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SYSTEM OVERVIEW

The Bureau For Research and Development (R&D) and the Bureau of Europe and the
Near East (EUR) use the Project Management Information System (PMIS) to manage all
aspects of the various projects under its guidance and to monitor the planning and execution
of the Operating Year Budgets (OYB), Annual Budget Submissions (ABS) and
Congressional Presentations (CP) for the Bureaus and their divisions and offices.

The PMIS database is composed. of three different functional options, each corresponding
to a set of tasks the Bureaus and/or their offices must carry out as a part of its mission.
These sections include:

. Project Information;
Budget Planning Information; and
. Procurement Information.

The Project Information portion of the database allows R&D and EUR to:

. enter and track all of the projects under its guidance;

. monitor the progress of major. milestones for each project;

. track the various documents used to conceptualize, authorize, establish, fund, amend,
etc: a project; and :

. monitor the performance audit and project evaluation information gathered.

The Fiscal Year Information portion of the database allows R&D and EUR to:

. plan and monitor project funding at the burean, office, appropriation, and budget
plan code levels; )
monitor the funding levels/FY obligations requested from Congress in the
Congressional Notification (CN} or the Technical Notification (TN) documents; and
’ plan, monitor, and update, if necessary, the proposed Operating Year Budget (OYB),
Annual Budget Submissions (ABS) and Congressional Presentations (CP) submitted
by the Technical Offices (TO).

The Procurement Information portion of the database allows R&D and EUR to:

. track the procurement and vendor information for each project;
. track contract contacts;

. track buy-in information; and

. track voucher information.

Using PMIS, R&D and EUR can also perform queries to locate specific information and
generate numerous reports.
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ENVIRONMENT

The Bureau For Research and Development {(R&D) and the Bureau For Europe and
the Near East (EUR} use the PMIS database.

Within the R&D and EUR Bureaus, the responsibility for entering, updating, and
evaluating the data contained in the PMIS database is shared among the Program
Office (R&D/PO or EUR/PO), the various Technical Offices, the Analysis and
Evaluation Division (R&D/PO/AE), and the Office of Management (R&D/MGT
or EUR/MGT). Each office is responsible for entering the data that directly
corresponds with its mission.

The Program Office (R&D/PO or EUR/PO) has the overall responsibility for the
system. R&D/PO or EUR/PO creates the project information record for each
planned or new project and maintains most of the information throughout the life-
cycle of the project with input from the Technical Offices. As the overall manager
of the system, R&D/PO or EUR/PO is the only office with the capability to delete
any of the records in the database.

The Technical Offices enter the proposed funding levels for each project in their
office portfolic for the OYB, ABS and CP processes. During the operating year, the
Technical Offices monitor the various documents required throughout the life-cycle
of a project and, using the date prompt built in to the system, forward these
documents on schedule to ST/PO for approval; enter the proposed budget
information for their individual offices; enter data from the approved funding
documents for each project; and update the buy-in information.

The Office of Analysis and Evaluation (R&D/PO/AE) enters and updates the audit
and evaluation records for each pro;ect

The Program Office (R&D/PO) reviews and updates the voucher information
associated with each project and award.

The PMIS database was written using Integrated Database Management System
(IDMS) software and currently resides on the IBM 3083 mainframe. A Database
Administrator/Analyst in FA/IRM/IDMS currently maintains the system.
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INTERFACES

PMIS currently interfaces with the following established USAID databases:

. CIMS:
. FACS:
. Portfolio;

The Contract Management Information System (CIMS)
database provides PMIS, via an interface, with both
procurement and vendor information; '

The Financial Accounting and Control System (FACS) provides
PMIS, via an interface, with both voucher and pipeline
expenditure information; and

PMIS provides the Portfolio Database with both the current
proposed Operating Year Budget (OYB) information and
funding actions available for each project identification
number/appropriation code combination in the bureau’s
portfolio.

Interfaces with several other establishéd USAID databases are planned for future
phases of development of the PMIS database.

PROCESSING SCHEDULES

The interfaces with other USAID databases described above are currently run on an
"as required” basis, Usually, each is run once per month and more often at the end
of a quarter or fiscal year.

Reports are generated from the PMIS database on an "as required” process.

At the end of each fiscal year, the R&D/PO or EUR/PO performs the following

tasks:

. closes out the fiscal year, which locks the Fiscal Year records so that they can
no longer be updated; and

. rolls all fiscal year obligations into the project and appropriation cumulative

totals.
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SECURITY

There are various security measures established to protect the integrity of the data
contained in the PMIS database. These measures include:

establishing user IDs and passwords, which are used to identify each PMIS
user and to define to which options and actions that user has access.

. implementing security-driven menus and applications so that certain users are
not given the option of accessing areas of the database that do not pertain to
them;

. restricting the user’s access capability to the add, modify, and delete actions

available for most database options based on the mission of the office to
which the user is assigned;

. establishing protected fields so that a user who has not been given the proper
security access cannot manipulate the data in that field; and

. allowing the Program Office user to delete all records in the PMIS database.
Technical Office users have the ability to delete only those records associated
with "planned" or "returned" program and funding documents.

Currently, there are five levels of security access are available in the PMIS database.
The security access levels include:

. PO = Program Office (highest level of access)

. TO = Technical Office

. AE = Analysis and Evaluation

. DIR = Directorate (AA, Directors, Senior Staff, PPC) and
. MGT = Management Office.

If you try to access a function to which you have not been given access, you will see
the following message appear on your screen: "DC172008 UNACCEPTABLE RESPONSE
OR SECURITY VIOLATION. PLEASE TRY AGAIN.”

LOG ON AND LOG OFF PROCEDURES

To access the PMIS database, you must first access the IBM 3083 mainframe. When
you have accessed the IBM, you will see the ENTER LOGON prompt. At this prompt,
type in the letters PIDMS and press the [enter+] key. You will sec the phrase Vé
ENTER NEXT TASK CODE appear on your screen. Beneath this prompt, enter the word
SIGNON and press the [enter <] key.
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LOG ON AND LOG OFF PROCEDURES (Cont'd)

Next, you will see the message "IDMS DC258002 Vé ENTER USER ID"; enter the user ID
assigned to you or your office and press the [enter <] key. The message "IDMS
DC258002 V6 ENTER PASSWORD" will appear; enter the password associated with your
user ID and press the {enter+] key. Remember, that as an extra security measure,
you will not see the letters of your password appear on the screen as you type them.

The Database Administrator (DBA) assigns the User IDs and Passwords and
determines a user’s access to ‘the system. Currently, the DBA/analyst in the
IRM/SDM is acting as the Database Administrator for PMIS. If you have not been

assigned an User ID or password, or if you have trouble accessing the system, contact
the IRM/SDM DBA /analyst.

Once your have entered your password, the system will attempt to log you on. If the
log on is successful, you will see the message "IDMSDC258003 V6 USER STPO SIGNED
ON LTERM VTAMLTO6 AT 10:05:36.13.19.203" followed by several other messages.
Under all of these messages, you will see the prompt V6 ENTER NEXT TASK CODE.
Beneath this prompt type ADS AIDPMIS and press the [enter +] key. The PMIS
Mzin Menu should appear on your screen.

When you are ready to log off of the system, from any screen in the PMIS database,
press the [rr-2a] (Shift/[rr-13] or PA2) key. You will return to the V6 ENTER NEXT
TASK CODE prompt. Beneath the prompt, type BYE. You should now be logged
off of the IBM 3083.

NOTE: Some computer keyboards have only 10 or 12 PF-Keys instead of the 16
PF-Keys implied here. If you have one of these keyboards with less than
16 PF-Keys and need to complete an action reguiring the PF-21-32 keys,
while in 3270 emulation mode, press the [escarg] key and then the [pr1]
key. This key combination will display a keyboard chart showing the
equivalent PF or PA key.
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DATA ENTRY PROCEDURES

PMIS MAIN MENU .

After you have executed the log on procedures, the first screen in the PMIS database
you will see is the PMIS Main Menu, shown below:

Uoo40000 b WELCOME TQ THE drinkink DATE: $2/03/18
STPO *hk U.S.A.1.0. diwhn

wawa PROJECT MANAGEMENT b

il INFORMATION SYSTEM ik

PLEASE ENTER YOUR ORGANIZATION CODE:

SEL RESPONSE FKEY DESCRIPTION
PROJMERU {PF2) PROJECT LIFE CYCLE MENU
FYMENU {PF3) FISCAL YEAR CYCLE MENU
PROCMERU {PF4) PROCUREMENT INFORMATION MEXU
TABLMENU (PF5) TABLE MAINTENANCE MENU
RPTMENU (PF6) REPORT SELECT MENU
INTFMENY (PFT1)  INTERFACE MENU
QRYMERU (PF12) QUERY MENU - PICKLIST GENERA
HAINTHEN {PF13)  SYSTEM MAINTENAKCE MENU
SHRYMENU {(PFi4)  SYSTEM SUMMARY MENU
DNLOMENU (PF15¥ PMIS TQ PC DOWNLOAD MENU
QUITPMIS (PA2) (SHIFT/PF13) LEAVE PMIS

. bbbl GLOBAL  FUNCTION -KEYS winkdt
PF® = PRIOR WENU; PFTO = MAIN MEKU; PA2 (SHIFT/PF13) = LEAVE P.M.1.S.

= NOTE: The options presented to you on the PMIS Main Menu will vary according
to your security classification. The menu displayed above is intended for
a Program Office user, who has unrestricted access to the database.
Technical Office users, who do not have full access to the database would
not see an option for the Table Maintenance Menu, the Systems
Maintenance Menu or the Interface Menu.

This menu allows designated users to access the various functional areas of the
database. Currently, all system users have the ability to browse, or view, records in
all functions of the database, meaning that any one can go in and view any record
he/she chooses. But, only certain users have the ability to add or modify data in
each function, based on the mission responsibilities of your office and the user ID
and password you entered to log on to the system. Only designated Program Office
users have the capability to delete all types of records in the PMIS database.
Technical Office users have the capability to delete only those records associated
with "planned" or "returned" program and funding documents.
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PF KEYS ON THE PMIS MAIN MENU

[PF2] Accesses the Project Life Cycle Module, where information defining
each project in the bureaw’s portfolio is maintained. Records in this
module establish a project in the database; schedule and track the
various documents associated with a project through the approval
process; establish the authorization and project level funding controls
for each project; and establish the evaluation and audit schedule and
record the results for each project.

[PF-a] Accesscs the Fiscal Year Cycle Module, where the funding and
budgeting information for each project is maintained.

Records in this module establish the fiscal year funding controls and
the proposed ABS for the bureau; propose and track the OYB;
propose and track the Congressional Presentation (CP)

[prs] Accesses the Procurement Information Module, where information
concerning vendors and the procurement process, including buy-in
information, is maintained.

[Prs&] Accesses the Tahle Maintenance Module, from which you can view
the regional bureau backstop information.

[pFe] Accesses the Report Selection Menu, where you can generate various
system reports.

[pr1] Accesses the Interface Menu from which you can submit a job to
create am interface with the Portfolio database.

[PF-12] Accesses the Pickdist/Query Menu from which you can execute
queries to locate systematically specific pieces of information
contained in the database,

[PF-13] Accesses the System Maintenance Menu from which the R&D/PO
or EUR/PO will reset the CP hold and wait dates at the end of the
fiscal year. Also, from this screen you can update the cumulative
obligations for a specific office at the end of a given fiscal year.

[PF-14] Accesses the System Summary Menu from which you can view
summary information for a project implementation plan and/or the
status of funds summary information for an OYB, appropriation
and/or office associated with a particular project ID number.

[PF15] Accesses the PMIS to PC Download Menu from which you can
download the status of funds information for a particular project
from PMIS to a PC.
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COMMON DISPLAY SCREEN FEATURES

In the PMIS database you will find that on the database menus and screens the same .
features and action options are presented. Although these options are presented on

a particular screen, your access to them may be restricted, depending on your security
classification. These common features include:

. IDMS Status Line;
. Global PF-Keys; and
. Browse, Add, Modify, and Delete actions.

Each feature will be discussed below,

IDMS Status Line

The IDMS Status line allows you to see when the IBM system is available for
processing. Below is an example of the status line that appears at the very bottom
of your screen:

3278-2 STATUS: AVAILABLE IDMS KBD: READY R07 C13 ALPHA .

When the IBM is available for processing, the STATUS portion of the line will read
"AVAILABLE" and the KBD portion of the line will read "READY". Whenever you
initiate a process in the PMIS database, such as pressing {enter+] to browse or [pr-3]
to add a record, the status line will change to read:

3278-2 STATUS: PLEASE WAIT IDMS KBD: LOCKED R07 C13 ALPHA

If the system status is locked, you will not be able to initiate another process until
the status returns to "AVAILABLE",
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Globai PF-Keys

As you work in the PMIS database, you will notice that certain PF-Keys appear again
and again. These PF-Keys are known as global PF-Keys. Even if these keys are not
listed at the bottom of the screen, they are still active. The Global PF-Keys include:

the [pr7] key, which, on multiple-page screens, will allow you to move to the
previous screen;

the [pre] key, which, on multiple-page screens, will allow you to move to the
next screen,

the [pra] key, which will always return you to the previous menu;
the [Pr10] key, which will always return you to the PMIS Main Menu;
the Shift/[pr13] key, which will always exit you from the PMIS database; and

the [Pr21] (Shift/[rr.s]) key, which will allow you to delete a record from the
database.

NOTE: Some computer keyboards have only 10 or 12 PF-Keys instead of the 16

PF-Keys implied here. If you have one of these keyboards with less than
16 PF-Keys and need to complete an action requiring the PF-29-32 keys,
while in 3270 emulation mode, press the [escare] key and then the [pr1]
key. This key combination will display a keyboard chart showing the
equivalent PF or PA key.

Common PF-Keys

Along with the Global PF-Keys listed above, there are several PF-Keys along with
letter keys that identify actions that are common to certain data entry screens
throughout the database. Each of these actions is discussed in detail in the next
section. The Common Pf-Keys include:

the [EnTer«] key or the letter B in the Action Code field which allows you to
browse the database;

the [pra] key or the letter A in the Action Code field, both of which will allow
you to add a new record to the database;

{r
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Common PF-Keys (Cont'd)

the [pr4] key or the letter C in the Action Code field, both of which will allow
you to modify an existing record; and

the Shift/[prs] key or the letter D in the Action Code field which allows you
to delete a entry.

Action Options

For most PMIS database display screens, you can, depending on your security
classification, browse through the available records, add a new record, modify and
existing record, or delete a record. Currently all system users have the ability to
browse, or view, records on all of the database display screens. But, only certain
users who have been granted the required security classification have the ability to
add, modify, or delete records. Only designated Program Office users have the
capability to delete all types of records in the PMIS database. Designated Technical
Office users have the capability to delete only those records associated with "planned”
or "returned" program and funding documents.

Browse

All PMIS users have the ability to access the PMIS database records and
browse. The Browse action allows you to view a record without having the
ability to modify or delete the record. To use the Browse action, at the
appropriate display screen, enter associated with the record you want to
browse in the PROJ ID field. Then, press the [enter <] key.

e NOTE: . The Browse action is also the first step in implementing the add, modify,

and delete actions. For the add action, browse acts as a check to ensure
that there is no existing record for the data you are about to add to the
database. For the modify and delete actions, browse allows you to
retrieve the existing record so that you can make the modifications or
delete the record.

If the system finds a record matching the project identification number you
entered in the PROJ ID field, that record will appear on your screen.
Depending on your security classification, now that the record appears on your
screen, you can make modifications to it.

m————
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Browse (Cont'd)

To view another record, move the cursor to the PROJ ID field and enter the
project identification number associated with the next record you want to
view. Then, follow the procedures outlined above.

Add

The Add action allows authorized users to add a record to the database.
When adding a record to the PMIS database, there are certain key fields that
must contain data before the system will process the addition.

If you leave any of these key fields blank and attempt to add the record, the
system will respond with an error message letting you know in which field you
must enter data. When you have entered all of the required data, press [pr3]
to add the record; or enter the letter A in the Action Code field and press
[enter+]. The Add action will be discussed in detail for each option available
from the database menus.

Modify

The Modify action allows authorized users to make changes to data in an
existing record. After using the Browse action to locate the record you want
to modify, use the [Ta8] key to move to the appropriate field. To modify the
data in that field, simply type over the old data with the new data. When you
have made all of the modifications, press the [pr4] key or enter the letter C
in the Action Code field and press [ENTER +].

Delete

The Delete action allows authorized users to delete records from the PMIS
database. Currently, only Program Office users have the capability to delete
all types of records from the database. Designated Technical Office users
‘have the capability to delete only those records associated with "planned” or
"returned” program and funding documents.

To delete a record, after using the Browse action to locate the record you
want to delete, press the Shift/[rrs] key or enter the letter D in the Action
Code field and press [EntEr+]. If the system is able to successfully delete the
record, the system will display a message on your screen.

Yesmthgat e -
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PROJECT LIFE CYCLE MENU

The Project Life Cycle Menu allows you to access the system to fully document all
aspects of managing a project over its life cycle. The menu options allow you to
establish the project record; track the paper trail that documents the various events
that must occur during the life of the project; establish the authorized and obligated
funding amounts for the project; and track the evaluation and audit information
associated with the project.

To access the Project Life Cycle Menu, at the PMIS Main Menu, enter your six-digit
organization code beside the prompt at the top of the screen. If you do not know
your organization code, refer to Appendix B for a list of the valid codes. Then, press
the [Pr-2] key. The following screen will appear:

-.DlALOG: .. T T PAGE:"1 OF: %~
" DATE: $2/08/3% oo .- = 7 MEXT PAGE:
. Lo, - U.S.ALED, PHIST | . PR
* ..~ : PROJECT. LTFE CYCLE MENU : .
SEL RESPONSE . FKEY' - - DESCRIPTION

* INFOMENU  (PF2) - . .PROJECT [NFORMATION HENU
DOCMENU  -(PF3) ~  .PROJECT DOCUMENT MENU -
PROJAUTH"  (PF4) -°. .PROJECT AUTH CONTROLS
PROJLVL (PF5}. PROJECT LEVEL CP COHTROL .
EVALMENU _ (PF6) . PROJECT EVALUATION MERU
"PERFAUD (PF113- PERFORHAHCE AUDEIT
PROJTXT . (PF12) PROJECT FREE® TEXT PROCESSOR,

&32A - (PF13} G32A. TRANSFER AND’ ALLDCAT!ON‘
SF133RPT ., (PF14) . SF133 BUDGET ‘EXEC REPORT
~ GOAL ® - (PF15) AGENCY GOALS .

CTRYEXP . (PF16) .ESTIMATE COUNTRY.EXPENDITURE
MAINMERU  (PF10) = RETURN TO PHIS MAIN. MENU

‘ 'QUITPNIS “(PA2)  (SHIFT/PF13) LEAVE PMIS.
RESPONSE: - * SEND DATA-:> - S E  MODE: STEP

e Al Al sl

To access any of the menus or screens shown on this menu, either:
. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTer +] key; or

. enter the response name, e.g. INFOMENU, in the RESPONSE field located

at the bottom of the screen and press the [enter <} key.

Each menu or screen listed on the menu above will be discussed in turn beginning
on page 15.
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PROJECT LIFE CYCLE MENU (Cont'd)

Remember that for any of the options listed, depending on your user ID and
Password, you may not. have access other than to browse, in that option. Refer to
the Security Access Table in Appendix A to determine your access capability to the

option shown on the menu.

PF-KEYS ON THE PROJECT LIFE CYCLE MENU

[Pr2]

[Pr4]

[PFs]

[PF6]

[PFt1]

[PF-12]

[PF13]

Accesses the Project Information Menw, from which you can access
screens that allow you to browse, create, modify, and delete,
depending on your security classification, the project information
record; to track the progress of the project; and to enter and update
the appropriations associated with the project.

Accesses the Project Document Menu, from which you can access
screens that allow you to browse, create, modify, and delete records,
depending on your security classification, used to track the various
documents involved in the life cycle of the project.

Accesses the Project Authorization Controls Screen, on which you
can browse, create, modify and delete, depending on your security
classification, the record showing the authorization controls
established for the life of the project,

Accesses the Project Level Congressional Presentation (CP) Control
Screen, from which you can browse, create, modify and delete,
depending on your security classification, the record showing the
appropriations to be used to fund the project during the current FY.

Accesses the Project Evaluation Menu, from which you can access
screens to browse, create, modify and delete records, depending on
your security classification, showing the evaluation information
associated with the project.

Accesses the Performance Audit Information Screen, on which you
can browse, create, modify and delete records, depending on your
security classification, showing the audit information for the project.

Accesses the Project Free Text Processor Screen, on which you can
update the text in a project record.

Accesses the 632A Transfer and Allocation Screen, on which you can
establish a record to show the interagency transfer of responsibility
for a given project and to allocate the funds associated with this
transferred project.

.
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PF-KEYS ON THE PROJECT LIFE CYCLE MENU (Cont’d)

[PF-14] Accesses the SF133 Budget Exec Report Screen which shows the
. current FY allocation, obligation, and accrued expenditure amounts
for the transferred project.

[Pr-15] Accesses the Agency Goals Screen which shows the current goals and
objectives for each project in an organization’s portfolio,

[PF-18] Accesses the Estimated Country Expenditures Sereen which shows
the cstimated expenditures for various countries for each project,

PROJECT INFORMATION MENU

The Project Information Menu allows you to access the various functions required
to browse, create, modify, and delete the new project information record, including
a screen to track the progress of the project and a screen to identify the
appropriations to be used to fund the project over its life cycle. To access the
Project Information Menu, press the {pr3] key on the Project Life Cycle Menu. The
following screen will appear:

—_ =

DIALDG: PAGE: ¥ OF: 1
DATE: 91/10/08 NEXT PAGE:
U.S.A.1.D. PMIS
PROJECT [INFORMATION MENU
SEL RESPONSE FKEY DESCRIPTION
PROJINFO (PF2) PROJECT INFORMATION
PROJPROG  (PF3) PROJECT PROGRESS INFQ
PRO.JAPRP (PF4) PROJECT APPROPRIATION CTL
MAINMERU  (PF10)} RETURN TC PMIS MAIN MENU
PREVMENU {PF%) RETURN TO PRIOR KENWU
QUITPMIS. (PA2) (SHIFT/PF13) LEAVE PNIS . 3
RESPONSEs SEND DATA-~> MODE: STEP,

R e,
— —— ————

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table in Appendix A to determine your access capability to the
options shown on the menu.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;
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PROJECT INFORMATION MENU (Cont'd)

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTER +] key; or ’

. enter the response name, e.g. PROJINFQO, in the RESPONSE field located
at the bottom of the screen and press the [entER <],

Notice the SEND DATA field located at the bottom of the screen. The SEND
DATA field is used only in conjunction with the Picklist/Query option, which allows
you to query the database in search of specific information. This field gives you
flexibility in your ability to locate specific information in the database by allowing you
to specify a project number from the menu.

To use the SEND DATA field, use the TAB key to move to that field. Type-in the
complete project number for which you want to query. Below is an example of how
to use the SEND DATA field to locate information.

Example: Suppose you want to locate a specific project number, such as 9361406.
First, use the TAB key to move to the SEND DATA field. In this field, enter
the complete project number and press the PF-key associated with an
option on the Project information Screen. The system will retrisve the
project information record for project number 9361406.

PF-KEYS ON THE PROJECT INFORMATION MENU

[PF-2] Accesses the Project Information Screen, on which you can browse,
create, modify, and delete, depending on your security classification,
the project information record.

The project information record is the Ffirst record to be established
for a planned or new project, and the project identification number
entered as a part of the project information record, is the key to
retrieving the record each time.

[PF-3] Accesses the Project Progress Information Screen, on which you can
browse, create, modify, and delete records, depending on your
security classification, that show the major milestones achieved during
the life cycle of the project.

[pr4] Accesses the Project Appropriation Control Screen, on which you
can browse, create, modify, and delete records, depending on your
security classification, listing the appropriation account codes to be
used to fund the project over its life cycle.
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Project Information Screen

On the Project Information Screen, you can create the project information record,
thus establishing the project in the database. The project information record also
establishes the ownership of the project. To access the Project Information Screen,
at the Project Information Menu, shown on page 15, press the [pr2] key. The
following screen will appear:

U004105p U.S.A.1.D. PHIS 91/10/08

STPO PROJECT INFORMATIOM 09 OF o1t

ORGANIZATION: 1356033 NEW ORGANIZATION:

HRRRRCRE R AR NI PROJECT LOENTIEICATION “oittrhdusd dwawsih ok b ok ke
PROJECT KEY: - . : STAGE:

SUBKITTING CFFICE CD: BUREAU:
SUBHITTING OFFICE KM:

PROJECT TITLE: .
B e W e e de e dr e de e dr sk e PROJECT ["FQRHATIGI s wir e ke e e v sie v v o v e ol o o oo e v ok e o O W o
ACRONYM:
PROJ OFFICER:
PHONE KO:
PROJECT TEXT:

H
DCP50047 PROJECT ACCESS KEY [S REQUIRED TQ PROCESS RECORD

ENTER = BROWSE; PF3 = ADD; PF4 = MODIFY; PF21 (SHIFT/PF3) = DELETE

The first thing you are required to do when you access this screen is to enter the
project identification number of the project in the PROJECT KEY field. Once you
enter this number, as you can see from the PF-keys shown at the bottom of the
screen, depending on your security classification, you can browse, add, modify and
delete project information records using this screen.

Remember that the Program Office has the responsibility of creating the project
information record for a new project. Notice that the screen above is broken into
two sections, Project Identification and Project Information. The Project Identification
portion of the screen identifies which office "owns" the project and the current stage
of the project. The Project Information portion of the screen identifies the contact
person for the project. Program Office users may add or modify information
contained in both the upper and lower portions of the screen. Technical office users
may add or modify information in the lower portion of the screen only.
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PF-KEYS ON THE PROJECT INFORMATION SCREEN

[ENTER +'] Allows you to browse or view the project information record that

[pra]

{pr4]

corresponds to the project identification number you entered in the
PROJECT KEY field. :

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC60038 NO PROJECT IDENTIFICATION RECORD FOUND"
will appear at the bottom of your screen.

Allows you to add the new project identification record to the
database.

Allows you to modify the project information record. Remember
that the Program Office user has the ability to.modify information in
both the Project Identification and Project Information portions of
the screen. The Technical Office user has the ability to modify the
information in the Project Information portion of the screén only.

Add Project Information Record

When a new project is to be added to the portfolio of either the R&D or
EUR Bureaus, the responsible Technical Office alerts the Program Office and
submits the proper forms for approval. The new project is assigned a project
identification number, and the Program Office creates a project information
record for the new project using the Project Information Screen shown on
page 17.

To add a new project information record to the database, from the Project
Information Screem, you must first enter the project identification number
assigned to that project in the PROJECT KEY field. Then, press [ENTER +]
so that the system can browse the database to confirm that the project
number you have entered does not already exist.

If the project identification number does not exist in the database, you will see
the message "DC960038 NO PROJECT IDENTIFICATION RECORD FOUND"; you can
now enter the remaining information to define the record.

If, when entering the data for the record, you enter the Submitting Office
Code, the system will automatically fill in the name of the submitting office
when you add the record.
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Add Project Information Record (Cont’d)

If you do not indicate the current stage of the project in the STAGE field, the
system will automatically enter a stage of 01 (Planned). So, if the project has
moved beyond the planned' stage, then you must remember to enter the
appropriate code.

When you have entered all of the information, press the [pr3] key to add the
record to the database. Ifall of the data you entered passed the various edit
checks built into the system, you will see the message "DC960040 PROJ
INFO/JCTPROJ RECORD ADDED SUCCESSFULLY"™ on your screen.

To add another new record to the database, move the cursor to the
PROJECT KEY field and enter the next project identification number. Then,
follow the procedures outlined above. When you have added all of the
necessary records, press the [pr.o] key to return to the Project Information
Menu or the [pr-10] key to return to the PMIS Main Menu.

Modiiy Project Information Records

The modify action allows you to update the project information record.
Both Program Office users and Technical Office PMIS users have the
capability to modify project information records. Remember that technical
office users are restricted to modify only the Project Information portion of the
project information screen.

To modify a project information record, you must first retrieve the record
using the browse action. To begin, enter the project identification number
associated with the record you want to modify in the PROJECT KEY field.
Press the [enter ] key to retrieve the record.

When the record appears on your screen, make the necessary modifications
by typing over the old information with the new information. If you are a
Technical Office user and you try to modify information in the Project
Identification portion of the screen, you will hear a beep and will not be able
to enter any data in the fields. These fields are called "protected” fields.

When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message "DC40040 PROJECT INFO RECORD MODIFIED
SUCCESSFULLY" on your screen.

P

>n
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. Delete Project Information Records

As a security measure, only Program Office users can delete a project
information record from the database. But, not just any project information
record can be deleted; only those records-whose project stage is completed or
discontinued can be deleted. The Project Assistance Completion Date
(PACD) for a completed project must be passed or less than the system date
before you can delete the project record from the database,

If a project is still in the planned, new, or ongoing stages, its corresponding
project information record cannot be deleted from the database. These
security precautions are necessary because of the importance of the data
contained in the project information record. If a project identification record
is deleted, all of the information associated with that record will be deleted
throughout the database.

To delete a project information record, you must first retrieve the record
using the browse action. To begin, enter the project identification number
associated with the record you want to delete in the PROJECT KEY field.
Press the [enter+] key to retrieve the record.

When the record appears on your screen, check to make sure that the
STAGE field shows that the project has been completed or discontinued. If
the stage still reads planned, new, or on-going, then make sure that this is the
correct project to be deleted.

If it is the correct project, you will have to modify the record, changing the
stage, before it can be deleted. For more information on how to modify a
record, refer to the modify project information records section above,

To delete the record, press the [pr-21] (Shift/[rF-s]) key. If the system was able
to delete the record, you will see the following message appear on your screen
"DC0960040 PROJECT INFORMATION DELETED SUCCESSFULLY",

Project Progress Information Screen

The Project Progress Information Screen allows the Technical Office user to track
and update the major milestones associated with each project as it progresses through
its life cycle. Other system users can browse the screen to check the latest major
accomplishment for a project or to see if any problems have occurred that will
interfere with any aspect of the project,
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Project Progress information Screen (Cont’d)

To access the Project Progress Information Screen, at the Project Information Menu,
shown on page 15, press the PF-3 key. The following screen will appear:

U.S.A.1.D, PMIS
PROJECT PROGRESS INFORMATION
01 oF
ORG CD:
PROJ ID: - . PRCJ TITLE:

PROGRESS TEXT:

PROGRESS DATE:
DC?60041 PROJECT ACCESS KEY IS REQUIRED TQ PROCESS RECORD

ENTER = BROWSE; PF4 = MODIFY

On this screen, you can enter any information related to the progress of a project

under the PROJECT TEXT header.

The system will automatically fill in the

progress date for you so that the date you entered a progress record will be recorded.

PF-KEYS ON THE PROJECT PROGRESS INFORMATION SCREEN

[ENTER +']

Allows you to browse or view the project progress information record

that corresponds to the project identification number you entered in

the PROJECT KEY field.

Allows you to modify the project progress information record to
reflect accomplishments or set backs for the project whose project
identification number you indicated in the PROJECT KEY field.
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Modify Project Progress Information Records

The modify action allows you to update the data contained in the project
progress information record. Both Program Office and Technical Office users
have the capability to modify project progress information records.

To modify this type of record, you must first retrieve the record using the
browse action. To begin, on the Project Progress Information Screen, enter
the project identification number associated with the record you want to
modify in the PROJECT KEY field. Press the [enter +] key to retrieve the

record.

When the record appears on your screen, make the necessary modifications
by typing over the old information with the new information. When you have
made all of the modifications, press the [pr4] key. If all of the data you
entered passed the various edit checks built into the system, you will see the
message "DCP60040 PROJECT INFO RECORD MODIFIED SUCCESSFULLY" on your

SCreci.

Project Appropriations Screen

Once you have entered the Project Information record into the database, you will
need to establish the appropriations to be used to fund the project using the Project
Appropriations Screen. Remember that only Program Office users have the
capability to add, modify, or delete project appropriation records. To access the
Project Appropriations Screen, at the Project Information Menu, shown on page 15,
press the [pr4] key. The following screen will appear:

st o
———r

0041150 U.5.A.1.D. PHIS 01710708
STPO PROJECT APPROPRIATIONS 01 oF 01
DRG CU: 134033

PROJ-1ID: - . PROJ TITLE:
© TOTAL AUTH AMOUNKT: 0.00 PROJECT OBLGTH CUM AMOUNT: 0.00
ALPHA  LOAN CP LOP OBLIGATION APRP
APRP  GRANT APRP CEILING PROPOSED CUMULATIVE DEL IND
COOE IND  STS AMOUNT AMOUNT AMOUNT /%)
G.00 0.00 6.00
0.00 6.00 0.00
0.00 0.00 0.00
0.00 0.00 6.00 i
0.00 0.00 0.00
TOTAL TOTAL CP LOP TOTAL OBLGTN
CEILING AMT PROPOSED AMT CUM ANMT
0.00 0.00 0.00

DC960041 PROJECT ACCESS XEY IS REQUIRED TO PROCESS RECORO
ENTER = BROWSE; PF3 = ADD; PF4 = MODIFY; PF21 (SHIFT/PFS) = DELETE
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Project Appropriations Screen (Cont'd)

The first thing you are required to do when you access this screen is to enter the
project identification number of the project in the PROJECT KEY field. Once you
enter this number, as you can see from the PF-keys shown at the bottom of the
screen, depending on your security classification, you can browse, add, modify or
delete project appropriation records using this screen.

PF-KEYS ON THE PROJECT APPROPRIATIONS SCREEN

[ENTER «']

[Pra]

Alows you to browse or view the project appropriation record that
corresponds to the project identification number you entered in the
PROJECT KEY field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and you will see
a message at the bottom of the screen explaining that the record
could not be found.

Allows you to add the new project appropriation record to the
database. Remember that only the Program Office user has the
ability to add new project appropriation records.

Allows you to modify the project appropriation record. Remember
that only the Program Office user has the ability to modify this type
of record.

. Add Project Appropriation Record

When a new project is to be added to the R&D or EUR Bureau portfolio of
projects, the Program Office user enters a project information record to
establish that project in the database. Once the project information record
has been entered, the Project office user enters a project appropriation record

for that project.

To add a new project appropriation record to the database, at the Project
Authorization Screen, you must first enter the project identification number
assigned to that project in the PROJECT KEY field. Then, press [ENTER +]
so that the system can browse the database to confirm that an appropriation
record does not already exist for the project number you have entered.
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. Add Project Appropriation Record (Cont’d)

If an appropriation record does not exist for the project identification number
you entered, you will see the message "DC960038 NO PROJECT APPROPRIATION
RECORD FOUND"; you can now enter the remaining information to define the
record. First, enter the two-character code of the appropriation account code
to be used to fund the project. The appropriation status identifies what is
happening with the appropriation; valid status codes include:

. 01 = planned;

. 02 = PAF issued;

. 03 = CN issued; or
* m —

both PAF and CN or TN issued.

The OBLIGATION CUMULATIVE AMOUNT field shows the appropriation
amounts up to the end of the previous fiscal year. The system will
automatically total the amounts for each column and will display these totals
in the fields at the bottom of the screen.

When you have entered all of the information, press the [pr-a] key to add the

record to the database. If all of the data you entered passed the various edit .
checks built into the system, you will see the message "DC960040 PROJ
AUTHORIZATION RECORD ADDED SUCCESSFULLY™ on your screen.

