEBS SOFs report should be the SAME EXACT values that are imported and reflected on the EASi GFEBS Financial Pure Data Report since it is the same file. The only difference should be in the way the values are formatted and presented.  

If you have a difference between the GFEBS SOFs report and the EASi System Interfaces Financial Pure report, you should do the following: 

	Determine if the limitation and basic symbol was on the EASi table for the fiscal year in question. If the current EASi table is missing either a limitation or basic symbol which is reported in the GFEBS SOFs amount, then these amounts will not interface into EASi. If this occurs, you will have an out of balance in the financial reconciliation spreadsheet. Since EASi will not allow the user to manually add limitations or basic symbols which are not on the current EASi tables, MEPRS personnel will need to document this problem in the Comment section and contact their AMPO Analyst for assistance.

	If the user verifies that there is no missing information on the EASi table, try to import the GFEBS SOFs file again. If the 2nd import still reports differences, then contact your AMPO Analyst. The AMPO Analyst should be able to determine what the cause of the problem is. This may require regeneration of the GFEBS eas_cost_data file and the subsequent GFEBS SOF data. Please check these values immediately upon receipt of your financial file since it may be difficult to obtain a corrected GFEBS SOFs file later.

[bookmark: _Toc256031374][bookmark: _Toc256052952]‘X’ YEAR FUNDS 

There are ‘No Year’ Funds for Gift Funds/Trust Funds which are processed in the GFEBS eas_cost_data file without a designated fiscal year. These financial transactions are not accepted by EASi during the File Transfer Protocol (FTP) process. These funds are referred to as ‘X’ year funds, and they need to be recorded in EASi. Obligations for ‘X’ year funds should not be reported in EASi. Only YTD expense amounts for ‘X’ year funds should be adjusted/added to EASi. 

Guidance on how to process ‘X’ year funds is provided as follows: 

The records with ‘No Year’ funds are identified with an ‘‘X’’ in the Beginning Fund Year field of the GFEBS eas_cost_data file that is imported in EASi. Under current business rules, these files are not accepted when copying the GFEBS eas_cost_data file into EASi. Financial records with a Beginning Fund Year/Period of Availability Fiscal Year Date of “X” are automatically converted to the current fiscal year during the Parsing Routine run when the GFEBS eas_cost_data file is received by the EAS Program Office.  
	
Gifts Funds/Trust Fund Accounts do not require an AMSCO in the GFEBS SOFs. For example, ‘X’ year funds may be reported as 21X BS/L 8927.0000 without an AMSCO. Since ‘X’ year funds may not have an AMSCO and MEPRS/FCC in the GFEBS SOFs, the user will need to coordinate with Budget to confirm the AMSCO and work center MEPRS/FCC where the funds were used. If Budget is unable to confirm the AMSCO and work center where the funds were used, then adjust the ‘X’ year funds to: MEPRS/FCC of EBAA - AMSCO 847700.51.    

‘X’ year funds do not require a BS/L in the GFEBS SOFs. If this occurs, coordinate with Budget to confirm the BS/L of the financial transaction and adjust accordingly.

BS/L EXTENSION; Example ‘.0051’, identifies the specialty of the ‘X’ year funds. For example, ‘.0051’ identifies GYN Oncology so you would use the AMSCO and MEPRS/FCC for that specialty. A sample range of extensions that may be used in the ‘X’ year financial transactions in the GFEBS SOFs is provided as follows: 21X BS/L 8927.0001 thru 8927.0059.

Review the Import Results 
[bookmark: _Toc256031375][bookmark: _Toc256052953] 
GENERIC MEPRS CODES BEGINNING WITH ‘X’, ‘Y’, OR ‘Z’:
There may be generic MEPRS codes that interface from the GFEBS SOFs that need to be researched to determine corrections in MEPRS. Amounts that interface from the GFEBS SOFs with MEPRS codes beginning with  X***, Y***, or Z*** should be evaluated during the ECU correction process to determine if these amounts should be added to EASi Financial data with a valid MEPRS code or deleted from the EASi Financial data.  
If these amounts need to be ‘added’ to EASi financial data, then a valid MEPRS code needs to be provided for these amounts so they can be entered into EASi and reported in the Financial Direct Expense Accepted Report. Please note the correction of the MEPRS code on the EASi Financial Addition Section of the Financial Reconciliation Database showing the addition; for example, Y123/BAAA. 

If these amounts need to be deleted from the EASi Financial Pure, they will need to be entered on the EASi Financial Deletion Tab in the Financial Reconciliation Database Section for Items Deleted. (Note: Will be automatically populated when you import the financial reports in the Financial Recon Database). If any GFEBS SOFs data interfaces into EASi with XXXX, this means that a financial transaction was made to a Budget Cost Collector (CC) which does not have a valid MEPRS/FCC code. These transactions need to be researched immediately and coordination with Budget to provide an appropriate MEPRS/FCC for the CC. Transactions which interface into EASi with X*** are considered errors and must be fully explained on the Adjustment Explanation tab of the Financial Reconciliation tool pending correction to an appropriate MEPRS/FCC on the Budget CC table.  
MEPRS codes are added to the Budget CC table in the Attribute 3 field.
AMPO has standardized some generic MEPRS codes for consistent reporting within the Army Medical Department (AMEDD). As standardized generic MEPRS codes are developed, please provide information to local Budget personnel so they can update the Budget APC table. A review of the Army MTFs has shown that the same function is reported in multiple generic MEPRS codes. AMPO does not want to impede any local tracking for internal purposes by standardizing all generic Y*** or Z*** codes, but when possible, standardization will be encouraged. If the local MEPRS office has generic financial transactions reported in either Y*** or Z*** codes, and MEPRS personnel would like to determine if Army standardization is possible, then an email should be sent to the MEPRS Functional Mailbox and AMPO MEPRS Analyst with a request for standardization and description of transactions recorded in the Y*** and Z*** MEPRS/FCC codes. For a complete listing, refer to the AMPO current FY Reporting Components by FCC. Examples of standardized Generic MEPRS Codes which have already been standardized and approved are available on the most recent fiscal year Reporting Components by FCC. Examples of generic codes for MTF level central purchases for inventory are YOUT and YRIN. These codes have historically not been used correctly at the MTFs and have created material distortions in cost. 	
[bookmark: _Toc256031385][bookmark: _Toc256052963]CHECKING FOR SPECIAL Element of Resources (EORs)/Service Unique Expense Element (SUEEs/CIs:

1)  EOR 2721 - Collections of income requires special treatment in GFEBS SOFs and should always be recorded in EOR 2721. These entries should be mapped to a MEPRS Code which begins with a Y***, and there should be a debit and a credit which always net to zero in the same obligation year. If entries are made to different obligation years, then check that the EOR 2721 entries net to zero by obligation year. If entries to EOR 2721 do not net to zero in the same obligation year and Y*** MEPRS code, then MEPRS personnel should notify Budget there is an out-of-balance which can only be corrected by Budget. Pending correction of EOR 2721 out-of-balance amounts, MEPRS personnel should delete these amounts, and explain the delete entry on the Adjustment Explanation tab in Financial Items Deleted is pending adjustment by Budget.

Whenever EOR 2721 is used, only Y*** MEPRS codes should be used. If Budget uses a valid MEPRS code with EOR 2721 transactions, then coordination should be done with Budget to change the MEPRS code to a Y*** MEPRS code.

2)  46** EORs - Transactions made to 46** EORs represent entries to establish accounts receivables for overpayments to individuals, vendors, etc. Whenever an entry is made to a 46** EOR, then the previously overstated expense has already been corrected by EOR and MEPRS code. All entries made to 46** EORs should be deleted from EASi and explained in the Adjustment Explanation tab in Financial Items Deleted. Since these entries are all made to the same APC, a valid MEPRS code will be used with the 46** EOR transactions.  

3) CI 9100 – Allocation of Overhead Costs Non-Labor that are not (will not or cannot be) itemized by specific CI (EOR). This is used for various reasons - specifically for applying costs for Public Medical Billings (TPC/MSA/MAC, etc.). This is the same as a Cost Transfer or Journal Voucher - since we do not itemize the costs for these bills by CI (EOR) GFEBS uses CI "9100.C002" for the cost allocation, similar to the process using EOR 2721. All entries made to 9100 CIs should be deleted from EASi and explained in the Adjustment Explanation tab in Financial Items Deleted. 

STEP 2: PERSONNEL RECONCILATION 

[bookmark: _Toc256031387][bookmark: _Toc256052965]INSTRUCTIONS FOR RUNNING THE Defense Medical Human Resource System internet (DMHRSi) EAS SUMMARY VIEW REPORT:

A DOD CREATE EAS File should be created in DMHRSi for Upload into EASi. The data in this file must be created at the same time the DMHRSi EAS Summary View Report is created, OR YOU WILL NOT BE ABLE TO RECONCILE.  

