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STEP BY STEP PROCEDURES

[bookmark: _Toc256031372][bookmark: _Toc256052950]I.  STEP 1:

		A.  OVERVIEW:

Many users find it useful to print a hard copy of the financial reconciliation spreadsheet to manually write amounts before entering data into the excel model.  To complete Step 1, you need the STANFINS 218 Report, GFEBS Status of Funds Report, and the EASi Financial Pure Report.  Because MEPRS personnel will be reconciling financial data from two financial source systems, there are a couple of tips to quickly determine if STANFINS and/or GFEBS financial data imported into EASi reconcile to the STANFINS 218 Report and the GFEBS Status of Funds Report.  Before entering any data into the financial worksheet model, do the following:

1) After running the GFEBS Status of Funds (SOF) and the STANFINS 218 report, import the GFEBS and STANFINS files together.  Users do not need to correct ECUs or run validation and migration to verify if the amounts interfaced into EASi match the SOF or 218.  Users can run an EASi Systems Interface Financial Pure after importing both financial files into EASi.  

2) GFEBS: In the EASi Systems Interface Financial Pure Report, filter on the Source of Funds, select GFEBS,  and perform a sum total to get a bottom-line total YTD expense and YTD obligation on the EASi Systems Interface Financial Pure Report.  Then compare the sum total YTD (cum) expense and YTD (cum) obligation on the GFEBS Status of Funds to the YTD expense and YTD obligation on the Systems Interface Financial Pure Report.  

3) If the GFEBS amounts match, then the GFEBS SOF report will reconcile to the EASi financial pure data that was interfaced.  If the YTD amounts do not match, then place an automatic filter on the entire GFEBS SOF report.  In the Attribute 3 Column (MEPRS code column), select only # and blanks.  These are the amounts missing MEPRS codes so they will not interface into EASi.  The MEPRS Analyst should then ask the local Budget Officer to correct the missing data in GFEBS (WBS, Cost 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 SOF report in GFEBS.  

4) 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.  Although STANFINS does not allow the correction of missing data elements, regeneration of the financial file for interface, or the ability to create a new SOF with corrected data elements, GFEBS does.  

5) If the user selects !REV as an exclusion in the Commitment Item (CI) field as explained in the Status of Funds Job Aide, then Public Collections will not appear on the GFEBS SOF.  Since Public Collections are revenue, they should not interface into EASi so this will eliminate possible differences.  If Public Collections appear on the GFEBS SOF report and !REV was listed as an exclude for the CIs, then review the Public Collections appropriation to see if a Commitment Item other Revenue was used.  GFEBS is posting collections to valid cost centers and MEPRS codes for Treasurer, Third Party Collections, etc. so when an incorrect CI is used, the Public Collection amounts can interface into EASi.  MEPRS personnel should 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.

6) There are two separate Error reports created with GFEBS data that is interfaced into EASi that MEPRS personnel need to review before completing Step 1.  GFEBS creates an Error Report 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 local Budget Officer to correct the Fund Center, Cost Center, WBS, or Internal Order that is creating the error.  After the GFEBS file has been created and transmitted to EAS Program Office (PO), EAS PO then creates a Parsing Report to be reviewed by the MTF MEPRS staff for warnings or errors. 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.

7) STANFINS: After completing the comparison of the GFEBS SOF and the EASi System Financial Pure amounts, then the user should perform a similar comparison of the STANFINS data.   In the EASi Systems Interface Financial Pure Report, filter on the Source of Funds, select STANFINS,  and perform a sum total to get a bottom-line total YTD expense and YTD obligation on the EASi Systems Interface Financial Pure Report.  Then compare the sum total YTD (cum) expense and YTD (cum) obligation on the STANFINS 218 Report to the YTD expense and YTD obligation on the Systems Interface Financial Pure Report.  

8) If the STANFINS amounts match, then the STANFINS 218 report will reconcile to the EASi financial pure data that was interfaced.  If the YTD amounts do not match, then there are very few options for correction since STANFINS does not allow the correction of missing data elements, regeneration of the financial file for interface, or the ability to create a new 218 Report with corrected data elements.  Some sites have reported problems with the STANFINS 218 report reflecting incorrect amounts.  Sites should document the difference in STEP 1 of the financial reconciliation and ensure that the local Budget Officer has the correct ODS query for running the STANFINS 218 report.

9) The financial reconciliation excel worksheet allows comparison of the STANFINS and GFEBS data separately and together.  It is recommended that the financial data for STANFINS and GFEBS be performed separately to identify differences.  The Excel financial reconciliation spreadsheet provides individual lines to reconcile each source financial system by fiscal year, and cumulative STANFINS and GFEBS data.

10) The GFEBS financial source file is automatically sent to the EASi server around the 5th of each month.  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.

[bookmark: _Toc256031373][bookmark: _Toc256052951]		A.  STANFINS 218 REPORT:
  
This report is the raw data that has been processed by Budget through STANFINS, and it is available on the AVK-329 Report which is called the 218 Report.  The 218 Report separates data by Obligation Year, Automatic or Direct, and Basic Symbol and Limitation. 