If the amounts you entered do not balance, you will receive an informational
message. Use the modify option to make any necessary corrections in an
effort to balance the totals.

To add another new record to the database, move the cursor to the
PROJECT KEY field and enter the next project identification number. Then,
follow the procedures outlined above. When you have added all of the
necessary records, press the [pr9] key to return to the Project Information
Menu or the [pr-10] key to return to the PMIS Main Menu.

. Modify Project Appropriation Records

Technical Office PMIS users have the capability to modify project
appropriation records. To modify a project appropriation record, you must
first retrieve the record using the browse action. To begin, enter the project
identification number associated with the record you want to modify in the
PROJECT KEY field. Press the [enter +] key to retrieve the record. .

PN
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Modify Project Appropriation Records (Cont’d)

When the record appears on your screen, make the necessary modifications
by typing over the old information with the new information. When you have
made all of the modifications, press the [pr4] key. If all of the data you
entered passed the various edit checks built into the system, you will see the
message "DC260040 PROJECT APPROPRIATION RECORD MODIFIED SUCCESSFULLY"
On your screen,

Delete Project Appropriation Records

The delete action allows Program Office users to remove project
appropriation records from the database. But, not just any project
appropriation record can be deleted; only those records for which the APRP
DEL IND is a Y can be deleted.

To delete a project appropriation record, you must first retrieve the record
using the browse action. To begin, enter the project identification number
associated with the record you want to delete in the PROJECT KEY field.
Press the [enTer +] key to retrieve the record.

When the record appears on your screen, check to make sure that the APRP
DEL IND contains a Y. If the delete indicator is blank or contains an N, then
make sure that this is the correct project appropriation to be deleted.

If it is the correct project appropriation, you must use the modify action to
change the indicator to a- Y. For more information on how to modify a
record, refer to the modify section on the previous page.

To delete the record, press the [pr.21] (Shift/[pr.5]) key. If the system was able
to delete the record, you will see the following message appear on your screen
"DC0760040 PROJECT APPROPRIATION DELETED SUCCESSFULLY",
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PROJECT DOCUMENTATION MENU

From the Project Documentation Menu, Technical Office users can schedule the
dates that the documents used to identify and define the bureau projects should be
prepared and forwarded to the Program Office for approval and track the progress
of these documents as they move through the approval process. By tracking each
document involved in the life-cycle of a project, these users can insure that each
document is prepared and forwarded to the Program Office for approval in time, so
that the project remains on schedule and no document is forgotten.

To access the Project Documentation Menu, at the Project Life Cycle Menu, press
the [pra] key. The following screen will appear:

DIALOG: . PAGE: 1 OF:1
DATE: 92/08/37 NEXT PAGE:
u,s.A.1.D. PH1IS
PROJECT DOCUMENT MENY
SEL RESPONSE  FKEY DESCRIPTION
CPP (PF2) CONCEPT PAPER (CPP)
PID (PE3} PROJECT ID DOCUMENT (PID)
PPN (PF&} PROJECT PAPER (PPN}
PAF (PF3Y PROJECT AUTHORIZATICN (PAF)
AQPCS (PF6) CONGRESSIONAL NOT (AOPCS)
AOPCT (PF1T) TECHRICAL XOT (AOPCT)
PES T (PF12) PROJECT EVALUATION SMRY (PES
MisC (PF13) PROJECT DOCUMENT (HISC)
FDP {PF14) PROJECT DECISION PAPER (PDP)
PM (PF15) PROJECT MEMORANDLM (PM)
PREVMENU  (PF9) RETURN TJ PRIOR MEKU
RAINMENU  (PF10) RETURN TO PMIS MAIN MENU
QUITPMIS  (PAZ2) (SHIFT/PF13) LEAVE PMIS
RESPONSE: SEND DATA--» MODE: STEP

To access the screen(s) associated with each type of document, either:
. press the PF-key corresponding to that document;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTEr +] key; or

. enter the response name, e.g. CPP, in the RESPONSE field located at the
bottom of the screen and press the [enter+] key.

Refer to the Security Table, to determine whether you have access, other then
browse, to the screens and actions available from this menu.
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PF-KEYS ON THE PROJECT DOCUMENT MENU

[pF-2] Accesses the Concept Paper (CPP) Schedule Record Data Entry
Screen, on which you can browse, create, modify, or delete,
depending on your security classification, information used to track
the Concept Paper status from conception to approval.

On this screen, do not forget to indicate whether or not the Project
Identification Document (PID) has been waived or not.

[PF-3] Accesses the Project 1dentification Document (PID) Schedule Record
Data Entry Screen, on which you can, depending on your security
classification, browse, create, modify, or delete information used to
track the PID status from conception to approval.

W If you have indicated that the PID is to be waived for a project on

Y oon the Concept Paper Schedule Record Data Entry Screen, the system

' will not let you enter a PID schedule record until you modify the
Concept. Paper Schedule Record Data Entry Screen, )

b

[PF-4] Accesses the Project Paper (PPN) Schedule Record Data Entry
Screen, on which you can, depending on your security classification,
browse, create, modify, or delete the information used to track the
status of the PPN document,

[pF5] Accesses the Project Anthorization Funding (PAF) Schedule Record
Data Entry Screen, on which you can, depending on your security
classification, browse, create, modify, and/or delete information used
to track the status of the PAF document from conception to
approval.

From the PAF Schedule Record Data Entry Screem, you can
“transfer” to the Project Authorization Controls Screen where you can
enter the planned authorization amounts for the life of a project.

Fipe

(2l

{PFs6] 4 Accesses the Congressional Notification (CN) Schedule Record Data
Entry Screen, on which you can, depending on your security
classification, browse, create, modify, or delete information used to
track the status of the CN document from conception to approval.

From the CN Schedule Record Data Entry Screen, you can "transfer”
to the CN Project Level CP Controls Screen where you can enter the
funding levels planned for the life of a project. From this screen, you
can then "transfer” to the CN Fiscal Year CP Controls Screen where
you can enter the funding levels planned for the current fiscal year of
the project.

et
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PF-KEYS ON THE PROJECT DOCUMENT MENU (Cont’d)

[PF-11]

[PF-12]

[PF-13]

[PF-14]

[PF-15}

Accesses the Technical Notification (TN) Schedule Record Pata
Entry Screen, on which you can, depending on your security
classification, browse, create, modify, or delete information used to
track the status of the TN document from conception to approval.

From the TN Schedule Record Data Entry Screen, you can then
“transfer” to the TN Fiscal Year CP Controls Screen where you can
enter the funding levels planned for the project for the current FY.

Accesses the Project Evaluation Summary Schedule Record Data
Entry Screen, from which you can, depending on your security access,
browse, create, modify, or delete schedule information used to track
the status of the PES document from conception to approval.

Accesses the Miscellaneous Project Document Schedule Record Data
Entry Screen, on which yon can, depending on your security
classification, browse, create, modify, and/or delete ‘schedule
information used to track the status of the miscellaneous documents
associated with a project such as action memos, waivers, and small
activity proposals, -

Accesses the Project Decision Paper Schedule Record Data Entry
Screen, on which you can, depending on your security classification,
browse, create, modify, and/or delete schedule information used to
track the status if the PDP document from conception to approval.

Accesses the Project Memorandum Schednle Record Data Entry
Screen, on which you can, depending on your security classification,
browse, create, modify, and/or delete schedule information used to
track the status of the PM document from conception to approval.

g
g

Concept Paper Schedule Record Data Entry Screen

The Concept Paper is the first formal document issued for-a new project. This paper
outlines the scope and mission of the project, the rationales behind the project, and
the estimated cost for the project.

The Concept Paper Schedule Record Data Enfry Screen allows you to enter and
track the schedule information so that the document is forwarded through the
approval process at the correct time in the project development process. To access
this screen, at the Project Document Menu, press the [pr.13] key. The screen shown
at the top of the next page will appear.
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. Concept Paper Schedule Record Data Entry Screen (Cont'd)
0041250 U.S.A.1.D. PMIS 91710708
STPO CONCEPT PAPER
ORG NO: 135033 01 oF 01
PROJ 1ID: - . PROJ TITLE:

DOCUMENT TYPE CODE: CPP CP CONCEPT PAPER FOR PP
DOCUMERT NUMBER:
PGM CFFICE DUE WONTH: 00 SUBMITTED TO PO DATE:

REMARKS :

DOCUMENT STATUS:
DOCUMENT STATUS DATE:
FWD/RECV CLEAR/APRY
DATE DATE

PGM OFFICE:
AGENCY DIRECTOR:
SAA:

PID WAIVED? (Y/N3: N

DCP40041 PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD
ENTER = BROWSE; PF3 = ADD; PF4 = MODTFY; PF21 (SHIFT/PF5) = DELETE

3

record, but these users are able to modify the record only when the document is in
the "planning” (01) stage. When the document has progressed beyond the "planning"
(01) stage, Program Office users must update the status of the document as it
progresses through the approval process.

. Technical Office users have the responsibility for creating the concept paper schedule

On this screen, you must first enter a project identification number in the PROJ ID
field. As you can see from the PF-keys shown at the bottom of the screen,
depending on your security classification, you are able to browse, add, modify, and/or
delete concept paper schedule records. Each of these actions will be discussed in
detail beginning below.

PF-KEYS ON THE CONCEPT PAPER SCHEDULE RECORDS
DATA ENTRY SCREEN

[ENTER +] Allows you to browse or view the concept paper schedule records
that corresponds to the project identification number you entered in
the PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

. "DC%60038 PROJECT DOCUMENT RECORD NOT FCUND™ will

appear at the bottom of your screen.
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[PF3]

(7ra

PF-KEYS ON THE CONCEPT PAPER SCHEDULE RECORDS

DATA ENTRY SCREEN (Cont'd)

Allows you to add the new concept paper schedule record to the
database. Remember that, if the document is no longer in the
"planning” (01) stage, Technical Office users cannot enter any data
for the record.

Allows you to modify the concept paper schedule record. Remember
that the Technical Office user can modify the record, except for the
DOCUMENT APPROVAL and DOCUMENT STATUS fields,
while the document is in the "planning” (01) stage only. After the
document has moved beyond the "planning” (01) stage, the Program
Office user has the responsibility to update the record.

Add Concept Paper Schedule Record

The concept paper is the first formal document to be prepared when a new
project is to be initiated. This document outlines the scope of the project and
its related costs. The schedule record you will enter here, helps the Technical
Office users know exactly when to prepare and forward the Concept Paper
document to the Program Office for review and approval. You should use the
actual concept paper to enter the data for the record.

To add a concept paper schedule record to the database, at the Concept
Paper Schedule Record Data Entry Screen, you must first enter the project
identification number and the document number associated with the concept
paper. Then, press the [enter «] key so that the system can browse the
database to confirm that a concept paper schedule record does not already
exist for the project number and document number you have entered.

If concept paper schedule record does not exist for the project identification
number and document number combination you entered, you will see the
message "DC760038 CPP PROGRAM DOCUMENT RECORD NOT FOUND"; you can

now enter the remaining information to define the record.

1< 4 NOTE: Remember that, if you are a Technical Office user, you can not enter any

information below the REMARKS field, especially in the DOCUMENT
APPROVAL or DOCUMENT STATUS fields.

oL

Enter the document number found at the top of the concept paper. Next,
indicate when this paper is due to be forwarded by the Technical Office to the
Program Office for review and approval and any remarks about the paper.
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01
10
11
13

39
40

Add Concept Paper Schedule Record (Cont’d)

NOTE: The following instructions apply only to Program Office users, because

o onrn

only the Program Office user can update the status of the document.

Now indicate the document status. If you do not indicate the current status
of the document, when you add the record to the database, the system will
automatically enter an "01" (Planned) in this field. Valid status codes include:

Returned to Bureau by O/P;

Planned; a1 =

Received in PO, 42 = Resubmit to O/P;

On Hold in PO; 60 = Cancelled;

Returned to TO for Changes; 61 = Withdrawr;

Approved by PO (Funding Doc only); 62 = Disapproved;

Reserved by FM (Funding Doc only); 70 = Executed/Obligated; or -
In Process - O/P; 80 = Approved.

The system will automatically enter the DOCUMENT STATUS DATE when
you add the record. At the bottom of the screen, notice the PID WAIVED
(Y/N) field. In this field, you should indicate whether or not a Project
Information Document (PID) is planned for this project. If you indicate that
a PID will not be developed for the project, then, if you try to add a PID
schedule record at a later date, the system will not allow you to enter that
record. You will have to use the modify action to change the PID WAIVER
field on the Concept Paper Schedule Record Data Entry Screen if a PID has
been developed.

For a "planned" (01) document, this may be all of the information you are
able to enter at this time. Once the Concept Paper has been forwarded to the
Program Office, Program Office users will update the information contained
in the record.

When you have entered all of the information, press the [pr4] key to add the
record to the database. If all of the data you entered passed the various edit
checks built into the system, you will see the message "DC?60040 PROJECT
DOCUMENT RECORD ADDED SUCCESSFULLY".

To add another new record to the database, move the cursor to the PROJID
field and enter the next project identification number. Then, follow the
procedures outlined above. When you have added all of the necessary
records, press the [Pro] key to return to the Project Information Menu or the
[PF-10] key to return to the PMIS Main Menu.
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Modify Concept Paper Schedule Records

The modify action allows you to update the data contained in the concept
paper schedule record. Both Program Office and Technical Office users have
the ability to modify the data in a concept paper schedule record, but
Technical Office users have the modify capability only while the document is
in the "planning” (01) stage. Once the concept paper has moved beyond the
"planning” (01) stage, the Program Office users are responsible for updating
the record.

To medify a concept paper schedule record, you must first retrieve the record
using the browse action. To begin, enter the project identification number in
the PROJ ID field and the document number in the DOC NO field associated
with the record you want to modify. Press the {ENTER +~] key to retrieve the
record. When the record appears on your screen, make the necessary
modifications by typing over the old information with the new information.
When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message "DC960040 CONCEPT PAPER RECORD MODIFIED

SUCCESSFULLY" on your screen.

Delete Concept Paper Scheduie Records

The delete action allows you to remove a,concept paper schedule record from
the database when the project associated with the record has been completed
or discontinued. As a securify measure, only Program Office users have the
capability to delete a concept paper schedule record from the database at any
status level. Technical Office users may delete the document record only
when the document status is either "planned” (01) or "returned to TO" (13).

To delete a concept paper schedule record, you must first retrieve the record
using the browse action. To begin, enter the project identification number in
the PROJ ID field and the document number associated with the record you
want to delete in the DOC NO field. Press the [EnTER +] key to retrieve the
record.

If the system located a concept paper schedule record that matches the
project identification number you entered, that record will appear on your
screen. Check to make sure that it is the record you want to delete. To
delete the record, press the [pr-21] (Shift/[rrs5]) key. If the system was able to
delete the record, you will see the following message appear on your screen
"DC0960040 PROJECT DOCUMENT DELETED SUCCESSFULLY™,
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Project Information Document (PID) Schedule Record Data Entry Screen

The Project Identification Document (PID) is the second formal document to be
prepared for a new project. The PID expands the outline of the project description
and estimated costs presented in the Concept Paper, giving more concrete details.
The PID may be waived, in an effort to save time, if those in charge feel that the
Concept Paper adequately describes the details of the planned project.

NOTE:

There is a field on the Concept Paper Schedule Record Data Entry
Screen, shown on page 29, in which you can indicate whether or not a
PID will be required. If you indicate that a PID will not be required and
then later try to add a PID record to the database, the system will not let
you add the record and will respond with the message: "DC0960050 ADD
REJECTED BECAUSE PID WAIVED ON CPP." You will have to modify the
PID WAIVED field on the Concept Paper Schedule Record Data Entry
Screen if you want to now add the PID record.

The PID Schedule Record Data Entry Screen allows you to enter and track the
schedule information so the PID is forwarded through the approval process at the
correct time in the project development cycle. To access this screen, at the Project
Document Menu, press the [pr3] key. The following screen will appear:

uoc4 1300
STPO

ORG KO:

PROJ ID:

PGM OFFICE DUE MONTH: 00 SUBMITTED TO PO DATE:
REMARKS:

DOCUMERT STATUS DATE:

BC60041 PROJECT ACCESS KEY IS REQUIRED TQO PROCESS RECORD
ENTER = BROWSE; PF3 = ADD; PFf4 = MODIFY; PF21 (SHIFT/PF5) = DELETE

U.S.A.I.D. PMIS 91/10/08
PROJECT IDENTIFICATION OOCUMENT :
136033 - o1 OF 01
- . PRDJ TITLE:

DCCUMENT TYPE CODE: PID  PID  PROJECT IDENTIFICATION DOCUMENT
DOCUMENT NHUMBER:

DOCUMENT STATUS:

FWD/RECV CLEAR/APRY
DATE DATE
PGM OFFICE:
AGENCY DIRECTCR:
SAA:
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Project Information Document (PID) Schedule Record Data Entry Screen
(Cont’d)

If you look carefully, you will see that the fields on the PID Schedule Record Data
Entry Screen are the same as the fields on the Concept Paper Schedule Record Data
Entry Screen. As you can see from the PF-keys shown at the bottom of the screen,
depending on your security classification, you are able to browse, add, modify, or
delete PID records, just as shown on the Concept Paper Schedule Record Data Entry
Screen. )

Before you press any of these keys to access an action, you must first enter a project
identification number in the PROJ ID field. The add, modify, and browse actions
are discussed in detail in the Concept Paper Schedule Record Data Entry Screen
section of this manual, beginning on page 28.

PF-KEYS ON THE PROJECT IDENTIFICATION DOCUMENT (PiD) SCHEDULE
RECORD DATA ENTRY SCREEN

[ENTER +'] Allows you to browse or view the PID schedule record(s) that
corresponds to the project identification number and/or document
number you entered.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC?60038 PROJECT DOCUMENT RECORD NOT FOUND" will

appear at the bottom of your screen.

[PF-a] Allows you to add the new PID schedule record to the database.
Remember that, if the document is no longer in the "planning” (01)
stage, Technical Office users cannot enter any data for the record.

[PF4] Allows you to modify the PID schedule record. Remember that the
Technical Office user can modify only those fields below the
REMARKS field while the document is in the "planning” (01) stage
only. After the document has moved beyond the "planning” (01)
stage, the Program Office user is responsible to update the record.

Project Paper Schedule Record Data Entry Screen

The Project Paper, which is the third document prepared to define a project, presents
a thorough analysis of the scope of the project. The Project Paper, prepared by the
Technical Office, includes a schedule of events, costs, and a detailed plan for
executing the project. Supporting documents, tables, charts, and special studies are
also included as a part of the project paper.
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. Project Paper Scheduie Record Data Entry Screen (Cont'd)

The Project Paper Schedule Record Data Entry Screen allows you to enter and track
the schedule information so that the Project Paper is forwarded through the approval
process at the correct time in the project development cycle. To access this screen,
at the Project Document Menu, press the [pr4] key. The following screen will

appear:

y0041350 U.S.A.1.D. PMIS 91/10/08
STPD PROJECT PAPER
ORG NO: 136033 01 OF 01
PROJ 1D: - . PROJ TITLE:

DOCUMENMT TYPE CODE: PPN PP PROJECT PAPER

DOCUMENT MNUMBER: AMENDMENT HUMBER: OD

PGK OFFICE DUE MONTH: 00O SUBMITTED TO PO DATE:
REMARKS 3

- .,

DOCUBENT STATUS:
DOCUMENT STATUS DATE:
FWO/RECY CLEAR/APRY
DATE DATE
PGH OFFICE:
AGENCY DIRECTOR:

SAA:
AID ADMINISTRATOR:

DCS60041 PROJECT ACCESS KEY IS REQUIREC TO PROCESS RECORD
ENTER = BROWSE; PF3 = ADD;. PF4 = MODIFY; PF21 (SHIFT/PF5) = DELETE

If you look carefully, you will see that the fields on the Preject Paper Schedule
Record Data Entry Screen are the same as the fields on the Concept Paper Schedule
Record Data Entry Screen. As you can see from the PF-keys shown at the bottom
of the screen, depending on your security classification, you are able to browse, add,
modify, and/or delete Project Paper records, just a from the Concept Paper Schedule
Record Data Entry Screen. Before you press any of these keys to access an action,
you must first enter a project identification number in the PROJ ID field. The add,
modify and delete actions are discussed in detail in the Concept Paper Schedule
Record Data Entry Screen section of this manual, beginning on page 28.

PF-KEYS ON THE PROJECT PAPER SCHEDULE RECORD DATA ENTRY SCREEN

[ENTER +*] Allows you to browse or view the Project Paper schedule record(s)
that corresponds to the project identification number and/or

. document number you entered.
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PF-KEYS ON THE PROJECT PAPER SCHEDULE RECORD DATA ENTRY

[PF3]

SCREEN (Cont'd)

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC960038 PROJECT DOCUMENT RECORD NOT FOUND" will

appear at the bottom of your screen.

Allows you to add the new Project Paper schedule record to the
database. Remember that, if the document is no longer in the
*planning” (01) stage, Technical Office users cannot enter any data
for the record.

Allows you to modify the Project Paper schedule record. Remember
that the Technical Office user can modify any field above the
REMARKS field, while the document is in the "planning” (01) stage
only. After the document has moved beyond the "planning” (01)
stage, the Program Office user is responsible to update the record.

Project Authorization (PAF) Schedule Record Data Entry Screen

AID/Washington uses the Project Authorization (PAF) document to approve a
project; to specify the terms and conditions that apply to the project; and to
authorized funding for the project. The PAF Schedule Record Data Entry Screen
allows you to enter and track the schedule information so that the PAF document
is forwarded through the approval process at the correct time in the project life cycle.
To access the this screen, at the Project Document Menu, press the [prs] key. The
screen shown below will appear.

" U004 1400
STPQ

- U.S.A.I.D. PHIS 91/10/08
PROJECT AUTHORIZATION

ORG NO: 136033

PROJ ID: ° - .  PROJ TITLE:

DOCUMENT TYPE CODE:

DOCUMENT WUMBER:

pGH OFFICE DUE MOKTH:
REMARKS ¢

- DOCUMENT STATUS:
DOCUMENT STATUS DATE:

GENL COUNSEL:

PGM OFFICE:

AGENCY DIRECTOR:

SAA:

PPC:

AID ADMIMISTRATOR:

DCP&0041 PROJECT ACCESS KEY

PAF. PAF  PROJECT AUTHORIZATION
AMENDMENT KUMBER: 00

00 SUBMITTED TQ PO DATE:
FWD/RECV CLEAR/APRY
DATE BY DATE

IS REQUIRED TO PROCESS RECORD

ENTER=BROWSE; PF3=ADD; PF4=MODIFY; PF21(SHIFT/PF5)=DELETE; PF16=TFR PROJ/RETURK
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Project Authorization (PAF) Schedule Record Data Entry Screen (Cont’'d)

If you look carefully, you will see that the fields on the Project Paper Authorization
(PAF) Schedule Record Data Entry Screen are the same as the fields on the Concept
Paper Schedule Record Data Entry Screen. As you can see from the PF-keys shown
at the bottom of the screen, depending on your security classification, you are able
to browse, add, modify, and/or delete PAF document schedule records, just as from
the Concept Paper Schedule Record Data Entry Screen. Before you press any of
these keys to access an action, you must first enter a project identification number
in the PROJ ID field.

. Add or Modify Project Authorization (PAF) Record

Notice the [pr-16] key listed at the bottom of the screen. Unlike on any-of the
other document data entry screens you have encountered thus far, from the
PAF Schedule Record Data Entry Screen, you have the capability to move or
"transfer" to a related screen, the Project Authorization Controls Screen.

Since the PAF document details the authorization amounts planned for the
project for the current fiscal year, after successfully adding the PAF Schedule
Record, you can "transfer” to the Project Authorization Controls Screen where
you can enter the authorization information.

= NOTE: Only Program Office users can add or modify. data on this screen, and
then, only for "approved" (80) PAF Schedule Records.

To access the Project Authorizations Screen, at the PAF Schedule Record
Data Entry Screen shown on the previous page, press the [pr16] {TFR
PROJ/RETURN) key. The following screen will appear:

|
V0041800 U.S.A.1.D. PHIS ot/10722
STPO PROJECT AUTHORIZATION CONTROLS
ORG NO: 135033
PROJ ID: - . PROJ TITLE: ]
- DOC TYPE CODE: PAF bo¢ NO: AMDMT NO: 00" -
-APRP APRP CEILING APRP AUTH APRP APRP CEILING APRP AUTH-
{ CODE STS AMOUNT ING(Y/H} CODE STS AMOUNT INDCY/N)
0.00 0.00
G.00 0.00.
0.00 . 0.00
TOTAL AUTH AMT: .00 BUYIN CEILING AMT: .00
NMBR AUTH YRS: 00 SOURCE ORIGIN CODE:
PROJ ASST CPL DY: PACD LAST AUTH DT: "L I
OBLGTN INITIAL YR/KO: 000000 PROJECT AUTH. DATE:
AUTHORIZATION FY CURRENT PAF APRV DATE:
FINAL FY OF QBLIGATION: 0000 PROJECT CONSTRAINTS:
ENTER = BROWSE; PF3 = ADD;  PF4 = MODIFY
DC960041 PROJECT & DOC ACCESS KEY 15 REGUIRED TO PROCESS RECORD
It
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Add or Modify Project Authorization (PAF) Record (Cont’d)

Notice that the system has automatically entered the project identification
number, the project title, the document type code and the document number,
as shown on the previous screen. Now, you can enter the authorization
amounts as shown in the PAF document. When you have entered all of the
information, to add the project authorization controls record to the database,
press the [pr3] key. To modify the project authorization controls record, press
the [pr4] key.

If the system was able to successfully add the project authorization control
record to the database or modify the existing record, you will see the message
"DC940040 BRIGHT APRP RECORD WAS PROCESSED SUCCESSFULLY". Press the

[pro] key to return to the Project Document Menu.

PF-KEYS ON THE PAF SCHEDULE RECORD DATA ENTRY SCREEN

{ENTER *+] Allows you to browse or view the PAF document schedule record

[Prai

[Pr4]

[Pr16}

that corresponds to the project identification number and/or
document number combination you entered.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC960038 PROJECT DOCUMENT RECORD NOT FOUND" will
appear at the bottom of your screen.

Allows you to add the new PAF document schedule record to the
database. Remember that, if the document is no longer in the
"planning” (01) stage, Technical Office users cannot enter any data
for the record.

Allows you to modify the PAF document schedule record.
Remember that the Technical Office user can modify any field above
the REMARKS field, while the document is in the "planning” (01)
stage only. After the document has moved beyond the "planning”
stage, the Program Office user has the responsibility to update the
record.

Allows you to "transfer” from the PAF Schedule Record Data Entry
Screen to the Project Authorization Controls Screen, where you can
enter the authorization amounts planned for the project for the
current fiscal year, as described in the PAF document.
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Congressional Notification (CN) Schedule Record Data Entry Screen

AID/Washington uses the Congressional Notification - Advice of Program
Change/Substantive (AOPC/S) document to notify Congress of new bureau projects
and/or recent modifications to on-going projects that will impact the appropriation
accounts and obligations. The CN Schedule Record Data Entry Screen allows you
to enter and track the schedule information so that the CN document is forwarded
through the approval process at the correct time in the project life cycle. To access
this screen, at the Project Document Menu, press the [prs] key. The following screen
will appear:

U0041450 U.S.A.I.D. PHIS 91/10/08

STPO CONGRESSIONAL NOTIFICATION 01 ofF 03
ORG NO: 136033

PROJ 1D: - . PROJ-TITLE:

DOCUMENT TYPE CODE: APS CN ADVICE OF CHANGE (SUBSTAMCE)
DOCUHENT NUMEBER:
PGM OFFICE DUE MONTH: 00 . SUBMITTED TO PO DATE:
"REMARKS:

DOCUMENT STATUS:
DOCUMENT STATUS DATE:

FWD/RECY CLEAR/APRY

PGM OFFICE:
AGENCY DIRECTOR:
SAA:

GEW COUNSEL:
PPC:

LEG:

CONGRESS® CONGRESSTONAL HOLD (Y/N):

DC960041 PROJECT ACCESS KEY 1S REQUIRED TQ PROCESS RECORD
ENTER=BROWSE; PF3=ADD; PF4=MODIFY; PF21(SHIFT/PF5)=DELETE; PF16=TFR PRQJ LVL

NOTE: In accordance with OYB control procedures, a CN document must be
scheduled before a new appropriation account and amount can be added
to the project’s OYB record.

If you look carefully, you will see that the fields on the CN Schedule Record Data
Entry Screen are the same as the fields on the Concept Paper Schedule Record Data
Entry Screen.

As you can see from the PF-keys shown at the bottom of the screen, depending on
your security classification, you are able to browse, add, modify, and/or delete CN
document schedule records, just as from the Concept Paper Schedule Record Data
Entry Screen. Before you press any of these keys to access an action, you must first
enter a project identification number in the PROJ ID field.
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Ir

" U004190D U.S.A.T.D. PM LS . 91710723
STPO CONGRESSIONAL NOTIFICATION - 02 OF 03
: (PROJECT LEVEL CP CONTROLS)

Add or Modify CN Project Level CP Controis Record

Notice the [pr16] key listed at the bottom of the screen. As on the CN
Schedule Record Data Entry Screen, you have the capability to move or
"transfer" to a related screen, the Project Level CP Controls Screen. Since the
CN document details the appropriation control amounts planned for the life
of the project, after successfully adding the CN Schedule Record, you can
"transfer” to the Project Level CP Controls Screen where you can enter the
appropriation control information.

To access the Project Level CP Controls Screen, at the CN Schedule Record
Data Entry Screen shown on the previous page, press the [rr16] (TFR PROJ
LVL) key. The following screen will appear:

ORG NO: 136033

PROJ ID: - . PROJ TITLE:
DOC TYPE CODE: APS 0oL NO:

CP FINAL FY OF OBLIGATION : 0000

CP WAITING PERIOD EMD DATE : - CONGRESSTONAL HOLD (Y/N) :
APRP AUTH- cP LOP P LoP CP LOP P WAIT CP
CODE  CEILING PRPS AMOUNY SOURCE  SOURCE DT  EWD DT  HOLD
) 0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00

ENTER = BROWSE; PF3 = ADD; PF4 = NOD;  F16 = TRANSFER TO CNFY
DCP60041 PROJECT & DOC"ACCESS KEY IS REQUIRED TO PROCESS RECORD

=

NOTE: Only Program Office users can add or modify data on this screen, and

then, only for "approved” (80) CN Schedule Records.

Notice that the system has automatically entered the project identification

number, the project title, the document type code and the document number,
as shown on the previous screen. Now, you can enter the life of project
authorization amounts shown in the CN.

Congress has 15 days after receiving the CN document to appropriate funds
for the project. The waiting period end date indicates the day on which funds
should be obligated for the project unless there is a hold placed on the funds.
PMIS will automatically calculate the CP WAIT PERIOD END DATE based
on the CONGRESS FWD DT entered in the CN Schedule Document record.
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Add or Modify CN Project Level CP Controls Record (Cont'd)

When you have entered all of the information, press either the [rrs] key to
add a Project Level CP Controls record to the database or press the [pr4] key
to modify an existing record. If the system was able to successfully add the
authorization control record to the database or modify an existing record, you
will see a message confirming this.

Notice the [rr1s] key listed at the bottom of the screen. Like on the CN
Project Level CP Controls Screen, you have the capability to move or
“transfer” to another related screen, the CN Fiscal Year CP Controls Screen.
Since the CN document also details the appropriation control amounts
planned for the current fiscal year for the project, after successfully adding the
CN Schedule Record, you can "transfer" to the CN Fiscal Year CP Controls
Screen where you can enter the appropriation control information.

When you have successfully added the life of project authorization amounts
on the CN Project Level CP Controls Screen, press the [rr.16] key to transfer
to the CN Fiscal Year CP Controls Screen. The following screen will appear:

U0041900 U.S.A.I.D. PHI S 92709722
STPO CONGRESSIONAL NOTIFICATION 02 OF 03
(PROJECT LEVEL CP CONTROLS)

ORG NO: 169100
PROJ 1D - . PROJ TITLE:
00T TYPE CODE: APS DOC NO:

CP FINAL FY OF OBLIGATION : Q000
CP WAITING PERIOD END DATE : ’ . CONGRESSIONAL HOLD (Y/N} ¢

APRP AUTH- CP LOP cP LOP CP LOP . CP WAIT. CP
COOE CEILING PRBS AHOUNT - SOURCE SOURCE DT END DT HOLD
0.00
0.00
0.00
0.00
0.00
0.00
0.00
. 0.00
ENTER = BROWSE; PF3 = ADD; PF4 = WMOD; F16 = TRANSFER TO CHFY
BCY60041 PROJECT & DOC ACCESS KEY IS REQUIRED TO PROCESS RECORD

o000 0000D

(= = = e e = I o ]
¥ P ')
[=R=R =R ==

Remember that only Program Office users can add or modify data on this
screen, and then only for "approved" (80) CN documents.

Notice that the system has automatically entered the project identification
number, the project title, the document type code and the document number,
as shown on the previous screen. Now, you can enter the appropriation
amounts shown in the CN for the project for the current fiscal year.
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Add or Modify CN Fiscal Year CP Controls Record (Cont’d)

Congress has 15 days after receiving the CN to appropriate funds for the
project. The waiting period end date indicates the day on which funds should
be obligated for the project unless there is a hold placed on the funds. PMIS
will automatically calculate the CP WAIT PERIOD END DATE based on the
CONGRESS FWD DT entered in the CN Document Schedule record.

When you have entered all of the information, press the [pra] key to add the
record to the database or [pF4] to modify an existing record. After the system
processes the information, press the [prg] key to return to the Project
Document Menu.

PF-KEYS ON THE CONGRESSIONAL NOTIFICATION (CN) SCHEDULE RECORD

DATA ENTRY SCREEN

[ENTER '] Allows you to browse or view the CN document schedule record that

[pra]

[Pr4]

[PF-186]

corresponds to the project identification number you entered in the
PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC960038 PROJECT DOCUMENT RECORD NOT FOUND" wil

appear at the bottom of your screen.

Allows you to add the new CN document schedule record to the
database. Remember that, if the document is no longer in the
"planning” (01) stage, the Technical Office user cannot enter any data
for the record.

Allows you to modify the CN document schedule record. Remember
that the Technical Office user can modify any field above the
REMARKS field, while the document is in the "planning” (01) stage
only. After the document has moved beyond the "planning" stage, the
Program Office user has the responsibility to update the record.

Allows you to move from the CN Schedule Record Data Entry
Screen to the CN Project CP Levels Control Screen, on which you
can enter the authorization amounts planned for the life of the
project, as described in the CN document,

On the CN Project CP Levels Control Screen, this key allows you to
access the CN Fiscal Year CP Controls Screens where you can enter
the authorization information planned for the project for the current
fiscal year, as described in the CN document,
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Technical Notitication (TN) Schedule Record Data Entry Screen

AID/Washington uses the Technical Notification (TN) - Advice of Program
Change/Technical (AOPC/T) to notify Congress of modifications to on-going
projects that will impact the appropriation accounts and the obligations for a
particular fiscal year.

The TN Schedule Data Entry Screen allows you to enter and track the schedule
information so that the TN is forwarded through the approval process at the correct
time in the life cycle of the project.