Instructions for creating the EAS Summary View Report are provided below: once connection for report is created you can skip steps 6 through 22. 

Go to https://dmhrsi.satx.disa.mil/
1) Click  - OK
2) Click -  Green CAC/PIV Access Button
3) Select Certificate
4) Enter Pin Number
5) Create Private Connections – Click on “Edit Favorites” link
6) On Customize Favorites screen – Click on  the “Add URL” button
7) Enter name of URL “Discoverer Viewer” in white box under Favorite
8) [bookmark: OLE_LINK4][bookmark: OLE_LINK5]Enter URL link ”https://dmhrsidisco.csd.disa.mil/discoverer/viewer” for Discoverer Viewer  or https://dmhrsidisco.csd.disa.mil/discoverer/plus” for Discoverer PLUS in white box under URL
9) Click – Apply – your favorite will be saved and the “Customize Favorites” page will close and you will be navigated back to the DMHRSi Home page
10) Click on the “Oracle Discoverer Viewer” favorite’s link – the “Discoverer Viewer” page opens
11) Click on Create Connection button – a Create Connection page opens
12) On Connect To: leave as the default “Oracle Applications” for the list of values
13) In the Name field enter a name for the new connection.  This name displays on the Connections page and identifies the login details stored in the connection (i.e. Discoverer Viewer)
14) Description (Optional)
15) Locale – use drop down list to specify the language to use when opening this connection, select “English (United States)”.
16) User Name – Enter your DMHRSi Application User Name
17) Password – Enter your DMHRSi Application Password
18) Database – Enter PDMHRI
19) Click  - Apply
20) The “Account Details: Select Responsibility” page displays Next to responsibility – click the down arrow and choose Army LCA Manager
21) Click – Continue – this will take you back to the “Connect to OracleBI Discoverer” page
22) Click  - link just created
23) [bookmark: LCA+EASIV+Audit+Reports]Click on the + next to LCA EASIV Audit Reports 
24) Click on – EAS Summary View Report
25) Enter the Year, Month, Parent DMIS ID
26) Click – Go
27) Once you receive results click on – Export	
28) Click on – Export
29) Under Choose Export Type – Choose Excel
30) Click – Export
31) Click on – Click to View or Save
32) The file download box appears – Click on Save
33) Save in a location on your computer, Open Excel and bring up report (always enable macros) 
[bookmark: _Toc256031389][bookmark: _Toc256052967]EXPLANATION FOR SYSTEMS INTERFACE PERSONNEL PURE:

The financial and personnel data in the DMHRSi EAS Summary View should be created at the same time that the DMHRSi DOD EAS Create File is generated. The personnel and financial data in the EASi Systems Interface Personnel Pure are created in EASi when the DMHRSi DOD EAS Create File is uploaded and imported into EASi. 

The financial data in the DMHRSi EAS Summary View Report MUST always match the personnel salary expense data in the EASi Systems Interface Personnel Pure Report. On the Final DMHRSi EAS Summary View total the Available and Non-Available Salary. Open the DMHRSi DOD EAS Create File in excel and total the Available and Non-Available Salary. The totals should match. If there is a difference, the DMHRSi DOD EAS Create File and the DMHRSi EAS Summary View Report need to be created again in DMHRSi. Users should ensure that these reports are generated at the same time.

The DMHRSi EAS Summary View and the DMHRSi DOD EAS Create File totals can also be checked after the DMHRSi Create File has been imported and migrated. To do this the user will need the EASi Systems Interface Personnel Pure Report to complete the required steps. Access the EASi Systems Interface Personnel Pure Report in EASi, REPORTS, SYSTEMS INTERFACE. Before proceeding, verify there are no filters in this report. 

Sum the Available and Non-available Salary Expense Columns of the Systems Interface Personnel Pure Report. Check the Sum of the Available and Non-available Salary Expense from the Systems Interface Personnel Pure Report and the DMHRSi EAS Summary View.  The totals from both reports should match.  

If there is a difference it usually means that the DMHRSi EAS Summary View Report was created at a different time than the DOD EAS Create File. If this occurs, the DMHRSi DOD EAS Create File and the DMHRSi EAS Summary View Report need to be created again in DMHRSi. Users should ensure that these reports are generated at the same time. The new DMHRSi DOD EAS Create File should be uploaded and imported into EASi. All previous steps mentioned above should be repeated.

If the personnel salary expense financial data still reflects differences, the site should contact their AMPO Analyst immediately for assistance. Do not proceed with the financial reconciliation until the differences are resolved. 

So far, the flow of personnel data has originated with the DMHRSi DOD EAS Create File and the DMHRSi EAS Summary View Report. The DMHRSi DOD EAS Create File creates the EASi Systems Interface Personnel Pure Report, which should match the personnel data on the DMHRSi EAS Summary View Report, if they are created at the same time. After, reconcile the difference between the DMHRSi source file personnel data imported into EASi that is in the Systems Interface Personnel Pure Report and the adjusted personnel data that is in the EASi Personnel Accepted Report. All adjustments made to personnel data must be made in the Personnel Adjustment Screen. All adjustments made to the EASi Personnel Pure data are reflected in the EASi Personnel Accepted Report. Both of these EASi Reports reflect month net personnel data which is later automatically converted to YTD personnel data within EASi Other than EASi software problems. The differences in the EASi Systems Interface Personnel Pure Report and the EASi Personnel Accepted Report should equal adjustments made by the user.

EXCEPTION NOTE: It is important to know that EASi automatically converts Service Occupation Codes to NONMED, 5Z when a Service Occupation Code imports from DMHRSi that is not included on the EASi Service Occupation Code table. These conversions to NONMED that are made by EASi are visible in the EASi Personnel Audit Report. Also, the conversion from month net personnel salary information to YTD personnel salary information is not visible in the EASi Personnel Audit Report.

[bookmark: _Toc256031391][bookmark: _Toc256052969]CIVILIAN PAY SALARY EXPENSE:

Civilian Pay on the EASi System Interface Personnel Pure Report should equal the civilian pay interfaced from DMHRSi and will be the amount of civilian pay used in the final EASi financial data. The civilian pay amounts on the EASi Personnel Pure Report should equal the amounts on the EASi Personnel Accepted Report unless adjustments are made in EASi. The civilian pay amounts in the EASi Personnel Accepted Report should equal the civilian pay amounts in the EASi Direct Expense Accepted Report Month Net amounts and is the final financial data used in allocation. Any differences between these two reports must be explained and documented in the Adjustment Explanation Tab. This section represents ACTUAL entries made to Personnel in EASi. All differences must be explained because these differences represent entries made in the Personnel Adjustment screen in EASi and changes the DMHRSi source data.

If you have erroneously entered salary for a free receipt in DMHRSi or in the EASi Personnel Adjustment Screen, the data will create an erroneous obligation for the free receipt salary. Once a Free Receipt with a salary is imported into EASi, or erroneously added in the Personnel Adjustment Screen, EASi automatically creates an erroneous obligation for a free receipt.    

The erroneous free receipt obligation amounts will need to be footnoted on the financial adjustment explanation tab.

Currently, Borrowed Civilian records in DMHRSi create Free Receipt Expenses. These records create erroneous obligations when the record is interfaced into EASi. A Borrowed Civilian record imports into EASi with an EOR/SUEE of 111F (CONUS) and 115F (OCONUS).  Borrowed Civilian Records should not be added to DMHRSi due to problems created in EASi.  Free Receipts should not be recorded in EASi for BCA civilian personnel records either. If a site has a problem with Borrowed Civilian Records and Free Receipts, the error should be corrected prior to creating the DOD EAS Create File and EAS Summary View Report for interface into EASi.

If a civilian is loaned to a MTF without an official detail and the civilian payroll is not on the borrowing activity DCPS pay tape, then this personnel record should be classified as a contract (CON).  Contract personnel can be loaned and borrowed based on either verbal or written contractual agreements. If a civilian is borrowed, it is important to verify that a reimbursement is not made by Budget. If there is no reimbursement by Budget, then a Free Receipt should be entered in the EASi Financial Adjustment screen in the appropriate 25** EOR. Do not make an entry for a civilian Free Receipt in the Personnel Adjustment screen since this will create an erroneous obligation which cannot be deleted.

Some personnel records have non-available Full Time Equivalents (FTEs) with no salary; i.e., Leave Without Pay (LWOP), Absence Without Leave (AWOL), etc., and when these records interface into EASi with non-available FTEs and no salary, a warning is generated by EASi. The user  needs to check the EAS Summary View Report to identify the employee. Then go into Expenditure Inquiry to validate if the time is LWOP or CE. If it is LWOP or CE you can override the warning. If it is not LWOP or CE, the user needs to find out why the record did not cost and correct. Records must have a cost if it is not LWOP or CE.

Civilian Payroll EORs/SUEEs are 11AB, 11B1, 11AT, 111F, 115F, 28B1, 28B2, 28B4, 28B5, 28D0, 28B0 and 28T0.