The dollar values on the STANFINS 218 Report should be the SAME EXACT values that are imported and reflected on the EASi Financial Pure Report since it is the same file.  The only difference should be in the way the values are formatted and presented.  This is why this is the first step in the financial reconciliation process.  If you have a difference between the STANFINS 218 report and the EASi System Interfaces STANFINS Financial Pure Report, you should: 

	1) 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 STANFINS 218 amount, then these amounts will not interface into EASi.  If this occurs, you will have an out of balance in Step 1 and Step 2 of 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 in Step 1 and Step 2 and contact their AMPO Analyst for assistance.

	2) If you verify that there is no missing information on the EASi table, try to import the STANFINS file again.  If the 2nd import still reports differences, then contact your AMPO Analyst and the OPLOC POC. The OPLOC POC should be able to determine the problem and resend your financial STANFINS data.  Please check these values immediately upon receipt of your financial file since it may be difficult to obtain a corrected STANFINS file later.

3) AMPO has provided two ODS queries to download 218 data for October through August and 
   	for September.  If you do not have a copy of the ODS queries to download the 218 data, please contact your AMPO Analyst.

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

There are ‘No Year’ Funds for Gift Funds/Trust Funds which are processed in STANFINS without a designated fiscal year, and these financial transactions are not accepted by EASi during the 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. The ‘X’ Year Funds will need to be converted to reflect current fiscal year:  i.e., FY12.     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 FY field in the STANFINS file that is imported in EASi.  Under current business rules, these files are not accepted when copying the STANFINS file into EASi. MEPRS personnel will need to coordinate with Budget to confirm the correct the Basic Symbol/Limitation (BS/L), AMSCO, and/or work center MEPRS/FCC of the ‘X’ year fund transactions.  To process ‘X’ year funds in EASi, the user will need to re-import the STANFINS financial data after changing/adding the fiscal year, Basic Symbol/Limitation (BS/L), AMSCO, and/or MEPRS/FCC in the financial record.  
	
Gifts Funds/Trust Fund Accounts do not require an AMSCO in STANFINS.  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 STANFINS, 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 Basic Symbol/Limitation in STANFINS so if this occurs, coordinate with Budget to confirm the BS/L of the financial transaction and adjust accordingly.

The extension of the Basic Symbol/Limitation; e.g., ‘.0051’, identifies the specialty of the ‘X’ year funds.  For example, ‘.0051’ identifies GYN Oncology so you would use the AMSCO and MEPRS/FCC of that specialty.  A sample of the range of extensions that may be used in the ‘X’ year financial transactions in STANFINS is provided as follows: 21X BS/L 8927.0001 thru 8927.0059.
1) STANFINS/EASi FTP OF ‘X’ YEAR FUNDS:  Initially, the STANFINS file is downloaded from the DFAS Corporate Server in ASCII format.  The file is then copied and imported into EASi.  If the user receives a notification during the copy process that ‘There was an error copying the file’, this is an indication there may be ‘No Year’ funds records within the file.
a) In order to copy and import the STANFINS file into EASi, it will be necessary to identify the funds associated with these ‘X’ year financial records.  

b) Download the STANFINS file from the DFAS Corporate Server as ASCll file and save file in predetermined folder.

c)  Open the file and look in the eighth column (the FY field; since this is an ASCll to locate records with a FY of ‘X’ and change the ‘X’ in the (8th position) to the current FY12.  
d)  (See sample lines below):
FFDBA21220201351970021T1000000015000{000000000000{747453D1202000019 
FEBAA21289270000000026RB000000002217E000000002217E747453D120200001Y 
FEBFE212892700000000252G000000000000{000000049400}747453D120200001Y 
FEBFE2128927000000002565000000014473H000000309672{747453D120200001Y 
FEBFE21289270000000026EB000000298806I000000058097E747453D120200001Y 
FEBFE21289270000000043PB000000000139F000000000139F747453D120200001Y 
FXXXX21289270000000025GY000000005810{000000000000{747453D120200511Y
e) Save the file and copy into EASi.  The procedure to open and view the STANFINS file is as follows:
i. Right-click on the Start button of the workstation that has the STANFINS file.
ii. Select Explore.
iii. Locate the STANFINS file in the directory where it is saved. 
iv. Double-click on the STANFINS file, 
v. The file will open in the format as shown above.