To access the TN Schedule Record Data Entry Screen, at the Project Document
Menu, press the [pr.11] key. The following screen will appear.

u004350p U.S.A.1.0. PMIS 21/10/08
5TF0 TECHNICAL NOTIFICATION 01 ofF B2
ORG NO; 136033

PROJ 1D: - - PROJ-TITLE:
DOCUMENT TYPE CODE: APT TN ADVICE OF CHANGE (TECHNICAL)
DOCUMENT WUMBER:
PGM QFFICE DUE MONTH: SUBMITTED TO PO DATE:
REMARKS :

DOCUMENT STATUS:
DOCUMENT STATUS DATE:
FWD/RECY . CLEAR/APRV

PGH OFFIEE:
AGEKCY DIRECTOR:
SAA:
GEN COUNSEL:
PPC:

LEG: .

COMGRESS: CONGRESSIONAL HOLD (Y/H):

DC960041 PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD ) .
ENTER=BROWSE; PF3=ADD; PF4=MODIFY; -PF21(SHIFT/PFS)=DELETE; PF16=TFR TO TNFY

NOTE: In accordance with OYB control procedures, a TN document must be
processed before an OYB amount can be approved that exceeds the
project’s CP appropriation amount for the current fiscal year by more
than 10%. '

If you look carefully, you will see that the fields on the TN Schedule Record Data
Entry Screen are the same as the fields on the Concept Paper Schedule Record Data
Entry Screen,
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Technical Notification (TN} Schedule Record Data Entry Screen {Cont'd)

As you can see from the PF-keys shown at the bottom of the screen, depending on
your security classification, you are able to browse, add, modify, and/or delete TN
document schedule records, just as from the Concept Paper Schedule Record Data
Entry Screen. Before you press any of these keys to access an action, you must first
enter a project identification number in the PROJ ID field.

. Add or Modify TN Fiscal Year CP Controls Record

Notice the [pr16] key listed at the bottom of the screen. As on the TN
Schedule Record Data Entry Screem, you have the capability to move or
"transfer” to a related screen, the Fiscal Year CP Controls Screen. Since the
TN document details the changes in the funding levels of a project for the
current fiscal year, after successfully adding the TN schedule record, you can
"transfer" to the Fiscal Year CP Controls Screen where you can enter the
funding level information.

To access the Fiscal Year CP Controls Screen, at the TN Schedule Record
Data Entry Screen shown on the previous page, press the [pr-16] (TFR TO
TNFY) key. The following screen will appear:

10044100 U.5.A.1.D, PMI S 92/09/22
STPO TECHNICAL NOTIFICATION 01 OF 01

ORG K0: 169100 (FISCAL YEAR CP CONTROLS)

PROJ ID: - . PROJ TITLE: ;

DOC TYPE CODE: APT DOC NO: FISCAL YEAR: 0000
Cormmsmmmm o m - APPROPRIATION LEVEL - ~ - =~ = = = = = = = = = = = H
0 s ORIG CURRENT - PROPOSED CP  COMWGRESS CP o
D T cP cP 'CP AMOUNT FORWARD WAIT END L
E §  AMOUNT AMOUNT AMOUNT SOURCE DATE DATE D

0,00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.0G -
0.00 0.00 0.00
-0.0C 0.00 .00 -
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
EMTER = BROWSE; PF3 = ADD; PF4 = MODIFY
DCP60041 PROJECT & DOCUMENT ACCESS KEY IS REQUIRED TO PROCESS RECORD

Notice that the system has automatically entered the project identification
number, the project title, the document type code and the document number,
as shown on the previous screen. Now, you can enter the appropriation
amounts shown in the TN for the project for the current fiscal year.
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. Add or Modify TN Fiscal Year CP Controls Record (Cont'd)

When you have entered all of the information, press the [pr-3] key to add the
record to the database or the [pr4] key to modify an existing record. When
the system finishes processing the information, press the [pr.9] key to return
to the Project Document Menu.

PF-KEYS ON THE TECHNICAL NOTIFICATION (TN) SCHEDULE RECORD

[ENTER +']

[PF3]

[Pr4]

[Pr16]

DATA ENTRY SCREEN

Allows you to browse or view the TN document-schednle record that
corresponds to the project identification number you entered in the
PROJ ID ficld.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC960038 PROJECT DOCUMENT RECORD NOT FOUND" will

appear-at the bottom of your screen.

Allows you to add the new TN schedule record to the database.
Remember that, if the document is no longer in the "planning” (01)
stage, Technical Office users cannot enter any data for the record.

Allows you to modify the TN schedule record. Remember that the
Technical Office user can modify any field above the REMARKS
field, while the docnment is in the "planning” (01) stage only. After
the document has moved beyond the “planning” (01) stage, the
Program Office user has the responsibility to update the record.

Allows you to "transfer” from the TN Schedule Record Data Entry
Screen to the TN Fiscal Year CP Controls Screen, on which you can
cnter the appropriation amounts for the current fiscal year for the
project as outlined in the TN document.

Project Evaluation Summary (PES) Schedule Record Data Entry Screen

The Project Evaluation Summary (PES) document summarizes the progress of a
project and highlights any problems, action decisions, and unresolved issues
associated with the project. Project evaluations occur on a regularly scheduled basis
throughout the life of the project, as identified in the Project Paper.
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Project Evaluation Summary (PES) Schedule Record Data Entry Screen
(Cont’d)

The PES Schedule Record Data Entry Screen allows you to enter and track schedule
information so that the PES document is forwarded through the approval process at
the correct time in the project life cycle. To access the screen, at the Project
Document Menu, press the [pr12] key. The following screen will appear:

- YO04155p U.S.A.1.D. PMIS - 91/10/08
STPO PROJEGT EVALUATION SUMMARY
ORG'NO: 136033 ) 0f OF 01
PROJ Ibs - . PROJ TITLE:

" " DOCUMENT TYPE CODE: PES PES  PROJECT EVALUATION SUMMARY
DOCUHENT KUMBER: -
PGM OFFICE DUE MONTH: 00 OFC DIRECTOR CLEAR DATE:
REMARKS:

DOCUMENT STATUS:
DOCUBENT STATUS DATE:
“FWD /RECV CLEAR/APRY
DATE DATE
PGM OFFICE:
CDIE (PPC): .
DC960041 PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD

ll ENTER = BROWSE; PF3 = ADD; PF& = WODIFY; PF21 (SKIFT/PF3) = DELETE

If you look carefully, you will see that the fields on the PES Schedule Record Data
Entry Screen are the same as the fields on the Concept Paper Schedule Record Data
Entry Screen. As you can see from the PF-keys shown at the bottom of the screen,
depending on your security classification, you are able to browse, add, modify, and/or
delete PES document schedule records, just as from the Concept Paper Schedule
Record Data Enfry Screen.

Before you press any of these keys to access an action, you must first enter a project
identification number in the PROJ ID field. The add, modify, and delete actions are
discussed in detail in the Concept Paper Schedule Record Data Entry Screen section
of this manual, beginning on page 28.

PF-KEYS ON THE PROJECT EVALUATION SUMMARY (PES) SCHEDULE
RECORD DATA ENTRY SCREEN

[ENTER +'] | Allows you to browse or view the PES document schedule record that
corresponds to the project identification number you entered in the
PROJ ID field.
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PF-KEYS ON THE PROJECT EVALUATION SUMMARY (PES) SCHEDULE
RECORD DATA ENTRY SCREEN (Cont’d)

[ENTER ] (Cont'd) If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC360038 PROJECT DOCUMENT RECORD NOT FOUND” will
appear at the bottom of your screen.

[PFa] Allows you to add the new PES document schedule record to the
database. Remember that, if the document is no longer in the
“planning” (01) stage, Technical Office users cannot enter any data
for the record.

[PF4] Allows you to modify the PES document schedule record.
Remember that the Technical Office user can modify any field above
the REMARKS field, while the document is in the "planning™ (01)
stage only. After the document has moved beyond the "planning”
stage, the Program Office user updates the record. ’

Miscellaneous Project Document Schedule Record Data Entry Screen

This option provides the user a place to enter, schedule, and track any of the other
. kinds of documents that may be issued during the life of a project. These documents
include may action memos, waivers, and small activity proposals.

To access the Project Document Approval (MISC) Schedule Record Data Entry
Screen, at the Project Document Menu, press the [pr13] key. The screen shown on
the next page will appear.

U004150D U.S.A.T.D. PMIS. 91/10/08
STPD ; PROJECT DCCUMENT APPROVAL (MISC)
ORG NO: 136033 ) 01 OF o2
PROJ 1D: - . PROJ TITLE:
DOCUMENT TYPE CODE: . ..
DOCUMENT NUMBER: AMENDMENT NUMBER: 00
PGM OFFICE DUE MONTH: 00" SUBMITTED TO PC DATE:
REMARKS :

-

DOCUMENT STATUS:
DOCUMENT STATUS DATE:

FWO/RECY CLEAR/APRV
DATE BY DATE
GENL COUNSEL:
PGM OFFICE:
AGENCY DIRECTOR:
SAA:
PPC:

AID ADMENISTRATOR:
DC950041 PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD
. ENTER = BROWSE; PF3 = ADD; PF4 = MODIFY; PF21 (SHIFT/PF5) = DELETE
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Miscellaneous Project Document Schedule Record Data Entry Screen
(Cont’d)

If you look carefully, you will see that the fields on the Project Document Approval
(MISC) Schedule Record Data Entry Screen are the same as the fields on the
Concept Paper Schedule Record Data Entry Screen. As you can see from the PF-
keys shown at the bottom of the screen, depending on your security classification, you
are able to browse, add, modify, and/or delete miscellaneous document schedule
records, just as from the Concept Paper Schedule Record Data Entry Screen.

Before you press any of these keys to access an action, you must first enter a project
identification number in the PROJID field. The add, modify, and delete actions are
discussed in detail in the Concept Paper Schedule Record Data Entry Screen section
of this manual.

PF-KEYS ON THE PROJECT DOCUMENT APPROVAL (MISC) SCHEDULE
RECORD DATA ENTRY SCREEN

[ENTER +*] Allows you to browse or view the miscellaneous document schedule
record that corresponds to the project identification number you
entered in the PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC60038 PROJECT DOCUMENT RECORD NOT FOUND™ will
appear at the bottom of your screen.

[PF3] Allows you to add the new miscellaneous document schedule record
to the database. Remember that, if the document is no longer in the
"planning” (01) Stage, Technical Office users cannot enter any data
for the record.

[PF<4] Allows you to modify the miscellaneous document schedule record.
Remember that the Technical Office user can modify any field above
the REMARKS field, while the document is in the "planning™ (01)
stage only. After the document has moved beyond the "planning”
(01) stage, the Program Office user has the responsibility to update
the record.
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PF-KEYS ON THE PROJECT DECISION PAPER (PDP) SCHEDULE
RECORD DATA ENTRY SCREEN (Cont'd)

[ENTER ] (Cont'd)

{Pr3)

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DCP60038 PROJECT DOCUMENT RECORD NOT FOUND" will

appear at the bottom of your screen.

Allows you to add the new PDP document schedule record to the
database. Remcmber that, if the document is no longer in the
"planning” (01) stage, Technical Office users cannot enter any data
for the record.

Alows you to modify the PDP document schedule record.
Remember that the Technical Office user can modify any field above
the REMARKS field, while the document is in the "planning” (01)
stage only. After the document has moved beyond the pianmng
stage, the Program Office user updates the record.

Project Memorandum Schedule Record Data Entry Screen

The Project Memorandum is a document that is used as a substitute for USAID

Project Papers.

The Project Memorandum Schedule Record Data Entry Screen

allows you to enter and track schedule information so that the PDP document is
forwarded through the approval process at the correct time in the project life cycle.
To access the screen, at the Project Document Menu, press [pr15]. The following

screen will appear:

U004 1380
STPQ
ORG NO:

PROJ ID:

_ DOCUMENT TYPE CODE: PM
- - DOCUMENT KLMBER:
PGM GFFICE DUE MONTH: QO SUBKITTED TO PQ DATE:

.REMARKS:

DOCUMENT STATUS:
DOCUMENT STATUS DATE:

ENTER = BROWSE;

PROJ TITLE:

PGM GFFICE:

AGENCY DIRECTOR:

SAA:

AID ADMINISTRATOR:
PF3 = ADD; PF4 = MODIFY; PF21 (SHIFT/PFS5) = DELETE

U.S.A.L.D. PHLIS 92/08/31
FROJECT MEHORANDUM
01 0F O

FWD/RECY CLEAR/APRY
DATE DATE
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Project Decision Paper (PDP) Schedule Record Data Entry Screen

The Project Decision Paper (PDP) is a brief conceptual statement outlining a new
project proposal; this paper is equivalent to the PID. The PDP Schedule Record
Data Entry Screen allows you to enter and track schedule information so that the
PDP document is forwarded through the approval process at the correct time in the
project life cycle. To access the screen, at the Project Document Menu, press {pr-14].
The following screen will appear:

u0041330 U.S.A.1I.D, PMIS $2/08/31

STPO PROJECT DECISION PAPER

ORG NO: 169100 _ 01 oF 01
PROJ 1D: - . PROJ TITLE:

DOCUMENT TYPE COQDE: PDP  PROJ DEC PAPER
DOCUMENT NUMBER:
PGM OFFICE DUE MONTH: 00 SUBMITTED TG PO DATE:
REMARKS :

DOCUMENT STATUS:
DOCUMEMT STATUS DATE:

FWD/RECV . CLEAR/APRV
. DATE DATE
i PGM OFFICE:
AGENCY DIRECTOR:
SAA:

DC950041 PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD
EKTER = BROWSE; PF3 = ADD; PF4 = MODIFY; PF21 (SHIFT/PF5) = DELETE

If you look carefully, you will see that the fields on the PDP Schedule Record Data
Entry Screen are the same as the fields on the Concept Paper Schedule Record Data
Entry Screen. As you can see from the PF-keys shown at the bottom of the screen,
depending on your security classification, you are able to browse, add, modify, and/or
delete PDP document schedule records, just as from the Concept Paper Schedule
Record Data Entry Screen.

Before you press any of these keys to access an action, you must first enter a project
identification number in the PROJ ID field. The add, modify, and delete actions are
discussed in detail in the Concept Paper Schedule Record Data Entry Screen section
of this manual, beginning on page 28.

PF-KEYS ON THE PROJECT DECISION PAPER (PDP) SCHEDULE
RECORD DATA ENTRY SCREEN

[ENTER ] Allows you to browse or view the PDP document schedule record
that corresponds to the project identification number you entered in
the PROJ ID field.
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Project Memorandum Schedule Record Data Entry Screen (Cont’d)

If you look carefully, you will see that the fields on the Project Memorandum
Schedule Record Data Entry Screen are the same as the fields on the Concept Paper
Schedule Record Data Entry Screen. As you can see from the PF-keys shown at the
bottom of the screen, depending on your security classification, you are able to
browse, add, modify, and/or delete Project Memorandum schedule records, just as
from the Concept Paper Schedule Record Data Entry Screen.

Before you press any of these keys to access an action, you must first enter a project
identification number in the PROJ ID field. The add, modify, and delete actions are
discussedin detail in the Concept Paper Schedule Record Data Entry Screen section
of this manual, beginning on page 28.

PF-KEYS ON THE PROJECT MEMORANDUM SCHEDULE
RECORD DATA ENTRY SCREEN

[ENTER +'] Allows you to browse or view the Project Memorandum schedule
record that corresponds to the project identification number you
entered in the PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the miessage
"DCP60038 PROJECT DOCUMENT RECORD NOT FOUND" will
appear at the bottom of your screen.

[Pra] Allows you to add the new Project Memorandum schediile record to
the database. Remember that, if the document is no longer in the
"planning" (01) stage, Technical Office users cannot enter any data
for the record.

[PF4] Allows you to modify the Project Memorandum schedule record.
Remember that the Technical Office user can modify any field above
the REMARKS field, while the document is in the "planning” (01)
stage only. After the document has moved beyond the "planning”
stage, the Program Office user updates the record.
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PROJECT AUTHORIZATION CONTROLS

The Project Authorization Controls Screen allows you to establish the authorization
controls for each appropriation code to be used to fund a particular project. The
information for this screen comes from the PAF document, which is the document
that shows that AID/Washington has approved the project and has authorized
funding to support it.

To access the Project Authorization Controls Screen, at the Project Life Cycle Menu,
press the [pr4] key. The following screen will appear:

— e e _—
— — e ———— ..-r

U0D4180D U.S.A.LI.D. PHIS . 91710708
STPO PROJECT AUTHORIZATION CONTROLS - ORG NO: 136033

. - - PRQJ ID: -
PROJ TITLE:

" DOC TYPE CODE: PAF  ~ DOC MOt AMDMT NO: 00
APRP APRP CEILING APRP AUTH APRP APRP  CEILING APRP AUTH
CODE STS AMOUNT . INDCY/N) CODE 5STS =~ AMOUNT INDCY/R)
. 0.00 0.00
0.00 0.00
- 0.00 0.00
. 0.00 0.00
TOTAL AUTH AMTZ .00 BUYIN CEILING ANMT: 0.00
NMBR AUTH YRS: 0O $OURCE ORIGIN CODE:
PROJ ASST CPL DT: PACD LAST AUTH DT:
OBLGTN INITIAL YR/MO: 000000 PROJECT AUTH. DATE:
AUTHORIZATION FY : CURRENT PAF APRV DATE:
FINAL FY OF OBLIGATION: 0000 PROJECT COMSTRAINTS:

ENTER = BROWSE; PF3 = ADD;  PF4 = MODIFY ]
DCP60041 PROJECT & DOC ACCESS KEY IS REQUIRED TO PROCESS RECORD

NOTE: You may ailso access this screen immediately after adding the PAF
schedule record by pressing the [pras] "Transfer” key on the PAF Schedule
Record Data Entry Screen.

If you choose to enter the authorization controls record immediately after entering
the PAF schedule record, you do not have to enter the authorization controls record
key information using this screen.

The first thing you are required to do when you access this screen is to enter the
project identification number, document number, and amendment number associated
with the project authorization controls record in the appropriate fields. Once you
enter this number, as you can see from the PF-Keys shown at the bottom of the
screen, depending on your security classification, you can browse, add, modify and/or
delete project authorization controls records using this screen.
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PROJECT AUTHORIZATION CONTROLS (Cont'd)

Remember that the Program Office has the responsibility of creating and updating
the project authorization controls record for a new project. The authorization
controls records can be updated only when the PAF document has been approved
and PAF schedule record has been updated to show this status. To make
modifications to the authorization controls record, you will have to access the Project
Authorization Controls Screen by first accessing the PAF Schedule Record Data
Entry Screen ([prs] on the Project Document Menu). Then, use the. [pr-15] key to
"transfer” to the Project Authorization Controls Screen.

PF-KEYS ON THE PROJECT AUTHORIZATION CONTROLS SCREEN

[ENTER +] Allows you to browse or view the project authorization controls
record that corresponds to the project identification number you
entered in the PROJ ID field.

If the system finds no record that matches the project ideatification
number you entered, the screen will remain empty and the message

"DC960038 PROJECT AUTHORIZATION CONTROLS RECORD
NOT FOUND" will appear at the bottom of your screen.

[pra] Allows you to add the new project authorization controls record to
the database.

[Pr-4] Allows you to modify the project anthorization controls record.
Remember that.the Program Office user has the ability to modify
information only if the PAF document has been approved and this
status updated in the PAF schedule record.

. Add Project Authorization Controls Record

The PAF document, in part, shows the appropriation accounts that will be
used to fund the project and proposed dollar amounts to be appropriated. It
is these appropriation account amounts that you will enter as the
appropriation controls record.

NOTE: The PAF document must be approved before you can add a project
authorization controls record for the project.



Page - 54 PMIS User's Guide

Add Project Authorization Controis Record (Cont'd)

To add an authorization controls record to the database, you may access the .
Project Authorization Control Screen from either the Project Life Cycle Menu

or from the PAF Schedule Record Data Entry Screen. From the Project Life

Cycle Menu, press the [pr4] key. )

From the PAF Schedule Record Data Entry Screen, after adding the PAF
document record, press the [pr1s] "Transfer" key. Either way, you choose to
access it, the screen shown on page 52 will appear.

If it does not already appear in the PROJ ID field on this screen, you will
begin by entering the project identification number associated with the
authorization controls record you want to add. Then, press the [Enter «] key
so that the system can browse the database to confirm that an authorization
controls record does not already exist for the project identification number
you entered. ‘

If an authorization controls record does not exist in the database, you will see
the message "DC?60038 PROJECT AUTHORIZATION CONTROLS RECORD NOT
FOUND"; you can now enter the remaining information to define the record.

First, enter the 2-character appropriation .code, proposed in the PAF .
document to be used to fund the project. Refer to Appendix B for a list of

the valid appropriation codes. Next, indicate the status of the appropriation;

valid entries include:

01 = Planned,

02 = PAF issned;

03 = CN issued; and

04 = both PAF and CN or TN issued.

In the CEILING AMOUNT field, indicate the highest level of funding
available during the current fiscal year for each appropriation account listed.
In the APRP AUTH IND(Y/N) field, indicate whether or not the PAF
document authorizes use of each appropriation account at this time.

When you have entered all of the information, press the {rra] key to add the
record to the database. If all of the data you entered passed the various edit
checks built into the system, you will see the message "DC960040 BRIGHT APRP
RECORD WAS PROCESSED SUCCESSFULLY" on your screen.
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Add Project Authorization Controls Record (Cont'd)

To add another new project authorization controls record to the database,
move the cursor to the PROJ ID field and enter the next project identification
number. Then, follow the procedures outlined above. When you have added
all of the necessary records, press the [prs] key to return to the Project
Information Menu or the [pr-10] key to return to the PMIS Main Menu.

Modify Project Authorization Controls Screen

The modify action allows Technical Office users to update the
information contained in the project authorization controls record.
Remember that the project authorization controls records carn.only be
modified if the PAF document has been approved and the PAF schedule -
record has been updated to reflect this status.

To modify a project authorization controls record, you must access the Project
Authorization Controls Data Entry Screen from the PAF Schedule Record
Data Entry Screen. Accessing the screen in this way gives you a chance to
check the status of the PAF document to make sure that it has been
approved; you can also modify the document status now, if necessary.

On the PAF Schedule Record Data Entry Screen, enter the project
identification number associated with the PAF schedule record you want to
modify and press the [Enter+] key to retrieve the record. If the system is able
to locate a PAF document matching the project identification number you
entered, that record will appear on your sereen. Check to make sure that
both the project identification number and the appropriate document number
appear in the record. Then, press the [pr-16] key to "transfer" to the Project
Authorization Controls Screen.

Once you have accessed the Project Authorization Controls Screen, you will
see the message "PROCEED WITH MODIFICATIONS AS NEEDED." Make the
necessary modifications by typing over the old information with the new
information.

NOTE: Ifyou need to add another appropriation account code for the project, the

system considers this action to be an "add" operation rather than a
"'modify" operation. So, if you add an appropriation code, remember to
press the [Pr3] key to add that piece of information to the record,
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. Modify Project Authorization Controls Screen (Cont’d)

When you have made all of the modifications, press the [pr4] key. If all of .
the data you entered passed the various edit checks built into the system, you
will see the message "DC960040 MODIFY PROJCNTL RECORD PROCESSED

SUCCESSFULLY" on your screen.

. Delete Project Authorization Control Records

The delete action allows Technical Office users to remove project
authorization records from the database. To delete a project authorization
controls record, you must first retrieve the record using the browse action.

To begin, enter the pro;ect identification number associated with the record
you want to delete in the PROJ ID field on the Project Authorization
Controls Screen. Then, press the [enter «] key to retrieve the record.

If the system is able to locate a project authorization controls record that
corresponds to the project identification number you entered, that record will
appear on your screen. Check the project identification number to make
absolutely sure that this is the record you want to delete. To delete the
record, press the [pr21] (Shift/[prs]) key. If the system was able to delete the
record, you will see the following message appear on your screen "DC0960040
PROJCNTL RECORD DELETED SUCCESSFULLY".
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PROJECT LEVEL CP CONTROLS INFORMATION

The Project Level CP Controls Screen allows Program Office users to track the
funding levels, as proposed in the Congressional Notification (CN) document, for the
life of the project. By tracking this information, the users can ensure that the funding
level requested for the project is not exceeded at any time during the life of the
project, including the ABS, OYB, CP and implementation processes.

To access the Project Level CP Controls Screen, at the Project Life Cycle Menu,
press the [pr-s] key. The following screen will appear:

00041900 U.5.A.I.D. PMIS 1710708

sTPQ COMGRESSIONAL NOTIFICATION 02 oF 03
(PROJECT LEVEL CP CONTROLS)
ORG NHO: 134033
PROJ ID: - . PROJ TITLE:

DOC TYPE CODE: APS DOC NO:
CP FINAL FY OF OBLIGATION : 0000

CP WAITING PERIOD END DATE : CONGRESSIONAL HOLD (Y/¥) :
APRP AUTH- “CP LOP CP LoOP CP LOP CP WALT CP
CODE CEILING PRPS AMOUNT SOURCE SOURCE DT  END DT  HOLD
0.00 0.00 i :
0.00 0.00
0.00 0.00
0.00 0.00
¢.00 0.00
0.00 ¢.00
0.00 0.00
0.00 0.00

ENTER = BROWSE; PF3 = ADD; PF4& = HOD;  F16 = TRANSFER TO CHFY
DCY60041 PROJECT & DOC ACCESS KEY 1S REQUIRED TO PROCESS RECORO

NOTES: (1}  You may also access this screen immediately after adding the CN
schedule record by pressing the [pr-16] "Transfer" key on the CN
Schedule Record Data Entry Screen

If you choose to enter the life of project funding level controls
record immediately after entering the CN document schedule
record, you do not have to enter the key information for the life
of project funding level controls record using this screen.

{2) This screen contains information from the latest CN document;
information from previous CN documents will be overwritten as
updates are made.
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PROJECT LEVEL CP CONTROLS INFORMATION (Cont'd)

The first thing you are required to do when you access this screen is to enter the .
project identification number of the project for which you need to view or enter

funding level controls in the PROJ ID field. Once you enter this number, as you can

see from the PF-keys shown at the bottom of the screen, depending on your security
classification, you can browse, add, modify and/or delete project level CP controls

records using this screen.

After you have enter the life of the project level CP controls amounts, you can move
to the Congressional Notification (Fiscal Year CP Controls Screen) to enter the
funding levels for the current fiscal year for the project, using the [pr-16] "Transfer"
key. This option is discussed further in the Add Project Level CP Controls Records
section of this manual. =

PF-KEYS ON THE PROJECT LEVEL CP CONTROLS SCREEN

{ENTER +'] Allows you to browse or view the record showing the funding levels
approved in the CN document for the life of the project that
corresponds to the project identification number you entered in the
PROIJ ID feld.

If the system finds no record that matches the project identification .
number you entered, the screen will remain empty and the message

"DC960038 DOCUMENT NUMBER RECORD NOT FOUND™ will

appear at the bottom of your screen.

[PF3] Allows you to add the new project level CP controls record to the
database. The Program Office user enters this record.

[PF4] Allows you to modify the project level CP controls record.
Remember that only the Program Office user has the ability to
modify information on this screen.

[PF-t8] ) Allows you to "transfer” from the Project Level CP Controls Screen
to the Fiscal Year CP Controls Screen, on which you can enter the
FY funding levels for the project, as defined in the CN document.

. Add Project Level CP Controls Record

To move to the CN Fiscal Year CP Controls Screen to browse the fiscal year

funding levels associated with the project, press the [pr16] "Transfer” key.

When the record appears on your screen, depending on your security

classification, you can modify the information shown. .
)
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Add Project Level CP Controls Record (Cont’d)

The CN document, in part, shows the impact new projects. and changes to
ongoing projects will have on the appropriation accounts that will be used to
fund the projects over their life cycle. The Project Levels CP Controls record
will show each appropriation code that will be used to fund the project as well
as the ceiling and proposed amounts for each over the life of the project.

NOTE: The CN document must be approved before you can add a project level

CP controls record for the project.

The add action allows Technical Office users to add a new project level CP
controls record to the database. Remember that the project level CP controls
records can only be added if the CN document has been approved and the
CN schedule record has been updated to reflect this status.

To add a project level CP controls record, you may access the Project Level
CP Control Screen from either the Project Life Cycle Menu or from the CN
Schedule Record Data Entry Screen. From the Project Life Cycle Menu,
press the [prs] key. From the CN Schedule Record Data Entry Screen, after
adding the CN schedule record, press the [pr-16] "Transfer” key. Either way
you choose to access it, the screen shown on page 57 will appear.

In the PROJ ID field on this screen, you will begin by entering the project
identification number associated with the project level CP controls record you
want to add if it does already appear. Then, press the [enter <] key so that
the system can browse the database to confirm that a project level CP controls
record does not already exist for the project identification number you
entered.

If you transferred from the CN Document Schedule Record Data Entry
Screen, you will notice that the system has already entered, using information
you entered previously, the project identification number and title; the
document type code; and the document number associated with that project
identification number. The CP Wait Period End Date and CP Hold Date
also will automatically appear on the screen.

You should indicate the final fiscal year of obligation, if available. You can
also enter the 2-character code used to identify each appropriation to be used
to fund the project; and the proposed funding amounts.
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. Add Project Level CP Controls Record (Cont’d)

When you have entered all of the information, press the [rr3] key to add the .
record to the database. If all of the data you entered passed the various edit

checks built into the system, you will see the message "DC360040 HIGHLIGHTED
APPROPRIATION RECORD WAS PROCESSED SUCCESSFULLY” on your screen.

To add another new record to the database, move the cursor to the PROJID
field and enter the next project identification number. Then, follow the
procedures outlined above. When you have added all of the necessary
records, press the [PF-g] key to return to the Project Information Menu or the
[pF-10] key to return to the PMIS Main Menu.

. Modify Project Level CP Controls Screen

The modify action allows Technical Office users to update the project level
CP controls record. Remember that the project level CP controls records can
only be modified if the CN document has been approved and the CN
schedule record has been updated to reflect this status.

To modify a record, you must access the CN Project Level CP Controls Entry '
Screen from the CN Schedule Record Data Entry Screen. Accessing the .
screen in this way gives you a chance to check on the status of the CN

document to make sure that it has been approved; you can also modify the

document status now, if necessary.

On the CN Schedule Record Data Entry Screen, enter the project
identification number associated with the CN document schedule record you
want to modify and press the [enter <] key to retrieve the record. If the
system is able to locate a project level CP controls record that matches the
project identification number you entered, that record will appear on your
screen. Check to make sure that both the project identification number and
the appropriate document number appears on the screen. Themn, press [pr.16]
to "transfer" to the CN Fiscal Year CP Controls Screen.

Once you have accessed the CN Fiscal Year CP Controls Data Entry Screen,
you will see the message "PROCEED WITH MODIFICATIONS AS NEEDED." Make
the necessary modifications by typing over the old information with the new.

o NOTE: Ifyou need to add another appropriation account code for the project, the
+ System considers this action to be an "add" operation rather than a
"modify" operation. So, if you add an appropriation code, remember to

press the [Pra] key to add that piece of data to the record. .

2
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Modify Project Lével CP Controls Screen (Cont'd)

When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message "DC960040 BRIGHT APFP RECORD PROCESSED

SUCCESSFULLY" on your screen.
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PROJECT/PROGRAM EVALUATION MENU

The Project/Program Evaluation Menu allows you to access either "detail" or
"summary" information concerning a scheduled project/program evaluation. The
"detail" information screen shows the beginning and ending dates for the current
evaluation, the fiscal year for the next scheduled evaluation, as well as current
funding information for the project/program. The "summary" information screen
shows a history of the evaluations that have occurred concerning the
project/program, and is a summary of the information contained in the evaluation
record. A&E and Program Office users have access to create and modify
project/program evaluation records.

To access the Project/Program Evaluation Menu, at the Project Life Cycle Menu,
press [prs]. The following screen will appear:

DIALOG: PAGE: T OF: 1
DATE: 92/09/11 - . NEXT PAGE:
. U:S.A.L.D. PHMI1 S

PROJECT/PROGRAM EVALUATION MERU
SEL RESPCNSE  FKEY DESCRIPTICN
PROJEVAL  (PF2) PROJECT/PROGRAH EVALUATION
EVALSMRY  (PF3) _PROJECT/PROGRAM EVAL SUNMARY

PREVHENU  (PF9) - RETURN TO PRIGR MENU
HAINMENU  (PF10) RETURN TG PMIS MAIK MEWNU
QUITPHIS® (PAZ) {SHIFT/PF13) LEAVE PHIS

RESPONSE = SEND DATA--> MODE: STEP

From this menu, you are able to access either a "detail" information screen, which
shows more details of the evaluation, or a “summary" information screen, which
shows summary of the evaluations that have occurred and the remarks; this
information is taken from the evaluation record.

To access any of screens from this menu, either:
. press the PF-key corresponding to that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[EnTER +]; OF

. enter the response name, e.g. PROJEVAL, in the RESPONSE field located
at the bottom of the screen and press the [EnveR «].
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PROJECT/PROGRAM EVALUATION MENU (Cont'd)

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table, shown in Appendix A, to determine you access capability to
the option shown on the menu. Each of these options will be discussed beginning
below.

PF-KEYS ON THE PROJECT/PROGRAM EVALUATION MENU

[PF2] Accesses the Project/Program Evaluation Information Screen, which
shows the details of the current evaluation such as dates and some
funding information.

[PF3] Accesses the Project/Program Evaluation Summary Screen, which

shows a summary of the evaluation history, taken from the
Project/Program Evaluation Information "Detail” Screen. -

Project/Program Evaluation Information "Detail" Screen

The Project/Program Evaluation Information Screen allows A&E users to create
and update the project/program evaluation records for the projects/programs in the
PMIS database. Using this screen, A&E users can record the beginning and ending
date for the current evaluation, as well as some funding information for the
project/program. The last evaluation fiscal year reflects the latest completed
evaluation, if any. The next evaluation fiscal year reflects the next scheduled
evaluation, if any evaluation is scheduled.

To access the Project/Program Evaluation Information Screen, at the Project
Evaluation Menu, press the [pr-2] key. The following screen will appear:

1J004 205D U.S.A.1.D. PMIS 91/10/08
STPO PROJECT EVALUATION 1NMFORMATION

ORG NO: 134033
PRGJ 1D: - . PROJ TITLE:

EVALUATION START YYYYMM: EVALUATION CMPLT YYYYMM:
LAST EVALUATION FY: ooea NEXT EVALUATION FY: 0000
EVALUATION TYPE:
. EVALUATION STATUS:
EYALUATION STATUS DATE:

0E FUNDING (Y/N): OF FUNDING AMT: 0.00
PGM FUNDING (Y/N}:
PCM FUNDING PROJ 1D: 1, - . 2. - -
PGM FUNDING AMT: 1. 0.00 2. 0.00
PROCUREMENT MECHAKISM: EVAL RPT DT: PES DT:
EVAL PURPOSE:
REMARKS:

DCPS0041 PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD .
ENTER = BROWSE; PF3 = ADD; PF4 = MODIFY; PF21{SHIFT/PF5) = DELETE
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Project/Program Evaluation Information "Detail" Screen (Cont'd)

The first thing you are required to do when you access this screen is to enter, in the
PROJ ID field, the project identification number of the project/program whose
evaluation record you want to access. Once you enter this number, as you can see
from the PF-keys shown at the bottom of the screen, depending on your security
classification, you can browse, add, modify and/or delete project/program evaluation

records using this screen.