[bookmark: _Toc256031392][bookmark: _Toc256052970]MILITARY PAY SALARY EXPENSE:

Military Pay on the EASi System Interface Personnel Pure Report should equal the military pay interfaced from DMHRSi and will be the amount of military pay used in the final EASi financial data. The military pay amounts on the EASi Personnel Pure Report should equal the amounts on the EASi Personnel Accepted Report unless adjustments are made in EASi. The military pay amounts in the EASi Personnel Accepted Report should equal the military pay amounts in the EASi Direct Expense Accepted Report Month Net amounts and is the final financial data used in allocation. Any differences between these two reports must be explained and documented in the EASi Personnel Adjustment Explanation Tab. This section represents ACTUAL entries made to Personnel in EASi. All differences must be explained because these differences represent entries made in the Personnel Adjustment screen in EASi and changes the DMHRSi source data.

Military Pay EORs/SUEEs are 1190, 119A, 119B, A420, 117F, 117A, 1199, 119C and 119D.
	
[bookmark: _Toc256031401][bookmark: _Toc256052979]PERSONNEL SECTION OF THE ADJUSTMENT EXPLANATION TAB:

The EASi Personnel tab on the Financial Reconciliation Database requires documentation of all adjustments to the personnel data which imported into EASi from DMHRSi. The user needs to use caution when making these adjustments and should be careful not to increase the overall civilian payroll amount in EASi. 

The Personnel Section for EASi Transfers, MEPRS Code Changes, etc. of the EASi Personnel tab represents entries made to transfer personnel data from one MEPRS code to another MEPRS code, one SUEE to another SUEE, etc. These adjustments do not increase or decrease personnel salary expenses overall, and the debit and credit transfers in this section should equal each other.  
[bookmark: _Toc256031402][bookmark: _Toc256052980]
STEP 3: EASi FINAL FINANCIAL RECONCILIATION

After ensuring all adjustments are annotated on the tabs under Adjustments proceed to the EASi Reconciliation tab of the Financial Recon Database.  There should be no YTD obligations for Military Pay. 

The final data entries in the EASi Reconciliation tab are the Total YTD Expenses and Total YTD Obligations (with no filters). The reconciliation spreadsheet will automatically calculate the YTD out-of-balances for the month in the YTD Out of Balance. 
ANY OUT-OF-BALANCE AMOUNTS MUST BE RESOLVED BEFORE PROCEEDING AND BEFORE TRANSMITTING THE MONTHLY MEPRS.  

[image: ]

If the user does not have an out-of-balance amount, proceed to VALIDATION. If you have an out-of-balance, proceed to Troubleshooting Tips for Out-of-Balance Amounts in EASi.
 
[bookmark: _Toc256031406][bookmark: _Toc256052984]FINAL APPROVAL AND VALIDATION:

The Direct Expense Accepted Report is the FINAL financial report that has ALL final financial, personnel, and manual data. It can be located in EASi in Standard Reports. Before starting to reconcile or filter any data in this report, it is important to remove ALL filters, breaks, sorts, sums, etc. (to include the sorts and breaks on Financial, Personnel, Manual, DMIS, etc.). It is important to remember that EASi erroneously moves some of the financial data into the Manual section of the Financial Direct Expense Accepted Report if a correction/adjustment is made to create a new MEPRS code/AMSCO/EOR combination. For this reason, never try to reconcile your financial data by filtering only on the Manual Section.  

If you have an out-of-balance in EASi, please follow the Troubleshooting Tips below:            

[bookmark: _Toc256031407][bookmark: _Toc256052985]TROUBLESHOOTING TIPS FOR ‘OUT-OF-BALANCES’:

PERSONNEL DATA:
	
If there is a difference between the EASi Personnel Pure Report and the EASi Personnel Accepted Report, it is easy to identify the MEPRS code, SUEE, FTE, available, and non-available salary differences. These two reports should be compared to each other in alphabetic MEPRS code order. A comparison of salary amounts by MEPRS code is a guaranteed method of reconciling personnel salary amounts. To find any out of balance amounts that need explanation on the EASi Personnel Tab, remove all filters, sorts, breaks, by DMIS codes on both reports. Then perform a SORT, BREAK, and SUM for available and non-available salaries ‘by MEPRS code’ for both reports and compare the overall totals by MEPRS code.  

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Any adjustments to Personnel Salaries MUST be explained and documented in the EASi Personnel Tab on the Financial Reconciliation Database. The salary differences between the EASi Personnel Pure and the Personnel Accepted Report are linked to the EASi Personnel Tab which requires documentation of adjustments.  

Verify that you have entered the correct amount for all GFEBS SOFs personnel salary expenses and obligations which can be filtered by selecting the Schedule Type of ‘P’ in the Financial Pure.  These amounts will be deleted by EASi and are linked to more than one area within the financial reconciliation model.

Verify that expired Civilian Pay EORs/SUEEs which appear in the GFEBS Financial Pure Data Report in ‘# Empty’ are not included in any Personnel data on the financial reconciliation model and that the expired EORs/SUEEs are documented in the EASi Personnel Tab on the Financial Reconciliation Database. Never make an adjustment in EASi for an expired civilian pay EOR. If you do, you will create an out-of-balance. Verify that the ‘month-net’ salary expense and obligation amounts from the Direct Expense Accepted Report were entered correctly in the financial reconciliation spreadsheet. Remember that EASi automatically creates obligations for civilian pay that should match the civilian pay expenses in the Personnel Accepted Report. There should be NO differences between the civilian pay expenses and obligations. If there is a difference, then there is an error.  
	
Did DMHRSi generate a personnel free receipt salary amount that was imported into EASi? If so, this will create an erroneous obligation for a free receipt personnel salary which cannot be deleted in EASi.

Did you manually enter a personnel adjustment or personnel free receipt salary amount in EASi in the personnel adjustment screen? If so, this will create an erroneous obligation which cannot be deleted in EASi.

Verify the Civilian Pay year-to-date Salary Expense and Obligation amounts. These amounts are linked to other areas within the spreadsheet, and if they are not correct, they can create an out-of-balance. The year-to-date expense and obligation amounts should be extracted from the Direct Expense Accepted Report. Civilian Pay should only be recorded in 11AB, 11B1, 11AT, 111F, 115F, 28B1, 28B2, 28B4, 28B5, 28D0, 28B0, and 28T0 in the Direct Expense Accepted Report.  

Verify the Military pay year-to-date Salary Expense amount. There should be NO military pay obligation amounts. These amounts should be extracted from the Direct Expense Accepted Report.

Check the EASi Personnel Tab on the Financial Reconciliation Database to make sure that all personnel salary differences have been explained.

FINANCIAL DATA:

Have you verified that all personnel data is in balance as explained above?

Are you using financial data from a ‘refreshed’ Personnel Accepted Report and Direct Expense Accepted Report? Always refresh both reports to be sure you are working with final, accurate data.
		
Check that there are no differences between the GFEBS SOFs Report and the EASi GFEBS Financial Pure Data Report. Do you have a typo? If not, do you have a BS/L combination in the GFEBS SOFs report which did not interface into EASi? If so, confirm if EASi is missing financial data which did not interface from the GFEBS SOFs Report. If the EASi table is missing the BS/L, then contact your AMPO Analyst for assistance.			
		
Check the differences between the GFEBS SOFs Report and the EASi GFEBS Financial Pure Data Report. The differences are linked and reported again. Verify that you have the correct amount for all GFEBS SOFs expenses and obligations for all Schedule Types of ‘P’, ‘F’, and ‘# Empty’ in the GFEBS Financial Pure Data Report.  These amounts are linked to more than one area within the financial reconciliation model and update other calculations.

Compare the differences reflected on the Monthly Personnel Reconciliation tab to the differences on the Adjustment Explanation tab to ensure that all differences have been documented and explained. You should reflect differences that are the result of adjustments made in EASi to personnel data and are fully explained on the EASi Personnel Tab on the Financial Reconciliation Database.    

Verify that you have the correct civilian pay year-to-date expense and obligation amounts from the Direct Expense Accepted Report that has been refreshed. Civilian Pay should only be recorded in 11AB, 11B1, 11AT, 111F, 115F, 28B1, 28B2, 28B4, 28B5, 28D0, 28B0 AND 28T0 SUEE. This amount is linked to other areas in the financial reconciliation spreadsheet and updates other calculations.

Verify that you have the correct amount for year-to-date Prior Year Obligations for Schedule Types of ‘F’ and ‘# Empty’ Only. You should not include ‘personnel’ prior year obligation amounts because they are already reported  and they are linked to document GFEBS SOFs personnel salary amounts which are deleted by EASi. 

If the prior year obligation amount is a negative amount, please be sure that you entered a negative sign (-) before the number. Failure to record the prior year obligations as a negative (-) value  is the most common error made in reconciling obligations. 

This section is linked to other areas in the financial reconciliation and updates the final calculations.