[bookmark: _Toc256031375][bookmark: _Toc256052953]C.  GENERIC MEPRS CODES BEGINNING WITH ‘X’, ‘Y’, OR ‘Z’:
There may be generic MEPRS codes that interface from STANFINS that will need to be researched to determine treatment in MEPRS.  Amounts that interface from STANFINS 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 validated for these amounts so they will be reported in the Financial Direct Expense Accepted Report. Please note the correction of the MEPRS code on the Financial Transfer Section of the Adjustment 
Explanation tab in the Financial Reconciliation spreadsheet showing the transfer; for example, Y123/BAAA.  Transfer should also provide explanation of transaction.  
 If these amounts need to be deleted from the EASi Financial Pure, they will need to be entered on the Adjustment Explanation tab in the Financial Section for Items Deleted.  If any STANFINS data interfaces into EASi with XXXX, this means that a financial transaction was made to a Budget APC which does not have a valid MEPRS/FCC code.  These transactions need to be researched immediately, and coordination with Budget must be completed to provide an appropriate MEPRS/FCC for the APC.  Transactions which interface into EASi with X*** are considered errors, and must be fully explained on the Adjustment Explanation tab of the financial reconciliation spreadsheet pending correction to an appropriate MEPRS/FCC on the Budget APC table.  
MEPRS codes can be added to the Budget APC table in either one of two fields: FCA or Special Project Code.
FCA is the primary Budget APC field used to indicate the MEPRS code.  This field can only be used by MEPRS if Budget personnel have not used this field.  If the APC FCA field is used by MEPRS personnel, then the MEPRS code must be prefaced with a ‘B’.  For example, BAAA, Outpatient Internal Medicine should be added to the Budget APC FCA field as BBAAA.  During import into EASi, ‘B’ is purged and is not visible in the EASi Financial Pure data, and only BAAA imports into EASi.
If Budget needs to use the Budget APC FCA field, then MEPRS personnel need to use the Special Project Code Field on the APC table to indicate the appropriate MEPRS code.  If the Special Project Code Field is used for the MEPRS code, then the MEPRS code should be prefaced with ‘XB’.  For example, BAAA, Outpatient Internal Medicine should be added to the Budget APC as XBBAAA.  During import into EASi, ‘XB’ is purged and is not visible in the EASi Financial Pure data, and only BAAA imports into EASi.  
AMPO has standardized some generic MEPRS codes for consistent reporting within the 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. 	
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[bookmark: _Toc256031385][bookmark: _Toc256052963]D.  CHECKING FOR SPECIAL EORs/SUEEs/CIs:

1)  EOR 2721.  Collections of income require special treatment in STANFINS, 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. 


[bookmark: _Toc256031386][bookmark: _Toc256052964]IV. STEP 4:

[bookmark: _Toc256031387][bookmark: _Toc256052965]	A.  INSTRUCTIONS FOR RUNNING THE DMHRSi EAS SUMMARY VIEW REPORT:

A DOD EAS Create 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 STEP 4.  Instructions for creating the EAS Summary View Report are provided below: once connection for report is created you can skip steps 6 through 22. 

1) Go to https://dmhrsi.satx.disa.mil/
2) Click  - OK
3) Click -  Green CAC/PIV Access Button
4) Select Certificate
5) Enter Pin Number
6) Create Private Connections – Click on “Edit Favorites” link
7) On Customize Favorites screen – Click on  the “Add URL” button
8) Enter name of URL “Discoverer Viewer” in white box under Favorite
9) [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
10) 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
11) Click on the “Oracle Discoverer Viewer” favorite’s link – the “Discoverer Viewer” page opens
12) Click on Create Connection button – a Create Connection page opens
13) On Connect To: leave as the default “Oracle Applications” for the list of values
14) 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)
15) Description (Optional)
16) Locale – use drop down list to specify the language to use when opening this connection, select “English (United States)”.
17) User Name – Enter your DMHRSi Application User Name
18) Password – Enter your DMHRSi Application Password
19) Database – Enter PDMHRI
20) Click  - Apply
21) The “Account Details: Select Responsibility” page displays Next to responsibility – click the down arrow and choose Army LCA Manager
22) Click – Continue – this will take you back to the “Connect to OracleBI Discoverer” page
23) Click  - link just created
24) [bookmark: LCA+EASIV+Audit+Reports]Click on the + next to LCA EASIV Audit Reports 
25) Click on – EAS Summary View Report
26) Enter the Year, Month, Parent DMIS ID
27) Click – Go
28) Once you receive results click on – Export	
29) Click on – Export
30) Under Choose Export Type – Choose Excel
31) Click – Export
32) Click on – Click to View or Save
33) The file download box appears – Click on Save
34) Save in a location on your computer, Open Excel and bring up report (always enable macros) 
[bookmark: _Toc256031388][bookmark: _Toc256052966]B.  EXPLANATION AND DATA ENTRY FOR DMHRSi PERSONNEL REPORTS: 	

Sites should use the final DMHRSi EAS Summary View Report to complete Step 4, Column B in the Month 	Net Personnel Recon tab on the AMPO Financial Reconciliation workbook.  

1) Total Month Net Available Salary – Total the ‘Total Avail Sal Exp SUM’ column in the DMHRSi EAS Summary View Report and enter the total in the Total Available Salary Expense column in Step 4 for DMHRSi. 

2) Total Month Net Non-Available Salary – Total the ‘Non Avail Sal Exp SUM’ column in the DMHRSi EAS Summary View Report and enter the total in the Total Nonavailable Salary Expense in Step 4 for DMHRSi.  