PF-KEYS ON THE PROJECT/PROGRAM EVALUATION INFORMATION

[ENTER +*]

fPF3]

[Pr4]

"DETAIL" SCREEN

Allows you to browse or view the project/program evaluation record
that corresponds to the project identification number you entered in
the PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and-the message

"DC960038 EVALUATION RECORD NOT FOUND" will appear
at the bottom of your screen.

Allows you to add the new project/program evaluation record to the
database.

Allows you to modify the project/program evaluation record.
Remember that only A&E and Program Office users have the ability
to modify information in the record.

. Add Project/Program Evaluation Record

The project/program evaluation "detail” screen shows the date of the most
current evaluation, the date of the next scheduled evaluation, and some
funding data gathered during the evaluation.

To add a new project/program evaluation record to the database, from the
Project/Program Evaluation Imformation Screen, you must first enter the
organization code and the project identification number associated with the
project/program for which you want to enter an evaluation record in the
PROJ ID field. Then, press the [enter +] key so that the system can browse
the database to confirm that there is not a project/program evaluation record
for the project identification number you entered.
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Add Project/Program Evaluation Record (Cont’d)

If there is not a project/program evaluation record for that project
identification number already in the database, you will see the message
"DC260038 EVALUATION RECORD NOT FOUND"; you can now enter the
remaining information to define the record. Using the information provided
in the Project/Program Evaluation Summary document, indicate whether the
evaluation record is associated with the project identification number you
entered; if the evaluation is not related to the project identification number,
it is known as a program evaluation. Enter the completion year and quarter
for the current evaluation. Next, enter the completion year and month and
the next quarter in which an evaluation is scheduled.

Enter the evaluation type code and the evaluation status code. Then, enter
the current funding information. Next, notice the Purpose, Findings, Lessons
Learned, and the Recommendations fields near the bottom of the screen. For
these fields, you will indicate, by placing a Y or N in the field, whether or not
these elements are a part of the evaluation record you are entering here, If
you indicate that these elements are a part of the record, when you press the
[pr-3] key to add the evaluation record, you will access one free text screen for
each option indicated on which you can enter the associated text.

When you have entered all of the information on the Projeet/Program
Evaluation Information Screen, press the [pr3] key to add the record to the
database. When you press [prs], depending on which options (purpose,
findings, lessons learned, and/or recommendations) were a part of the audit
report, the first free text screen will appear.

As an example, on the evaluation screen shown on page 63, suppose you
indicate by placing a Y in each field, that the evaluation record should contain
text showing the purpose, the findings, the lessons learned, and the resulting
recommendations. When you press [pr3], the first free text screen, as shown
below, will appear where you can enter the evaluation purpose.

STPO

ENTER=UPDATE TEXT; PF7/PFB=SCROLL UP/OOWN; PF16=RETURN

V00462060 © U.S.ALD. PMIS ' 92/09/11

SUPPLEMERTAL TEXT PROCESSOR

EPSE EVALUATION PURPOSE . :

NOTE: “#O" IN POSITIONS 1 - 2 DELETE TEXT LINE

To10 .

ao020
0030
0040
aos0
0060
0oT0
oogo
0090
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Add Project/Program Evaluation Information Records (Cont'd)

On each line of the free text screens, you can enter up to 60 characters of .
text. Type in the evaluation purpose text. To delete a line of text, move the

cursor to the beginning of the line that you want to delete. Then, in the first

two spaces of the line, type the characters #D. These characters will mark

the line for deletion. When you have entered all of the text for the purpose,

press [enter «] to save the text. To scroll to the next free text screen, which

is shown below, press [PF-1s].

STPO

042040 - . U.SAdD. PMIS : 92/09/11
. doto

. 0050

SUPPLEMENTAL TENT PROCESSOR
EFND EVALUATION FINDINGS -
"MOTE: *#D% IN POSITIONS 1 - 2 CELETE TEXT LINE

0020 ~
0030
0040

Q040

0070

0080 :
Dos0 )
010G

0110 -

0120

0130

0140°

0150 - .
0160 o

ENTER=UPDATE TEXT; PF7/PEB=SCROLL UP/DOWN; PF16=RETURN .

On this text screen, type in the findings as a result of the evaluation. When
you have entered all of the text, press [ENTER+] to save it. Then, press [Pr-16]
to scroll to the next free text screen, which is shown below.

STFQ

10042060 US.A.LD. PHIS 92/09/11

. 0030

- pO&0

ENTER=UPDATE TEXT; PF7/PFB8=SCROLL UP/DOWN; PF16=RETURN

SUPPLEMENTAL TEXT PROCESSOR
ELSH EVALUATION LESSONS LEARKED
" KOTE: “AD™ IN POSITIONS 1 - 2 DELETE TEXT LINE
2311
0020 -
6040 -
0050

8070 . :
aoae - t
0050

— — ————— e —

On this text screen, type in the AID response to the anditing agency’s findings.
When you have entered all of the text, press [enter+] to save it. Then, press
[Pr.18] to scroll to the next free text screen, which is shown on the next page. .
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. Add Project/Program Evaluation Information Records (Cont’d)
10042200 U.S.A.1.D. PHIS 92/09/08
STPO EVALUATION/ALDIT RECOMMENDATIONS

ORG NO: 169100

RECOMMENDATION = TYPE: ALDT K02 1 STATUS:

RECOMMENDATIONS :

ACTION OFFICE: ACTION OFFICER:

ACTIOR DUE DATE: ACTION DATE:

ACTION TAKEN:
DCYA0042 ENTER INFORMATION AMD PRESS PF/ENTER KEY AS DESIRED
PF3I=ADD, PF4=MODIFY, PF21=DELETE, PF16=RETURN

On this text screen, type in the recommendations for actions to be taken as
a result of the evaluation. Also, type in the action office, action officer, and
the action due date. When you have entered all of the information, press
[enter <] to save it. Then, press [pr-16] to return to the Project/Program
Evaluation Information Screen.

To add another new record to the database, move the cursor to the PROJ NO
field and enter the next project identification number. Then, follow the
procedures outlined above. When you have added all of the necessary
records, press the [PF9] key to return to the Project Information Menu or the
[Pr-10] key to return to the PMIS Main Menu.

. Modify Project/Program Evaluation Information Records

The modify action allows A&E and Program Office users to update the
project/program evaluation information records. To modify a record, you
must first retrieve the record using the browse action. To begin, enter the
project identification number associated with the record you want to modify
in the PROJ ID field. Press the [enter <] key to retrieve the record. When
the record appears on your screen, make the necessary modifications by typing
over the old information with the new information.

To access the free text screens associated with the evaluation record, when
you have modified all of the information for the Project/Program Evaluation
Information Screen, press the [pr4] key. The first free text screen associated
with the record will appear. To modify the information on this screen, simply
type over the existing text with the new text. Remember, to delete a lint of
text, move the cursor to that line and type the characters #D in the first two
spaces of that line.
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. Modify Project/Program Evaluation Information Records (Cont’d)

When you have modified the text, press [enter ] to save the changes. To
move to the next free text screen, press [prFie]. Continue to follow this
procedure until you have scrolled through all of the free text screens and are
returned to the Project/Program Evaluation Information Screen.

. Delete Project/Program Evajuation Information Records

The delete action aliows Program Office users to remove the project/program
evaluation information records from the database. To delete a
project/program evaluation information record, you must first retrieve the
record using the browse action. To begin, enter the project identification
number associated with the record you want to delete in the PROJ ID field.
Press the [enter +] key to retrieve the record.

When the record appears on your screen, check to make sure it is the
project/program evaluation information record you want to delete, To delete
the record, press the [pr-21] (Shift/[pr-s]) key. If the system was able to delete
the record, you will see the following message appear on your screen
"DC060040 EVALUATION INFORMATION DELETED SUCCESSFULLY",

Project/Program Evaluation Information "Summary" Screen

The Project/Program Evaluation "Summary" Screen allows you to view the
evaluation history of the project/program. The screen lists each type of evaluation
of the project/program and the dates on which these evaluations occurred as well as
indicating the date of the report of the evaluation. Also, the first 40 characters found
in the REMARKS field in the project/program evaluation "detail" record appear
here.

NOTES: (1)  The Project/Program Evaluation "Summary” Screen allows you to
browse or view the information only. If the information needs to
be updated, the updates should be done using the Project/Program
Evaluation Information "Detail” Screen.

(2)  All users who have browse access to the database will have browse
access o the project/program evaluation summary records.

0
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Project/Program Evaluation Information "Summary" Screen (Cont’d)

To access the Project/Program Evaluation "Summary" Screen, at the
Project/Program Evaluation Menu, press the [pr3] key., The following screen will
appear:

0042100 U.S.A.1.0. PMLS $2/89/11
STPO PROJECT EVALUATION SUKMARY 01 OF 01
ORG NO: 169100
PROJ 1D: . PROJ TITLE:
LAST EVALUATION FY: NEXT EVALUATION FY:
EVAL  START EVAL CRL REPORT PES '
TYPE YYYYMM 'STS YYYYHM DATE DATE REMARKS

DC96004% PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD

In the PROJ ID field, enter the project identification number associated with the
project/program whose evaluation record you want to access. Themn, press the
[enter <] key. If the system was sable to locate a project/program evaluation
"summary" record that matches the project identification number you entered, that
record will appear on your screen. Remember that you may only view information
on this screen; any updates to the information should be done on the
Project/Program Evaluation Information "Detail" Screen.

When you have finished viewing the record, to view another record, you can use the
[t28] to move to the PROJ ID field and enter a new project identification number.
Or, if you are finished viewing project/program evaluation summary records, press
the [er9] key to return to the Project/Program Evaluation Menu.
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PERFORMANCE AUDIT INFORMATION

The Performance Audit Information Screen allows A&E and Program Office users .
to create and update the audit information record associated with a particular

project. Usually, a formal audit is periodically conducted by either the Inspector

General’s Office (IG) or the General Accounting Office (GAO) and includes a

thorough examination of all of the financial accounts associated with a project.

To access the Performance Audit Information Screen, at the Project Life Cycle
Menu, press the {pr-11] key. The following screen will appear:

n T
UGD4220D U.S.A.T.D, PMIES 92/09/08
STPO PERFORMANCE AUDIT INFORMATION
ORG NO: 169100 .
AUDIT NO: AUDIT YR/KO:
AUDIT TITLE: -
AUDIT AGENCY:
AWDIT: STATUS: STATUS DATE:
PROJECT RELATED? (Y/N): PROJECT ID: -
AUDIT PURPOSE: FINDINGS: A.1.D. RESPONSE:
RECOMMENDAT I0MS = :
SELECT (Y/N): - . UAR=AVAILABLE FOR INPUT
NOTE: USE "Y® WITH PE3/PF4 TO ADD/MOOIFY TEXT' AND/OR RECOMMENDATIONS
DCYS004T AUDIT NUMBER 1S REQUIRED TO PROCESS RECORD
"ENTER = BROWSE; PF3 = ADD; PF4 = MODIFY; PF21(SHIFT/PF5) = DELETE

The first thing you are required to do when you access this screen is to enter the
appropriate organization code and the audit number associated with the audit record
you want to access. The audit number represents the unique report number assigned
to a particular performance audit by the auditing agency. The audit number can
contain up to 25 characters which differ depending on the auditing agency. For GAO
audits, the format for the audit number will be:

GAO-DDDDD-FY-NNN
where:
. GAO = auditing agency
. DDDDD = GAO division conducting the audit, e.g., NSIAD
. FY = Fiscal Year, e.g., 92 and
. NNN = sequential number assigned to report.
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PERFORMANCE AUDIT INFORMATION (Cont'd)

The format for an IG audit would be:

where:
O
CcCC
. FY
NNN
. S

0-CCC-FY-NNNI-S]

IG location conducting the audit, e.g., 1 = Tegulcigalpa
country code

Fiscal Year

sequential number assigned to report and

optional suffix used for financial audits only where N is
Non-Federal and R is Recipient

Once you enter this number, as you can see from the PF-keys shown at the bottom
of the screen, depending on your security classification, you can browse, add, modify
and/or delete performance audit information records using this screen.

PF-KEYS ON THE PERFORMANCE AUDIT INFORMATION SCREEN

[ENTER +*]

[Pra]

Allows you to browse or view the performance audit record that
corresponds to the project identification number you entered in the
PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the screen will remain empty and the message

"DC960038 PERFORMANCE AUDIT INFORMATION RECORD
NOT FOUND" will appear at the bottom of your screen.

Allows you to add the new performance audit information record.

Allows you to modify the performance audit information record.
Remember that only A&E and Program Office users have the ability
to modify information in the record.

- Add Performance Audit information Records

The performance audit information record shows the audit number; the year
and month that the current audit is taking place; the aunditing agency; the
audit status; whether or not the audit is related to a specific project; the audit
purpose; the audit findings; the AID response to the findings; and

recommendations.
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. Add Performance Audit information Records {Cont’'d) .

To add a new performance audit information record to the database, from the
Performance Audit Information Screen, you must first enter the appropriate
organization number and the audit number. Then, press the [enter+] key so
that the system can browse the database to confirm that there is not a
performance audit record for the audit number you entered.

_ If there is not a performance audit information record for that audit number
already in the database, you will see the message "DC?60038 PERFORMANCE
AUDIT RECORD NOT FOUND"; you can now enter the remaining information
to define the record.

Using the information provided in the performance audit form, enter the
month and year of the current audit; the audit title; the auditing agency; and
the audit status. In the Project Related field, indicate whether or not the
audit is related to a particular project identification number; if the audit is
related to a project, enter the appropriate project identification number.

Next, notice the Audit Purpose, Findings, AID Response, and the
Recommendations fields near the bottom of the screen. For these fields, you
will indicate, by placing a Y or N in the field, whether or not these elements
are a part of the audit record you are entering here. If you indicate that these
elements are a part of the record, when you press the [pr3] key to add the
audit record, you will access one free text screen for each option indicated on
which you can enter the text associated with that option.

When you have entered all of the information on the Performance Audit
Information Screen, press the [pr3] key to add the record to the database.
When: you press [pF-3], depending on which options (audit purpose, findings,
AID response, and/or recommendations) were a part of the audit report, the
first free text screen will appear.

As an example, on the audit screen shown on page 70, suppose you indicate
by placing a Y in each field, that the audit record should contain text showing
the audit purpose, the findings, the AID response, and the audit
recommendations. When you press {rr-3], the first free text screen, as shown
at the top of the next page, will appear where you can enter the audit

purpose.
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. Add Performance Audit Information Records (Cont’d)
0042200 U.s.A.1.0. PHIS 92/09/08
S§TPO SUPPLEMENTAL TEXT PROCESSOR

APSE AUDIT PURFOSE
NGTE: “#DHY IN POSITIONS 1 - 2 DELETE TEXT LINE

00to

0020

09390

0040

0050

0060

070

008Q

C0%0 T .
ENTER=UPDATE TEXT; PF7/PFBsSCROLL UP/DOWM; PFIS=RETURN -

On each line of the free text screens, you can enter up to 60 charagters of
text. Type in the audit purpose text. To delete a line of text, move the cursor
to the beginning of the line that you want to delete. Then, in the first two
spaces of the line, type the characters #D. These characters will mark the
line for deletion. When you have entered all of the text for the audit purpose,
press [ENTER +] to save the text. To scroll to the next free text screen, which
is shown below, press [PF-16].

L0042200 U.S.4.1.0;: PMIS 9209708
5TPO SUPPLEMENTAL TEXT PROCESSOR . .
AFND AUDIT FINDINGS o
. KOTE: “#D¥ IN POSITIONS 1 - 2 DELETE TEXT LINE

010

0020

0030

0040

0059

0040

0a70

0080 .

0090 ’

ENTER=UPDATE TEXT; PF7/PFBeSCROLL UP/DOMN; PF16zRETURN

On this text screen, type in the auditing agency’s findings as a result of the
audit. When you have entered all of the text, press [EnTEr+] to save it. Then,
press [Pr-16] to scroll to the next free text screen, which is shown at the top of
the next page.
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. Add Performance Audit Information Records (Cont'd)
U0042200 U.S.A.LD. PHIT S 92/09/08
STPO . SUPPLEMENTAL TEXT PROCESSOR -

APSE AlD RESPONSE
"ROTE: “#D% IR POSITIONS % ~ 2 DELETE TEXT LINE
0010 -
0020
0030 .
'0040 '1, -
6050
8060 s
%70 - S .
0090 -
ENTER=UPDATE TEXT; PF?/PF8=SCROLL UP/DOMWN; PF16<RETURK

On this text screen, type in the AID response to the auditing agency’s findings.
When you have entered all of the text, press [ENTER+] to save it. Then, press
[Pr-16] to scroll to the next free text screen, which is shown below.

voos2200 . U.S.ASL.D. PMHIS ’ 92/09/08
sTPO” T EVALUAT [OM/AUDIT RECOMMENDAT IONS .

ORG NO: 169100 e

RECOMMENDATION : TYPE: AUDT  WO:. A © STATUS:

RECOMMEHDAT IONS: -

ACT1OM- OFF1CE: o ACT10M-OFFICERS .

ACTION- DUE DATE: ACTIOH DATE:

CACTION TAKEN: -

DC960042 ENTER INFORMATION AND PRESS PF/ENTER KEY AS DESIRED-
PF3=ADD, PF4=HODIFY, PF21=DELETE, PFIS=RETURN . !

On this text screen, type in the recommendations for actions to be taken as
a result of the audit. Also, type in the action office, action officer, and the
action due date. When you have entered all of the information, press

[enter =] to save it. Then, press [pr-16] to return to the Performance Audit
Information Screen.

To add another new record to the database, move the cursor to the AUDIT
NO field and enter the next audit number. Then, follow the procedures
outlined above. When you have added all of the necessary records, press the
[pFg] key to return to the Project Information Menu or the [pr10] key to
return to the PMIS Main Menu.
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Modify Performance Audit Information Records

The modify action allows A&E and Program Office users to update the
performance audit information records. To modify a record, you must first
retrieve the record using the browse action. To begin, enter the audit number
associated with the record you want to modify in the AUDIT NO field. Press
the [enter <] key to retrieve the record. When the record appears on your
screen, make the necessary modifications by typing over the old information
with the new information. To access the free text screens associated with the
audit record, when you have modified all of the information for the
Performance Audit Information Screen, press the [pr4] key.

The first free text screen associated with the record will appear. To modify
the information on this screen, simply type over the existing text with the new
text. Remember, to delete a lint of text, move the cursor to that line and type
the characters #D in the first two spaces of that line. When you have
modified the text, press [enter <] to save the changes. To move to the next
free text screen, press [pr-16]. Continue to follow this procedure until you have
scrolled through all of the free text screens and are returned to the
Performance Audit Information Screen.

Delete Performance Audit Information Records

The delete action allows Program Office users to remove the performance
audit information records from the database. To delete a performance audit
information record, you must first retrieve the record using the browse action.

To begin, enter the audit number associated with the record you want to
delete in the AUDIT NO field. Press the [enter+] key to retrieve the record.
When the record appears on your screen, check to make sure it is the
performance audit information record you want to delete. To delete the
record, press the [pr21] (Shift/[rr.s]) key. If the system was able to delete the
record, you will see the following message appear on your screen "DC0960040
PERFORMANCE AUDIT INFORMATION DELETED SUCCESSFULLY™,
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PROJECT FREE TEXT PROCESSOR

The Project Free Text Processor allows the PMIS user to add, update, or delete
textual information regarding a project. To access this option, at the Project Life

Cycle Menu, press the [pr-12] key. The following screen will appear:

U004225D U.S.AID. PHIS 92/03/18
STPQ PROJECT FREE TEXT PROCESSOR

ORG NO: 169100 _

PROJ 1ID: -~ .  PROJ TITLE:

----------------------------------------------------------------

SELECT ONE FROM THE LIST OF TEXT'S AVAILABLE FOR THIS PROJECT
TO UPDATE BY PLACING AN “A® 1CH_ OR D% [N “YACTION® , PRESS
THE ENTER XEY.

TEXT NQ. COF
ACTION TYPE LINES

T e e S

UC&GUOM PROJECT ACCESS KEY IS REQUIRED TO PROCESS RECORD
EHTER = SELECT TEXT TYPE; PF7 = PRIOR PAGE; PF8= NEXT PAGE

Notice that the organization number that you entered on the main menu appears on
this screen. If this is not the organization number for which you want to add, update,
or delete text, type over this number with the appropriate organization number.
Then, enter the appropriate project ID number. Press the [Enter «] key; a screen

similar to the one shown below will appear.

ug042250 U.S.A.I.D. PMH IS
92/03/18
STPO PROJECT FREE TEXT PROCESSOR

ORG KO: 169100
FROS ID:  936-1421. PROJ TITLE: AID/PEACE CORPS SMALL PROJECT ASST
SELECT OME FROM THE LIST OF TEXT'S AVAILABLE FOR THIS PROJECT
TO UPDATE BY PLACING AN “WAM, uCW, OR “D" [N WACTION' | PRESS
THE ENTER XEY.
TEXT NO. OF
ACTION TYPE LINES

= e 3 e 2u 2u e e 0w
oo oOoOfeg

----------------------------------------------------------------

ENTER = SELECT TEXT TYPE; PF7 = PRIOR PAGE; PF8+ NEXT PAGE
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PROJECT FREE TEXT PROCESSOR (Cont'd)

Move the cursor to the TEXT TYPE field and enter the four-digit code that
identifies the type of text you need to add, update or delete. There are no edits
placed on this field, so enter a four-digit code that identifies the text you are
entering. Once you have entered the text type, press the [EnTER «] key. The
following screen will appear, where you can enter the text, line by line.

U004225p V.5.A.I.0, PHRIS $2/04/01
§TeO PROJECT FREE TEXT PROCESSOR
ORG NO: 169100
PROJ ID: 936-1421. PROJ TITLE: AID/PEACE CORPS SMALL PROJECT ASST
TEXT CODE REQUESTED: TEST ACTION RECUESTED: ADD

-----------------------------------------------------------------------------

ACTION LINE
CODE NO, =======s=sssssassssssssass TEXT LINE

-----------------------------------------------------------------------------

L R T L L L A R e L L L T

ENTER = SELECT TEXT TYPE; PF7 = PRIOR PAGE; PF3= NEXT PAGE

Type in your text, beginning with line 001. When there is no more space for you to
enter text on a line, the system will beep. Press the [48] key to move to the next line
and continue typing. When you have entered all of the text, press the [enter«] key
to process the record.



Page - 78 PMIS User's Guide

INTERAGENCY TRANSFER 632-A OPTION

The Interagency Transfer option allows the user to record the transfer of OYB
dollars from one agency of the government to another. for expenditure on AID-
related projects. This transfer occurs at the Project/Appropriation level; thus, in the
PMIS database, a 632-A transfer cannot be recorded without a corresponding Project
level record and a Project Control record. The information entered comes from the
SF-632-A, the standard form required to expedite the transfer process.

To access this option, press the [pr13] key at the Project Life Cycle Menu. The
following screen will appear:

e ——
— ——— — —

Uoa4230D U.S.A.I.D. PHIS 92703718
STPO | INTERAGENCY TRANSFER 632-A

ORG RO: 169100
_ PROJ 1D: 936-1421. APPROPRIATION CODE:

PROJECT TITLE:

- DOCUMENT TYPE: DOCUMERT NUMBER: AGREEMENT MUMBER: 00
S1GNATURE DATE: /I /10 COMPLETION DATE: /10
DOCUMENT STATUS: CODE: . DATE: !/ 0 _(1IRCOMING/(C)UTGOING?
ALLOCATIOR AMOUNT: 0.00 TO BE PROGRAMMED AMT: 0.00
ALLOCATION VARIANCE: 0.00  CALLOC AMT - SUM MONTHLY ALLOC'S)

OBLIGATION AMOUNTS: ACCRUED EXPEKD1TURES:
CUMULATIVE: 0.00 0.00
CURREKT FY: ‘0.00 0.00
ik FISCAL YEAR MONTHLY OBLIGATION AMOUNTS wink

oeT: 0.00 JNOV: 0.00 DEC: 0.00
JANs 0.00 FEB: 0.00 MAR: 0.00
APR: . 0.00 MAY: 0.00 JUN: 0.00
duL: 0.60 AUG: 0.0G- SEP: ¢.00

AGENCY TO/FROM CODE:.

" AGENCY NAME:
DC9S0041 PROJECT NUM, APRP CD, DOCUMENT TYPE AND NUM [S REQUIRED TO PROGESS
RECO -

" ENTER=BROWSE; PF3=ADD; PF4=MODLFY; PF&=SF133; PF2T(SHFT/PFS=DELETE

Enter the appropriate organization code, project ID number, and appropriation code.
Then, enter the document type and document number for the document that cites
the interagency transfer; this document record should already have been added to the
database.

Once you entered this information, as you can see from the PF-keys shown at the
bottom of the screen, depending on your security classification, you browse, add,
modify, or delete interagency transfer records using this screen. Also, the [prs] key
allows you to access a screen from which you can enter information received via the
SF-133 Report; this report is a cumulative report received from the agency to whom
the OYB has been transferred and details expenditure information. Refer to page 82
for more information on the SF-133 Report.
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PF-KEYS ON THE INTERAGENCY TRANSFER 632-A SCREEN

[pr2]

[pr3]

[FFe]

Allows you to browse or view the interagency transfer record that
corresponds to the project identification aumber you entered in the
PRQOJ ID field,

If the system finds no record that matches the project identification
number you entered, the screen will remain empty-and the message

"DC?40038 FYOYB DATA RECORD NOT FOUND" will appear
at the bottom of your screen.

Allows you to add the nmew interagency transfer record to the
database,

Allows you to modify the interagency transfer record. Remember
that only Program Office users have the ability to modify information
in the record,

Allows you to transfer to a screen where you can eater or view
information pertaining to the SF-133 associated with the interagency
transfer you are record; the SF-133 is a cumulative report that the
agency to whom the OYB was transferred sends to AID on a
quarterly basis.

Add Interagency Transfer 632-A Records

An interagency transfer records document the transfer of OYB dollars from
one agency to another for expenditure on AlD-related projects. The screen
also details the allocation information associated with the project.

To add a new interagency transfer record to the database, from the
Interagency Transfer 632-A Screen, you must first enter the project
identification number associated with the project for which you want to enter
a record in the PROJ ID field.

Then, enter the correct appropriation code, document type, and document

' number associated with the project. Press the [enter+] key so that the system
can browse the database to confirm that there is not an interagency transfer
record for the selection criteria you entered.

If there is not an interagency transfer record for that project identification

. number/appropriation code combination already in the database, you will see
the message "DC?60038 FYOYB DATA RECORD NOT FOUND"; you can now enter
the allocation and obligation information to define the record.
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. Add Interagency Transter 632-A Records {(Cont'd)

Using the information provided in form SF-632-A, indicate whether or not the
project is being transferred into the agency or out of the agency. Use the
TAB key to move to the ALLOCATION field; eater the allocation amount
for the project; the system will indicate the allocation variance and the to be
programmed amounts. Then, enter the cumulative and current FY obligation
amounts and accrued expenditures. Under the FY Monthly Obiigation
Amounts header, show, by month, the obligation amounts for the project.

In the AGENCY TO/FROM CODE field, enter the code (usually, the DUNS
number) associated with the agency to whom/from whom the project is being
transferred. If you do not know the appropriate agency code, enter the
vendor name, or the first few letters of the name in the NAME field. Press
the [enteEr+] key. A screemn, similar to the following Vendor Search Facility
Screen, will appear; from this screen you can choose the agency name and
code by marking the appropriate entry and pressing the [Enter +] key.

U004093p U.S.A.1.D. PHIS 92/03/18
STPO VEHNDOR PICKLIST GEMERATOR

--------------------------------------- e e L e B e oy e M

SEARCHING VENDORS FOR VENDOR NAME PARTIAL KEY:

Y A TS 0 B R o oy e Y R e v e

SELECT . VEKDOR NAME DUNS NO,
AAAS 200053
AAAS FELLOW (CARROLL) 200142
AAAS FELLOW-WAGHER 200150
AMS FELLOWS 200177
| ABT ASSOCIATES 200153
ABT ASSOCIATES, INC. 058593539
ABT ASSOCIATES, INC. 043397520
ABT ASSOCIATES, INC. 200108
ACAD FOR EDUCATION DEVELOPHENT 200164
ACADEMY FOR ED DEV/A]DSCIH 200141
PLACE NON-8LANK CHARACTER IN "SELECTH FOR DESIRED VENDDR - PRESS ENTER TO
UPDATE THE VENDOR RECORD, OR ..veavwass
PF2 - SHOM CONTRACTS PF3 - SHOW I[NTERAGENCY TRANSFERS
PF7 - PREVIOUS PAGE PF8 ~ KEXT PAGE

PAGE: 0001

When you have entered all of the information for the interagency transfer
record, press the [pra] key to add the record to the database. If all of the
data you entered passed the various edit checks built into the system, you will
see the message "DC60040 FYOYB DATA RECORD ADDED SUCCESSFULLY" on
your screen.



PMIS User's Guide Page - 81

Add Interagency Transfer 632-A Records (Cont'd)

To add another new record to the database, enter the next project
identification number and appropriation code. Then, follow the procedures
outlined above. When you have added all of the necessary records, press the
[Pr9] key to return to the Project Information Menu or the [pri0] key to
return to the PMIS Main Menu.

Modity Interagency Transfer 632-A Records

The modify action allows Program Office users to update the interagency
transfer records. To modify a record, you must first retrieve the record using
the browse action. To begin, enter the project identification number
associated with the record you want to modify in the PROJ ID field. ‘Then,
enter the appropriation code, document type and document number. Press
the [enter <] key to retrieve the record. When the record appears on your
screen, make the necessary modifications by typing over the old information
with the new information.

When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message "DC?60040 FYOYB DATA RECORD MODIFIED SUCCESSFULLY™

on your screen.

Delete Interagency Transfer 632-A Records

The delete action allows Program Office users to remove the interagency
transfer records from the database. To delete a record, you must first retrieve
the record using the browse action.

To begin, enter the project identification number associated with the record
you want to delete in the PROJ ID field. Then, enter the appropriation code,
document type and document number. Press the

[enTer «] key to retrieve the record.

When the record appears on your screen, check to make sure it is the
interagency transfer record you want to delete. To delete the record, press
the [pr-21] (Shift/[pF-s]) key. If the system was able to delete the record, you
will sce the following message appear on your screen "DC0260040 FYOYB DATA
RECORD DELETED SUCCESSFULLY".
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o

SF-133 BUDGET EXEC REPORT

The SF-133 Budget Exec Report option aflows the user to add; modify or delete
information taken. from the'SF-133 Report submitted: quarterly to AID by the agency
to. whom an OYB has transferred. The information taken frony the réport and
included im: the database includes. the current Fiscal Yeat allocition, obligation, and
accrued- expenditures amounts for a given project ID number/appropriation code
combination.

To access this option, press the [pr-14]i key at. the Projéct Lifé Cycle Menu. The
following screen. will appear:

. LD042350 U.S.AEDE PMIS 92703718
- §TPO - SF-133- (STAHDARD-' FORM' 133) !

"~ ORG. NO:. 169100 :
PROJ 1D 936:1421%  APPROPRIATIONYCOBE:: HE- s
PROJECT* TITLE:: A1D/PEACE CORPS: SHALL'PROJECT ASST" |

DOCUMENT:TYPE: WAT. DOCUMENT KUMBER: 000: AGREEMENT- HUMBER“ oo fly

. PERIODENDIDATE:. ~ /f /0% T .
¢ CURRENT? FY" ALLOCAT [ON" AMOUNT? * - 000Y . :
5 CURRENT FY OBLIGATION AMOUNTS! oo™ . h
CURRENT FY ACCRUEDFEXPENDTTURES:- 0v00% L

i AGENCY* TO/FROM/ CODE: ©
L AGEWCYSNAME: - - b

't ENTERSBROWSE; ‘PE3=ADDY :PF4=HMODTFY; . PF62632A5IPET JENERTTORIOF SE{3S, " N
M PF21(SHIFT/PF5)=DELETE ;

= o manlotas 3 ewaesk el rdv Y W M - | LR SV | E1S

NOTE: You.may also.access.this screen‘zmniedzatety after addmg the mteragency
transferr 632-A : record: by pressmg { the - [PEB] T idnsfer key on the

Interagency Transfer632-A Seree

If you choose.to enter-the -SF:133 record ininiediately. after entenng the
interagency transfer record, you:do not hive to:enter the key information
for the SF-133 record-on-this screen. -

On this screen, you must enter’ thexprole‘ct B1D) num’ber lapproprlatlon“coéie ‘doctiment
type and humber, and the périod-end-datebefors the system can»process‘the record.
Once you enter this information; as-‘you-can see&-from the: PFkeys shown at the
bottom:of the screen; depending on‘;?our«securlf)’/ classification yolr ¢dnbrowse, add,
modify, and/or delete ‘SE-133 records using: thisisciden:t
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PF-KEYS ON THE SF-133 BUDGET EXEC REPORT SCREEN

[ENTER +] Allows you to browse or view the SF-133 record that corresponds to
. the project identification number/appropriation code you entered.

If the system finds no record that matches the project identification
number /appropriation code you entered, the screen will remain
empty and an error message will appear at the bottom of your

screen,

[PF-3] Allows you to add the new SF-133 record to the database.

[Pr4] Allows you to modify the SF-133 record. Remember that only
Program Office users have the ability to modify information in the
record.

[PF6] Allows you to "transfer” to the Interagency Transfer 632-A Sci-een

from which you can view information about the transfer of OYB
from one agency to another.

. Add SF-133 Budget Exec Report Records

The SF-133 record shows the current Fiscal Year allocation, obligation, and
accrued expenditures amounts for the given project ID/appropriation code

_combination. To add a new SF-133 record to the database, from the SF-133
Budget Exec Report Screen, you must first enter the project identification
number, appropriation code, document type and number, and the period end
date associated with the project for which you want to enter an audit record.
Then, press the [EnTER+] key so that the system can browse the database to
confirm that there is not an SF-133 record for the selection criteria you
entered.

If there is not an SF-133 record for that set of selection criteria already in the
database, you will see the message "DC?60038 RECORD NOT FOUND"; you can
now enter the remaining information to define the record.

Using the information provided on the original SF-133, enter the current
Fiscal Year allocation, obligation and accrued expenditures amounts. Then,
enter the code and name of the agency that the project is being transferred
to/from.

When you have entered all of the information, press the [pra] key to add the
record to the database. If all of the data you entered passed the various edit
checks built into the system, you will see the message "DC?60040 RECORD
ADDED SUCCESSFULLY" on your screen.
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. Modify SF-133 Budget Exec Report Records

The modify action allows Program Office users to update the SF-133
information records. To modify a record, you must first retrieve the record
using the browse action. To begin, enter the project identification number,
appropriation code, document type and name, and the period end date
associated with the record you want to modify. Press the [ENTER «] key to
retrieve the record.

When the record appears on your screen, make the necessary modifications
by typing over the old information with the new information. When'you have
made all of the modifications, press the [pr<] key.

. Delete SF-133 Budget Exec Report Records

The delete action allows Program Office users to remove the SF-133 records
from the database. To delete an SF-133 record, you must first retrieve the
record using the browse action. To begin, enter the project identification
number, appropriation code, document type and number, and period end date
associated with the record you want to delete. Press the [ENTEFI «] key to

retrieve the record. .