NOTE: Also check the EASi Financial Addition and/or the EASi Financial Deletion tab where amounts that were deleted or added have been documented. Verify that the obligation amounts are CURRENT year obligation amounts ONLY, and do not include prior year obligation amounts. 

Another common error in EASi is created when accidentally adjusting a prior year obligation amount in the financial adjustment screen.  Once an adjustment is made to a prior year obligation amount, EASi reclassifies this obligation as a current year obligation amount on the Direct Expense Accepted Report.

Filter on BS/L of 0130.DEPR in a refreshed Direct Expense Accepted Report and compare to the amounts you have documented on the EASi Depreciation Tab on the Financial Reconciliation Database. Also verify Program Element Codes (PECs) and SUEEs. Depreciation should not have any obligations. Make sure that you did not erroneously enter any obligations for Depreciation. This section is linked to other areas in the financial reconciliation model and updates other calculations.

Filter on BS/L of 0130.FREE in a refreshed Direct Expense Accepted Report and compare it to the amounts you have documented on the EASi Free Receipt Tab on the Financial Reconciliation Database. Verify the SOFs, PECs, and SUEEs. Free Receipts should not have any obligations. Make sure that you did not erroneously enter any obligations for Free Receipts. Record Personnel Free Receipts in this section are linked to other areas in the financial reconciliation model and updates other calculations.

Did you enter any amounts in the EASi Financial Addition Tab? This section should rarely be used, and it is reserved for amounts which did not interface from the GFEBS SOFs report into EASi; e.g., a BS/L that was in the GFEBS SOFs report, and has to be manually added to EASi. This section is linked to other areas in the financial reconciliation and updates other calculations.

NOTE: If you entered an amount in the EASi Financial Addition Tab, you have increased the overall YTD Expense and Obligation amounts. If you have used this section, your entry will probably result in EASi reporting MORE financial data than the EASi Financial Pure. If you use this section, you need to contact your AMPO Analyst to discuss. MEPRS personnel should not increase the overall amounts reported in the GFEBS Financial Pure Data Report that were processed and approved by local Budget personnel.

Did you enter any amounts in the EASi Financial Deletion Tab? There are ‘some’ valid reasons that the GFEBS SOFs data that was interfaced into EASi should be deleted, but each and every instance should be approved by your Regional Medical Command (RMC) and Medical Command (MEDCOM) Analyst. This section is linked to other areas in the financial reconciliation and updates other calculations on the final EASi reconciliation tab.

MEPRS personnel should not have expense and obligation amounts reported in XXXX in the EASi GFEBS Financial Pure Data Report. If there is an expense and/or obligation that are reported in XXXX in the EASi GFEBS Financial Pure Data Report, it means that a Budget APC was not given a MEPRS code and GFEBS SOFs created a default of XXXX to ensure that the financial data interfaced into EASi. MEPRS personnel should coordinate with local Budget personnel to identify costs reported in XXXX, and provide an accurate MEPRS code to local Budget personnel for future expenditures. There should never be XXXX amount deleted in EASIV. They should be adjusted to the correct FCC/MEPRS code if the expenditure is valid.
  
Examples of approved deletions of GFEBS SOFs data in the EASi Financial Pure are: 

MEPRS should only report the costs of a fixed MTF, and should not include the expenses and obligations of higher HQs. If higher HQs financial data is included on the MTF Budget Resource Summary, then a MEPRS code which begins with a Z*** should be created for this data. This includes HQs costs for RMCs, Major Commands, etc.

Expired Civilian Pay EORs in ‘# Empty’ will be deleted/purged from the GFEBS Financial Pure Data Report data by ‘EASi’. An entry must be made on the EASi Financial Deletion Section to document the deletion by EASi.

Budget APCs for DHP Inventories should have a MEPRS code of BYRIN to easily and consistently identify these costs which should be deleted in EASi by MEPRS personnel. 

Budget APCs for Bad Debt on Collections should have a MEPRS code of BYBAD to easily and consistently identify these costs which should be deleted in EASi by MEPRS personnel.

If you still have an out-of-balance reflected in the EASi Reconciliation tab, AND you have verified that you have no differences or unexplained amounts reported throughout the financial reconciliation spreadsheet, proceed to the comparison of the ‘true’ ‘Pure’ financial data in the GFEBS Financial Pure Data Report and ‘true’ ‘Pure’ financial data in the final, refreshed Direct Expense Accepted Report by creating an ‘Out-of-Balance Worksheet’ or clicking on the Financial Difference button in the module. Installation instructions and system requirements are provided below.  

STEP 4: RECONCILATION ADJUSTMENTS

FINANCIAL SECTION OF THE ADJUSTMENT:

DEPRECIATION:  To verify Depreciation Expenses, the user needs a ‘refreshed’ Direct Expense Accepted Report. Please ensure that all filters have been removed. Then filter ONLY on 0130.DEPR in the Basic Symbol and Limitation column. Verify the Depreciation amounts documented in the EASi Depreciation Tab of the Financial Reconciliation Database match the Depreciation amounts on the Direct Expense Accepted Report. 

If you have obligations in the Depreciation amounts, you have an error. Amounts entered in the Depreciation section automatically populate the tab labeled EASi Reconciliation.

FREE RECEIPTS: To verify Free Receipts the user needs a ‘refreshed’ Direct Expense Accepted Report. Please ensure that all filters have been removed. Then filter ONLY on 0130.FREE in the Basic Symbol and Limitation column. The three SOFs in the Free Receipt are: (D) direct, (R) reimbursable and (S) resource sharing. Verify the Free Receipt amounts documented in the EASi Free Receipt Tab of the Financial Reconciliation Database match the Free Receipt amounts on the Direct Expense Accepted Report. Ensure that the Free Receipt entries are fully explained for each individual MEPRS code and program. Do not lump Free Receipts for multiple work centers on one line in the Adjustment Explanation tab since this does not provide an audit trail of entries.  

If you have obligations in the Free Receipt section, you have an error. Amounts entered in the Free Receipts section automatically populate the tab labeled EASi Reconciliation.

[bookmark: OLE_LINK3][bookmark: OLE_LINK6]AMOUNTS ADDED TO EASi: When deciding how to document the adjustments made in EASi and how to record Adjustments on the EASi Financial Addition Tab, remember that any amounts ‘Added’ to EASi Financial Data represent amounts are increasing the GFEBS SOFs financial YTD Expense and YTD Obligation amounts which were processed and approved by Budget. If an entry other than Free Receipts or Depreciation is made to increase either YTD Expense or YTD Obligation amounts that were processed in the GFEBS SOFs, then this entry is highly questionable and must be fully explained. Data entry should be made in the EASi Financial Addition Tab and fully explained. Amounts entered in the EASi Financial Addition Tab automatically populate the tab labeled EASi Reconciliation.

NOTE: When adjusting expenses or obligations to transfer from one MEPRS code to another MEPRS code, SUEE to SUEE, etc., do not use this or the ‘Deleted’ section of the Adjustment Explanation tab. Use the EASi Financial Transfers section.  
		
AMOUNTS DELETED FROM EASi: There are some entries in the GFEBS SOF and EASi Financial Pure which should be deleted in EASi by MEPRS personnel. Examples of amounts which should be deleted are YTD Expenses/Obligations which were processed in the GFEBS SOFs but are not valid expenses/obligations of the MTF; i.e., RMC financial data, other HQs financial data, revolving inventory amounts reported in BYRIN, Bad Debt, 46** EOR/SUEEs, etc. Collections, such as third party income, should be captured in a Y*** MEPRS code with ONLY an EOR/SUEE of 2721. If the amounts in 2721 do not net to zero in the same obligation year, then this is an error, and the amounts can be deleted pending correction by Budget personnel. Data entry should be made EASi Financial Deletion Tab. Amounts deleted should not be lumped together and should be explained for each MEPRS code. Amounts entered in the EASi Financial Deletion Tab automatically populate the tab labeled EASi Reconciliation.

NOTE: Remember that when documenting amounts that are manually deleted in EASi, only the current obligation year YTD amounts should be entered on the EASi Financial Deletion Tab since EASi has already removed prior year obligation amounts. EASi only recognizes and processes current year obligation financial data in the final EASi data so only current year obligation YTD amounts should be entered on the EASi Financial Deletion Tab.

EASi FINANCIAL TRANSFERS: When transferring amounts in EASi, the transfers between MEPRS codes, SUEEs, or AMSCOs should always net to zero. Transfers do not increase or decrease either YTD Expenses or YTD Obligation amounts. Because transfers involve a deletion of an amount in one account and an addition of an amount in another account in EASi, some users try to record Transfers in the ADD or DELETE Section of the Financial Reconciliation Database.  Please do not confuse the technical data entry required by EASi to add and delete with the Transfer of Financial data in EASi. If you are trying to transfer and adjust amounts in EASi, the overall debits and credits should equal each other. This section does not populate the EASi Final Reconciliation tab.