3) EASi will automatically calculate the DMHRSi EAS Summary View Report Total Month Net Salary in Step 4. 

[bookmark: _Toc256031389][bookmark: _Toc256052967]C.  EXPLANATION FOR DATA ENTRY OF SYSTEMS INTERFACE PERSONNEL PURE:

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.  Because 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 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.   

1) Access the EASi Systems Interface Personnel Pure Report in EASi, REPORTS, 
SYSTEMS INTERFACE.  You will need the EASi Systems Interface Personnel Pure Report to complete Step 4.  Before proceeding, verify there are no filters in this report. 

2) Sum the Available and Nonavailable Salary Expense Columns of the Systems Interface Personnel Pure Report.  Enter the Total Available Salary Expense and Total Nonavailable Salary Expense in Column D of Step 4 of the financial reconciliation spreadsheet.

3)  If there is a difference in STEP 4, 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.  User 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 in STEP 4 above should be repeated.

4) If the personnel salary expense financial data in STEP 4 still reflects differences in the 
Amber Cells, the site should contact their AMPO Analyst immediately for assistance.  Do not proceed with the financial reconciliation until the differences in Step 4 are resolved.

[bookmark: _Toc256031390][bookmark: _Toc256052968]V.  STEP 5:

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 reconciling Step 4, it is time to reconcile the difference between the DMHRSi source file personnel data imported into EASi that is in the Systems Interface Personnel Pure Report and between 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]A.  CIVILIAN PAY SALARY EXPENSE:

1)  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, Reference STEP 5 & 6.  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.

2)  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.

3)  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 records import 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.

4)  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.

5)  Some personnel records have non-available FTEs with no salary; i.e., LWOP, AWOL, etc., and when these records interface into EASi with non-available FTEs and no salary, a warning is generated by EASi. You need to check the EAS Summary View Report to indentify 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, need to find out why the record did not cost and correct.  Records must have a cost if is not LWOP or CE.

	6) Civilian Payroll EORs/SUEEs are 11AB, 11AT, 111F, & 115F.

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

1)  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 Adjustment Explanation Tab, Reference STEP 5 & 6.  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.

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

1)  Reference STEP 4 in the Adjustment Explanation tab refers to STEP 4 differences in the Month Net Personnel Recon tab.  Per discussion in STEP 4, there should be no differences in this section.  If the user has a difference in this section, it is due to software problems, interface                  problems, or user data entry.  If the user has a difference in this section, they should always recheck their entries.

2)  Reference STEP 5 & 6 in the Adjustment Explanation tab refers to STEP 5 and STEP 6 on the Month Net Personnel Recon tab.  This section requires documentation of all adjustments to the personnel data which imported into EASi from DMHRSi. The user needs to be careful when making these adjustments, and should be careful not to increase the overall civilian payroll amount in EASi.   This section has three Amber colored cells.  One row is automatically populated from the Month Net Personnel Recon.  The difference in this section should always equal ‘0’ for available salary, nonavailable salary, and total salary.  If the third row of Amber cells does not equal ‘0’, the user needs to correct adjustments entered in the aqua-colored fields.

3)  The Personnel Section for EASi Transfers, MEPRS Code Changes, etc. of the Adjustment Explanation tab represent 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.  

4) Reference STEP 4, STEP 5, and STEP 6 for more information on the differences which automatically populate the PERSONNEL SECTION of the Adjustment Explanation tab.

[bookmark: _Toc256031402][bookmark: _Toc256052980]	B:  FINANCIAL SECTION OF THE ADJUSTMENT EXPLANATION TAB:

1)  DEPRECIATION:    To add Depreciation Expenses to this section of the Adjustment 
Explanation tab, you will need 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.  This is the amount that should be entered in the aqua-colored fields.  This is how to verify the Depreciation amounts that must be documented in the Adjustment Explanation Tab of the Financial Reconciliation model.   If you have obligations in the Depreciation amounts, you have an error.  Amounts entered in the Depreciation section automatically populate the tab labeled EASi Final Reconciliation.

2) FREE RECEIPTS:   Using the Direct Expense Accepted Report again, ensure that all 
filters have been removed.  Then filter ONLY on 0130.FREE in the Basic Symbol and Limitation column.  There are three Source of Funds (SOF) in the Free Receipt are: (D) direct, (R) reimbursable, and (S) resource sharing.  These are the amounts that should be entered into the aqua-colored fields.  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.  This is how to verify the Free Receipt amounts that must be documented in the Adjustment Explanation Tab of the Financial Reconciliation model.  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 Final Reconciliation.

3)  AMOUNTS ADDED TO EASi:  When deciding how to document the adjustments made in EASi and how to record on the Adjustment Explanation tab, remember that any amounts ‘Added’ to EASi Financial Data represent amounts are increasing STANFINS 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 which were processed in STANFINS, then this entry is highly questionable and must be fully explained.  Data entry should be made in the aqua-colored fields, and fully explained. Amounts entered in the Add to EASi section automatically populate the tab labeled EASi Final 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.
		