When the record appears on your screen, check to make sure it is the SF-133
record you want to delete. To delete the record, press the frr21] (Shift/[rFs])
key. If the system was able to delete the record, you will see the following
message appear on your screen: "DC0960040 RECORD DELETED SUCCESSFULLY".
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AGENCY GOALS

The Agency Goals option allows Program Office users to enter and track project
goals and objectives. To access this option, at the Project Life Cycle Menu, press
[pr-15). The following screen will appear:

uog41700 U.S.AI.D. PHIS g2/07/21
STPO PROJECT GOALS/OBJECTIVES

ORG NO: 169100 ASSIGHING GOALS

PROJ 1D: - - PROJ TITLE:

ACTION  GOAL

CODE CO0E DESCRIPTION/TITLE

ERTER - START BROWSE ! EHNTER A(DD), (C)IHANGE, OR (D)ELETE IN ACTION CODE
(SUBGOALS INDENTEDY ¥ FOR EACH REQUIRED ITEM -~ PRESS EMTER TO PROCESS
DCYSO040 PROJECT ID RECORD REQUIRED SUCCESSFULLY . .

Enter the appropriate project identification number in the PROJ ID field and press
[enter+]. The following screen will appear:

U0041700 LEALD. PHIST el

$TPO PROJECT GDALS/OBJECTIVES

ORG ND: 169100 ASSIGNING GOALS-

PROJ ID: 936-1421. PROS TITLE: AID/PEACE CORPS SMALL PROJECT ASST .

ACTION  GOAL
COoDE COOE DESCRIPTION/TITLE
A
A
A
A
A
A
A

ENTER - START BROWSE ! ENTER A({DD), (CIHANGE,-OR (DJELE'I:E. 1N ACTICN CODE .
(SUBGOALS INDEMTED) ! FOR EACH REQUIRED "ITEM - PRESS ENTER TO PROCESS ‘
KEY IN GOAL CHANGES - PRESS EMTER . .

If goals have been entered for the project identification number you indicated, these
goals will be listed on the screen that appears. If no goals have been entered for the
project identification number, the screen will be blank, as shown on the screen above.

On this screen, you can add new goals for the project or update the existing goals.
Notice the action codes shown at the bottom of the screen. Instead of pressing a PF-
key to initiate an action, on this screen all you have to do is enter the action code
in the ACTION CODE field. Valid action codes are shown at the top of the next

page.
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AGENCY GOALS (Cont'd)

. A = Add;
. C = Change; and
. D = Delete.

. Add Agency Goals and Objectives

An agency goal record documents the goals and objectives associated with a
particular project. To add a goal record for a project, from the Assigning
Goals Screen, you must first enter the project identification number associated
with the project for which you want to enter a record in the PROJ ID field;
press [ENTER +].

If goals have been entered previously for the project identification number
you indicated, those goals will be listed on your screen. To add a new goal,
move the cursor to the first available blank line under the ACTION CODE
header. Make sure that an A for "Add" appears in the field. Then, use the
[va8] key to move to the GOAL CODE field. Enter the code associated with
the goal. Use the [tAB] key to move to the DESCRIPTION/TITLE field. .
Enter a description of the goal associated with the code you just entered.

When you have entered this information, press [enter+]. If the system is able
to add the goal you entered, the screen at the top of the next page will
appear. On this screen you will enter the objectives associated with the goal
you just entered.

Uoc4 170D ’ U.S.A.I.D. PHIES 92407121

STPO PROJECT GOALS/CBJECTIVES
ORG NO: 169100 ASSIGNING OBJECTIVES
PROJ ID: 936-1406.  PROJ TITLE: PROGRAM DEVELOPMENT AND SUPPORT
GOAL: 22 Program Assistance
ACTION ORJECY - -
CODE CODE DESCRIPTION/TITLE
A
A

A
A
A

ENTER - START BROWSE ! ENTER A(DD), (C)HANGE, OR (D)ELETE IN ACTION CODE
(SUBDBJS IMDENTED) | FOR EACH REQUIRED ITEM - PRESS ENTER TO PROCESS
KEY IN OBJECTiVE CHANGES - PRESS ENTER

To enter an objective, move the cursor to the first available line under the .
ACTION CODE header. Make sure that an A for "Add" appears in the field.
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Add Agency Goals and Objectives (Cont’d)

Then, use the [rag] key to move to the OBJECT CODE field. Enter the code
associated with the objective. Use the [ras] key to move to the
DESCRIPTION/TITLE field. Enter a description of the objective associated
with the code you just entered.

When you have entered this information, press [enter+]. If the system is able
to add the objective you entered, you will see the message: "DC009640
HIGHLIGHTED OBJECTIVE RECORD(S) PROCESSED SUCCESSFULLY.™

Modify Agency Goals and Objectives

The modify action allows the user to update the agency goals and objéctives
for a specific project. To modify a goal or objective, you must first retrieve
the goal/objective record for that project. To begin, enter the project
identification number and press [entEr+']. When the record appears on your
screen, make the necessary modifications by typing over the old information
with the new information. When you have made all of the modifications,
press the [pr4] key.

Delete Agency Goals and Objectives

The delete action allows the user to delete stated goals and/or objectives
from the goal/objective record for a given project. To delete a goal or
objective, you must first retrieve the goal/objective record using the browse
action. To begin, enter the appropriate project identification number and
press [enter +]. When the record appears on your screen, move to the goal
or objective that you want to delete. To delete the record, press the [pr21]
key (Shift/[ers]). If the system was able to delete the goal or objective, a
message will appear on your screen letting you know that the deletion has
taken place.
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ESTIMATED COUNTRY EXPENDITURES .

The Estimated Country Expenditures option allows users to enter and track all of the
countries expected to spend the project funding associated with a given project
identification number. To access this option, at the Project Life Cycle Menu, press
[Pra16]. The following screen will appear:

U0042400 U.S.A.1.D. PMIS PAGE 0001 92/08/31
STPO ESTIMATED COUNTRY EXPENDITURES
ORG CODE: 169100
PROJELT ID: - « Fys 0000
A
€ Lo LOCATION APRP  FUNCT BUDGET
T D HAME co ACCT EXPENDITURE  STATUS
TOTALS: .00

ENTER INFO IN SPACES PROVIDED-PRESS ENTER
ACTION: (AXDD, (CIHANGE, (D)ELETE
ENTER=UPDTE; PF7=PAGE UP; PF8=PAGE DOWN; PF9=PREV MENU; PF29(SHIFT/PF13) RETURN

To access a list of the estimated country expenditures for a given project
identification number, enter the appropriate organization code and project
identification number. Then, enter the fiscal year for which you want to view these
expenditures. Press [enter«]. If the system is able to locate a list of the countries
and their related estimated expenditures for the given project identification number
and fiscal year you entered, you will see a screen similar to the one shown below:

u0042400 U.5.A,1.D0. PHIS PAGE 0001 92/08/31
sTPQ ESTIMATED COUNTRY EXPERDITURES
ORG CODE: 169100
PROJECT ID: 936-1406. FY: 1992
A
C Loc LOCATION APRP  FUNCT BUDGET
T o NAME co ACCT  EXPENDITURE  STATUS
683 ETHIOPIA ES 467.00 3
277 TURKEY ES ESF 10,400.00 1
277 TURKEY DA 1.00 1
277 TURKEY FN 2.00 1
272 OMAN FN 1.00 1
A
A
A
A
A
TOTALS: 11,071.00

PCY60042 ENTER INFORMATION AMND PRESS PF/ENTER KEY AS DESIRED
ACTION: (A)YDD, (CIHANGE, (D)ELETE
ENTER=UPDTE; PF7=PAGE UP; PF8=PAGE DOWN; PFP=PREV MENU; PF29(SHIFT/PF13) RETURK



http:11,071.00
http:10,600.00
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ESTIMATED COUNTRY EXPENDITURES (Cont’d)

If no estimated country expenditures have been entered for the project identification
number/FY combination, you entered, a blank screen will appear. On these screens,
you can add new estimated country expenditures or update existing estimated country
expenditures. Notice the .action codes shown at the bottom of the screen. Instead
of pressing a PF-Key to imitate an action, on this screen, all you have to do is enter
the Action Code in the Action Code filed. Valid action codes include:

. A = Add;
. C = Change; and’
. D = Delete.

. Add Estimated Country Expenditures

The estimated country expenditures option allows you to show all of the
countries associated with a project identification number expected to use the
funds allocated for that project identification number. To add an
expenditures record, at the Estimated Country Expenditures Screen, you must
enter the organization code, project identification humber and the FY for
which you want to enter a record. Then, press [EnTER <] so that the system
can browse the database to confirm that there is not an estimated country
expenditures record for the selection criteria you entered.

If there is not an estimated country expenditures record that matches the
criteria you entered, you will see the message: "DC960042 ENTER INFORMATION
AND PRESS PF/ENTER KEY AS DESIRED." Now you can enter the country
expenditure information for the project identification number.

First, move the cursor to the first available line under LOC Cd header; make
sure that an A for "Add" appears in the Action Code field. Enter the three
digit location code of the country whose estimated expenditure you are
recording. Then, enter the appropriation code under which the expenditure
falls. Next, enter the amount of the expenditure. When you have entered all
of this information, press [enter «]. As it adds the record, the system will
complete the Location Name, Functional Account, and Budget Status fields.
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Modify Estimated Country Expenditures

The ‘modify action allows the user to update the estimated country
expenditures for a specific project. To modify a record, you must first retrieve
the estimated country expenditures record. To begin, enter the organization
number, the project identification number and the FY associated with the
record you need to retrieve. Press [enter+]. If the system is able to locate
a record that matches your selection criteria, that record will appear on your
screen.

To make modifications, move the cursor to the line which needs to be
modified. In the Action Code field, enter a C for "Change." Then, make the
necessary modifications by typing over the old information with the new
information. When you have made all of the modifications, press [enTer «].

Delete Estimated Country Expenditures

The delete action allows the user to delete estimated country expenditure
information for a given project. To delete this information, you must first
retrieve the estimated country expenditure record using. the browse action.
To begin, enter the appropriate organization number, the project
identification number and the FY. Press [enter«+]. If the system was able to
locate a record that matches your selection criteria, that record will appear on
your screen

To delete the estimated expenditure information for a country, move the
cursor to the appropriate line. In the Action Code field, enter a D for
"Delete." Then, press [Enter «]. If the system was able to delete the
estimated country expenditure information, a message will appear on your
screen letting you know that the deletion has taken place.
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FISCAL YEAR CYCLE MENU

The Fiscal Year Cycle Menu allows you to establish, track, and control project

budgeting and funding information at the Bureau, division, and appropriation levels.
The menu options allows designated users to:

. establish and track the proposed fiscal year funding controls on the Bureau,
division, and appropriation levels;

. establish and track the Annual Budget Submission (ABS) information;

. establish and track the Congressional Presentation information;

. review the proposed budget for a particular project;

. establish and track the Congressional fiscal year funding control levels;

. establish and track the proposed Operating Year Budget (OYB) for each

division within the bureau;

. track the approval process of the PIO/T funding documents associated with

a project; and

. analyze how other countries might benefit from a project once it is funded

and implemented.

To access the Fiscal Year Cycle Menu, at the PMIS Main Menu, enter your six-digit

organization code beside the prompt at the top of the screen. Then, press the [pra]

key. The following screen will appear:

DIALOG: PAGE: 1 0F: 1%
DATE: 92/05/1% KEXT PAGE:
U.S.A.I.D., PHI S
FISCAL YEAR CYCLE MENU
SEL RESPONSE  FKEY CESCRIPTION
FYCTLMEN  (PF2) FISCAL YEAR CONTROL HWEWU
ABSMENU (PF3) ANRUAL BUDGET SUBMISSN MENU
CPMENU (PF4) ~  CONGRESSIONAL PRESENT. KENU
BUOREY (PF6) PROPOSED BUDGET REVIEW
CONFYMER . (PF11) CONG FISCAL YEAR CONTROL HEN
OYBMENU = (PF12) OPERATIKG YEAR BUDGET MENU
FNDGDOC (PF13) FUNDING DOCUMENT DETAIL
IMPLPLN (PF14) IMPLEMENTATION PLAN
CTRYBEN (PF15) " COUNTRY BENEFITTED
MAIHMEND  (PF10) RETURN TO PMIS MAIN MERU
. QUITPMIS  (PAZ) (SHIFT/PF13) LEAVE PMIS
RESPONSE : SEND DATA~-> MODE: STEP
3278-2 STATUS: AVAILABLE 1DHS KBD: READY ROT C13  ALPHA
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FISCAL YEAR CYCLE MENU (Cont'd)

To access any of the menus or screens from this menu, press the PF-key
corresponding to the option you want to access. Each menu or screen listed on the
menu above will be discussed beginning in turn on page 94. Remember that for any
of the options listed, depending on .your user ID and Password, you may not have
access other than browse in that option. Refer to the Security Access Table, shown

in Appendix A, to determine your access capability to the options shown on the
menu.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTER +] key; or

. enter the response name in the RESPONSE field, e.g. BURCTL, located at
the bottom of the screen and press the [enter «] key.

PF-KEYS ON THE FISCAL YEAR CYCLE MENU

[Pr2] Accesses thé Fiscal Year Control Menu, from which you can access
screens that allow you to browse, ereate, modify, or delete, depending
on your security classification, the fiscal year funding controls for the
Bureau, each divislon within the Bureau and each appropriation
account used to fund the project under the auspices of a division.

[PF3] Accesses the Annual Budget Submission Menu, from which you can
access screens that allow you to browse, create, modify, and/or
delete, depending on your security classification, records proposing an
Annual Budget Submission (ABS) for the Bureau; screens from this
menu also allow you to monitor the ABS through the approval
process, update the proposed ABS detail record for each project and
monitor the funding levels of each division to insure that spending
does not exceed appropriation amounts.

[Pr4] Accesses the Congressional Presentation ‘Menu, from which you can
access screens that allow you to browse, create, modify, and delete,
depending on your security classification, records that monitor the
project funding levels for all projects in each division as outlined in
the Congressional Presentation, including screens that allow you to
update the proposed CP funding detail record and monitor the
funding level of each division to insure that spending does not exceed
funding ceiling amounts,

r



-

Page - 94 PMIS User's Guide

PF-KEYS ON THE FISCAL YEAR CYCLE MENU (Cont'd)

[Pr6]

fPF11]

[PFa2]

[PF-13}

[PF-14]

[PF-15]

Accesses the Proposed Budget Review Screen, on- which you can
browse, create, modify, or delete, depending on your security
classification, the proposed budget for a particular project
identification number and appropriation code combination.

Accesses the Congressional Fiscal Year Control Menu, on which you
can browse, create, modify, or delete, depending on your security
classification, the funding level requested for cach project in the CN
and/or TN document(s).

Accesses the Operating Year Budget Menu, from which you can
access screens that allow you to browse, create, modify, or delete,
depending on your security classification, records that detail the
proposed Operating Year Budget (OYB) for each division.

Accesses the Funding Document Detail Screen, on which you can
browse, create, modify, or delete, depending on your security
classification, information contained in the Project Implementation
Order/Technical Services (PIO/T) document, which the Technical
Offices use to request the obligation of funds to fund a particular
project.

Accesses the Implementation Plan Screen, on which you can browse,
create, modify, or delete, depending on your security classification,
funding alternatives to be used to implement a project and to create
"what if* analysis of the project/appropriation OYB.

Accesses the Country Benefitted Screen, on which you can browse,
create, modify, or delete, depending on your security classification,
information showing which countries will directly benefit from the
implementation of a particular project.

FISCAL YEAR CONTROL MENU

The Fiscal Year Control Menu allows you to access the various screens required to
browse, create, modify, or delete the fiscal year project funding levels for the Burean
as a whole, for each division within the Bureau, and for each appropriation account
required to fund a project within a division.

To access this menu, at the Fiscal Year Cycle Menu, press the [rr.2] key. The screen
shown at the top of the next page will appear.

.iﬂ
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FISCAL YEAR CONTROL MENU (Cont'd}

DIALDG: PAGE: 1 OF: 1
-DATE: 92/03/18 NEXT PAGE:
U.S.A.I.D. PM I S *
FISCAL YEAR CONTROL MENU

SEL RESPONSE  FKEY DESCRIPTION
BURCTL (PF2} BUREAD FISCAL YEAR CONTROL
DIVCTL (PF3} DIVISION FISCAL YEAR CONTROL
APRPCTL (FF4) APPROPRIATION FISCAL YR CTL
BPCCTL {PF5) BUBGET PLAM CODE COMTROLS
EARKCTL {PF6} EARHARK CONTROL
PREVMEWY  (PF9) RETURK TO PRIOR MENWU
HAINMEHU  (PF10) RETURN TO PHMIS MAIN MERU
QUITPMIS  (PA2) (SHIFT/PF13) LEAVE PMIS .

RESPONSE: SEND DATA--> MODE: STEP

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table, shown in Appendix A, to determine you access capability to
the option shown on the menu.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTer +] key; or

. enter the response name, e.g. BURCTL, in the RESPONSE field located at
the bottom of the screen and press the [enTer <] key.

PF-KEYS ON THE FISCAL YEAR CONTROL MENU

[PF2] Accesses the Bureau Fiscal Year Control Screen, on which you can
browse, create, modify, or delete, depending on your security
classification, the current fiscal year funding information for the
Bureau as a whole.

{PF-3] Accesses the Division Fiscal Year Control Screen, on which you can
browse, create, modify, or delete, depending on your security
classification, the eurrent fiscal year funding for each division within
the Bureau.
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PF-KEYS ON THE FISCAL YEAR CONTROL MENU (Cont'd)

[PF4] Accesses the Appropriation Fiscal Year Control Screen, on which
you can browse, create, modify, or delete, depending on your security
classification, the current fiscal year funding levels for each
appropriation account to be used to fund a project within a specific
division.

iprs] Accesses the Budget Plan Code Controls Screen, on whick you can
browse, create, modify, or delete, depending on your security
classification, the BPC(s) and associated appropriation level(s) for a
given organization code/appropriation code combination.

[PF-6} Accesses the Earmark Control Screen, on whick you can browse,
create, modify, or delete, depending on your security classification,
the earmark cede(s) and amount(s) for a given organization code.

PMIS Bureau Controls Screen

The PMIS Bureau Controls Screen allows the Program Office user to enter and track

funding amounts on the ABS level, on the OYB level, and over the life of the project

for each technical office within the bureau. The AAPL Ceiling Amount, CP Level

Ceiling Amount, and the OYB Ceiling Amount that appear at the top of the screen

are control amounts for detail (office-level) entries. The screen also shows fundmg .
totals and variances on a bureau-wide basis.

To access this screen, at the Fiscal Year Control Screen, press the {pr.2] key. The
following screen will appear:

UO043050 U.S.A.1.0. PHIS BUREAU CONTROLS 92/06/29
STPG  ORG CODE: 1469000 WAME: R&D BUREAU FOR RESEARCH AND D DEL?N
A ABS CEILING CP LVL CLG  FINAL CP LVL CLG  OYB CEILING
C ORG. 70000000.00 5000000.00 4000000.00 222600294 .00
'|’ cmE e virsie e i e ke e de dev o o W ik OFFICE LEVEL g delirde W e o e e gl e e o e e o o e e e ke e e e
169100 33265.00 0.00 0.00 3326597.00
169300 45678.00 0.00 0.00 2380000.00
169400 234567.00 ° 3250000.00 3000000.00 4536000.00
169500 123456.00° 0.00 0.00 4312000.00
169610 0.00 0.00 0.00 29182000.00
169520 0.00 0.00 0.00 9550000.00
169630 0.00 0.00 0.00 8538878.00
169640 0.00 0.00 0,00 2803209.00
169650 0.00 0.00 0.00 £953379,00
1696560 0.00. 0.00 0.00 2204000.00
169670 0.00 0.00 0.00 4603034.00
169680 290000.00 2590000.00 290000.00 0.00
169690 0.00 0.00 0.00 88550000.00
TOTALS: 726966.00 3540000.00 3290000.00 172254097.00
VAR: 69273034.00 1460000.00 710000.00 50346197.00
KEY ACTION CODE;(A)DD,(CIMANGE, (DIELETE, PRESS ENTER PF7/PFB=PAGE UP/DOWH
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http:710000.00
http:1460000.00
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http:3290000.00
http:3540000.00
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http:88550000.00
http:290000.00
http:290000.00
http:290000.00
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PMIS Bureau Controls ‘Screen (Cont’'d)

Since the code we entered on the PMIS Main Menu Screen was a Bureau code,
169000, the data: for that bureau appears when we press [enter+]. If you did not
enter a Bureau code on the PMIS Main Menu, the screen that appears here will
contain no data. To access the data for a bureau, enter the appropriate bureau code
in the ORG CODE field at the top of the screen and press [EnTER +~]. A screen
similar to the one shown above will appear.

NOTE: Since this screen shows the Bureau-level control information you need to
enter a six-digit Bureau code in the ORG CODE field associated with the
funding controls you want to access; the last three digits of a bureau code
are 000. For example, the bureau code for the R&D Bureau is 169000;
the bureau code for the EUR Bureau is 162000. Then, press [ENTER+] f0
access a list of the offices within the Bureau and their individual funding
controls.

The screen shows you all of the funding control information for the Bureau, broken
out by technical offices, matching the code you entered on the previous screen. The
fields at the top of the screen show you the funding ceilings for the Bureau, including
the planning ceiling, ABS ceiling, the initial CP level ceiling, the final CP level
ceiling, and the OYB ceiling. These four fields allow you to track how close an
office is . to reaching a particular ceiling level. These fields are used as controls or
ceilings that should not be exceeded at any time during the planning, budgeting,.and
implementation phases of the project.

Notice the total line at the bottom of the screen; this total line contains the sum of
the funding control information shown in the column above. Below the total line,
you will see a variance line. The variance is the allotted Bureau ceiling funding
amounts found at the top of each column minus the sum of technical office funding
controls information found in each specific column. If the variance is any number
other than zero, you will have to go back and adjust the individual office funding
controd information so that when totaled, they will correspond exactly to the Bureau’s
ceiling amounts and the variance equals zero.

Notice the action codes shown at the bottom of the screen. Instead of pressing a PF-
key to initiate an action, on this screen all you have to do is enter the action code
in the ACTION field beside the appropriate organization code and press [ENTER*+].

Y
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PMIS Bureau Controls Screen (Cont’d)

If there is more than one screen of data for a particular Bureau, use the [rrs] key to
move to the next page. The [pr7] key allows you to move back to the previous
screen. To access the funding controls information for another Bureau, use the [1ag]
key to move to the ORG CODE field at the top of the screen. Enter the six-digit
code associated with the Bureau whose records you want to access. Remember that,
for a Bureau code, the last three digits will be 000.

. Add Bureau Controls Data

To add funding control information for a technical office within a bureau, at
the Bureau Controls Screen shown on the previous page, notice that some of
the office codes do not have any funding information entered. To add the
funding information for a particular office code, if that office code is shown,
move the cursor to the ACTION field beside the appropriate code. If there
is not an "A" already in the ACTION field, enter an "A".

If the office code for which you want to add bureau controls data does not
appear on the list, move the cursor to the first available blank line. An A for
"Add" will already appear in the ACTION CODE field. In the ORG CODE
field, enter the appropriate office code.

Then, use the [ras] key to move to the appropriate column, depending on
whether you are entering ABS, CP or OYB controls. Enter the information
for the new controls record. When you have added the appropriate
information, press the [ENTER+] key to process the information.

To add an office-code and its related funding information to the list shown on
the screen, move the cursor to the next available blank line and follow the
steps described above. When you press the [enter +] key to add the record,
the system will perform an edit check to make sure that you entered a valid
office code for the Bureau whose code appears in the ORG CODE field.

If the information was successfully added to the record but the variance is not
equal to zero in any of the four columns on the screen, you will see the
message: "DC?60051 USE MODIFY {VARIANCE NE 0/BRIGHT ADDED)". You will
not have to use the modify action to go back and adjust the individual office
funding control information so that when totaled, each will correspond exactly
to the Bureau’s ceiling funding amount.
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. Modify Bureau Controls Screen

To modify funding control information for the technical offices within a
bureau, at the Bureau Controls Screen shown on page 96, move the cursor to
the ACTION field beside the technical office code for which you want to
modify funding controls information. Enter a C, for "Change", in the field.

Now you can make the modifications to the funding control information for
that technical office. When you have made all of the modifications, press the
[enter <] key to process the information.

If the information was successfully modified but the variance is not equal to
zero in any of the four columns on the screen, you will see the message:
"DC960051 USE MODIFY {VARIANCE NE 0/BRIGHT MODIFIED)". You will not have
to use the modify action to go back and adjust the individual office funding
control information so that when totaled, they will correspond exactly to the
Bureau’s ceiling funding amount.

. Delete Bureau Controls Screen

Program Office users can delete funding control information for the technical
offices within a bureau, using the Bureau Controls Screen shown on page 96.
To delete the funding information for a bureau, move the cursor to the
DELETE INDICATOR in the top right corner of the screen. Change the
default “N" to a "Y". To delete the funding information for a specific office,
move the cursor to the ACTION field beside the code for the technical office
funding controls information you want to delete. Enter a D, for "Delete", in
the field.

NOTE: Remember that when you use the delete. option, you will delete the
funding controls information in each of the four columns across the
screen for that particular technical -office code.

When you have indicated the type -of funding information you want to delete
and are ready are ready to process the delete, press the [enter«] key. If the
system was able to delete the information, you will see the message:
"DC960040 BRIGHT RECORD DELETED SUCCESSFULLY™.

O
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PMIS Division Controls Screen .

The PMIS Division Controls Screen allows Program Office users, at the direction of
the Office Director, to enter and track funding amounts to be allocated to the
various divisions within the Bureau to fund the specific projects within the particular
office portfolio. The screen also shows totals and variances on a division-level basis.

= NOTE: Entering Division Controls is optional, depending on whether or not your
office processes by Division or Office. Therefore, you may not find a
Division Controls record for all of the projects in the database.

To access the PMIS Division Controls Screen, at the Fiscal Year Control Screen,
press the [pr3] key. The following screen will appear:

UQ04310D U.S.A.1.D. PNIS ODIiVISION CONTROLS 92/06/29
STPO ORG CODE: 169100 NAME: R&D BUREAU FOR RESEARCH AND D DEL?M
A COYB CEILING
C ORG. 0.00

T CODE AN A A A Ay e e DIVISION LEVEL e v oy o e o i o e o e e o A

TOTALS: 6.00°
VAR: 0.00"

KEY ACTION; (AXDD, (CYHANGE,(D)ELETE, (RJEMCVE, PRESS ENTER PF7/PFB=PAGE UP/DCWN

Notice that no data appears on the screen yet. The message at the bottom of the
screen lets you know that the correct type of organization code does not appear in
the ORG CODE field. Since this screen shows the division-level control information,
you need to enter a six-digit division code in the ORG CODE field. For example,
the division code for the Office of Agriculture is 169410. When you have entered the
appropriate code, press the [enter+] key to view a list of the offices for which control
information has been entered. The screen shown at the top of the next page will
appear.
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PMIS Division Controls Screen (Cont’d)

L0043100 U.S.A.1.D. PNIS DIVISION CONTROLS 92/06/29
STPO ORG CODE: 169000 WAME: R&D BUREAY! FOR RESEARCH AND D DEL7K
A OYB CEILING
C ORG. 222600294 .00
T cwE A i e i el vk e ek e o o el A Al D!VISIOH LEVEL tt*ttﬁtiiitttt*tt*iiii“liiﬂiﬂ
169100 . 3326597.00
169300 23800040.00
169400 . © 4636000.00
169500 4312000.00
169610 . 29152000.00 -
169620 @550000.00
169630 . 8§538878.00
169640 2803209.00
- 169650 £953379.00
169660 2204000.,00
169670 4603034.00
169680 A 0,00
169690 88550000 00
149700 . . - 0.00
169710 . 7 0.00
TOTALS: .- 172254097.00
VAR: LT 50366197 00 T
. KEY ACTION; (A)DD (c)HANGE (D)ELETE,(H)EHOVE PRESS EKTER PF?/PFB—PAGE uP/now
= —————— —— —— ——

This screen shows you all of the funding control information for the offices within the
division whose organization code you entered on the previous screen. Notice the
total line at the bottom of the screen; this total line contains the sum of the funding
control information shown in the column above. Below the total line, you will see
a variance line. The variance is the division funding control amounts found at the
top of each column minus the sum of division funding controls information found in
each specific column. If the variance is any number other than zero, you will have
to go back and adjust the individual office funding control information so that when
totaled, they will correspond exactly to the division’s aflotted amount.

Notice the action codes shown at the bottom of the screen. Instead of pressing a PF-
key to initiate an action, on this screen all you have to do is enter the action code
in the ACTION field beside the appropriate organization code and press [ENTER «].
If there is more than one screen of data for a particular Bureau, use the [prs] key to
move to the next page. The [pr7] key allows you to move back to the previous
screen.

To access the funding controls information for another division, use the [1a8] key to
move to the ORG CODE field at the top of the screen. Enter the six-digit code
associated with the division (or office) whose records you want to access. Then, press
the {enTer +] key.


http:50346197.00
http:172254097.00
http:88550000.00
http:4603034.00
http:2204000.00
http:6953379.00
http:2803209.00
http:8538878.00
http:9550000.00
http:29182000.00
http:4312000.00
http:4636000.00
http:2380000.00
http:3326597.00
http:222600294.00
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. Add Division Controls Data .

To add funding control information for an office within the indicated division,
access the Division Controls Screen as discussed above, move the cursor to
the ACTION field beside the technical office code for which you want to
enter funding controls information. On this list, you will notice that for some
of the office codes, no funding information has been entered. To add the
funding information for an office code that already appears on the screen,
move the cursor to the ACTION field beside the appropriate office code. If
there is not an "A" already in the ACTION field, enter an "A".

Then, use the [TaB] key to move to the appropriate column, depending on
whether you are entering ABS, CP or OYB controls. Enter the information
in the appropriate column for the new division controls record. When you
have added all of the information, press the [enter «] key to process the
information.

To add an office code and its related funding information to the list, move the
cursor to the next available blank line and follow the steps described above,
When you press the [enter+] key to-add the record, the system will perform
an edit check to make sure that you entered a valid office code for the
Bureau whose code appears in the ORG CODE field. .

If the information was successfully added to the record but the variance is not
equal to zero in any of the four columns on the screen, you will see the
message: "DC960051 USE MODIFY (VARIANCE NE 0/BRIGHT ADDED)". You will
now have to use the modify action to go back and adjust the individual office
funding control information so that when totaled, each column will correspond
exactly to the division’s ceiling funding amount.

To add controls records for another division, use the [Ta8] key to move to the
ORG CODE field. Enterthe six-digit code associated with the division whose
records you want to view. Then, press the [enter+] key. A screen similar to
the one on page 100 will appear. To add the data, follow the procedures
outlined above.

. Modity Division Conirols Screen
The modify action allows Program Office users to update the division controls

information. To modify the funding control information for an office within
the indicated division, access the Division Controls Screen as described above.

®
0
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. Modify Division Controls Screen (Cont'd)

To modify the fundin‘g information for an office code that already appears on
the screen, move the cursor to the ACTION field beside the appropriate
office code. Enter a C, for "Change", in this field.

Now you can make the modifications. to the funding control information for
that office, typing over the old information with the new information. When
you have made all of the modifications, press the [Enter «] key to process the
information.

If the information was successfully modified but the variance is not equal to
zero in any of the four columns on the screen, you will see the message:
"DC60051 USE MODIFY {VARIANCE NE 0/BRIGHT MODIFIED)".

You will now have to use the modify action to go back and adjust the
individual office funding control information so that when totaled, each
column will correspond exactly to the division’s allotted amount.

To modify the funding controls records for another division, use the {1aB] key
to move to the ORG CODE field. Enter the six-digit code associated with
the division whose records you want to view. Then, press the [enter <] key.
A screen similar to the one on page 100 will appear. To modify the data,
follow the procedures outlined above.

. Delete Division Controls Screen

Program Office users can delete funding control information for the offices
within a division, using the ‘Division Controls Screen shown on page 100. To
delete the funding information for an office; move the cursor to the DELETE
INDICATOR in the top right corner of the screen. Change the default "N"
to a "Y". To delete the funding information for a particular office, move the
cursor to the ACTION field beside the office code for which you want to
delete funding controls information. Enter a "D", for "Delete”, in the field.

NOTE: Remember that when you use the delete option, you will delete the
funding controls information in each of the four columns across the
screen for that particular office code.
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. Delete Division Controls Screen (Cont’d)

When you are ready to delete the information, press the [enter+] key. If the
system was able to delete the information, you will see the message:
"DCP60040 BRIGHT RECORD DELETED SUCCESSFULLY".

To delete the controls records for another division, use the [Tas] key to move
to the ORG CODE field. Enter the six-digit code associated with the division
whose records you want to view. Then, press the [enter «] key. A screen
similar to the one on page 100 will appear. To delete the data, follow the
procedures outlined above.

PMIS Appropriation Controls Screen

The Appropriation Controls Screen allows Technical Office users, at the direction
of the Office Director, to allocate, for a given fiscal year, division-level amounts to
each technical office within the Bureau by appropriation code. The screen also

shows totals and variances for the technical office in question.

To access the Appropriation Controls Screen, at the Fiscal Year Control Screen,

press the [pr4] key. The following screen will appear:

uon4315b U.S.A.1.0, PHIS APPROPRIATION CONTROLS 92/03/23
STPO ORG CODE: 159100 NAME: RED/PO OFFICE OF PROGRAM DEL? N
A AAPL INCR CLG CP-LVL CLG FINAL CP LVL CLG OYB CEILING

C APRP 0.00 0.00 0.00 3326597.00
T cwE e deade o ek e de el el drk det AR o DIVISID" LEVEL ARNE AN AW A W SR x i x i
DG 0.00 0.00 0.00 13621.00

Pi 0.00 0.00 0.00 440867.00

Al 0.00 0.00 0.00 0.00.
s 0.00 0.00 0.00 8062.00

EH 0.00 0.00 0.00 £0680.00

< FH 0.00 0.00 0.00 641131.00

HE 0.00 0.00 0.00 518029.00 |
] 0,00 0.00 0.00 319207.00
55 0.00 0.00 0.00 1345000.00

A 0.00 0.00 0.00 0.00.
A 0.00 0.00 0.00 0.00
A~ 0.00 0.00 0.G0 0.00
A 0.00 0.00 0.00 0.00
A 0.00 0.00 0.00 0.00
A 0.00 0.00 0.60 0.00
TOTALS: 0.00 0.00 0.00 3326597.00
. VARI 0.0 0.00 0.00 0.00
KEY ACTION; (A)DD,(CIHANGE, (D)ELETE, PRESS ENTER PF7/PFE=PAGE UP/DOWN



http:3326597.00
http:1345000.00
http:319207.00
http:518029.00
http:641131.00
http:440867.00
http:13621.00
http:3326597.00
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PMIS Appropriation Controls Screen (Cont’d)

Notice that unlike the bureau and division controls screens, the Appropriation
Controls Screen already contains data when you access it. The system used the
organization code that you entered on the PMIS Main Menu as the ORG CODE on
which to query the database; the user above used the organization code 136033 to
gain access to the database. So, when you first access this screen, you will see the
appropriation controls information for the last organization code you entered on the
PMIS Main Menu,

To access appropriation controls information for another organization code, use the
[a8] key to move to the ORG CODE field and enter the appropriate six-digit code.
Then, press the [enter+~] key. An Appropriation Controls Screen like the one above
will appear, this time listing the appropriation and their funding amounts for the
office code you entered.

The screen on the previous page shows you all of the appropriation codes to be used
to fund the projects within the office you identified by organization code. Notice the
total line at the bottom of the screen; this total line contains the sum of the
appropriation controls information shown in the column above.