MANUAL ADJUSTMENTS: The former financial reconciliation format allowed for a lump sum to be entered in the financial reconciliation spreadsheet which was called ‘Manual Adjustments’. An entry on the EASi Financial Addition Tab and/or the EASi Financial Deletion Tab for an addition and/or deletion of a lump ‘Manual Adjustment’ is not authorized since these have been found to be out of balances in the financial data. Since all adjustments must be fully explained, an entry for a ‘Manual Adjustment’ on the Adjustment Explanation tab is hiding an out of balance that is not visible to the user. A discussion of the ‘Manual Section’ of the Direct Expense Accepted Report should never be used and is discussed below. If an entry is made for a ‘Manual Adjustment’ in the Add or Delete Sections of the Financial Reconciliation Database, the amount will automatically populate the EASi Final Reconciliation tab erroneously. See further discussion below for out-of-balances created by manual adjustments in EASi.

‘MANUAL’ SCHEDULE TYPE IN THE DIRECT EXPENSE ACCEPTED REPORT: 
There is a problem in EASi when you transfer, add, change, etc., any value in the Financial portion of EASi to a new MEPRS code that is not in the EASi GFEBS Financial Pure Data Report. EASi mistakenly interprets entries to new MEPRS code and AMSCO combinations that are not on the GFEBS Financial Pure Data Report as a manual entry that is being added to the total financial data and moves these amounts to the ‘Manual’ section of the EASi Direct Expense Accepted Report. This makes financial reconciliation more difficult because the user needs to remember that the ‘Manual’ section also contains actual financial data from GFEBS SOFs/EASi Pure Financial Report.

If for some reason, the MEPRS office needs to re-import the GFEBS SOFs Financial File, it may create double entries for the true financial data in EASi because when GFEBS SOF is re-imported, EASi only updates and overlays financial data in the EASi GFEBS Financial Pure Data Report, and does not update/change any financial data that has been moved to the ‘Manual’ section of the Direct Expense Accepted Report. EASi may report these amounts twice: once in Financial and once in ‘Manual’. As a result, EASi can become out of balance. The most common financial out of balances in EASi are created by E0011 ECU errors, or manual adjustments to move data to a MEPRS/AMSCO/EOR combination which was not in the EASi GFEBS Financial Pure Data Report. Per Tier 3 Help Desk, the best way to handle E0011 ECU errors when importing GFEBS SOFs data is to OVERRIDE THE E0011 WARNING, and correct the YTD amounts in financial adjustments to the correct amount. 

When a site is current with their processing, it is best to always calculate and perform financial adjustments as YTD, and not Month-Net. All financial data is YTD, and Month-Net entries can accidentally make you out-of-balance in EASi. However, it has been found that when a site has to go back into previous fiscal months to make corrections to financial data for a large portion of a fiscal year, it can be helpful to monitor the month-net amounts to ensure that the corrections do not make any erroneous month-net credit expenses.

When attempting to reconcile EASi financial data, always remember that financial data in the ‘Manual’ section of the Direct Expense Accepted Report will need to be included with the financial data in the financial section to determine the actual final financial data in the Direct
Expense Accepted Report. Because true financial data can be shifted to the ‘Manual’ section of the EASi Financial Direct Expense Accepted Report, it is important to identify ‘true’ manual entries by filtering on the BS/L field for Free Receipts and Depreciation; i.e., 0130.FREE and 0130.DEPR. MEPRS personnel should NEVER filter on the ‘MANUAL’ section of the Direct Expense Accepted Report when trying to reconcile either the manual entries or true financial data imported from GFEBS SOFs. They should always use the BS/L field to identify the financial data they wish to reconcile. The only time there is a benefit in filtering on the Manual Schedule Type in the Direct Expense Accepted Report is to help identify financial entries that EASi considered manual and may be contributing to an out-of-balance.

**INSTRUCTIONS FOR THE ARMY FINANCIAL RECONCILIATION DATABASE**

[bookmark: OLE_LINK7][bookmark: OLE_LINK8]The AMPO Financial Reconciliation requires 2 folders that must be place on the Default (C:)  Drive on the User Hard Drive. Create 1 folder named exactly “DMHRSi DB” and the other “EASDB Reports”.  

Go to the EASIV Repository (SAP Business Objects) - Once opened, click on the ‘DOCUMENT LIST’, ‘PUBLIC FOLDERS’ & EAS IV APPLICATION REPORTS


[image: ]

Place the following (6) documents on the C: drive in the ‘EASDB Reports’ folder. 

1. FAUDIT.csv- Financial Audit Report 
2. PPURE.txt – Personnel Pure Accepted Report 
3. FPURE.txt – Financial Pure Accepted Report 
4. DEAR.txt – Direct Expense Accepted Report 
5. PAR.txt – Personnel Accepted Report
6. GSOF.xls – GFEBS Source of Funds Report - generate by following the attached directions

NOTE: The GFEBS SOF must be run within 5 days of importing the data.

1. (FAUDIT) The Financial Audit Report – is located under DATA AUDIT- ARMY folder – 
FINALCIAL AUDIT REPORT BY FISCAL YEAR AND MONTH and is used to populate and verify the manual adjustments added to the financial module within EASi.  

[image: ]


[image: ]

Click on the ‘REFRESH DATA’ button. (Do the same when running the DEAR; PAR; PPURE; & FPURE Reports) 

[image: ]

Enter the parameters requested by clicking on each of the ‘PROMPTS’ as indicated (i.e. Parent DMIS ID; FY or Calendar Year; FY or Calendar Month by example; etc.) Values should appear in the blank area on the right side of the screen (i.e. under ‘Enter Parent DMIS ID’ below). 

Month Example:  April = FY month 07 and Calendar month = 04

(Enter prompts when running the DEAR; PAR; PPURE; & FPURE Reports)

[image: ]

For the FAUDIT Report ‘ONLY’ select/double click on ‘ADJUSTMENTS’ and ‘ECU’ in the Functional Area query prompt section. (See Below) Both should appear under the ‘Enter Functional Area(s)’. Once both are under the ‘Enter Functional Area(s) click on the ‘RUN QUERY’ button.

[image: ]



Once the FAUDIT query is complete, the report must be exported in CSV format. Select ‘DOCUMENT’- ‘SAVE TO MY COMPUTER’ and select ‘CSV’ as shown below. Click on ‘OPEN’
[image: ]

When the report is open, click “Save As” and save in the EASDB Reports Folder on your C:drive in the EASDB Reports Folder. 
The data‘MUST’ be saved in *CSV (Comma delineated) format in the EASDB folder on your C: drive as ‘FAUDIT’
[image: ]


2. (PPURE) The Personnel Pure – is located in SYSTEM INTERFACES.  Click on System Interface, Personnel Pure Report. 
[image: ]


Refresh the report.
[image: ]

The data must be saved in a ‘TEXT’ format. To save in ‘TEXT’ format select ‘DOCUMENT’, then ‘SAVE REPORT TO MY COMPUTER AS’ and select ‘TEXT’ as shown below. Click on  ‘OPEN’ so the file can be formatted. [image: ]

**This file is the ‘ONLY’ EAS Report that requires formatting.

To format the file Personnel Pure Report, ‘DELETE’ the top 2 rows as shown below. 
The blank row is counted as the 2nd row to be deleted from the top!

[image: ]

View of a Personnel Pure file properly formatted after top 2 rows have been deleted.
 
[image: ]

Save the file in ‘TEXT format, in the EASDB folder on your C: drive as ‘PPURE’

[image: ]





3. (FPURE) The Financial Pure - located under SYSTEM INTERFACES in the
ARMY folder. 

[image: ]

Once open click on the ‘REFRESH DATA’ button, then enter all of the requested ‘PROMPT’ parameters.

On the last prompt, ‘ENTER DATA SOURCE’ – select ‘GFEBS’

After prompts have been entered click on the ‘RUN QUERY’ button

[image: ]


The file must be saved in a ‘TEXT’ format. Click on ‘DOCUMENTS’, select ‘SAVE REPORT TO MY COMPUTER AS’ and select ‘TEXT’.  Click ‘Open’ 
[image: ]

Once the data is open click on ‘FILE’ and ‘SAVE AS’

Save the file in ‘TEXT format’ in the EASDB folder on your C: drive as ‘FPURE’

[image: ]


4. (DEAR) Direct Expense Accepted Report – located under STANDARD REPORTS 
(Page 1)
[image: ]

Once open click on the ‘REFRESH DATA’ button, then enter all of the requested ‘PROMPT’ parameters.

The last prompt requests ‘ENTER FISCAL MONTH’ (i.e. ‘09’ – for the month of June
After all prompts parameters are entered select ‘RUN QUERY’

[image: ]

Select ‘DOCUMENT’, ‘SAVE REPORT TO MY COMPUTER AS’ and then ‘TEXT’. Click on ‘OPEN’

[image: ]

Once the data opens go under ‘FILE’ and select ‘SAVE AS’.  Save the file in ‘TEXT format, in the EASDB folder on your C: drive as ‘DEAR’

[image: ]


5. PAR.txt – Personnel Accepted Report– located under STANDARD REPORTS (page 2)

[image: ]

Once open click on the ‘REFRESH DATA’ button, then enter all of the requested ‘PROMPT’ parameters.