4)  AMOUNTS DELETED FROM EASi:  There are some entries in STANFINS 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 STANFINS, but are not valid expenses/obligations of the MTF; i.e., Regional Medical Command 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 in the aqua-colored fields.  Amounts deleted should not be lumped together and should be explained for each MEPRS code.  Amounts entered in the ‘Deleted from EASi’ section automatically populate the tab labeled EASi Final 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 adjustment explanation tab since EASi has already removed prior year obligation amounts in STEP 8.  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 Adjustment Explanation Tab in this section.

5)  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 
Adjustment Tab.  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.

6)  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 Adjustment Explanation tab for a 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’ Section of the Direct Expense Accepted Report should never be used is provided below.   If an entry is made for ‘Manual Adjustment’ in the Add or Delete Sections of the Adjustment Explanation tab, the this amount will automatically populate the EASi Final Reconciliation tab erroneously.  See further discussion below of out-of-balances created by manual adjustments in EASi.

		7)  ‘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 STANFINS Financial Pure Report.  EASi mistakenly interprets entries to new MEPRS code and AMSCO combinations that are not on the Financial Pure 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 STANFINS/EASi Pure Financial Report.

If for some reason, the MEPRS office needs to re-import the STANFINS Financial File, it may create double entries for the true financial data in EASi because when STANFINS is re-imported, EASi only updates and overlays financial data in the EASi Financial Pure 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 Financial Pure Report.  Per Tier 3 Help Desk, the best way to handle E0011 ECU errors when importing STANFINS 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 Basic Symbol/Limitation 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 STANFINS, and they should always use the Basic Symbol/Limitation Field to identify the financial data they wish to reconcile.  The only time there is a benefit on 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.

[bookmark: _Toc256031403][bookmark: _Toc256052981]
X. STEP 10: EASi FINAL FINANCIAL RECONCILIATION WORKSHEET:

[bookmark: _Toc256031404][bookmark: _Toc256052982]		A.  ENTERING YTD MILITARY PAY EXPENSE:

After entering all adjustments on the Adjustment Explanation tab for STEP 9, then proceed to the EASi Final Reconciliation tab to complete STEP 10.  You will need a ‘refreshed’ Direct Expense Accepted Report to complete STEP 10.  At this point, you will need to enter the YTD Military Salary Expense.  There should be no YTD obligations for Military Pay.  After removing all filters from the Direct Expense Accepted Report, then filter on the Military Pay SUEEs of 1190, 119A, 119B, 119*, A420, and 117F.  Enter this amount in the aqua-colored field in STEP 11.

[bookmark: _Toc256031405][bookmark: _Toc256052983]		B.  ENTERING THE FINAL TOTALS FOR RECONCILIATION:

The final data entries in STEP 10 in the EASi Final Reconciliation tab are the aqua-colored fields for the Total YTD Expenses and Total YTD Obligations (with no filters) at the end of STEP 10.  After you enter these amounts, the reconciliation spreadsheet will automatically calculate the YTD out-of-balances for the month in Amber colored cells.  ANY OUT-OF-BALANCE AMOUNT IN THE AMBER COLORED CELLS IN STEP 10 MUST BE RESOLVED BEFORE PROCEEDING AND BEFORE TRANSMITTING THE MONTHLY MEPRS.  

If you do not have an out-of-balance amount, proceed to STEP 11, VALIDATION.  If you have an out-of-balance, proceed to Troubleshooting Tips for Out-of-Balance Amounts in EASi in Appendix 1.


[bookmark: _Toc256031406][bookmark: _Toc256052984]XI. STEP 11: FINAL APPROVAL AND VALIDATION:





[bookmark: _Toc256031407][bookmark: _Toc256052985]APPENDIX 1: TROUBLESHOOTING TIPS FOR ‘OUT-OF-BALANCES’:

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:            

      	A) PERSONNEL DATA:
	
1) Did you ‘refresh’ the Personnel Accepted and Direct Expense Accepted Reports?  To be certain, refresh these two reports every time you access them to make sure you have the most up-to-date and current data.

2)  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 Adjustment Explanation 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.  

Any adjustments to Personnel Salaries MUST be explained and documented in the Adjustment Explanation Tab, Reference Step 5 - 6.   The salary differences between the EASi Personnel Pure and the Personnel Accepted Report are linked to the Adjustment Explanation tab which requires documentation of adjustments.  
       
3)  In Step 3, verify that you have entered the correct amount for all STANFINS 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.

4) Verify that expired Civilian Pay EORs/SUEEs which appear in the Financial Pure 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 Financial Items Deleted section of the Adjustment Explanation tab. Never make an adjustment in EASi for an expired civilian pay EOR.  If you do, you will create an out-of-balance.


5) Verify that the ‘month-net’ salary expense and obligation amounts from the Direct Expense Accepted Report were entered correctly in the financial reconciliation spreadsheet in Step 6.  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:  
	
6) 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.

7) 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.