Below the total line, you will see a variance line. The variance is the allocated
amount from each appropriation account amounts found at the top of each column
minus the sum of office appropriation controls information found in the specific
column. It is mandatory that the variance for all columns equal zero before you exit
from this screen. If the variance is any number other than zero, you must to go back
and adjust the individual appropriation controls information so that when totaled,
each column will correspond exactly to the corresponding ceiling amount.

Notice the action codes shown at the bottom of the screen. Instead of pressing a PF-
key to initiate an action, on this screen all you have to do is enter the action code
in the ACTION field beside the appropriate appropriation account code and press
the [enter+~] key. If there is more than one screen of data for a particular office, use
the [pr8] key to move to the next page. The [pr7] key allows you to move back to
the previous screem.

To access the appropriation controls information for another office, use the [7a8] key
to move to the ORG CODE field at the top of the screen. Enter the six-digit code
associated with that office. Then, press the [Enter +] key.
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. Add Appropriation Controls Data

The appropriation controls record shows all of the appropriation accounts to .
be used to fund the projects under the guidance of a technical office within

the division and the amounts allocated to the office from the accounts. Both

Program Office and Technical Office users has the capability to add
appropriation controls records.

To add appropriation controls data for the offices within a division, at the
Appropriation Controls Screen shown on page 104, after making sure that the
correct office code appears in the ORG CODE field, move the cursor to the
ACTION field. If there is not an "A" already in the ACTION field, enter an
"A",

Then, use the [1a8] key to move to the appropriate column, depending on
whether or not you are adding ABS, CP or OYB controls. Enter the
information for the mew appropriations controls record. When you have
added all of the information, press the [enter +«] key to process the
information.

To add a new appropriation account code and its corresponding appropriation
information to the list on your screen, move the cursor to the first available

blank line and enter a valid two-digit appropriation code. Then, follow the

steps above. When you press the [enTer <] Key to add the record, the system .
will perform an edit check to make sure that you entered a valid
appropriation code.

If the information was successfully added to the record but the variance is not
equal to zero in any of the four columns on the screen, you will see the
message: "DC60051 USE MODIFY (VARIANCE NE 0/BRIGHT ADDED)". You will
not have to use the modify action to go back and adjust the individual office
appropriation controls information so that when totaled, they will correspond
exactly to the office’s allocated amount.

To add appropriation controls records for another office, use the [1a8] key to
move to the ORG CODE field, Enter the six-digit code associated with that
office. Then, press the [Enter+] key. A screen similar to the one on page 104
will appear. To add the data, follow the procedures outlined above.
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Modify Appropriation Controls Screen

The modify action allows both Program Office and Technical Office users to
update the appropriation controls information. To modify the appropriation
controls information for the offices within a division, at the Appropriation
Controls Screen shown on page 104, after making sure that the correct code
appears in the ORG CODE field, move the cursor to the ACTION field.
Then, enter a "C", for "Change", in this field.

Now you can make the modifications to the appropriation controls
information for that office.  When you have made all of the modifications,
press the [enter «~] key to process the information.

If the information was successfully modified but the variance is not equal to
zero in any of the four columns on the screen, you will see the message:
"DC960051 USE MODIFY (VARIANCE NE 0/BRIGHT MODIFIED)". You will now
have to use the modify action to go back and adjust the individual
appropriation controls information so that when totaled, each column will
correspond exactly to the ceiling amount.

To modify the appropriation controls information for another office, use the
[1a8] key to move to the ORG CODE field. Enter the six-digit code
associated with the office whose records you want to access. Then, press the
[enter <] key. A screen similar to the one on page 104 will appear. To
modify the data, follow the procedures outlined above.

Delete Appropriation Controls Screen

Program Office users can delete appropriation controls information for the
offices within a division, using the Appropriation Controls Screen shown on
page 104. To delete the appropriation controls information for a particular
office, move the cursor to the DELETE INDICATOR in the top right corner
of the screen. Change the default "N" to a "Y". Then, move the cursor to the
ACTION field beside the appropriation account code for which you want to
delete the appropriation controls information. Enter a D, for "Delete", in the
field.

NOTE: Remember that when you use the delete option, you will delete the

appropriation controls information in- each of the four columns across the
screen for that particular office code.
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. Delete Appropriation Controls Screen (Cont'd)

When you are ready to delete the information, press the [ENTER+] key. If the
system was able to delete the information, you will see the message:
"DC960040 BRIGHT RECORD DELETED SUCCESSFULLY".

To delete the appropriation controls records for another office, use the [7as]
key to move to the ORG CODE field. Enter the six-digit code associated
with the division whose records you want to view. Then, press the [ENTER +]
key. A screen similar to the one on page 104 will appear. To delete the data,
follow the procedures outlined above.

Budget Plan Code Controls Screen

The Budget Plan Code Controls option allows Technical office users to enter the
budget plan codes (BPC) for a given organization code and the appropriation levels
for each BPC. The screen also shows totals and variances for the organization in
question.

To access the Budget Plan Code Controls Screen, at the Fiscal Year Control Screen,
press the [pr-s] key. The following screen will appear:

uoo43iTo U.S.A.I.D. PHIS BUDGET PLAN CODE CONTROLS 92703718

STPO ORG CODE: 1469100 NAME: RED/PO OFFICE OF PROGRAM
APRP CD : HAME ; :

A QYR CEILING
c . ¢.o00
T BUO. PLAN CODE¥swddkunirkdkirak APPROPRIATION LEVEL WWawawkewnsis Markisdn

. TOTALS: T 0.00
VAR: ) g 0.00

DCRE0041 VALID APRP. CODE 1S REQUIRED TO PROCESS RECCRD
KEY ACTION;(A)DD,{CIHANGE, (D)ELETE, PRESS ENTER PF7/PF8=PAGE UP/DOWN

Notice that no data appears on the screen yet. This screen allows you to enter the
BPC(s) and appropriation level(s) for the organization whose code appears in the
ORG CODE field. The total line at the bottom of the screen shows the sum of the
funding information in the column above.

®
\



PMIS User's Guide Page - 109

Budget Plan Code Controls Screen (Cont'd)

The variance line shows the difference between the appropriation level and the OYB
ceiling amount shown at the top of the screen. If the variance is any number other
than zero, you will have to go back and adjust the appropriation levels so that when
totaled, they will correspond exactly to the OYB ceiling amount.

To access the BPC information for an organization, enter the appropriate six-digit
code in the ORG CODE field. Next, enter the appropriation code under which the
BPC information would fall. Then, press the [enter+] key. The screen shown on the
next page will appear.

ugo4317D U.S5.A.I.D. PMIS HUDGET PLAN COOE COWTROLS 92/03/18
STRO CRG CODE: 159100 NAME: RED/PO QFFICE OF PROGRAM
AFRP CD : HE NAME: HEALTH
A OYB CEILING
C 518029.00 :
T BUD. PLAN COpREMitdiredeod deeod il APPROPR[ATIN LEVEL it**i*itttttiﬂiiﬁin
ODHA-92-16900-KG11 - 425000,00
DDHX-92-T6900-KGT1 . 93029.00 -
A - - - T 0.00
A - - - 7 0.00
A - - 0.00
A - - - -0.00
A - - - 0.00°
A - - - 0.00
TOTALS: ) - 513029.00
VAR: - 9.00 -,
DCR60042 ERTER INFORMATION AND PRESS PF/ENTER KEY AS DESIRED
KEY ACTION;(A)DD,(CIHANGE,(D)ELETE, PRESS ERTER PF7/PFB=PAGE UP/DOWM

Notice the action codes shown at the bottom of the screen. Instead of pressing a PF-
key to initiate an action, on this screen all you have to do is enter the action code
in the ACTION field beside the appropriate BPC and press the [Enter ] kev.
there is more than one screen of data for a particular BPC, use the [prs] key to move
to the next page. The [rr7] key allows you to move back to the previous screen.

To access the BPC information for another organization, use the [1a8] key to move
to the ORG CODE field at the top of the screen. Enter the six-digit code associated
with the Bureau whose records you want to access.


http:518029.00
http:93029.00
http:425000.00
http:518029.00
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. Add Budget Plan Code Controls

To add BPC information for an organization, at the Budget Plan Code .
Controls Screen shown on the previous page, to add the BPC information for

the organization code, move the cursor to the first empty line under the BUD

PLAN CODE header. Move the cursor to the ACTION field. If there is not

an "A" already in the ACTION field, enter an "A".

Then, use the {ra8] key to move to the BUD PLAN CODE column. Enter the
complete BPC number. Then, use the [rag] key to move to the
APPROPRIATION LEVEL column; enter the appropriation level for the
new BPC. When you have added the appropriate information, press the
[enter <] key to process the record.

If the information was successfully added to the record but the variance is not
equal to zero, you will see the message: "DC?60051 USE MODIFY (VARIANCE NE

0/BRIGHT ADDED)". You will not have to use the modify action to go back and
adjust the appropriation level amounts so that when totaled, each will
correspond exactly to the OYB ceiling amount shown.

. Modify Budget Plan Code Controls Screen

To modify BPC information for an organization code, at the Budget Plan
Controls Screen, move the cursor to the ACTION field beside the BPC for
which you want to modify information. Enter a C, for "Change", in the field. -
Now you can make the modifications to either the BPC and/or appropriation

level for that organization code. When you have made all of the

modifications, press the [enTer <] key to process the record.

If the information was successfully modified but the variance is not equal to
zero, you will see the message: "DC960051 USE MODIFY (VARIANCE NE 0/BRIGHT
MODIFED)". You will have to use the modify action to go back and adjust the
appropriation information so that when totaled, it will correspond exactly to
the OYB ceiling amount.

. Delete Budget Plan Code Controls Screen

Program Office users can delete the BPC and appropriation level for an
organization, using the Budget Plan Code Controls Screen. To delete the
information, move the cursor to the ACTION field beside the BPC
information you want to delete. Enter a D, for "Delete", in the field. .

W~
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. Delete Budget Plan Code Controls Screen (Cont'd)

When you have indicated the BPC you want to delete and are ready are ready
to process the delete, press the [enter+] key. If the system was able to delete
the information, you will see the message: "DC960040 BRIGHT RECORD DELETED
SUCCESSFULLY",

Earmark Control Screen

The Earmark Controls option allows Technical Office users to enter the earmark
codes for a given organization code and the corresponding earmark amounts. The
screen also shows totals and variances for the organization in question.

To access the Earmark Controls Screen, at the Fiscal Year Control Screen, préss the
[pr6] key. The following screen will appear:

Ugn4319D U.S.A.1.0. PMIS BUDGET PLAN CODE CONTROLS 92/03/18
STPO ORG CODE: 149100 MAME: RED/PO OFFICE OF PROGRAM
CP LVL CEILING 0.00

A
c PCT  TOTAL PLANNED TOTAL OBLGTN
T EARMARK CODE AND NAME  AMOUNT cp CUM AMOUNT CUM AMOUNT
A "0.00 0 0.00 0.00
A 0,00 O 0.00 . 0.00
A 0.00 0 0.00 0.00
AL 0.00 © 0.00 - 0.00
A 0.00 0 0.00 0.00
TOTALS: 0.00 0. 0.00 0.00
VAR : 0.60 100 N/A N/A
DCO60051 USE MODIFY (HIGHLIGHTED VARIANCE(S) NE 0)

XEY ACTION;(A)DD, (CYHANGE,(D)ELETE, PRESS ENTER _PF7/PFB=PAGE- UP/DOMN

To add an earmark control record, move the cursor to the first available blank line;
enter an A for "Add" in the ACTION field. Then enter the earmark code and name
and the appropriation funding information. Press [enten «] to process the record.

To change information in a record, enter a C in the ACTION field next to the
appropriate earmark code; to delete an earmark record, enter a D in the ACTION
field. In each case, press the [EnTER ] key to process the record.
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ANNUAL BUDGET SUBMISSION MENU

The Annual Budget Submission Menu allows both Technical Office and Program .
Office users to develop and analyze the proposed funding levels for the projects in

their offices’ portfolio to be submitted as a part of USAID’s Annual Budget
Submission (ABS) to Congress. The ABS is developed during the May to August
time-frame and indicates funding levels for two years in advance. From this menu,

users are able to analyze the proposed ABS on several levels, including manipulating

the proposed funding levels in a "what-if" scenario, as well as make the required

updates as the proposed ABS goes through the review process.

To access the Annual Budget Submission Menu, at the Fiscal Year Cycle Menu,
press the [pr3] key. The following screen will appear:

DIALOG: .- PAGE: 1 OF: 1

DATE: 92/06/29 i . NEXT PAGE:
U.S.A1.0. PHI S
AKHUAL BUDGET SUBMISSION MENU
SEL RESPONSE  FKEY DESCRIPTION

PRPSABSI  (PF2) PROPOSED ABS TABLE !}
PRPSABSS  (PF3) PROPOSED ABS CHG TABLE IV
ABSFOCUS  (PF4)- - ABS FOCUS AREA AMOUNTS
BUDSTS - (PF3) CHANGE BUDGET STATUS
ABSPYCY (PFS) . - COMPARE PY/CY ABS

ABSORGCH  (PF1Y) ABS DRGANIZATIONAL CONTROLS

PREVHENU  (PF9) RETURN TO PRIOR MENU i

MAINMENU  (PF10) RETURN TO PMIS MAIN MENU
QUITPNIS  (PA) (SHIFT/PF13) LEAVE PMIS

RESPONSE: SEND DATA--> MODE: STEP

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table, shown in Appendix A, to determine you access capability to
the option shown on the memu.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[EnTER +] key; or

. enter the response name, e.g. PRPSABS3, in the RESPONSE field located at
the bottom of the screen and press the [enver <] key.

\
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PF-KEYS ON THE ANNUAL BUDGET SUBMISSION MENU

[PF2] Accesses the Proposed ABS Table III Screen, on which you can
browse, create, modify, or delete, depending on you security
classification, the record that shows the proposed funding levels for
the projects in the portfolio of a particular office,

[PFa] Accesses the Propased ABS Changes Table IV Screen, on which you
can browse, create, modify, or delete, depending on your security
classification, the proposed budget record for a project in an office’s
porifolio.

[PF-4] Accesses the ABS Program Focus Area Amounts Screen, on which
you can browse, create, modify, or delete, depending on your security
classification, the record that identifies the types of assistance and
money used to fund a project that will benefit one of the specific
categories that are of interest to USAID.

[Prs] Accesses the Change Budget Status Screen, on which you can browse
or update the status of the proposed ABS.

[PFs] - Accesses the Compare PY/CY ABS Screen, on which you can
compare the proposed ABS funding levels for a particular project
with the ABS funding levels for the project for the current fiscal year
and for the prior fiscal year.

[Pr11] Accesses the ABS Organization Controls Screen, on which you can
view a summary of the proposed ABS funding amounts for each
office within.the Bureau.

Proposed ABS Table lil Screen

The Proposed ABS Table III Screen allows the Technica! Office or Program Office
user to view the ABS data for the projects in the portfolio of a particular office and
to perform a "what-if" type of analysis on the funding information for those projects
to determine the best possible match between the funding ceiling available to the
office and the funding levels each project requires to operate. Remember that the
ABS is prepared for the fiscal yéar two years in advance.

To access the Proposed ABS Table III Screen, at the Annual Budget Submission
Menu, press the [PF-2] key. The screen shown at the top of the next page will appear.
s
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Proposed ABS Table lll Screen (Cont’d)

.u00£3250 U.S.A.I1.D., PHI1S 92/06/29
STPD : . . . PROPOSED ABS
TABLE 111 0001 QF O
_ ORG NO: 165000 PLAN-LEVEL: 0 REVISION NUMBER: 000
APRP-CD: . BYDGET-FY: 0000 HIGHEST REV NO IS: 000
" APRP PLAN LEVEL: 0 weaw ALL AMOUNTS EXPRESSED IN THOUSANDS (000) *wéw

APRP ORG. DEC PRICR YR CUR.YR CUR.YR HMIN.CARR 3UD YR BUDYR+!
PROJ.ID €D NO UNIT (PY)OYB (CY)CP (CY)OBL COST  PROPOSED PLANNED

TOTALS: 0 -0 0 0 0 . ‘0
4% APRP TOTALS (BUDGET-YEAR PROPOSED) ***
-0 - .0 : o - 0 0
¢ ¢ . 0 .- 0 0

DC960073-0RG CODE, APPROPRIATION AND FISCAL YEAR, -ARD REVISION ARE REQU
- ENTER=START/BROWSE: PF2sCOMPUTE; PF&=MODIFY; PFT=PAGE BACK; PES=PAGE FORWARD

The first thing you need to do is enter the organization code of the organization for
those projects you want to view or analyze and the budget fiscal year for which you
want to view data. If you want to narrow the number of records that the system will
retrieve to one particular appropriation code, enter that appropriation code in the
APRP CD field. Then, press the [enter+] key. The following screen will appear:

U004325D U.SIA.1.D. PHIS 92/06/29
STPO - | . PROPOSED ABS

TABLE 111 0009 OF 1
'ORG NOz. 169100 PLAN LEVEL: 33 REVISION NUMBER: 000
APRP-CD:  HE BUDGET-FY: 1992 - HIGHEST REV WO 1S: 001

APRP PLAN LEVEL: 0 ww#* ALL AMOUNTS EXPRESSED IN THOUSANDS (00Q) %k

“. APRP ORG. DEC PRIOR YR CUR.YR -CUR.YR MIN.CARR BUD YR BUDYR+1
PROJ.ID €D NGO UNIT (PY)OYB (CY)CP (CY)OBL  COST. PROPOSED PLAKNED

93561421 .HE.169100'011 40D - 400 400 - 0 0 0

9351406  HE '149100.019 ¢ 852 852 0 0 0
TOTALS: . 400 1,252 1,252 0 0 0
" wan - 'APRP TOTALS (BUDGET YEAR PROPOSED) ***
-HE 0 0 0 0 0
.. 0 0 0 0 0

EHTER=$TARTIBROHSE; PF2=COMPUTE; PF4=RODIFY; PF7=PAGE BACK; PFB=PAGE FORUWARD

This screen shows you a list of all of the projects associated with the organization
code you entered. Notice the total line at the bottom of the list; this total line
contains the sum of the ABS funding levels for the column above.
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Proposed ABS Table 1ll Screen (Cont'd)

On this screen, you can change, or manipulate, the data in the MIN CARR COST,
BUD YR PROPOSED, and BUDGET YR +1 PLANNED fields for each project
listed, as you see fit. Remember that your ultimate goal is, in this "what-if" scenario,
to find the best funding level for each project and across the board, so that there is
a balance in the funding level across the office portfolio of projects.

To check to see what effect the new figures you enter will have on the total funding
level, press the [pr2] (Recompute) key. The total field across the bottomi of the
screen will be updated to reflect the new figures; the data in the database will not
be effected by this recompute action.

When you feel that the funding levels reflect the appropriate balance and the
appropriate proposed ABS for your office, after re-computing the totals, you can add
the new figures to the database by pressing the [pr4] (Modify) key. The figures on
the screen will become a part of the database and this will become the proposed
ABS for your office.

PF KEYS ON THE PROPOSED ABS TABLE Il SCREEN

{ENTER +] Allows you to browse or view the proposed ABS funding levels for all
of the projects in the portfolio of a particular office; the. list of
information that will appear on your screen will correspond to the
organization code and budget fiscal year you entered.

If the system finds no record that matches the organization code and
budget fiscal year you entered, the screen will remain empty and you
will see one of several possible messages at the bottom of your screen
explaining why the record could not be found.

{PF-2] Allows you to recompute the totals and variance data to include the
new figures you entered based on your manipulation so that you can
see the effect these figures will have on the ABS funding levels. This
action will not update the data in the database.

[Pra] Allows you to update the database with the new figures you have
arrived at based on your manipulation of the funding levels for the
projects shown.,

Proposed ABS Changes Table IV Screen

The Proposed ABS Changes Table IV Screen allows the user to update the individual
proposed ABS record for a project listed in the office’s portfolio. Each project listed
on the Proposed ABS Table III Screen can be updated using this screen.
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Proposed ABS Changes Table IV Screen (Cont’d) .

To access the Proposed ABS Changes Table IV Screen, at the Annual Budget
Submission Menu, press the [pr4] key. The following screen will appear:

== === = ==
V043300 U.S.A1D. PHTS 92/07/21
STPO PROPOSED ABS CHANGES HEH
TABLE IV 0t OF B2
DRG CODE: 169100
PROJ 1D: - . PROJECT TITLE:
OBLYGATION INITIAL YEAR: OBLIGATION FINAL YEAR: 000
TOTAL, AUTHORIZED AMOUNT: STAGE:
APRP” D3 BUDGET FY: REVISION NO: 0  REVISION DATE:
ABS STATUS: ABS CEILING AMT:
. .AUTHORIZED CEILING AMT: CP LOP PROPOSED AMT:
PRIOR YEAR (PY) . CURRENT YEAR (CY) BUDGET YEAR (BY)
OBLIGATIONS EXPENDITURES OBLIGATIONS EXPENDITURES OBLIGATIONS EXPENDITURES
0 o - 0 - 0 0 0
MINIMUM CARRYING COSTS BUD. YEAR PROPCOSED BUD YR +1 PROPUSED
b.00 f.00 0.00
ENTER PROJ ID/APRP CD IN SPACE PROVIDED PRESS ENTER .
_ENTER=BROWSE PF3=ADD PF4=MODIFY PF21 (SHIFT/PF3)=DELETE

Notice that no data appears on the screen yet. The first thing you need to enter is
the organization code associated with the office whose responsible for the project
ABS record you want to access. Next, enter the project identification number
associated with the project and the appropriation code for which you want to access
a proposed ABS record. Then, enter the appropriate budget fiscal year. Remember
that the figures on this screen are for the fiscal year two years in advance.

Once you have entered this data, as you can see from the PF-keys shown at the
bottom of the screen, depending on your security classification, you can browse the
proposed ABS information for the particular project, add the detail proposed ABS
information for the particular project, modify the proposed ABS information for the
particular project, or delete the proposed ABS detail record.

PF KEYS FOUND ON THE PROPOSED ABS CHANGES TABLE IV SCREEN

[ENTER '] Allows you to browse or view the proposed ABS detail record that
corresponds to the organization code, project identification number,
and appropriation code you entered.

\



PMIS User's Guide Page - 117

. PF KEYS FOUND ON THE PROPOSED ABS CHANGES TABLE IV

SCREEN (Cont’d)

[ENTER +] (Cont’d) If the system finds no record that matches the project identification

[PF3]

[Pr4]

number you entered, the screen will remain empty and you will see
one of several possible messages at the bottom of your screen
explaining why the record could not be found,

Allows you to add the new proposed ABS detail record to the
database.

Allows you to modify the proposed ABS detail record. Remember
that the Technical Office user can modify the data for this record
only when the DOC STATUS = 01 (Planned); Technical Office
users, at no time in the process, are allowed to enter or update the
document schedule information. When the proposed ABS moves
beyond the planning stage, only the Program Office user can modify
the data. ’

Add Proposed ABS Change Table IV Record

The Proposed ABS Change Table IV Screen shows the detail of the proposed
ABS as it pertains to one particular appropriation account for a project. On
this screen, Program Office users indicate the funding and ceiling information
for the project that will appear on several screens in the ABS option.

To add a proposed ABS change table IV detail record to the database, on the
Proposed ABS Changes Table IV Screen enter the organization code of the
organization whose portfolio contains the project for which you want to add
this type of record.

Next, use the [tas] key to move to the APRP CD field. Enter the
appropriation code to be used to fund the project; if more than one
appropriation account will be used fo fund a project, you must add a proposed
ABS detail record for each appropriation account code. Then, enter the budget
FY for which you want to add a proposed ABS detail record and the project
identification number of the specific project with which you want to work.
Then, press the [enter +] key so that the system can verify that a proposed
ABS detail record for that project identification humber does not already
exist.

If a proposed ABS detail record does not exist in the database, you will see
the message "DC960038 ABS PLANNING RECORD NOT FOUND"; you can now
enter the remaining information to define the record.
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Add Proposed ABS Change Table IV Record (Cont'd)

Notice that the system has entered the project title, the obligation initial year,
the obligation final year, the total authorized amount and the stage. The
system also will display the latest ABS revision in the REVISION NO field.
In the ABS STATUS field, indicate the stage of the proposed ABS; valid
entries include:

. 01 = Technical Office;
. 03 = Program Office; or
. 04 = Final approval.

The ABS status is based on one of three phases through which the proposed
ABS must pass. In the first phase, each Technical Office within the Bureau
gathers the proposed funding amounts for its various projects based on the
information provided to. Congress in the PAF and the CN/TN documents,
enters the information into the PMIS database, and submits the proposed
ABS to the Program Office. During this phase, the ABS status = 01.

Next, the Program Office takes over the process and reviews the proposed
ABS submitted by the Technical Offices. During this phase, the Technical
Office user no longer has the ability to modify the proposed funding amounts,
and the ABS status = 03.

During the final phase of the process, the Program Office submits the
combined proposed ABS for the Bureau to the SAA for approval. The
Program Office will make any necessary changes to the proposed amounts
based on the SAA’s review. Once the SAA has approved the proposed ABS,
the proposed amounts are frozen; no one can make changes to the proposed
amounts; now, the ABS status = 04,

Now you need to enter the funding information forthis particular project and
appropriation code combination. When you have entered all of the
appropriate amounts, press the [pra] key. If all of the information is valid,
you will see the message: "DC960040 BRIGHT FYPLN RECORD ADDED
SUCCESSFULLY". If all of the information you entered is not valid, you will see
an error message that will indicate the problem. As it adds the record to the
database, the system automatically enters the revision date and the CP LOP
Proposed Amount. '

To add another new proposed ABS detail record to the database, move the
cursor to the PROJ ID field and enter the next project identification number.
Then, follow the procedures outlined above. When you have added all of the
necessary records, press the [pr.o] key to return to the previous menu or the
[pF-10] key to return to the PMIS Main Menu.
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Modify Proposed ABS Changes Table 1V Record

The modify action. allows Technical Office and Program Office users,
depending on the ABS status, to update the information contained in the
proposed ABS detail record for a particular project. The ABS status is based
on one of three phases through which the proposed ABS must pass.

In the first phase, each Technical Office within the Bureau gathers the
proposed funding amounts for its various projects based on the information
provided to Congress in the PAF and the CN/TN documents, enters the
information into the PMIS database, and submits the proposed ABS to the
Program Office. During this phase, the ABS status = 01.

Next, the Program Office takes over the process. and reviews the proposed
ABS. During this phase, the Technical Office user no longer has the ability
to modify the proposed funding amounts, and the ABS status = 03. -

During the final phase of the process, the Program Office submits the
combined proposed OYB for the Bureau to the SAA for approval. The
Program Office will make any necessary changes to the proposed amounts
based on the SAA’s review. Once the SAA has approved the proposed OYB,
the proposed amounts are frozen; no one can make changes to the proposed
amounts; now, the ABS status = 04.

To modify a proposed ABS detail record, access the Proposed ABS Changes
Table IV Screen from the Annual Budget Submission Menu. On the
Proposed ABS Changes Table IV Screen, enter the organization: code,
appropriation code, budget FY and the project identification number
associated with the proposed ABS detail record you want to modify. Then,
press the [enter+] key to retrieve the record. If the system is able to locate
a proposed ABS detail record for the project you indicated, that record will
appear on your screen.

Make the necessary modifications by typing over the old information with the
new information. When you have made all of the modifications, press [pr4].
If all of the data you entered passed the various edit checks built into the
system, you will see the message: "DC?60040 FYPLN RECORD CHANGED
SUCCESSFULLY" on your screen.

Delete Proposed ABS Changes Table IV Records
The delete action allows Program Office users to remove proposed ABS detail

records from the database. To delete a proposed ABS detail record, you must
first retrieve the record using the browse action.
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. Delete Proposed ABS Changes Table IV Records (Cont'd)

To begin, on the Proposed ABS Changes Table IV Screen, enter the
organization code, appropriation code, budget FY, and project identification
number associated with the record you want to delete. Press [enten <] to
retrieve the record.

If the system is able to locate a proposed ABS detail record that corresponds
to the project identification number you entered, that record will appear on
your screen. Check the project identification number to make absolutely sure
that this is the record you want to delete.

To delete the record, press the [pr-21] (Shift/[rF.s]) key. If the system was able
to delete the record, you will see the following message appear on your
screen: "DC0940040 HIGHLIGHTED FYPLN RECORD DELETED SUCCESSFULLY",

ABS Focus Area Screen

The ABS Focus Area Screen allows the user to identify which type of assistance or
area of interest, as identified in the Agency’s mission statement, that each project
within a Technical Office’s portfolio will satisfy. The information is based on the
appropriation account codes assigned to fund a project.

To access the ABS Focus Area Screen, at the Annual Budget Submission Menu, press
the [pr4] key. The following screen will appear:

004335 _U.S.A.D. PMIS . 92/06/29

STPO - "ABS FOCUS AREA AMOUNT
) . TABLE 1V 01 Of 01
- DRG.NOQ: 165000 : .
PROJ ID: - . TPROJECT TITLE: -
"ARRF CD: BUDGET FY: 0000 -REVISIOX KO: 000 REVISIOH DATEz 0000/C0/00
NOTE: ALL AMOUNTS ARE SHOMN ROUNDED TO THE HEAREST THOUSAND (3000}
/ABS STATUS: . MINIMUM CARRYING COST: - 1
BUDGET YEAR PROPOSED: 0

FOCUS AREA: (PLACE AR A, T, ORD IN "SEL“ NEXT 7O DESIRED CODE(S)
AND ENTER AN AMQURT IN THE SPACE PROVIOED)

SEL CODE . AMOUNT- TITLE
1. POR .0 EAS]NG POPULATION PRESSURES
2. CH1 0. CHILD SURVIVAL
3. LAID ] ACQUIRED IMMUNE DEFICIENCY SYHDROM {(AIDS)
4, EOU 0 BASIC EDUCATION
5. ENV ] PRESERVING THE ENVIRONMENT AND MATURAL RESQURCES
&, CRS o " COLLABRATIVE RESEARCH SUPPORT
7. 1AR 0 INTERMATIONAL AGRICULTURAL CEHTERS
8. K/A UNUSED AT THIS TIME.
9. N/A * " UNUSED AT THIS TIME

-

< DC9600§1 USE PF9: RETURN TG PRéViCUS MENU OR PF10: RE'I:URH TO MAIK MERU
EWTER = UPDATE DATABASE.
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ABS Focus Area Screen (Cont’d)

Notice that no data appears on the screen yet. To access a thrust record for a

particular project, in the ORG CODE field, you must enter a six-digit code for the
office associated with the project.

Then, enter the project identification number of the project, the appropriation code,
and the budget FY. Press the [enter+] key to access a record showing which areas
of interest this particular project satisfies. The following screen will appear:

U004335D U.S.A.I.D. PHI S 91/12/02
STPO ABS PROGRAM THRUST AMOUNTS
- TABLE 1V Q1 OF 01

ORG HO: 135033
PROJ ID: 936-1421. PROJECT TITLE: AID/PEACE CORPS SMALL PROJECT ASST
APRP CD: FN BUDGET FY: 1991 REVISION NO: 000 REVISION DATE: 1991/10/08
HOTE: ALL AMOUNTS ARE SHOWH ROUNDED TQ THE NEAREST THOUSARD  ($000)
ABS STATUS: 1 MINIMUM CARRYING COST: 230
AAPL INCREMENT: 110
PROGRAM THRUST: (PLACE AR A, C, OR D IN MSEL" WEXT TO DESIRED CODE(S)
AND ENTER AN AMOUNT IN THE SPACE PROVIDED)

SEL CODE AMOUNT TITLE
1. POP 0 EASING POPULATION PRESSURES
2. ChHi 50 CHILD SURVIVAL
3. AlD 0 ACQUIRED IMMUNE DEFICIENCY SYNDROWE C(AIDS)"
4. EDU 0 BASIC EDUCATION
5. ERY 0 PRESERVING THE ENVIRONMENT AND NATURAL RESOURCES
6. CRS 0 COLLABORATIVE RESEARCH SUPPORT
7. 1AR 0 INTERNATTONAL AGRICULTURAL CENTERS.
8. N/A UNUSED AT THIS TIME
9. H/A UNUSED AT THIS TIME

ENTER/UPDATE PROGRAM THRUST AMOUNTS - PRESS ENTER.
ENTER = UPDATE DATABASE ’ ’

Now that the thrust record for the project identification number/appropriation
account code you indicated appears on your screen, you can add information to the
record, change the information shown, or delete the thrust record from the database.
To accomplish any of these actions, according to the note under the AAPL
INCREMENT field, move the cursor to the SEL field next to the appropriate title.

To add information to the thrust record, in the SEL field next to the appropriate
title, enter an A for "Add". Then, enter the necessary information.

NOTE: Remember that when you enter dollar amounts, the system will read them
in thousands of dollars. So, if you enter the amount of 500, the system
will read the amount as $500,000.
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o=

Change Budget Status.Screen- --————~-——~"=~""""~

ABS Focus Area Screen (Cont'd)

When you have entered the necessary information, press the [enTeEr+] key to update
the database. To change the existing information in the thrust record, enter a C for
“Change” in the SEL field beside the appropriate title. Then, change the existing
information by typing over the old with the new information. To update the
database with this new information, press the [enter +] key. The new information
you entered will be added to the record.

To delete the thrust record from the database, move the cursor to the SEL field next
to the appropriate title and enter a D for "Delete”. Then, press the [EntEr+] key to
process the delete.

NOTE: Only Program Office users can delete ABS focus area records from the
database. : .

When you have accomplished the necessary action on this screen, press the {rr9] key
to return to the previous menu or the {rr-10] key to return to the PMIS Main Menu.

PF-KEY ON THE ABS FOCUS AREA SCREEN

[ENTER +] Allows you to process the action you indicated in the SEL field on
the screen. After you enter information for a new thrust record, you
can change the information in the fields of that thrust rscord, or
choose to delete the thrust record, by first indicating the action you
want to take and then pressing the [ENTER ] key processes gither
action.

The Change Budget Status Screen allows Program Office users to make global
updates to the status of the proposed ABS for all projects within a given office as it
moves through the various phases of the approval process. Using this screen, the
user can also indicate a new revision number for the ABS.

To access this screen, at the Annual Budget Submission Menu, press the [prs] key.
The screen shown at the top of the next page will appear.
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Change Budget Status Screen (Cont’d)

U004340D .+ . US.AID. PMIS Q2706729
. STPO N e CHANGE BUD STATUS .
y ORG NO: 149000 ‘ - . N FY:
CHANGE BUD STATUS TO: . ~
fOR (ABS/CP) PLAHNING RECDRDS *
CURRENT REVISION HUHBER Is:. 000 DATE OF REVISION: OQOOOOGD

I:HANGE &Evlsmn HUMBER TO: : NEW REVISION DATE: YAVA:

“you HAY CHAHGE BUD STATUS HITHOUT CHANGING REVISXONS
AND VICE-VERSA - TO MODLFY THE CURRERT REVISION NUMBER
KEY IN THE: HEW REVISION NUMBER WHERE INDICATED. lT'HUST
BE ONE (1) GREATER THAT THE CURRENT HUMBER.