Click on the ‘RUN QUERY’ button once all prompt parameters have been entered.
[image: ]


Select ‘DOCUMENT’, ‘SAVE REPORT TO MY COMPUTER AS’ and then ‘TEXT’. Click on ‘OPEN’

[image: ]

Once the data opens go under ‘FILE’ and select ‘SAVE AS’. Save the file in ‘TEXT format, in the EASDB Reports folder on your C: drive as ‘PAR’.
[image: ]



6. GSOF.xls – GFEBS Source of Funds Report - For the GFEBS Source of Fund (GSOF) open the attached directions. The instructions must be followed to correctly format the report.  
 

 NOTE: The GFEBS SOF must be run within 5 days of importing the data.

Once the Financial Reconciliation ACCESS database is enabled, the import process for the (6) saved EASDB reports will initiate automatically populating the reports into the Financial Reconciliation module shown below. More directions to follow.

[image: ]

For additional assistance with running report, see EASi User Guide.
DMHRSi DB Report

In DMHRSi click on ‘DISCOVERER PLUS’
[image: ]

Once Discoverer Plus open up click on ‘RUN WITH THE LATEST VERSION’

[image: ]









Open the ‘ESVR ARMY DATABASE REPORTS’  

[image: ]

Click cancel on the below screen.
[image: ]







Click on ‘FILE’ and ‘SCHEDULE’
[image: ]


Click the ‘NEXT’ button.
[image: ]






Enter the time period for the data request - ‘CALENDAR YEAR’, ‘CALENDAR MONTH’ (i.e. 04 for April), and ‘DMIS’ for your location. Then click ‘NEXT’.
[image: ]

To schedule the data pull - Under ‘TYPE’ the user can change the parameters by highlighting the different areas (i.e. Day, Month, Date, Year & Time) and use the up and down arrows to make changes. The data pull has to be scheduled later or equal to the current time (i.e. if it is Monday, July 27, 2015, at 11:38 AM the user would have to highlight the time below of 11:28 and use the arrow to match the current time of 11:38 AM or later.

[image: ]


The below error will appear if the scheduled time is before the current time. If this happens click ok and adjust the time using the arrow per guidance above. 
[image: ]

Once the parameters are corrected click on ‘FINISH’ to schedule.

[image: ]





Go to ‘TOOLS’ and click on ‘MANAGE SCHEDULES’
[image: ]


‘RUNNING’ indicates the data is being pulled.
The user may click on the ‘REFRESH’ button to get an updated status

[image: ]





Once the report is complete it will reflect ‘COMPLETE’ or ‘UNSCHEDULED’. Double click to open the link

[image: ]


Open ‘FILE’ and ‘EXPORT’
[image: ]



Clink on the ‘NEXT’ button
[image: ]

Under the Table drop down arrow, scroll up and select ‘MICROSOFT EXCEL WORKBOOK (*.xls). The data must be saved in EXCEL format.

[image: ]







Click on ‘BROWSE’ to bring up the second pop up window. Click on the folder with the arrow on it until you find the ‘DMHRSi DB’ folder on your C: drive.
[image: ]

Save data in the ‘DMHRSi DB’ folder located on the C: drive in ‘EXCEL’ format under the name ‘ESVR ARMY DATABASE REPORTS.xls’
[image: ]

Click ‘NEXT’
[image: ]

Click ‘NEXT’
[image: ]

Click ‘FINISH’
[image: ]
 
This screen indicates the successful export status. Click ‘OK’
[image: ]

Go to the C: drive, and the data should be located in the DMHRSi DB folder saved under the name ESVR ARMY DATABASE REPORTS in Microsoft Excel

Open the ESVR ARMY DATABASE REPORT
[image: ]

Click on ‘ENABLE CONTENT’
[image: ]

Screen will be in this format once the content is enabled.
Click the ‘SAVE’ icon.
[image: ]
See the Army’s DMHRSi Desktop Guide located on the AMPO’s website for additional assistance if needed.

The Personnel data “REQUIRES” manual action by clicking the IMPORT PERSONNEL button to import the data into the Financial Reconciliation Tool. More guidance to follow. 

[image: ]

At this point open the Financial Reconciliation ACCESS database ICON that you should
have saved on your computer desktop 
[image: ]
[image: ]

For first time users, as soon as ACCESS opens, there is a Security Warning at the top of the 
	screen under the Menu Bar, click on the ‘Options…’ button next to this warning.
[image: ]

When the ‘Microsoft Office Security Options’ window opens, select the ‘Enable this content’ button and then click on ‘OK’.
[image: ]

Click on ‘NO’
[image: ]

Once the Database is enabled the format files will populate the Tables that hold the reports required to complete the Financial Reconciliation.  This process will take 10 to 20 seconds to complete.  If successful the user will get the below screenshot that indicates ‘IMPORT SUCCESSFUL’ click ‘OK’. 
[image: ]
Once completed, the Main Screen will appear as shown below. The Control panel contains buttons that produce the EAS Financial Report, Month Net Personnel Report and Final Reconciliation report. The Main screen has actions that are grouped by report functions (i.e. GFEBS vs EASi Pure; Adjustments; Month Net Personnel; and Final Reconciliation).  
[image: ]

GFEBS vs. EASi PURE Buttons

[image: ]  -Click on the ‘GFEBS FINANCIAL CHECK’ button to get the ‘needed’ GFEBS SOFs vs EASi Pure Report.
[image: ]

This report displays the status for the MTFs YTD totals and indicates if the ‘FINANCIAL ADJUSTMENTS EXPENSE:’ ‘YTE EXPENSES’ and ‘YTD OBLIGATIONS’ reports balance.  
[image: ]

If the ‘FINANCIAL ADJUSTMENTS EXPENSE:’ ‘YTE EXPENSES’ and ‘YTD OBLIGATIONS’ reports are out of balance, click on the ‘GFEBS DIFFERENCE’ button
to assist with finding out of balance data by FY.  
[image: ]

To see the data, go to the users EASDB Reports folder located on your C: drive and open the ‘Financial Pure GFEBS Check’ Excel link
[image: ]
Click on the tabs at the bottom of the spreadsheet to look for the amounts that do not equal zero by MEPRS codes. 
[image: ]

Once the user finds amounts that do not equal zero, click on the ‘GFEBS FINANCIAL UPDATES’ button under the ‘ADJUSTMENTS’. 
[image: ]

Enter the dollar amount(s), along with the reason/remarks and click ‘SAVE’
[image: ]
                      
GFEBS FINANCIAL UPDATES are for financial data. They do not add to or delete from the totals in the EASi GFEBS Financial Pure Data Report.  Entries in this section do not update any portion of the Reconciliation Report.

NOTE: Out of balance transactions on the GFEBS SOFs and the Cost Center Report need to be researched by the user and presented to budget for corrections.

Additional GFEBS vs EASi PURE Reports (use only if needed)

[image: ] – Details GSOF Totals which calculate the last 5 years. 

[image: ] – Provides a copy of the EASi GFEBS Financial Pure Data Report.

[image: ] – Provides a copy of the EASi Direct Expense Accepted Report.

[image: ] – Provides a copy of the Personnel Accepted Report
MONTH NET EXPENSES

Create a Month Net Report by clicking on the ‘EASi PERSONNEL CHECK’ button
[image: ]

The report displays the Month Net Expenses from the EASi Personnel Accepted and the Direct Expense Accepted Report.  DMHRSi comparison to Personnel Pure Report is processed as well in this report. All balances under ‘MONTH NET DIFFERENCE’ should equal $0
[image: ]
Only Civilian Pay should have obligations in the Financial Pure not the Personnel Pure.  

If you have a difference in Obligations, it means that you have added obligations after your DMHRSi salary data was interfaced into EASi, or a borrowed civilian record was processed in DMHRSi.  

Creating a difference between expenses and obligations should be zero for military pay SUEE’s 1190, 119A, A420, etc.  

**If you have obligations in these SUEE’s, you must resolve or explain why you can’t resolve.

Additional MONTH NET PERSONNEL Reports (use only if needed)

Personnel Pure Report – Creates a copy of the Personnel Pure Report.

Personnel Accepted Report – Creates a copy of the Personnel Accepted Report.

DMHRSi ESVR – Creates a copy of the EAS Summary View Report.