8)  In Step 7, 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, 11AT, 111F & 115F in the Direct Expense Accepted Report.  

9) In Step 10, 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.

10) Check the Adjustment Explanation Tab to make sure that all personnel salary differences have been explained.

		B)  FINANCIAL DATA:

		1)  Have you verified that all personnel data is in balance as explained in A. above?

2)  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.
		
3)  In Step 1, check all Amber colored cells to make sure there are no differences between the STANFINS 218 Report and the EASi Financial Pure Report.  Do you have a typo?  If not, do you have a Basic Symbol/Limitation combination in the STANFINS 218 Report which did not interface into EASi?  If so, confirm if EASi is missing financial data which did not interface from the 218 Report.   If the EASi table is missing the Basic Symbol/Limitation, then contact your AMPO Analyst for assistance.				
		
4)  In Step 2, check the amber highlighted difference rows to make sure there are no differences between the STANFINS 218 Report and the EASi Financial Pure Report.  The differences from Step 1 are linked and reported again in Step 2.   In Step 3, verify that you have entered the correct amount for all STANFINS expenses and obligations for all Schedule Types of ‘P’, ‘F’, and ‘# Empty’ in the Financial Pure Report.  These amounts are linked to more than one area within the financial reconciliation model and update other calculations.

5)  Compare the differences reflected in the amber highlighted areas on the Monthly Personnel Reconciliation tab (Steps 4 through 6) to the differences on the Adjustment Explanation tab to ensure that all differences have been documented and explained.  Steps 4 & 6 should have no differences reflected in Amber Cells.  Step 5 should reflect differences that are the result of adjustments made in EASi to personnel data and are fully explained on the Adjustment Explanation tab.  

6) In Step 7, verify that you entered the correct civilian pay year-to-date expense and obligation amounts from the Direct Expense Accepted Report which has been refreshed.  Civilian Pay should only be recorded in 11AB, 11AT, 111F, & 115F SUEE.  This amount is linked to other areas in the financial reconciliation spreadsheet and updates other calculations.

7)  In Step 8, verify that you have entered 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 in Step 8 because they are already reported in Step 3, and they are linked to Step 7 to document STANFINS 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 in Step 8 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 Adjustment Explanation tab, Reference Steps 9 – 10 where amounts which 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.

8)  Filter on Basic Symbol/Limitation of 0130.DEPR in a refreshed Direct Expense Accepted Report and compare to the amounts you have documented on the Adjustment Explanation tab, Reference Steps 9 – 10.  Also verify 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 in Step 10.

9)  Filter on Basic Symbol/Limitation of 0130.FREE in a refreshed Direct Expense Accepted Report and compare to the amounts you have documented on the Adjustment Explanation tab, Reference Steps 9 – 10.  Also verify Source of Funds, 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 which is also linked to other areas in the financial reconciliation model and updates other calculations in Step 10.

10)  Did you enter any amounts in the Adjustment Explanation tab, Miscellaneous Items Added to Financial Pure Data section, Reference Steps 9 – 10?  This section should rarely be used, and it is reserved for amounts which did not interface from the STANFINS 218 report into EASi; e.g., a Basic Symbol/Limitation that was in the 218 Report, and has to be manually added to EASi.  This section is linked to other areas in the financial reconciliation spreadsheet and updates other calculations.

NOTE: If you entered an amount in the Miscellaneous Items Added to the Financial Pure data Section of the Adjustment Explanation 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 Financial Pure Report which were processed and approved by local Budget personnel.

11)  Did you enter any amounts in the Adjustment Explanation tab, YTD Miscellaneous Items Deleted from the Financial Pure Data Section, Reference Steps 9 – 10?   There are ‘some’ valid reasons that the STANFINS data which was interfaced into EASi should be deleted, but each and every instance should be approved by your RMC and MEDCOM Analyst.  This section is linked to other areas in the financial reconciliation spreadsheet and updates other calculations on the final EASi reconciliation tab.

12)  MEPRS personnel should not have expense and obligation amounts reported in XXXX in the EASi Financial Pure Report.  If there is an expense and/or obligation which is reported in XXXX in the EASi Financial Pure Report, it means that a Budget APC was not given a MEPRS code and STANFINS 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 STANFINS data in the EASi Financial Pure are: 

a) 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 Command, etc.

b)  Expired Civilian Pay EORs in ‘# Empty’ which will be deleted/purged from the Financial Pure Report data by ‘EASi’.  An entry must be made on the Financial Adjustment Explanation tab, Financial Items Deleted Section, Reference Steps 9 – 10 to document the deletion by EASi.

            c)  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. 

            d)  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.

13)  If you still have an out-of-balance reflected in Step 10 in the Amber Colored Cell in the EASi Final Reconciliation tab, AND you have verified that you have no differences or unexplained amounts reported in ANY of the AMBER COLORED CELLS throughout the financial reconciliation spreadsheet, you need to proceed to the comparison of the ‘true’ ‘Pure’ financial data in the Financial Pure 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.  
                                 









 The Army Financial Reconciliation Database Instructions


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”.  