00960041 FISCAL .YEAR 1S REQUIRED TO PROCESS RECORD
© PF4 =THODIFY

From this screen, you can update the budget status and/or the budget revision
number. To update the proposed ABS status code for the projects within an office,
first move the cursor to the ORG CD field. Enter the organization code for the
Technical Office whose projects need an updated ABS status. Next, move the cutsor

to the CHANGE BUDGET STATUS TO field. Enter the appropriate status code;
valid entries include:

. 1 - Technical Office proposes funding amounts for the projects in
its portfolio;

. 3 - Program Office approves the proposed ABS amounts and
forwards the package to the Bureau administrator;

. 4 - Bureau administrator approves proposed ABS and proposed

amounts become "official" amounts.

To enter a new revision number for an office’s ABS, move the cursor to the ORG
CD field; enter the organization code for the Technical Office whose project
portfolio needs to be updated with a new ABS revision number. Next, move the
cursor to the CHANGE REVISION NO TO field, enter the next sequential revision
number for the office’s ABS.

In each case, when you have entered the appropriate information, press the [pr4] key
to process the update. If the modification is successful, the ABS status code for all
of the projects for the indicated technical office will be changed to reflect the
information you just entered. Remember that the change you have indicated on this
screen will effect the ABS status for all of the proposed ABS records associated with
the organization number entered on the screen.
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» Budget Year Planning - Prior Year/Current Year Comparison Screen:: " .

The Budget Year Planning - Prior Year/Current Year Comparison Screen acts as a
kind of en-screen report that allows users to view, for each Technical Office, the
funding amounts requested for the prior fiscal year and to compare this figure. with
the amount requested for the current fiscal year in.the CP document and the amount
obligated to. that office for the current fiscal year. The screen also shows the
variance in the amount requested in the CP for the current fiscal year and the
- amount actually obligated for that office for the current fiscal year.

: To access this screen, at thie Annual Budget Submission Menu, press the [prs] key.
The following screen will appear: -

N - =z T

t004345D . U.s.A.n.n. PH LS N 92709709 n

.§TPO v e . BUDGET YEAR. PLANNING .- . .
. Lo PRIOR YEAR. / CURRENT-YEAR" . 0001 OF: O
BUDGET FYr 0000 TRANSACTION TYPICALLY TAKES: 1.5 T0:3 MIN : *
. . CURRENT" CURRENT- P - N
N ORG.. - - . REV. PRIOR YR"  YEAR YEAR . OBLGTN BUD YR BUD YR .

NO. .ORG. NAME: NO, (PY) OYB = (CYY CP OBLGTN, -VARIANCE PRPS. +1 PRPS

B i e L T L e L L e e S L L L M P L L e E I S Ghdd f s
. - ~
. N
,
- -~ - N
-,

. -

Jotatss ¢ o o, 0°,0° o
DC960073 BUDGET FiSCAL ‘YEAR ARE REGUIRED: T0-PROCESS,REPORT ' .. ‘
" ENTER=BROWSE; PF7=PAGE BACKWARD; RF8<PAGE FORWARD, __

. -~

. . - |

Notice that no data appears on the screen yet. Fo generate the report, you must
enter the budget FY for which, you want to- compare information. Then; press the
[enter+] key.. The following screen will appear:

- ~ ~ PAS ~. = - "
. - - h

A U0043EED e - e e TG A DD, PMD ST ozyog709> |

STPO . " BUDGET: YEAR, PLANKING. . |

- PRIOR- YEAR; /-CURRENT YEAR poot o 5.7 -l

BUDGET FY:' 1992  TRANSACTION TYRICALLY TAKES: 15 TO 3 MIN i

. ’ . -~ CURRENT- CURRENT CP' - o s

ORG.. . REV. PRIOR.YR-  YEAR: .YEAR  ‘OBEGTN' -BUD' YR. BUD-YR:, ||.

. HO. ORG. NAME. NO. . (P¥)-OYB. (CY)-CP- OBLGTW VARIANCE' PRRS +1 PRPS, i
169000. RED 000 - o . D 0. ¢ - o . us
169010- AA/R&D 000 0 o o0 . 0 0 L0

169100<R&D/PO 000  3,909,184.. 889 %282 -2,393 - 0 1 0 -f

169101 RED/POYPR  000° o: .0 ¢ - 0 .0 o |;

169102 R&D/PO/PCIS 000: -+ | & - 0. °~ 0 * -0 0", o |

- 169103- R&D/PO/AE. ~ 00O PN 3 0 0. 0 0 S0

© 169200° RAD/HGT 00G: c: 0: N RPN 0.- I

7169300 R&DYOLT oom: © 27984192 2,950F 3,058, © ~108" . 0+ o )

169310 REDJOLT/SINS: 000: ] 0. 0 -0 o (O

169330" RED/OET/PETA: 0007, | N ¢ 0. - 0 o o -

. 169360°R&DFOGT/PR  000F ° .- Of 0: 0 .. 0 .. 0 o |fi

169380+ R&DYOIT/RS 000 . 2 A o o o |f

169390: R&DJOLT/RT  GOO: L0 0", 0. 0r 0: 0 |

TOTALS: 491,543,677 430,235, 10,340; 419,895 1,5000 3,000¢ (f

1 ENTER=BROWSE;* PFT=PAGE¢BBCKNARD& PF3=PAGE: FORWARD
- -
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Budget Year Planning - Prior Year/Current Year Cémparison Screen (Cont’d)

The list begins with the funding information for the Bureaun and then continues with
each of the Technical Offices under that Bureau. The totals at the bottom of the
screen are for all of the offices combined, not just those that are currently on your
screen. To move to the next screen to view the funding information for more offices
within the Bureau, press the [rr8] key. The [rr7] key allows you to move back to the
previous screen of information.

You cannot add to, modify, or delete any of the information shown on these screens;
you can only view the information. When you are finished viewing the information,
press the [prso] key to return to the previous menu, or press the

[PF-10] key to return to the PMIS Main Menu.

Budget Year Planning - ABS Organizational Controls Screen

The Budget Year Planning - ABS Organizational Controls Screen allows the user to
generate a kind of on-screen report that summarizes the funding control information
for the Bureau and each Technical Office within the Bureau. The screens shows the
variance between the AAPL ceiling amount and the minimum carrying costs plus the
budget year APPL increment.

To access this screen, at the Annual Budget Submission Menu, press the [pr7] key.
The following screen will appear:

U0OA34TD . . US.AL.D. PHI1S, 92706729

_STRO” — BUDGET YEAR PLANNING .
’ . - ABS” ORGAN [ ZAT LONAL~ CONTROLS 000t OF 0
NOTES:  ALL AMOUNTS ARE SHOWN ROUNDED TO NEAREST THOUSAND ($000)
~ BUD YR VARIANCE = AB$ CEILING - BUD YR PROPOSED

BUD YR + 1° VARIANCE = ABS CEILING -.BUD YR+1" PROPOSED

"BUDGET FY: 0000  TRANSACTION TYPICALLY TAKES 1:5.T0 3 MIN
. ABS  HINIMUM- - . .
ORG - ORG. ~ REV CEILING CARRY BUD YR “BUD YR BUD YR+1 BUD YR+!

No. NAME  NO:, AMOUNT  COST. PROPOSED VARIANCE PROPOSED VARIANCE
TOTALS: - o’ .0 6 o0 0 0

DCP60073 BUDGET "FISCAL YEAR ARE REQUIRED: TO PROCESS REPORT
ENTER=BROWSE; PF7=PAGE BACKWARD; PFB=PAGE FORWARD

Notice that no data appears on the screen yet. To generate the report, you must
enter the budget FY for which you want to compare information. Then, press the
[enter+] key. The screen shown at the top of the next page will appear.
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Budget Year Planning - ABS Organizational Controls Screen (Cont’d)

0043470 U.S.AI.D, PM IS . 92/06/29

$7P0 . BUDGET YEAR PLANNING . . - .
. .t 07T ABS ORGANTZATIONAL COMYROLS © 0001 ofF &
T " NOTES:  ALL AMDUNTS ARE SHOWH ROUNDED TO WEAREST THOUSAND (%000}
* BUD YR VARIANCE . = ABS CEILING - BUD YR PROPOSED

BUD YR + 1 VARIANCE = ABS CEILING ~ BUD YR+1 PROPOSED

BUDGET FY: 1992  TRANSACTION TYPICALLY JAKES 1.5 TO 3 MIN
* ABS  MINIMUW <.

i ORG . ORG. REV CEILIHG CARRY BUD-YR BUD YR BUD YR+t BUD YR+1
NO._ ~NAME * NO. AMOUNT- COST PROPGSED VARJANCE PROPOSED VARIANCE
169000 R& -’ 000, 70,000 ° 0o, ‘0 -70,000 0 70,000

[ 1s0010 Aasren 000 0 0 0 .- 0 0. 0
169100 RID/PO gos , 33 o . 0, 3B 0 33.
169101 RED/PO/PR 00G  © O "0 0. 0 0 0
169102  R&D/PO/PCIS (OO o - 0 "0 0. 0 -0
169103 RRD/PO/AE 000 33 0 0 33 0 33
169200  RAD/MGT .000 0 .0 0, 0 L0 .0
169300 . R&D/OLT 000 . ‘46" 55,678 0 46 0 46
1@9310 RED/CIT/SIHS 000 o 0 0 0 "0 .0
T, ToTALS: 70,760 57,178 1,500 69,260 3,000 67,760

N EHTER=BRDUSE; PF{=PAGE BACKWARD; -PFB=PAGE FORWARD : L.

The list begins with the funding controls information for the Bureau and then
continues with each of the Technical Offices under that Bureau. The totals at the
bottom of the screen are for all of the offices combined, not just those that are
currently on your screen. To move to the next screen to view the funding
information for more offices within the Bureau, press the [pr-8] key. The [pr-7] key
allows you to move back to the previous screen of information.

You cannot add to, modify, or delete any of the information shown on these screens;
you can only view the information. When you are finished viewing the information,
press the [prg] key to return to the previous menu, or press the

[PF-10] key to return to the PMIS Main Menu.

-

f
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CONGRESSIONAL PRESENTATION MENU

Every year in the November to December time-frame the Technical Offices prepare
their Congressional Presentations (CPs). This document justifies and explains in
detail the Agency’s budget tequest for the Operating Year Budget (OYB). The
Congressional Presentation Menu allows you to access screens that show the
proposed funding levels for each Technical Office in the Bureau as requested in the
CP document.

To access the Congressional Presentation Menu, at the Fiscal Year Cycle Menu,
press the [pr4] key. The following screen will appear:

BIALOG: ’ . PAGE: 1 OF: 1

'pATE: 92/706/29 * . . = HEX'[ PAGE:
- . U.S.A.BD, PHITS .
- CONGRESSIONAL PRESENTATION HENU
SEL RESPONSE. FKEY DESCRIPTION

.

L " TPRPSCP3  (PF2) _ PROPOSED CP TARLE Ifl
T 7 - PRPSCP4 - {PF3) PROPQSED CP.CHG TABLE IV
© . CPORGCTL  (PFA) CONG. PRES..ORG. CONTROLS
., . BUDSTS . (PF5) CHANGE BUDGET STATUS )
* CPFOCUS  (PF4) ° -CP FOCUS AREA AMOUNTS N
* CPLEGEAR '(PF11) CP LEGISLATIVE EARMARK
A - CPBOOK (PF12) CP BOOK AMOUNT GENERATION

o . PREVMENU (PF®) - RETURN TO PRIOR MENU
: * MAINMENU  (PF10)  RETURH. TO PMIS MAIN MENU
°, QUITPHMIS  (PA2) ~  (SHIFT/RF13) LEAVE PHIS

* RESPONSE: , _ SENDDATA--> MODE: STEP

—

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table, shown in Appendix A, to determine you access capability to
the option shown on the menu.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[entER «~] key; or

. entér the response name, e.g. PRPSCP3, in the RESPONSE field located at
the bottom of the screen and press the [Enter <] key.
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PF-KEYS FOUND ON THE CONGRESSIONAL PRESENTATION MENU

(PF2] Accesses the Proposed CP Table III Screen, on which you can view
the budget year CP ceiling amounts and manipulate them to find the
best possible way to distribute the [unds available.

[PF3] Accesses the Proposed CP Chafnges Table IV Screen, on which you
can view and update the proposed CP detail record for a particular
project within a Technical Office’s portfolio.

[pF4] Accesses the Congressional Presentation Organization Controls
Screen, on which you can view a summary of the proposed CP budget
year funding amounts for each office within the Bureau.

[PFs] Accesses the Change Budget Status Screen, on which you can browsc
or update the status of the proposed CP.

[PF6] Accesses the CP Program Focus Area Screen, on which you can
browse, create, modify, or dclete, depending on your sccurily
classification, the record that identifies the types of assistance and
money used to fund a project which are going toward onc of the
specific categories that arc of interest to USAID.

[eF-11] Accesses the CP Legislative Earmark Screen, on which you can
browse, create, modify, -or dclete, depending on your sccurily
classification, the earmark funding information.

[PF12] Accesses the Create The CP "Book" Screen, on which you can enter
and update the CP Level and Final CP Level for cach project
identification number / appropriation code / orpanization code
combipation.

Proposed CP Table il Screen

The Propesed CP Table III Screen allows the Technical Office or Program Office
user to view the budget year CP ceiling amounts for the projects in the portfolio of
a particular office and to perform a "what-if' type of analysis on the funding
information for those projects to determine the best possible match between the
funding ceiling available to the office and the funding levels each project requires to
operate. The CP ceiling amount shown on this screen is based on the most recent
bureau-approved ABS amount for the particular Technical Office.

Proposed CP Table iil Screen

To access the Proposed CP Table III Screen, at the Congressional Presentation
Menu, press the [pr2] key. The screen shown at the top of the next page will appear.



PMIS User's Guide Page - 129

. Proposed CP Table Il Screen (Cont’d)
U004355D- U.S.A,I.D, PM IS . 91/11/05
‘STPO . PROPOSED CP s11:20
R TASLE 111 PAGE: 0001 OF O
. . t *¥ORGAHIZATION CEILINGS**
ORG NO: 169700 CR: 0.00  FINAL LCP: 0.00
APRP-CD: . BUDGET-FY: 0000 REVISION NUMBER: 000  STATUS:

. . Rkww ALL AMDUNTS EXPRESSED IN THOUSARDS (000) wwi=
APRP ORG. DEC PRIOR YR CUR.YR CUR.YR CUR.YR . BUD YR “BY FINAL
PROJ,JD €D  NO UNIT (PY)OYE {CY)CP (CY)OBL (CYJ0YB. TP CLG- CP CLG

¢ TOTALS: ' .0 0 o 0 0 0
“«xx  pORP TOTALS FOR CP (smus 1) on FINAL CP (STATUS=2) ***

: .0 . 0 .~ o ‘o

0. ,0 . 0 0 0

" DCos0073 ORGAHIZATION CODE,APPROPRIATION AND FISCAL YEAR AND REVISION ARE REQU
-ENTER=START/BROWSE; PF2= COMPUTE, PF4=MODIFY; PF7=PAGE BACK' PFB=PAGE FORWARD

L . - N N -

x
2

Notice that the screen above contains no data yet. The first thing you need to do is
enter the organization code of the organization for those projects you want to view
or analyze and the budget fiscal year for which you want to view data. If you want

to narrow the number of records that the system will retrieve to one particular
‘ appropriation code, enter that appropriation code in the APRP CD field. If you

leave the APRP CODE field blank, the system will retrieve information for all of the
appropriation codes associated with the organization code you entered. Then, press
the [enter <] key. The following screen will appear:

N

U0043550 . © U.S.AJD. PHIS . 92/06/29

STPO PROPOSED CP . | - I
) . TABLE 111 PAGE: 0001 OF 2
< ’ . **CRGANIZATION CEILINGS**
*  DRG NO: 169100 CP: . 0 FIMAL CP: 0
APRP-CD: . BUDGET-FY: 1992 REVISION NUMBER: D00  STATUS:. 1

*dékt ALL. AHOUNTS EXPRESSED IN.THOUSANDS (000) *#

APRP ORG. .DEC'PRIOR YR CUR.YR CUR.YR ~CUR.YR BUD YR BY FINAL
PROJ.ID €D “ NO \UNIT (PY)OYB (CY)CP (CY)OBL (CY)OYB ~ CP CLG CP CLE

93614521  sS 169100 011 0 450 450 | 0 g o
9361421 SO 169100 011 0 400 400 0. 0 0
9361421 HE 169100 011 400 400 - 400 o 0 0
9361421  FN 169100°011 147 200 200 0 0 0
9361421 AI 169100 011 . 0 100 100 0 0 0
9361406 S 169100 011  * O o o 0 o . o-
9361406  PN> 169100 011 0 0 0 .0 0 0

TOTALS: 2,33 5,181 5,181 0 0 0

#t%  APRP TOTALS FOR CP (STATUS=1) OR FINAL CP (STATUS=2) *** .
s§ .0, sp 0 HE - 0 Fk. 0. Al 0
PN 0 p6. 0 EH 0, s 0 0

~

. . EHTER=START/BROWSE; PF2=COMPUTE; PF4-MDDIFY PFT—PAGE BACK; PFB=PAGE FORWARD
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Proposed CP Table Ill Screen (Cont’'d) : .

This screen shows you a list of all of the projects associated with the organization
code you entered. In the PRIOR YEAR OYB field you will see the prior year OYB
figure for the individual project. In the CURRENT YEAR CP field, you will see the
CP amount for the individual project for the current year. In the BUD YEAR CP
CLG field, you will see the current budget year CP ceiling amount, which is the latest
SAA-approved ABS amount for the individual project. The total line at the bottom
of the list contains the sum of the columns above.

On this screen, you can change, or manipulate, the data in the BUD YR CP CLG
and BY FINAL CP CLG fields for each project listed, depending on budget status.
Remember that your ultimate goal is, in this "what-if" scenario, to find the best
funding leve] within the ceiling amount for each project and-across the board, so that
there is a balance in the funding level and the ceiling level across the office portfolio
of projects.

To check to see what effect the new figures you enter will have on the total funding
levels, press the [pr.2] (Compute) key. The total field across the bottom-of the screen
will be updated to reflect the new figures; the data in the database will not be
effected by this compute action. ‘

‘When you feel that the funding levels reflect the appropriate balance for the budget
year CP ceiling amounts for your office, after computing the totals, you can add the
new figures to the database by pressing the [pr4] (Modify) key. The figures on the
screen will become a part of the database and this will become the proposed budget
year CP ceiling amounts for your office.

PF KEYS ON THE PROPOSED CP TABLE lll SCREEN

[ENTER +] Allows you to browse or view the proposed CP budget yecar ceiling
funding levels for all of the projects in the portfolio of a particular
office; the list of information that will appear on your screen will
correspond to the organization code and budget FY you entered.

If the system finds no record that matches the organization code and
budget fiscal year you entered, the screen will remain emptly and you
will see one of several possible messages at the bottom of your screen
explaining why the record could not be found.

[PF2] Allows you to compute the totals and variance data to include the
new figures you entered based on your manipulation of the data so
that you can sec the effect these figures will have on the budget year
CP ceiling levels. This action will not update the data in the .
database. -
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PF KEYS ON THE PROPOSED CP TABLE Il SCREEN (Cont’d)

[PF4] Allows you to update the database with the new figures you have
arrived at based on your manipulation of the budget year CP ceiling
amounts for the projects shown. “

[PF7] Allows you to move back to the previous screen of information.

[Prg] Allows you to move to the next screen of information.

Proposed CP Changes Table IV Screen

The Proposed CP Changes Table IV Screen allows the user to view the detail record
for a particular project showing the budget year CP information; on this screen, you
can update the obligation vs. expenditure information for the prior, current, and
budget year for a project listed in the office’s portfolio. Each project listed on the
Proposed CP Table 1II Screen can be updated using this screen.

To access the Proposed CP Changes Table IV Screen, at the Congressional
Presentation Menu, press the [pr-3] key. The following screen will appear:

- . s -

© U0D4350D . U.S.A.l.D. PMIS ’ 92/06/30
STPO T PRUPOSED (2 CHANGES TABLE v -
URG CODE: 169100 ‘. - 0t OF 01~
PROJECT -ID: - . PROJ TITLE: .

FEN I

- OBLIGATION THITIAL YEAR: DBLIGATIOH FINAL ‘YEAR:
TOTAL-AUTHORIZED AMOUNT: . : STAGE:
. APRP CODE:, BUDGET FYs . _REV!SION NO: 0 REVISION DATE:

BUDGET STATUS: | SUB-CATEGORY: - . PVO-~PERCENT:
* AUTHORIZED CEILING AMOUNT: .. ¢.00
CP L.0.P. PROPOSED AMOUNT: ~ . 0{.00

PRIOR YEAR (PY) "CURRENT YEAR {CY) - BUDGET YEAR (BY)
OBLIGATIONS EXPENDITURES. OBLIGATIONS EXPEHDITURES OBLIGATIONS EXPENDITURES
0 -0 -0 -0 0 o

‘ EHTER PRDJ ID/APRP CD IH SPACE: PROVIDED PRESS ENTER . .
- ENTER=BROWSE ~PF3=ADD PF4=HODIFY PF2¥ £SHIFT/PF5)=DELETE

Notice that the screen above contains no data yet. The first thing you need to do is
enter the organization code of the organization for which projects you want to view
or analyze and the budget fiscal year for which you want to view data. If you want
to narrow the number of records that the system will retrieve to one particular
appropriation code, enter that appropriation code in the APRP CD field.
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Proposed CP Changes Table IV Screen (Cont'd)

Once you have entered this data, as you can see from the PF-keys shown at the

bottom of the screen, depending on your security classification, you can browse the -

proposed CP information for the particular project, add the detail propesed CP
information for the particular project, modify the proposed CP information-for the
particular project, or delete the proposed CP detail record.

PF KEYS ON THE PROPOSED CP CHANGES TABLE IV SCREEN

[ENTER +'}

[PA3]

[Pr4]

Allows you to browse or view the proposed CP detail record that
corresponds to the organization code, project identification number,
and appropriation code you entered.

If the system finds no record that matches the information you
entered, the screen will remain empty and you will sec one of several
possible messages at the bottom of your screen explaining why the
record could not be found.

Allows you to add the new proposed CP detail record to the
database.

Allows you to modify the proposed CP detail record. Remember
that the Technical Office user can modify the data for this record
only when the STAGE = 01 (Planned); Technical Office users, at no
time in the process, are allowed to enter or update the CP document
schedule information. When the CP document moves beyond the
planning stage, only the Program Office user can modily the data.

. Add Proposed CP Change Table IV ﬁecor,d

‘The Proposed CP-Change Table IV Screen shows the details of the proposed
CP as it pertains to one particular appropriation account for a project. On
this screen, Program Office users indicate the CP budget year information for
the project; this information will appear on several screens in the Proposed

CP option.

To add a proposed CP change table IV detail record to the database, on the
Proposed 'CP «Changes ‘Table IV Screen, .enter the corgarization code of the
organization whose portfolie centains the project for which you want to add

this type of record.



‘
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Add Proposed CP Change Table IV Record. (Cont’d)

Next, enter the appropriation code to be used to fund the project; if more
than one appropriation account will be used to fund a project, you must add
a proposed CP detail record for each appropriation account code. Then,
enter the budget FY for which you want to add a record and the project
identification number of the specific project with which you want to work.

Then, press the [Enter«<] key so that the system can verify that a proposed CP
detail record for that project identification number does not already exist. If
a proposed CP detail record does not exist in the database, you will see the
message: "DC960038 BRIGHT APPROPRIATIONS ORG NO/FY RECORD NOT

FOUND"; you can now enter the remaining information to define the record.

For each project, enter the initial and final years of obligation and the total
amount authorized for the project under the specific appropriation account
code. The system will display the latest revision of the proposed CP,

The system also will enter the AUTHORIZED CEILING AMOUNT using
information from the latest PAF document. It will also enter the CP LOP
PROPOSED AMOUNT using information from the project appropriation
record, You can enter information in the three fields that appear at the
bottom of the screen: the prior year obligation/expenditures, the current year
obligations/expenditures, and the budget year obligations/expenditures.

When you have entered all of the funding amounts, press the [pra] key. The
system will automatically verify the information you entered to ensure that
each proposed amount is within the funding limits established for the office.
If all of the information is valid, you will see the message: "DC960040 BRIGHT
FYPLN RECORD ADDED SUCCESSFULLY". If all of the information you entered
is not valid, you will see an error message that will indicate the problem.

To add another new proposed CP ceiling detail record to the database, move
the cursor to the PROJ ID field and enter the next project identification
number. Then, follow the procedures outlined above. When you have added
all of the necessary records, press the [Prg] key to return to the previous menu
or the [pr10] key to return to the PMIS Main Menu.

Modify Proposed CP Changes Table IV Screen

The modify action allows Technical Office users, depending on the status of
the CP document, to update the information contained in the proposed CP
detail record for a particular project.

\
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. Modify Proposed CP Changes Table IV Screen (Cont’d) .

To modify a proposed CP detail record, access the Proposed ABS Changes
Table IV Screen from the Congressional Presentation Menu. On the
Proposed CP Changes Table IV Screen, enter the organization code,
appropriation code, budget FY and the project identification number
associated with the proposed CP detail record you want to modify. Then,
press the [enter <] key to retrieve the record. If the system is able to locate
a proposed CP detail record for the project you indicated, that record will
appear on your screen.

Make the necessary modifications by typing over the old information with the
new information. When you have made all of the modifications, press, [PF4].
If all of the data you entered passed the various edit checks built into the
system, you will see the message: "DC960040 BRIGHT .FYPLN RECORD-MODIFIED
SUCCESSFULLY" on your screen.

. Delete Proposed CP Changes Table IV Records

1
The delete action allows Technical Office users to remove proposed CP detail .
records for projects that have been completed or discontinued. If a project '
is still in the planned, new, or ongoing stages, its corresponding proposed CP

detail record cannot be from the database.

To delete a proposed CP detail record, you must first retrieve the record
using the browse action. To begin, on the Proposed CP Changes Table 1V
Screen, enter the organization code, appropriation code, budget FY, and
project identification number associated with the record you want to delete.

Then, press the [ENTER <] key to retrieve the record. If the system is able to
locate a proposed CP detail record that corresponds to the project
identification number you entered, that record will appear on your screen.

Check the project identification number to make absolutely sure that this is
the record you want to delete. To delete the record, press the [pr21]
(Shift/[rrs]) key. If the system was able to delete the record, you will see the
following message appear on your screem: "DC0960040 HIGHLIGHTED FYAMTS
RECORD DELETED SUCCESSFULLY". '
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Budget Year Planning - CP Organization Controls Screen

The Budget Year Planning - CP Organizational Controls Screen allows the user to
view a summary of the proposed CP budget year funding amounts requested for each
office within the Bureau. To access this screen, press the [pr4] key at the

Congressional Presentation Menu. The following screen will appear:

NOTES: ALL AHOUHTS ARE SHOWN ROUNDED TO NEAREST THOUSAND {3000
ORG CP CLG VARIANCE = ORG. CP CLG - BUD YR CP CLG -

ORG FINAL CP CLG, VARTANCE = ORG. FIHAL CP CLG - BUD YR FINAL TP CLG

" BUDGET FY:. 0000 - TR{-\NSACTION TYPICALLY TAKES 1,5 TO 3 MIN

RN . ORGi

-t .. ORG. BUD YR~ ORG. ORG.  BUD YR  FINAL

- .oR6G ORG. . REV, 1CP CP "CP CLG FINAL  FINAL CP CLG

< NO: NAME ~ NO. CEILING CEILING VARIANCE CP CLG CP CLG VARLANCE
.o * N

" TOTALS: 0 0 .0 0 0 0

DC,9E;00T.’» BUDGET I’-_'!SCAL' YEAR ARE REQUIRED' TO PROCESS REPORT
ENTER=BROWSE; PF7=PAGE BACKWARD; PF8=PAGE FORWARD

~

" U0D4365D. u.s.A.I1.D. PHIS 92/06/30
STPO oo . BUDGET YEAR PLANNING '
‘ ‘s CP ORGANIZATIONAL TOMTROLS Qoo1 ofF 0

Notice that no data appears on the screen yet. To generate the report, you must
enter the budget FY for which you want to compare information. Then, press the
[enteEr+] key. After several minutes, the following screen will appear:

U004365D U.S.A.I'D. PMIS 92/06/30
. STPO - . + 7“7, > BUDGET YEAR PLANNING
; R v ORGANIZATIONAL CONTROLS, . . 0001 OF 6

-
o N

NOTES:*. ALL AHDUHTS ARE SHOWN ROUHDED TO NEAREST THOUSAND ($000)
* ORG CP CLG VARIANCE = ORG. CP CLG>; -BUD YR CP CLG

TOTALS: 8,540 15,478 . -6,938 7,290 21,402 14,112
ENTER=BROWSE; * PF7=PAGE BACKWARD; .PFB=PAGE FORWARD

ra ~
- I3
A
x >
3 -

1

"+ - ORG'FINAL CP CLG VARIANCE = ORG. FINAL CP CLG - BUD YR FINAL CP CLG
‘BUDGET FY:, 1993 TRANSACTION TYPICALLY TAKES 1.5 70 3 HIN ™ |

< ’ . ORG..

. . . 'ORG.- BUD YR  ORG. ORG.  BUD YR  FINAL

ORG - “ORG.  REV  ~ CP P CPCLG FINAL FINAL  CP CLG
NO. NAME  NO. CEILING CEILING VARIANCE CP CLG CP CLG VARIANCE
169000  R2D 000 5,000, 0 5,000 4,000 0 4,000
169010, AA/RRD 000 0 " 0 0 0 0 0
169100 .R2D/PO - 000 0 5,035 -5 035 - -0 5,413 -5,413
169101 R&D/PO/PR  .000 .. <0 0 0 A 0 0
169102 , RE&D/PO/PCIS. "000 © 0 0 0. .0 0 0
169103  R&D/PO/AE 000 0 0 0 0 0o 0
' 169200 © R&D/MGT  -000 S0 .0 0 0 0 0
169300  R&D/OIT 000 0 0. -0 0 2,912 -2,912
169310  R&D/O1T/SIHS 000 0 © D 0, 0 0 0
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Budget Year Planning - CP Organization Controls Screen (Cont'd)

The list begins with the CP controls information for the Bureau and then continues
with each of the Technical Offices under that Bureau. The totals at the bottom of
the screen are for all of the offices combined, not just those that are currently on
your screen. To move to the next screen to view the funding information for more
offices within the Bureau, press the [prs] key. The [pr7] key allows you to move back
to the previous screen of information.

You cannot add to, modify, or delete any of the information shown on these screens;
you can only view the information. When you are finished viewing the information,
press the {rro] key to return to the previous menu, or press the

[Pr-10] key to return to the PMIS Main Menu.

Change Budget Status Screen

The Change Budget Status Screen allows Program Office users to make global-

updates to the status of the proposed CP for all projects within a given office as it
moves through the various phases of the approval process. Using this screen, the
user can also indicate a new revision number for the CP.

To access this screen, at the Congressional Presentation Menu press the [PF-5] key.
The following screen will appear: .

r ~ S N Pl

0043400 U.S.A.1.D.- PHI S - . i 92/07/22
5TPO. . -CHANGE -BUD STATUS . :
ORG MO: 169100 °~ ~ . - T FY:
CHANGE BUD STATUS T0: : ]
FOR {ABS/CP) PLANNING RECORDS: S .
CURRENT REVISION KUMBER 18: 000 DATE.OF REVISION: 00000000 .
CHANGE RE\!ISIOH NUHBER To: . NEW. REUISION DATE: /10

. YOU HAY CHANGE BUD STATUS WITHOUT CHAHGING REVIS!ONS -
AND VICE-VERSA = TO HODIFY THE CURRENT REVISION HUMBER,
KEY IN THE NEW REVISION NUMBER WHERE, INDICATED. IT HUST

BE "ONE (1) GREATER THAT, THE CURREHT NUMBER.,

DCP6004T ORG. CODE, FCL YR, AND BUD. TYPE lS REQUIRED TO PROCESS RECORD
PF4 = HODIFY  ° -

s

From this screen, you can update the budget status and/or the budget revision
number. To update the proposed CP status code for the projects within an office,
first move the cursor to the ORG CD field.

‘\

)
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Change Budget Status Screen (Cont’d)

Enter the organization code for the Technical Office whose projects need an updated
CP status. Next, move the cursor to the CHANGE BUDGET STATUS TO field.
Enter the appropriate status code; valid entries include:

. 1 - Technical Office proposes funding amounts for the projects in
its portfolio;

. 2 - Technical Office proposes final funding amounts for the
projects in its portfolio;

. 3 - Program Office approves the proposed Final CP amounts and
forwards the package to the Bureau administrator;

4 - Bureau administrator approves proposed CP and proposed -

amounts become "official” amounts.

To enter a new revision number for an office’s CP, move the cursor to the ORG CD
field; enter the organization code for the Technical Office whose project portfolio
needs to be updated with a new CP revision number. Next, move the cursor to the
CHANGE REVISION NO TO field, enter the next sequential revision mumber for
the office’s CP.

In each case, when you have entered the appropriate information, press the [pr4] key
to process the update. If the modification is successful, the ABS status code for all
of the projects for the indicated Technical Office will be changed to reflect the
information you just entered. Remember that the change yon have indicated on this
screen will effect the CP status for all of the proposed CP records associated with the
organization number entered on the screen.

CP Focus Area Screen

The CP Focus Area Screen allows the user to identify which type of assistance or
area of interest, as identified in the Agency’s mission statement, that each project
within a Technical Office’s portfolio will satisfy. The information is based on the
appropriation account codes assigned to fund a project.

To access the CP Focus Area Screen, at the Congressional Presentation Submission
Menu, press the [prs] key. The screen shown at the top of the next page will appear.
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CP Focus Area Screen (Cont’d)

&

)

. UN04387D, P U.S.A.1.D. PMIS
L STrO : LP FOCUS- AREA. AMOUNTS *
’ : ' TABLE IV

TR NO: 169100
PROJ ID: §36~1421.
APRP CO: HE  BUDGET FY:

-

KOTE: .

PROJECT TITLE:
1993 REVISION-NO:

cp ‘LEVEL:
-FINAL CP LEVEL:

ABS STATUS: 2

"AID/PEACE CORPS SMALL PROJECT ASST
000" REVISION DATE:
ALL AMOUNTS ARE SHOWN ROUNDED TO THE MEAREST THOUSAND (3000)

92706730

o~

~ .

01 OF 01

19920615

-, 292
206

FOCUS AREA:

{PLACE AN A, C, OR D IN PSELM NEXT TO'DESIRED CODE(S)

AND EKTER- ﬁH AHDUHT IN THE SPACE PROVIDED)

ENTER/UPDATE PROGRAM THRUST AMOUNTS - PRESS-ENTER

-+ SEL CODE.  AMOUNT TITLE
1. poR o - EASING POPULATION PRESSURES
2. CHY ) 0 CHILD SURVIVAL <
' 3. AID 0 ACQUIRED IMHUNE DEFICIENCY SYHDROH (AIDS)
4. JEDU 0 " BASIC EDUCATION
3. ENV 0 " PRESERVING THE ENVIRONMENT AND'NATURAL RESOURCES ~
5. CRS ’ a COLLABORATIVE RESEARCH SUPPORT
7. 1AR 0 , INTERNATIONAL AGRICULTURAL CENTERS

~
-

ENTER = UPDATE DATABASE

Notice that no data appears on the screen yet.
particular project, in the ORG CODE field, you must enter a six-digit bureau code
for the office associated with the project.
number of the project, the appropriation code, and the budget FY.

To access

Then, enter the project identification

a thrust record for a

Press the [enter +] key to access a record showing which areas of interest this
particular project satisfies. The following screen will appear:

-

ORG Hox 1691
PROJ 1D:
APRP. €D

~
.