FINAL RECONCILIATION
Create a Final Reconciliation Report by clicking on the ‘EASi RECONCILIATION’ button

[image: ]


EASi Reconciliation - Creates the Final Reconciliation documentation.  This report shows the YTD comparison between the Financial Pure and the Direct Expense Accepted Report.
‘YTD OUT OF BALANCES – for ‘YTD EXPENSES & YTD OBLIGATIONS’ should equal $0
[image: ]

Scroll down to the bottom of the Final Reconciliation Certification Report to see the 
EASi FINANCIAL PURE CIVILIAN PAY YTD.
A 5% ‘PERCENT DIFFERENCE’ is allowed for ‘YTD EXPENSES & YTD OBLIGATIONS’
[image: ]

Create a Final Report by clicking on the ‘EASi FINAL REPORT’ button. 
This report contains all sections and consolidates them into one PDF report. 
[image: ]

Go to the EASDB Reports folder on your C: drive and open the ‘FINANCIAL RECONCILIATION’ attachment.
[image: ]
The MTF MEPRS Analyst needs to review all tabs at the bottom of the report to ensure compliance.
[image: ]

**The requested MTF Point of Contacts (POC’s) must sign and send the Final Report to AMPO.
[image: ]



‘PRINT FINAL REPORT’ – Allows the user to print a copy of the Final Report.
[image: ]

‘QUIT’ – Exits the application.
[image: ]
ADJUSTMENTS

Personnel – Miscellaneous items that do not increase/decrease personnel salaries in EASi. This section is for transfer adjustments only. Entries in this section do not update any portion of the Reconciliation Report.

Financial Pure Additions - Financial Items added to EASi Financial Pure Data – Enter YTD Amounts.

Financial Pure Deletions – Financial Items deleted from EASi Financial Pure Data – Enter YTD Amounts. 

Depreciation – Depreciation Items added to EASi Financial Pure Data to YTD amounts. Do not add obligations for depreciation.

Free Receipt – Free Receipt Items added to EASi Financial Pure Data to YTD amounts. Do not add obligations for free receipts.

Reports – List Adjustments made to each Adjustment listed above.

The MEPRS Analyst should complete the signature fields on the Validation Tab, and electronically sign the certification sheet. The financial reconciliation should then be forwarded to the Comptroller who should review the financial reconciliation and electronically sign the financial reconciliation spreadsheet as the approving authority. At this point, the financial reconciliation is complete and be submitted to the MEPRS Functional Mailbox and the designated AMPO Analyst prior to transmitting the monthly MEPRS. Congratulations!

A completed financial reconciliation must be submitted to AMPO prior to any transmission or retransmission of any fiscal month or fiscal year, or the MEPRS office will not receive credit for the transmission of the monthly MEPRS.  If the MEPRS office needs to retransmit any month, a revalidated financial reconciliation must be sent to AMPO prior to retransmission.  An adjustment folder should be maintained for each month. This folder can be used for audit purposes, and provided to the Comptroller if additional documentation is requested.
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GFEBS SOF Instructions.doc
Log in to GFEBS.


Access Business Intelligence; Command Budget Reporter
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Select the appropriate time period; in this case I used GFEBS selection Oct14 through Oct14 (to obtain the Oct13 CY data).  Click on the OK button
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Click on the OK button
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The basic GSOF Report data is returned.
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Right-click on the “Fund” header; in the popup screen, 


select “Beginning Fund Year”, click on the <Add> button,


select “Basic Treasury Symbol”, click on the <Add> button,


select “Limit”, click on the <Add> button,


Click the <OK> button
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The selected characteristics will appear in the report.

Drag the “Cost Collector” to the space between Limit and Funds Center
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Drag the “Cost Collector” to the space between Limit and Funds Center
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Right-click on the “Cost Collector” header; in the popup screen, 


Scroll to “Properties, then select <Characteristic>
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In the popup window Select “Attribute 3” and click on the <Add> button

[image: image9.png]ST

I = [ s s s oy o = EEn
T T T

e | Looort

Atermate V BusinessObjecs Budget Reporter | _Cost Management Reporter

SOF: Command Cum | History, Back

Detailed Navigation

SOF: Command Cum

Lostoua e e | Tec oapey
Report Run T | acar Ll a—
Current user it
— peproser Add C
ew Ansyss = Mremove ||
| atroutet [

= Counns P = L
o roed 5| g C [tAFe.r  Atotments”  Comm. (cum)="  Open Commiments (lon Cum)."  Oblo. (Cum)-" _ Undbursed Obigatons. ™ Ex0.(

~ Rows. (] Aotz 4 =
- Fung 2] (2] crange orcer =] z] N N N N N N
R 20022 o zewnz saresn
nome] lsmer  seszam

S oK [canem 11202 o e ssnar
+ hrea OF Rk STz oS ATer o 22618
- - budget Aty WeOO1S1 - ATHGT o 210000
- Commaent sem weoortoz2 AT 0400 AT 20
* ContrlFunctonal Area weoortags AT o renes 1156 000 14156 000
+ Cost Centr oz 202 o120 oo cooougrdsr - Arde o s
* Cost Collector Type. CI0074670001 = AT46T 000 0.00 0.00 1,697.08 -
* CostType C/0074670020 * AT4ET 0.00 0.00 0.00 -5,000.00 }
coee /0074670042 * AT4ET 24756 0.00 24756 431
© EropRrRe CI0074670043. * AT4ET 0.00 0.00 0.00 -23,485.31 2
o Teesliienn CI0074670047 * AT4ET 0.00 0.00 0.00 -26,860.00 2
e e C/0074670071 * AT4ET 001 0.00 001 -21,129.89 1€
“ el /0074670101 * AT4ET -289.41 0.00 -289.41 -311.60
Rl /0074670105 * AT4ET 0.00 0.00 0.00 -405.87

+ FIt: Document Category
WiB00018.1 - AT4ET 000 s173 si173 000 s 4438 S

Dore E] / Trusted sites | Protected Mode: Off h v R10% <







The Attribute 3 field is now in the report
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Drag the “Commitment Item” to the space after Attribute 3
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In the event the below message appears, click on the <Yes> button.
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Select the header rows for deletion (rows 1-19 pictured below)
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Right Click on any of the selected rows, from the popup screen/menu select <Delete>

[image: image18.png]cros E=TIEN

Id
Wome | Wnset  Pagelayout Fomuas  Data  Rewew  View  Developer  Approvet c@oBx

b ot vl i Ky ==E v Ewese Text - ) Bad Good B i 2 AT @ |
P B - [Eveea ] $ - % | %4 Condtions Fomat | Neutral Calculation || ert pette romat| B ot Finas il
51 ot e A R T iiciod Rl L PYR i
Cipboara Font Aignment Number styes cens ating !
AL - £ | SOF: Command Cum g 2
1 [SOF: Command Cum 5
2
Jr xS ou o6
Ed-A-E-WAR
a
comy
Paste Options:
=]
Foste speci.
et
BT
Clear Contents
& Format Cels. .
Row Height. ARMYIAT467 Weed ACH-Ft. inwin
e Ociober 2014 0012014 - October 2014 0012014
Unhide
2 Current AFP  Allotment ‘Comm. (Cum) Open Commitments (Non Cum) Oblig. (Cum) Undisbursed Obiigations Exp. (Cum) ~ Disb. (Cum)
21 funa Begining Fund Year Basic Treasury Symbo | Limt |CostColectr | Atirbute 3| Commtment fem Funds Center s s s s s s s ¢
22 01001RID13. 2013 0100 5041 074670116 FAZF 1181 AT46T [ 000 000 0.00| 20300 182160 303600
23 01001RID13. 2013 0100 5041 074670116 FAZF 11C1 AT46T 370739 o000  370739] o00| 370730  3707:3¢
24 01001R1D13 2013 0100 5041 074670116 FAZF 11D0 AT46T e 0.00| 2369 2369 e 000
25 01001RID13. 2013 0100 5041 074670116 FAZE 11NO AT46T [ 000 000 0.00| 7661|7281 166"
26 01001RID13 2013 0100 5041 074670116 FAZF 12K0 AT46T [ 000 000 0.00| 515 77| 61¢
27 01001R1D13 2013 0100 5041 074670116 FAZF 12M0 AT46T 2153 00| o215 69664 w2153 2068
28 01001RID13. 2013 0100 5041 074670116 FAZF 1200 AT46T XS 0.00| 88.05| 47778 88.05| BT
29 01001RID13. 2013 0100 5041 074670116 FAZF 12X0 AT46T [ 000 000 0.00| 8128 21680, 812
30 01001RID13 2013 0100 5041 074670116 FAZF 12v0 AT46T [ 000 000 0.00| -151.80) -1.08] 15180
31 01001R1D14 2014 0100 5041 10000007467 * ALLOBJ AT46T ses23st|  s452381
32 01001R1D14 2014 0100 5041 074670116 FAZF 1181 AT46T 7684 0.00| s76.84) 273.24) s76.84) 20360
33 01001RID14 2014 0100 5041 074670116 FAZF 12K0 AT46T 173 0.00| 173 58| 173 61t
34 01001R1D14 2014 0100 5041 074670116 FAZF 12M0 AT46T s1259] 0.00| 41259 161.48] 41259 25112
35 01001R1D14 2014 0100 5041 074670116 FAZF 1200 AT46T 2618 0.00| 2618 1242 2618 137¢
36 01001RID14 2014 0100 5041 074670116 FAZF 12X0 AT46T a6 0.00| 6262 32.49| 6262 X | A4
37 01001R1D14 2014 0100 5041 0074670116 FAZF 12v0 AT46T 2888 0.00| 2825 1368 2885 1516 IR *
W < » ¥| ZZANALYSIS PATTERN1 . %3 gl m T |
Reaey | 73 | onin [BOD 0 0 |k