Place the following documents in this folders on the C drive named exactly as listed below. For assistance with running report, see LCA Desktop Guide.


· DMHRSi DB

· ESVR ARMY DATABASE REPORTS – This is the EAS SUMMARY View Report in Discoverer Viewer.  

Place the following documents in this folders on the C drive named exactly as listed below.  For assistance with running report, see EASi User Guide.

·  EASDB Reports

· 218.txt – The STANFINS 218 Report
· DEAR.txt – Direct Expense Accepted Report
· PAR.txt – Personnel Accepted Report
· PPURE.txt – Personnel Pure Accepted Report
· FPURE.txt – Financial Pure Accepted Report
· GSOF.xls – GFEBS Source of Funds Report	
· FAUDIT.csv- Financial Audit Report 



Once the database is enabled, the import process for the required files listed above will initiate automatically populating the Reports into the Financial Reconciliation module.  The following are the procedures for formatting the import files.  The Financial File will populate the tool automatically, but the Personnel data requires manual action by Clicking IMPORT PERSONNEL the for the importation process.  Below are the steps required to create and format the files correctly.








The Financial Audit Report is used to populate and verify the manual adjustments added to the financial module within EAS-i.  Select ADJUSTMENTS and ECU in the Functional Area(s) query prompt section.  Please see below for detail:

[image: ]

Once the query completes, the report must be exported in CSV format.  Select Document- Save to my computer and select CSV as shown below. 
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Save the file as FAUDIT in the Save as type Microsoft Excel Comma Separated Valued file as shown below.
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Save the file as FAUDIT in CSV format, in the EASDB Report folder.
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The Personnel Pure must be saved as Text.  To save as Text select Document-Save report to my computer as and select Text as shown below:
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Select Open in the dialogue box, so we can format the file.  This file is the only EAS Report that requires formatting.
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To format the file Personnel Pure Report, delete the top 2 rows as shown.
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The Personnel Pure file properly formatted shown as below after formatting.
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Save the file with the naming convention PPURE in the EASDB Reports folder.
.
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The Financial Pure file must be saved with the naming convention of FPURE in text format:
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Click Save, then name the file FPURE in text format as shown below:
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[bookmark: _GoBack]The Personnel Accepted Report PAR, Direct Expense Accepted Report DEAR must be saved as text files in the EASDB Report folder using the same procedure as stated for the Financial Pure Report as shown above.


For the GFEBS Source of Fund (GSOF) open the following documentation, the instructions must be followed to correctly format the report.   







· Open the Financial Reconciliation ACCESS databases that you extracted onto your desktop by double-clicking on the file icon.
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· As stated above, 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.
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When the ‘Microsoft Office Security Options’ window opens, select the ‘Enable this content’ button and then click on ‘OK’.
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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.  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 function.  The arrow will produce the final Reconciliation Report which displays the status for your YTD Totals and whether the Reconciliation is balance or not.  If not balanced use the out of balance buttons (GFEBS difference, Financial Difference) to assist with finding the issues with the Reconciliation.  Each of the report functions are listed in the next section.  
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                                               218-GFEBS vs. EASi Pure Buttons


[image: ] – Report that show STANFINS 218/GFEBS Source of Funds (SOF) vs. EASi Financial Pure Reconciliation. 

[image: ] – Details 218 Report total which calculated the last 5 years.

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

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

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

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


                            
                                                            ADJUSTMENTS

Financial - Miscellaneous items that do not add or delete the totals in the EASi Financial Pure Report.  Entries in this section do not update any portion of the Reconciliation Report.

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.








                                                       MONTH NET EXPENSES

Only Civilian Pay should have obligations.  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 resolve.

Month Net Report – Create a report that 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.

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

Reconciliation - Creates the Final Reconciliation documentation.  This report shows the YTD comparison between the Financial Pure and the Direct Expense Accepted Report.

Final Report – This report contains all section and consolidates them into one PDF report, which the MTF will sign and send to AMPO.

Print – Allow the user to print a copy of the Final Report.

Quit – Exit the application.




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
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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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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>


[image: image23.png]X 7~ L RN, B LYSE_PATTERNITTIMICIoSOTt Ex T IR wlz -

Home | Inset  Pagelayout Fomulas  Data  Review  View  Developer  Approvelt c@=o@ R
G e K (e s e 3 E) 2T @
3 Copy - - @i 4
peste B 7 U- [E9wegeacentes] s - % » | %% Conditionsl Fomat |[Calculation Explanator, in Insert Delete Format Sort& Find &
= IS - 8| Formatting - as Table - v v L || T PO Qe Fiere select

Clinhoara Eant 3 Alignment 5 Number 5 stes celts Editing
b -1 - A A S - %

Attt 3 Comminent em Funds Cenler Current AFP. Alotment  Comm (Cum) Open Commiments (Non Cum) | Oblg. (Cum) Undisbursed Oblgations Exp. (Cum)  Dish (Cum) e 2950 A