~JO >Ryl






Select the headers for each of the columns (column I through R, pictured below)
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Click in field below the “Current AFP” header, Right-click, 


from the popup screen/menu select <Paste>
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Right-click; from the popup screen/menu select <Delete>
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Select columns I through L (Current AFP, Allotment, Comm. (Cum), Open Commitments (Non Cum)) depicted below as highlighted in blue; delete these columns, they are not used in the financial reconciliation process.
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Select column J (Undisbursed Obligations) depicted below as highlighted in blue; delete this column, it is not used in the financial reconciliation process.
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Select columns K through M (Disb. (Cum), Available Budget AFP, Available Budget Allotment) depicted below as highlighted in blue; delete these columns, they are not used in the financial reconciliation process.
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Select Column J (Exp. (Cum)), depicted below as highlighted in blue
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Right-click, from the popup screen/menu select <Cut>
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Select Column I (Oblig. (Cum)), depicted below as highlighted in blue
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Right-click on Column I, from the popup screen/menu, select <Insert Cut Cells>
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Click on the square in the upper left corner of the spreadsheet, Header must be in this order.
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Click on the “Home” tab, click on the <Merge & Center> button; this will remove the merge from cells that were defaulted as merged by the GFEBS application.

Change the name for the headers Exp. (Cum) and Oblig. (Cum) to remove the period and space;  should now read Exp(Cum) and Oblig(Cum).


Delete any row containing a Total or subtotal (these are usually have a Yellow highlight)


Save the GFEBS SOF to the EASDB Reports directory for use when completing the financial reconciliation.
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GFEBS SOF Instructions.doc
Log in to GFEBS.


Access Business Intelligence; Command Budget Reporter


[image: image1.png]€ SOF: Command Cum - SAP

- v

File Edit View Favorites Tools Help

prodiep.gfebs-erp.army.milfif/portal

i Favorites . ) Discount Cruises, Last-Mi..

] Free Hotmail

8~ | P 5AP BusinessObjects InfoV... | € SOF: Command Cum .. 3 @ v Pagev Safetyv Toolsv @~

b 3
o THE UNITED STATES ARMY

Alernate Views | _BusinessOb Cost Hanagement Reporter
| History, Back
Detailed Navigation

SOF: Command Cum,

Variable Entry

Avatabe Varnts: [~ (Saie] [Save s | [Dote Show Varabe ersonaizaton

General Variables.
Variable: Current Selecton

© Fund

* Funds Center

omsD.
Fea

Fiscal Year

Fiscal Quarter

Fiscal onth/Vear
Functonal Area

Funded Program

HDEP

Posting Period

Program Area.

sac
Functonal Area Substring 1
Functional Area Substring 2
Functional Area Substring 3
‘Subdivision D

WBS Eement

oK check

SOF: Command Cum

/ Trusted sites | Protected Mode: Off - R







Select the appropriate time period; in this case I used GFEBS selection Oct14 through Oct14 (to obtain the Oct13 CY data).  Click on the OK button
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Click on the OK button
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The basic GSOF Report data is returned.
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Right-click on the “Fund” header; in the popup screen, 


select “Beginning Fund Year”, click on the <Add> button,


select “Basic Treasury Symbol”, click on the <Add> button,


select “Limit”, click on the <Add> button,


Click the <OK> button
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The selected characteristics will appear in the report.

Drag the “Cost Collector” to the space between Limit and Funds Center
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Drag the “Cost Collector” to the space between Limit and Funds Center

[image: image7.png]File Edit View Favorites Tools Help

i Favorites . ) Discount Crises, Last-Mi

] Free Hotmail

58] | 54 BusinessObiectsIfoV.. | @ SOF: Command Cum

b

Alernate Views | _Busie:

THE UNITED STATES ARMY

Cost Hanagement Reporter

Detailea lavigation
.
sor a SOF: Command Cum
Variables
Last Dta Refreshed from ECC 121182013 14333 b =
rt Run Time 1211672012 15:02:38 Funds Center /ARMY/AT46T Weed ACH-Ft Ir
Current User Cardenas, Harold Lt e
Fiscal onthYear | October 2014 00112014 - October 2014 00112014

New Analysis | Open | SaveAs...| Display As Tabee ] _info |_print Version | Export to Microsoft Excel | iter Settinas.
- coume (1] ool Aottt (=] =]E]
 Key Fres
~ Rows
o Fund Beginning Fund Year.”  Basic Treasury Symbo." Limk." Cost Colectors _Funds Certer.”
o coectr oro0tRIDI3 2013 o100 a1 coorssotte - ATieT
e oto0tRIDI 2014 o100 a1 coooooorier - AT
CEDerEeaTD covrseTotts - ATHST
o roaTRED o201t 2011 o0 1681 cooooourdsr  + ATaeT
- BA- budget Actvty Weooois1 - ATHST
+ Commiment tem Weootsz2 - ATHST
 ConrolFunctonal Area Weoootsss - ATAST
* Costener om0tz 2012 o0 1681 cooooourssr  + ATaeT
+ CostColecor Type coorasToon - ATSST
+ CostType CovrdeTonz0 - ATHST
* DS D C/0074670042 - AT467
© BRIy 0074670043 = AT46T
o F==Tm CI0074670047 - AT467
+ Ficalonth  Year bl <
- Fiscal uarter

covrdsTor0n - ATSST
+ Ficalyear

covrasTotes - ATeST
it Document Category

Weooots1 - ATHST

[ (DK}

Current AFP:*

5452381

000
000

000
000

000

Alotment=~ Comm. (Cum)*
s s
2802
5452381
112482
224186
210000
78400
14185 14185
s
000
000
24758
000
000
oot
23041
000
5173 5173

‘Open Commiments (Non Cum):*

000

000
000

000
000
000
000
000
000
000
000
000

Obig. (Cum)-~

28022

112882

78400
14188

000
000
24758
000
000
oot
23041
000
s17

/ Trusted sites | Protected Mode: Off

1 History, Back

Undisbursed Obigations :*

547983

soee7

826,00
000

1,697.08
500000
3t
2348531
2686000
2112989
EXE

B0







Right-click on the “Cost Collector” header; in the popup screen, 


Scroll to “Properties, then select <Characteristic>
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In the popup window Select “Attribute 3” and click on the <Add> button
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The Attribute 3 field is now in the report
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Drag the “Commitment Item” to the space after Attribute 3
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Click on the <Export ot Microsoft Excel> button
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Click on the <Open> button
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In the event the below message appears, click on the <Yes> button.
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If using Windows 2010, click on the <Enable Editing> button
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The GFEBS Source/Status of Funds Report is now in Excel.
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Right Click on any of the selected rows, from the popup screen/menu select <Delete>
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Select the headers for each of the columns (column I through R, pictured below)
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Right Click on any of the selected columns, from the popup screen/menu select <Cut>
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Click in field below the “Current AFP” header, Right-click, 


from the popup screen/menu select <Paste>
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Right-click; from the popup screen/menu select <Delete>
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Select columns I through L (Current AFP, Allotment, Comm. (Cum), Open Commitments (Non Cum)) depicted below as highlighted in blue; delete these columns, they are not used in the financial reconciliation process.
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Select column J (Undisbursed Obligations) depicted below as highlighted in blue; delete this column, it is not used in the financial reconciliation process.
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Select columns K through M (Disb. (Cum), Available Budget AFP, Available Budget Allotment) depicted below as highlighted in blue; delete these columns, they are not used in the financial reconciliation process.
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Select Column J (Exp. (Cum)), depicted below as highlighted in blue
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Right-click, from the popup screen/menu select <Cut>
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Select Column I (Oblig. (Cum)), depicted below as highlighted in blue
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Right-click on Column I, from the popup screen/menu, select <Insert Cut Cells>
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Click on the square in the upper left corner of the spreadsheet, Header must be in this order.
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Click on the “Home” tab, click on the <Merge & Center> button; this will remove the merge from cells that were defaulted as merged by the GFEBS application.

Change the name for the headers Exp. (Cum) and Oblig. (Cum) to remove the period and space;  should now read Exp(Cum) and Oblig(Cum).


Delete any row containing a Total or subtotal (these are usually have a Yellow highlight)


Save the GFEBS SOF to the EASDB Reports directory for use when completing the financial reconciliation.
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