FAZF. 181 AT4ET [ 000 000 0.00| -3,036.00,  -1,821.60| 3,0%8.00" 000 0.00|

FAZF. 11 AT4ET 370739 0.00| 3707.39] 0.00| 3,707.39) 3,707.39) -3,707.39) -3,707.39)
5 FAZF 1100 AT46T e 0.00| -33.69| -33.69| e 0.00| 33.69| 3369
6 Poste Specil FAZF 11N0 AT46T [ 000 000 0.00| 71661 77251 71661, 000 0.00|
7 Insert FAZF 12K0 AT46T [ 000 000 0.00| -6.15 -377| 615 000 0.00|
8 Dot oy Pz 0 st 215 oo sz ool omsa|  z2em) 215 2159
9 Clear Contents FAZF 1200 AT46T 8805 0.00| 88.05 -477.76| 88.05 565.81) -83.05| -83.05|
2 & Format Cells FAZF 120 AT46T [ 000 000 0.00| 36128 21680 36128] 000" 0.00|
1 Row Height. FAZE  12v0 AT46T [ 000 000 0.00| -151.80) -91.0g] 15180 000 0.00|
Y e h Awoms  avier Sisza01| _seszaen a5z a5z
L e oct coomesmorts ez vt st Eg oo sond Y T ool oo
1470100~ 6 FAZF 12K0 AT46T 173 0.00| 1173 5.58| 11.73] 6.15| 173 -11.73|
15 0100 3 FAZF  12M0 ATe6T 41259 0.00] 41259| 161.48] 41259 251.13) 1259 12:59|
16 0100 3 FAZF 1200 ATe6T 2618] 0.00] 2618 1242 2618 1376| -26.18] -26.18]
17 o100 's0s1 croo7asTONtE FAZF 120 ATe6T 6s62[ 0.00] 6862| 32.49) 6862 3613 -58.62] -58.62|
18 0100 's0s1 croo7asTONtE FAZFE  12v0 ATe6T 2886 0.00] 2885 1368 2856 15.18] -28.88| -28.88|
19 o130 "1881 C/0000007467 * ALLOBI ATe6T [ 000 224186 [ 0.00| 224188
20 0130 "1881 wis00019.1 EBAA  ALLOBJ ATe6T ' 000 210000 [ 00| 2,100.00|
21 o130 1881 WiE00019.32 GDAF  21T0 ATe6T 78400, 000  -784.00) -826.00| 42,00 42,00 784,00 784,00
22 o130 1881 WiE00019.85 YVET 22N ATe6T 141.88] 0.00] 141.88] 0.00] 14156 14156 14185 14185
23 0130 1881 WiE00019.85 YVET  ALLOBY ATe6T [ 0.00] 141,88 [ 0.00| 14156
22 0130 "1881 C/0000007467 * ALLOBI ATe6T ' om| 5173 [ 00| 511.73]
25 0130 "1881 C/0074670001 EBAA  21T0 ATe6T [ 000/ 000/ 0.00] 1697.08| 169708 169708 000/ 0.00|
26 0130 "1881 C/0074670020 DBAA  263R ATe6T [ 000 [ 0.00] 500000 500000 500000 [ o0.00|
27 o130 1881 c/o074670082 EEAA 2N ATe6T 24758 0.00] 247.56| 31 251.87] 251587 24758 24758
28 0130 1881 C/0074670043 EGaa 2571 ATe6T [ 000 000 0.00] 2348531 2348531 2348531 000 o0.00|
29 0130 1881 C/0074670047 EDCA 252G ATe6T [ 000/ o00] 0.00] -26860.00  26860.00 26860.00] o00] 0.00|
30 0130 "1881 c/0074670071 EBIA 2400 ATe6T on 0.00] 001 2112089 1662228 21,1200 o0 o0
31 0130 "1881 c/0074670101 EBAN 22N ATe6T 28941, 00| 28941 -31160| 2219) 2219 289.41 289.41
32 0130 "1881 c/o074670105 YVET 22N ATe6T [ 000 [ 0.00] 0557 405.87] 40557 [ o0.00|
33 0130 "1881 wis00019.1 EBAA 2N ATe6T s3] 0.00] 511.73] 4438 467.35] 467.35| 51173 511.73]
34 0130 "1881 wis00019.1 EBAA  ALLOBJ ATe6T ' 0.00] 511.73| [ 00| s11.73)
35 0130 "1881 C/0074670001 EBAA 1181 ATe6T [ 000/ 000/ 0.00] 598016 000 598016 000/ 0.00|
36 0130 "1881 C/0074670001 EBAA 12K0 ATe6T [ 000 000 0.00] 1226 -0.06] 1226 000 o0.00|
37 o130 "1881 C/0074670001 EBAA 1200 ATe6T [ 000/ 000/ 0.00] 454.97] -0.07] 45457 000/ 0.00| E
W< » | 7ZANALYSIS PATTERN 1 . ¢J - - - Kl [ W 130}

Reody | I3 | 0@







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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