00

BUDGET .FY:

’ o

I

Y004335D U.S.AID. PHMIS
STPO ‘ ABS FOCUS AREA AMOUNT - _
TABLE IV - -

-
-

~
“

PROJECT TITLE:
0000 REVISIOH HO:

.

000 REVISION DATE:

HOTE: ALL AMOUNTS ARE SHOWN ROUNDED TO THE WEAREST THOUSAND

FOCUS AREA:

ABS STATUS: MINIMUK CARRYING COST:

D
BUDGET YEAR ‘PROPOSED: 0

(PLACE AN A, C, OR D IN "SEL™ NEXT TO DESIRED CODE(S)

AND ENTER AN AMOUNT 1M THE SPACE PROVIDED)

. "SEL CODE-  AMOUNT _ TITLE
1. POP 0 EASING POPULATION PRESSURES
2. CHI 8 CHILD SURVIVAL .
3, AID 0- "AQUIRED IMMUNWE DEFICIENCY SYNDROH (AIDS)
4. T EDU 0 BASIC EDUCATION
5. ENV Q PRESERVING THE ENVIRONMENT AND MATURAI
&, CRS - | 0 COLLABRATIVE RESEARCH SUPPORT *
7. 1AR- ° 0 INTERNATIONAL AGRICULTURAL CENTERS
‘8. - N7A L. UNUSED AT THIS-TIME
-9, NJA ) ‘ +  UNUSED AT TRIS TIME-

. DC950051° USE.PF9: RETURN TO PREVIQUS MEMU-OR PF10: RETURN TO HAIH MENU
ENTER = UPDATE DATABASE .

~ - r
~
N . I

92709709 ~
0t OF 01

0000/00/00
(2000)

L RESDURCES
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CP Focus Area Screen (Cont'd)

Now that the focus area record for the project identification number/appropriation
account code combination you indicated appears on your screen, you can add
information to the record, change the information shown, or delete the focus area
record from the database. To accomplish any of these actions, according to the note
under the FINAL CP LEVEL field, move the cursor to the SEL field next to the
appropriate title.

Toradd information to the focus area record, in the SEL field next to the appropriate
title, enter an A for "Add". Then, enter the necessary information.

NOTE: Remember that when you enter dollar amounts, the system will read them
in thousands of dollars. So, if you enter the amount of 500, the system
will read the amount as $500,000.

When you have entered the necessary information, press the [EntEr+] key to update
the database. If the focus area amounts exceed the Final CP Level, the system will
not update the record and will present you with an error message. You must correct
the focus area amounts so that they are less than the Final CP Level to continue.
If the system was able to update the record, you will see the message: "PROGRAM
FOCUS AREA DATA UPDATED AS REQUIRED."

To change the existing information in the thrust record, enter a C for "Change" inthe
SEL field beside the appropriate title. Then, change the existing information by
typing over the old with the new information. To update the database with this new
information, press the [Enter+] key. The new information you entered will be added
to the record.

To delete the focus area record from the database, move the cursor to the SEL field
next to the appropriate title and enter a D for "Delete". Then, press the [enter«] key
to process the delete.

NOTE: Only Program Office users can delete thrust records from the database
and then, only if the project associated with the record has been
completed or discontinued.

When you have accomplished the necessary action on this screen, press the [prg] key
to return to the previous menu or the [rr10] key to return to the PMIS Main Menu.
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PF-KEY ON THE CP FOCUS AREA AMOUNTS SCREEN .

[ENTER +] Alows you to process the action you indicated in the SEL field on
the screen. After you enter information for a new thrust record,
change the information in the fields of the thrust record, or choose

to delete the thrust record, pressing the [ENTER +*] key processcs the
action, . :

CP Legislative Earmark Screen

The CP Legislative Earmark option allows Program Office users to enter and view
earmark funding information, by project identification number and appropriation
code, as it appears in the CP.

To access the CP Legislative Earmark Screen, at the Congressional Presentation
Menu, press the [pr11] key. The following sereen will appear:

vooa3sT S yls.AdD. PHLS T 92005019
steo , ¢ CPLEGISLATIVE EARMARK. 7 - “
) . TABLE i1 . PAGE: 0001 OF. - D
ORG N0 169100 ORG. CP LEVEL: *_  0.,TOTAL LEG. EARMARK:. 0
EA.RHARK:CJODE: BUDGET-FY:" 0000 REVISION 'NQMBER: 000 STATUS:

*xx% ALL AMOUNTS EXPRESSED IN THOUSANDS (000Q) ***%
- APRP  ORG. DEC BUD YR BY -FINAL LEG. EARMARK
PROJ.ID LA NO. UNIT CP LVL CP LVL  °PCT AMOUNT

TQTALS: LT .0 - 0 0D . 0
*5%  APRP TOTALS FOR EARMARK *¥%
I R I T D
Ry ., 0 0, - o 0.
+* DCY60073 ORGANIZATION CODE, FISCAL- YEAR, EARMARK CODE AND REVISION ARE REQUIRED
ENTER=START/EROWSE; PF2=COMPUTE; PF4ZMODIFY; PF7=PAGE BACK; PF8=PAGE FORWARD

Notice that the screen contains no data yet. The first thing you need to do is enter
the code associated with the organization whose CP earmark information you want
to access. Then, enter the budget FY, the earmark code, and the budget revision
number. Once you have entered this data, as you can see from the PF-keys shown
at the bottom of the screen, depending on your security classification, you can browse
the earmark information for the projects within that organization or modify the
existing earmark information for a project.
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PF KEYS ON THE CP LEGISLATIVE EARMARK SCREEN

[ENTER +*] Allows you to browse or view 'the CP earmark information that

[PF2]

[PF4]

corresponds to the organization code, earmark codg, budget FY, and
budget revision number you-entered.

If the system finds no record that matches the information you
entered, the screen will remain empty and you will see one of several
possible messages at the bottom of your sereen explaining why the
record could not be found.

Allows you to recompute the totals if they appear out of sync with
what you would expect to see.

Allows you to modify the CP earmark record. Remember that the
Technical Office user can modify the data for this record only when
the STAGE = 01 (Planned); Technical Office users, at no time in the
process, are allowed to enter or update the CP document schedule
information. When the CP document moves beyond the planning
stage, only the Program Office user can modify the data.

Modify CP Legislative Earmark Record

The modify action allows Program Office and Technical Office users,
depending on the status of the CP document, to update the information
contained in the CP legislative earmark record for a particular project.

To modify a CP legislative earmark record, on the CP Legislative Earmark
Screen, enter the organization code, budget FY, earmark code and budget
revision number associated with the earmark record you want to modify.
Then, press the [enter +] key to retrieve the record. If the system is able to
locate a record matching the selection criteria you entered, that record will
appear on your screen.

Make the necessary modifications by typing over the old information with the
new information. When you have made all of the modifications, press the
[pr4] key. If all of the data you entered passed the various edit checks built
into the system, you will see the message letting you know that the record was
successfully modified.
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Creaté The CP "Book" Screen

Thie Create The CP "Book" option allows thé Technical Office user to list the CP
Level Amount and the Final CP Level Ariounts for each project identification
numbef /appropriation code combination for éach organization number. To access
this option, at the Corgressional Présentation Menu, press the [pr12] key. The
screen shown below will appear:

U0043808 U.s.A.I.D. PMIS . 92/06/30
_-STPG CREATE THE (P MBOGK" '
L L ; PAGE: 0001 OF 0
ORG. NO.z FOR FY: ,0000  AMD REVISION: 00

ENTER CONTROL DATA, PRESS ENTER ' RESULTS WILL BE DISPLAYED
ON FOLLOWING PAGES- v

PROJ. NUM APRP  CORG NO. * CP LVL AMT FINAL CP LVL *

- mm wmmmmmp e Ridemfald N amew Bmrmmm-

TOTALS: CPiS CREATED: g 0 0
DC960041 ORG. CDDE FY ARD REV]SION 1S REQUIRED TO PROCESS RECORD -
ENTER‘START, PF?—-PAGE BACKWARQ‘ PFS‘PAGE FORHARD .. . R - '

.

’ -
v v v s 3 ~ £y 2 N - P PR R

To create the CP "Book" enter the appropriate organization code, the FY and the .
curreiit CP tevision number. Then, piess [enter <], The system will respond by
showing the total number of CP tecords created during the process, the total CP
level amount for these records, and the total final CP level for these records. —
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PROPOSED BUDGET REVIEW SCREEN

The Proposed Budget Review Screen allows the user to review the proposed budget
for a given project identification number/appropriation code combination. To access
this option, at the Fiscal Year Cycle Menu, press the [rrs] key. The following screen
will appear: ' .

. uo043%0D © U.5.A0D. PMIS 92/03/23

STPO " PROPOSED BUDGET REVIEW' i3
ORG CODE: 169400 . 01 oF
01

BUDGET-FY: :
PROJECT ID: -~ - - . -. APPROPRIATION CODEx

,'BUD_ REV , REVISION BUD PRIOR YR (PY} - CURREKT YR (CY) BUDGET YR (BY)
TYPE NUM. DATE STS . OBLIGATION OBLIGATICN OBLIGATION

DCY60042 ENTER INFORMATION AND PRESS PF/ENTER KEY AS DESIRED
PF9=RETURN TO PRIOR MENU PF{0=RETURN TO MAIN-MENU PAZ{SHIFT/PF13)=QUIT PMIS

On this screen, to review a budget, first enter the budget FY in the appropriate field.
Then, determine which project identification number/appropriation code you want
to review a proposed budget and enter this information in the appropriate fields.
Press the [enteEr <] key to review the proposed budget for the selection criteria you
entered. For example, if you indicated that you wanted to review the proposed 1992
budget for project identification number/appropriation code 936-1421 HE, a screen
similar to the one shown below would appear:

N

stPO . . ' PROPOSED BUDGET REVIEW
ORG-CODE: 169400 T

V0043900 o U.S.A.1.D. PHM 1S 92703723

; 01 oF 01
. BUDGET-EYz 1992,

PROJECT 'ID: 936-1421. - APPROPRIATION CODE: HE
 BUD REV REVISION BUD PRIOR YR (PY) ~ CURRENT YR (CY) BUDGET YR (BY)
TYPE NUM  DATE  STS  OBLIGATION -  OBLIGATION OBLGATION

LS
PR

DCY60042, EN:I'ER ITNFORMATION A‘ND ‘PRESS PF/ENTER-KEY A5 DESIRED .
* PF9=RETURH‘TO PRIOR MENU PF10=RETURN.TO MAIN MERU PA2(SHIFT/PF13)=QUIT PHIS
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PROPOSED BUDGET REVIEW SCREEN (Cont'd) ' .

This screen shows you the budget type; the budget revision number, date, and current
status; prior year and current year obligations; and the budget year obligation. You
cannot add to, modify, or delete any of the information shown on the Proposed
Budget Review Screen; you can only view the information. When you are finished
viewing the information, press the [pr9] key to return to the previous menu, or press
the [pr-10] key to return to the. PMIS Main Menu.
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CONGRESSIONAL FISCAL YEAR CONTROL MENU

The Congressional Fiscal Year Control Menu allows Program Office users to
establish control over the fiscal year obligations by entering the fiscal year funding
levels as requested in the Congressional Notification (CN) and/or Technical
Notification (TN) documents. Data is entered on each screen by project number.

" To access the Congressional Fiscal Year Control Menu, at the Fiscal Year Cycle

Menu, press the [pra] key. The following screen will appear:

DIALQG: ~ J - ‘ PAGE: 1 OF: 1
-DATE: 91/10/08 . . i NEXT PAGE:
- - T . S & T PMIS N
CONGRESSIOHAL FISCAL YEAR, CONTROL HENL

-

- SEL RESPONSE ‘FKEY . DESCR[PTIDH

LT CNFYCTL ,(EF?) CONG HOT FCL YR CTL (AOPCS)
-  THFYCTL = (PF3} TECH HOT FCL YR CTL (ADPCT)
PREVMENU  (PF9) RETURN TO PRIOR MENU
© MAINMERU  (PF1D0) ~ RETURN TO PMIS MAIN MENU
QUITPHIS  (PA2) (SHIFT/PF13) LEAVE PHIS

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table, shown in Appendix A, to determine you access capability to
the option shown on the menu.

To access any of the options and their cdrresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[EnTER <] key; or

. enter the response name, e.g. CNFYCTL, in the RESPONSE field located at
- the bottom of the screen and press the [Enter +] key.
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PF-KEYS ON THE CONGRESSIONAL FISCAL YEAR CONTROL MENU

{PF2]

{Pra]

Accesses the Congressional Notification (Fiscal Year CP-Controls)
Screen on which you can enter the funding levels for a particular
project during a given fiscal ycar requested from Congress in the
Congressional Notification document.

Accesses the Technical Netification (Fiscal Year CP Controls)
Screen on which you can enter the funding levels- for a particular
project during a given fiscal year requesied from Congress in the
Technical Nofification document.

Congressional Notification (Fiscal Year CP Controls) Screen

The Congressional Notification (Fiscal Year CP Controls) Screen allows Program
Office users to enter and update the funding levels for a particular project for a given
fiscal year; this screen shows the "detail" information for the CN record for a given

project.

The information for this screen comes directly from the approved

Congressional Notification (CN) document.

To access the Congressional Notification (Fiscal Year Controls) Screen, at the
‘Congressional Fiscal Year Control Menu, press the [pr2] key. The following screen

will appear:
“U004405D B.SA1D. PHIS 92/09/09
STPO CONGRESSIONAL HOTIFICATION 01'0F 01 -
ORG Noz 169100 AAFISCAL YEAR ¢p COHTROLS) - -
PRO.( pOF = .- PROJ TITLE: ’ .
- Doc TYPE ‘CODEz APS - DOC HO: nscm. ?EAR. oooo
C***--*-**-'**-*APPROPR‘IATIOHLEVEL-‘*~—»-¢~-—~-—+~ H
0 § ., ofiG- CURRENT *° - PROPOSED *CP ' CONGRESS "tP ‘0 °
0T cp’ (] 4 €P " T AMOUNT 'FORWARD WAIT ‘END L
*E 3, RMOUNT “AMOUNT AMOUNT “SOURCE DATE  -DATED .
a - . - 000 0,00 ° 0.00 T .
i - T N I 0.00 0:00° ‘ . ;
0.00 0.00 0.00 : ’ K
- 6.00 "0:00 000 3
© 70,00 T Tho,00 0.00
" 0200 0,00 - _ -0.00
0.00 0:00 . 0:00 - ‘
6.00 . 70.00 4.00- .
g.00 -0.00 0:00-
0,00 0:00 0:00 ¢
EHTER, BRO‘JSE, PF3 = ADD; PFI. HODIEY T ) .

:DC960038 PRO.IECT !NFORMATIDH RECORD NOoT FOUND N

’ -
> - . T .. N
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Congressional Notification (Fiscal Year CP Controls) Screen (Cont'd)

You can also access this screen from the Congressional Notification Document Data
Entry Screen using the {pr-16] "Transfer” key. If you want to access the screen directly
from the CN Schedule Record Data Entry Screen, the proper series of events would
include:

. accessing the CN Schedule Record Data Entry Screen to record the approval
of the CN document;

using the [pF-16] key to "transfer” to the CN Project Level CP Controls Screen
to enter the funding amounts over the life of the project; and

. using the [rr-i6] on that screen to "transfer” to the Congressional Notification
(Fiscal Year CP Controls) Screen where you can enter the funding amounts
for a particular project during a given fiscal year.

Either way you choose to access the screen, you should first make sure that the
appropriate organization code appears in the ORG CODE field; that the correct
project identification number appears in the PROJ ID field; and that the correct CN
document number appears in the DOC NO field. If any of this data is missing, you
must enter it before you can proceed.

Once you have entered this data, as you can see from the PF-keys shown at the
bottom of the screen, depending on your security classification, you can browse, add
the funding amounts for a given fiscal year, or modify congressional notification fiscal
year ‘CP records using this screen.

NOTE: Since the appropriation account information is a project-level CP control,
you must use the Project Level CP Controls Screen to add or delete an
appropriation account code from the list on this screen.

PF-KEYS ON THE CONGRESSIONAL NOTIFICATION (FISCAL YEAR
CP CONTROLS) SCREEN

[ENTER +'] Allows you to browse or view the congressional notification fiscal
year CP record that corresponds to the project identification number

you entered in the PROJ 1D field.
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PF-KEYS ON THE CONGRESSIONAL NOTIFICATION (FISCAL YEAR

CP CONTROLS) SCREEN (Cont’'d)

[ENTER +*} (Cont’d) If the system finds no record that matches the project identification

{PF3]

[PF4}

number you entered, the screen will remain empty and you will sce
one of several possible messages at the bottom of your screen
explaining why the record could not be found.

Allows you to add the new congressional notification fiscal year CP
record to the database.

Allows you to modify the congressional notification fiscal year record.
Remember that the Program Office user has the ability to modify
information only if the CN document has been approved and this
status entered into the CN document schedule record.

Add Congressional Notification CP Record

The CN Fiscal Year CP Controls Screen shows the funding amount, by
appropriation, for a particular project for a given fiscal year approved by
Congress. Since the data for this screen comes from the CN document,
remember that you may not add the funding amounts until the CN document
has been approved. Also, remember that only Program-Office users have the
capability to add this type of record.

To add a congressional notification fiscal year CP record to the database, you
may access the screen from either the Congressional Fiscal Year Menu or
from the CN Schedule Document Data Entry Screen. From the
Congressional Fiscal Year Menu, press the [pr2] key. From the CN Schedule
Document Data Entry Screen, after adding the CN schedule record, press the
[PF-16] "Transfer” key.,

Either way, you choose to access it, the screen shown on page 146 will appear.
If it does already appear in the PROJ ID field on this screen, you will begin
by entering the project identification number associated with the CN fiscal
year CP record you want to add.

Then, press the [EnTer +] key so that the system can browse the database to
confirm that a CN fiscal year CP controls record does not already exist for the
project identification number you entered. If a record does not exist in the
database, you will see the message: "DC960038 ORG CD/FISCAL YEAR FYCP
RECORD NOT FOUND"; you can now enter the remaining information to-define
the record.
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Add Congressional Notification CP Record

First, in the ALPHA APRP CODE field, enter the 2-character appropriation
code, identified in the CN document to be used to fund the project. Next,
indicate the status of the appropriation; valid entries include:

. 01 = Planned;

. 02 = PAF issued;

. 03 = CN issued; and

. 04 = PAF and CN or TN issued.

In the ORIGINAL CP AMOUNT field, enter the initial approved amount
identified for the appropriation for the given fiscal year, if applicable; this
information comes from the Congressional Presentation (CP) document. In
the CURRENT CP AMOQUNT field, enter the previous approved amount for
the appropriation for the given fiscal year, if applicable; this information
comes from the previous Congressional Notification (CN) document, if one
exists.

In the PROPOSED CP AMOUNT field, enter the "proposed obligations" for
the appropriation for a given fiscal year as identified in the Congressional
Notification (CN) document. In the CP AMT SOURCE field, enter the
identification number assigned to the document by the Office of Legislative
Affairs; this identification number can be found at the top of the CN
document, e.g. CN306.

The CP AMOUNT SOURCE DATE is the date that the document was
forwarded to Congress for approval; this date comes from the CN Document
Schedule record. PMIS adds 15 days to this date and enters it automatically
in the CP WAIT END DATE field. The CP HOLD indicator will come from
the CN Schedule Document Pata Entry Screen when you add this record to
the database. The system will automatically enter the CP Amount Source and
the CP Wait End Date.

When you have entered all of the information, press the [pr-3] key to add the
record. to the database. If all of the data you entered passed the various edit
checks built into the system, you will see the message: "DC760040 BRIGHT ORG
CD/FISCAL YEAR RECORD ADDED SUCCESSFULLY™ on your screen.
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. Add Congressional Notification Fiscal Year CP Controls Screen
(Cont'd)

To add another new congressional notification fiscal year CP record to the
database, move the cursor to the PROJ ID field and enter the next project
identification number. Themn, follow the procedures outlined above. When
you have added all of the necessary records, press the [pro} key to return to
the previous menu or the [pr.10] key to return to the PMIS Main Menu.

. Modify Congressional Notification Fiscal Year CP Controls Screen,

The modify action allows Technical Office users to update the information
contained in the congressional notification fiscal year CP record. Remember
that this type of record can only be modified if the CN document has been
approved and the CN schedule record has been updated. to reflect this status.

To modify a congressional notification fiscal: year CP record, if you do not
know the CN document number associated with the record you want to
modify, you must access the Congressional Notification Fiscal Year CP
Controls Screen from the CN Schedule Record Data Entry Screen. Accessing
the screen in this way gives you a chance to check the status of the €N
document to make sure that it has been approved. You can also modify the
document status now, if necessary.

On the CN Schedule Record Data Entry Screem, enter the project
identification number associated with the CN schedule record you want to
modify and press the [enter+] key to retrieve the record. If the system is able
to locate a CN document matching the project identification number you
entered, that record will appear on your screen. Check to make sure that
both the project identification number and-the appropriate dociment number
appear on the screen. Then, press the [pr1s] key to "transfer" to the
Congressional Notification Fiscal Year CP Controls Screen.

Once you have accessed the Congressional Notification Fiscal Year CP
Controls Screen, you will see the message: "PROCEED WITH MODIFICATIONS AS,
NEEDED." Make the necessary modifications by typing over the old
information with the new information.

< NOTE: Ifyou need to add.another appropriation account code for the project, the
system considers this action to be an "add" operation rather than a
"modify” operation. So, if you add an appropriation code, remember to
press the [pr3) key to add that piece of information to the record.
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. . Modify Congressional Notification Fiscal Year CP Controls Screen
(Cont’d)

When you have made all of the modifications, press the [rr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message: "DC?60040 BRIGHT ORG CD/FISCAL YEAR FYCP RECORD
SUCCESSFULLY" on your Screen.

Technical Notification (Fiscal Year CP Controls) Screen

The Technical Notification (Fiscal Year CP Controls) Screen allows Program Office
users to enter and update the funding levels for a particular project for a given fiscal
year. This screen is almost identical to the Congressional Notification Fiscal Year
CP Level Screen except that the information for this screen comes directly from the
approved Technical Notification (TN) document.

To access the Technical Notification Fiscal Year Controls Screem, at the
Congressional Fiscal Year Control Menu, press the [pr3] key. The following screen
will appear:

U004410D° " . « | US.AID. PHIS 92/09/09
STPO . . . TECHNICAL NOTIFICATION " . D1 OF 01
ORG NO: 169100 - (FI\SCAL YEAR CP CON[ROLS)\ N :
- PROJ 1D -’ . . .PROJ TITLE: . .
DOC TYPE CODE: AP boc Ko: | FISCAL YEAR: 00CO
B R Mmoo e e .. APPROPRIATION LEVEL = = = - » « = = + + - - - = = H
©Q S~ ORIG_ ° CURRENT .. PROPOSED CP _CONGRESS TP O
o' T TP T cP. . EP ~  AMOUNT  FORWARD WAIT END L
E -§  AMOUNT- - AMOUNT ~ AMOUNT © SOURCE  DATE DATE D
O . 0,00 0,00 ° 0,00
0.00 0.00 0.00
. 0.00. 0.00 " 0.00 .
. 0.00 . 0,00 0,00 - ’ -
.0.00 0.00° . 0,00 . -
) . 0:00 0.00 - 0.00
s -0.00 - - 000 7 0.00
’ 3.00" " 0.00 < 0.00
0.00 +,0,00 : 0.00
. 000 - - - "0,00 0.00
.. ENTER =-BROWSE; PF3 = ADD; PF4.= MODIFY °
DC960041 PROJECT & DOCUMENT ACCESS.KEY IS REQUIRED TO PROCESS RECORD

You can also access this screen from the Technical Notification Schedule Record
Data Entry Sereen using the [pr-16] "Transfer” key.
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Technical Notification (Fiscal Year CP Controls) Screen (Cont’d) .

If you want to access the screen directly from the TN Schedule Record Data Entry
Screen, the proper series of events would include:

. accessing the TN Schedule Record Data Entry Screen to record the approval
of the TN document;

. using the [pr-i6] key to "transfer” to the TN Project Level CP Controls Screen
to enter the funding amounts over the life of the project; and -

using the [pr16] on that screen to. "transfer” to the Technical Notification
Fiscal Year CP Controls Screen where you can enter the funding amounts for
a particular project during a given fiscal year.

Either way you choose to access the screen, you should first make sure that the
appropriate organization code appears in the ORG CODE field; that the correct
project identification number appears in the PROJ ID field; and that the correct TN
document number appears in the DOC NO field. If any of this data is missing, you.
must enter it before you can proceed.

Once you have entered this data, as you can see from the PF-keys shown at the
bottom of the sereen, depending on your security classification, you can browse, add
the funding amounts for a given fiscal year, or modify technical notification fiscal
year CP controls records using this screen.

= NOTE: Since the appropriation account information is a project-level CP control,
you must use the TN Project Level CP Controls Screen to add or delete
an appropriation account code from the list on this screen.

PF-KEYS ON THE TECHNICAL NOTIFICATION (FISCAL YEAR
CP CONTROLS) SCREEN

[ENTER +*] Allows you to browse or view the technical notification fiscal' year CP
record that corrcsponds to the project identification number you
entered in the PROJ ID field.

If the system finds no record that matches the project identification
number you entered, the sereen will remain empty and you will see
one of several possible messages at the bottom of your screen
explaining why the record could not be found.
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. PF-KEYS ON THE TECHNICAL NOTIFICATION (FISCAL YEAR

[PF3]

[PF4]

CP CONTROLS) SCREEN (Cont'd)
Allows you to add a new technical notification fiscal year CP record.

Allows you to modify the technical notification fiscal year CP record.
Remember that the Program Office user has the ability to modify
information only if the TN document has been approved and this
status cntcred into the TN document schedule record.

Add Technical Notification CP Record

The TN Fiscal Year CP Controls Screen shows the funding amount, by
appropriation, for a particular project for a given fiscal year approved by
Congress in the TN document. Since the data for this screen comes from the
TN document, remember that you may not add the funding amounts until the
TN document has been approved. Also, remember that only Program Office
users have the capability to add this type of records.

To add a technical notification fiscal year CP record to the database, you may
access the screen from either the Technical Fiscal Year Menu or from the TN
Schedule Document Data Entry Screen. From the Congressional Fiscal Year
Menu, press the [pr3] key. From the TN Schedule Document Data Entry
Screen, after adding the TN schedule record, press the [pr16] “Transfer” key.
Either way, you choose to access it, the screen shown on page 151 will appear.

If it does already appear in the PROJ ID field on this screen, you will begin
by entering the project identification number associated with the TN fiscal
year CP controls record you want to add. Then, press the [Enter+] key so
that the system can browse the database to confirm that a TN CP controls
record does not already exist for the project identification number you
entered. If a controls record does not exist in the database, you will see the
message: "DC960038 BRIGHT ORG CD/ FISCAL YEAR RECORD NOT FOUND"; you
can now enter the remaining information to define the record.

First, enter the 2-character appropriation code, identified in the CN document
to be used to fund the project. Next, indicate the status of the appropriation;
valid entries include:

. 01 = Planned;

. 02 = PAF issued;

. 03 = CN issued; and

. 04 = PAF and CN or TN issued,

7
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. Add Technical Notification CP Record (Cont’d)

In the ORIGINAL CP AMOUNT field, enter the initial approved amount
identified for the appropriation for the given fiscal year, if applicable; this
information comes from the Congressional Presentation document. In the
CURRENT CP AMOUNT field, enter the previous approved amount for the
appropriation for the given fiscal year, if applicable. This information comes
from the previous Technical Notification (TN) document, if one exists.

In the PROPOSED CP AMOUNT field, enter the "proposed obligations" for
the appropriation for a given fiscal year as identified in the TN document.
In the CP AMT SOURCE field, enter the identification number assigned to
the document by the Office of Legislative Affairs; this identification number
can be found at the top of the TN document, e.g. TN347.

The CP AMOUNT SOURCE DATE is the date that the document was
forwarded to Congress for approval; this date comes from the TN Document
Schedule record. PMIS adds 15 days to this date and enters it automatically
in the CP WAIT END DATE field. The CP HOLD indicator will come from
the TN Schedule Document Data Entry Screen when you add this record.

When you have entered all of the information, press the [pr-3] key to add the
record to the database. If all of the data you entered passed the various edit
checks built into the system, you will see the message: "DC960040 ORG CD/
FISCAL YEAR RECORD ADDED SUCCESSFULLY" on your screen.

To add another new technical notification fiscal year CP record to the
database, move the cursor to the PROJ ID field and enter the next project
identification number. Then, follow the procedures outlined above. When
you have added all of the necessary records, press the [prg] key to return to
the or the [pr-10] key to return to the PMIS Main Menu.

. Modify Technical Notification Fiscal Year CP Controls Screen

The modify action allows Technical Office users to update the
information contained in the technical notification fiscal year CP
record. Remember that this type of record can only be modified if the
TN document has been approved and the TN schedule record has
been updated to reflect this status.
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Modity Technical Notification Fiscal Year CP Controls Screen.{(Cont'd)

To modify a technical notification fiscal year CP record, you must access the
Technical Notification Fiscal Year CP Controls Screen from the TN Schedule
Record Data Entry Screen. Accessing the screen in this way gives you a
chance to check the status of the TN document to make sure that it has been
approved; you can also modify the document status now.

On the TN Schedule Record Data Entry Screen, enter the project
identification number associated with the TN document schedule record you
want to modify and press the [EnTER +] key to retrieve the record.

If the system is able to locate a TN document matching the project
identification number you entered, that record will appear on your screen.
Check to make sure that both the project identification number and the
appropriate document number appear on the screen. Then, press the
[pr-16] key to "transfer" to the Technical Notification Fiscal Year CP Controls
Screen.

Once you have accessed the Technical Notification Fiscal Year CP Controls
Screen, you will see the message: "PROCEED WITH MODIFICATIONS AS NEEDED."

Make the necessary modifications by typing over the old information with the
new information.

NOTE: If you need to add another appropriation account code for the project, the

system considers this action fo be an "add" operation rather than a
"modify” operation. So, if you add an appropriation code, remember to
press the [pr3] key to add that piece of information to the record.

When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message: "DC960040 ORG CD/FISCAL YEAR RECORD SUCCESSFULLY"
on your screen.
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OPERATING YEAR BUDGET MENU

During the fourth quarter of the fiscal year, the Technical Offices of the bureau are
required to prepare and submit a proposed Operating Year Budget (OYB) for the
upcoming fiscal year. This proposed OYB reflects the estimated funding levels
necessary for each appropriation account to be used to fund a project in the portfolio
of that techmnical office for the next fiscal year. This proposed amount will establish
a base from which funding levels for each appropriation account can be approved or
negotiated if they do not meet the funding levels proposed to Congress in the PAF
and CN/TN documents. Technical Office users can enter thelr proposed OYB using
the Operating Year Budget Menu,

To access the Operating Year Budget Menw, press the [pr12] key at the Fiscal Year
Cycle Menu, The following screen will appear:

DIALOGS . - ’ T+ ,PAGE: 1 OF: 1 -
DATE: 93/10/08 ) . o HEXT PAGE: " ',
.o . U.S.4.1.0.. PHIS L .o -

OPERATING 'YEAR BUDGET MEWU -~ -

SEL. RESPQNSE * FKEY ’ DESCRIPTION

PRPSQYR {PE2) PROPDSED .0YH .

OYBCHG (PE3) PROPOSED OYB CRANGES

CHOYBSTS  {PF4) CHANGE OYB STATUS .

PREVMENU  (PF9)"  "RETURN TD PRIOR-MENU" *7

MAINMEND  (PF10} RETURN TO PHNIS MAIN MENU
i QUITPMIS  (PA2). (SHIFT/PF13) LEAVE PHMIS SO
RESPONSE: - SEND DATA--> PN Lo > ™ MODE: STEP

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the
Security Access Table to determine you access capablllty to the option shown on the
mentl.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTER <] key; or

. enter the response name, e.g. PRPSOY]é, in the RESPONSE field located at
the bottom of the screen and press the [enter +] key.
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PF-KEYS ON THE OPERATING YEAR BUDGET MENU

[PF2) Accesses the Proposed OYB Screen, on which you will enter the
proposed OYB for each appropriation account associated with a
particular project.

[PF3] Accesses the Proposed OYB Changes Screen, on which you can
perform a "what-if" analysis, adjusting the proposed OYB amounts for
each appropriation account shown under a project in order to achieve
an optimal funding balance access the office portfolio.

Proposed OYB Screen

Technical Office users access the Proposed OYB Screen to enter the proposed OYB
amounts for the next fiscal year required to maintain and implement the various
projects assigned to that oifice. When entering the proposed OYB, these users enter
the proposed amounts for each Budget Plan Code (BPC) associated with a particular
project within their office portfolio, using information provided in the PAF and
CN/TN documents. Each project, with its various BPCs, within the office is
represented as one proposed OYB record in the database.

To access the Proposed OYB Screen, at the Operating Year Budget Menu, press the
[pr2] key. The following screen will appear:

0044250 , U.S.AXD. PHIS 92/07/07
STPO . : PROPOSED OYB . PAGE: 0001 OF 01
"ORG NO: 149100 FY: 1993  APRP CODE: HE CP AMT: 206,000.00
PROJ ID: 936-1421.  PROJ TITLE: AID/PEACE CORPS SMALL PROJECT ASST
REVISION KO: 000 : ,

ACTION OYB PRO- oY8 .- OYB
CODE  BUDGET PLAN CODE ° POSED AMOUNT AHOUNT STATUS
A - - - 0.00 0,00 1
A - - - 0,00 0.00 1
A - - - 0.00 (0,00 1
A - - - 0.00 0.00 1
A - - - 0,00 0.00 1
A S 0.00 0.00 - 1
A - - - . C0.00 | 0.00 1
A - T . 0.80 ° 0.00 1

PROJ'OBLIGATIOH FINAL FCL YEAR: 1995f PROJ CP UBLGTN FINAL FCL YEAR: 0000
PROJ TOTAL ‘AUTHORIZED AMOUNT: " 15,617,000.00
PROJ OBLIGATION CUM AMOUNT: 6,324,000.00 -

SUM PRPS AMTS FOR-THIS PROJ/APRP/ECL YR/THIS ORG: * 0.00
SUM PRPS AMTS EOR THIS PROJ/APRP/FCL YR/ALL ORGS; - 0.00

: . < PF7/PFB-PAGE UP/DOWN
TYPE MA™(DD), “CW(HANGE) OR "DV(ELETE} IN ACTION CODE-PRESS ENTER

.



http:6,324,000.00
http:15,617,000.00
http:206,000.00

PMIS.1 User's Gu:de, _Page - 158 © e e

Proposed OYB Screen (Cont'd)

Notiéé that thé screen contains no data yet. The first thirig you need to do 1s enter
the code of the orgamzatlon for which pI‘OjeCtS you wailt to enter OF View the
proposed arnounts for a given fiscal year: Next enter the flscal Jyear for wbxch you
afid the project identification number of the specrflc project with Which yoii Wafit to
work.

Orice you have entered this data, as you caii see from the comrnands shown at the
bottom of the screen, depending on your secuhty cla551f1cat10n you can Browse tie
fundmg information for & particulat prOJE:Ct for thié next f1scal year, add the proposed
fundmg drhounts for BPCs associated with thie project, modrfy the proposed amounts
foi a BPC; or delete the proposed amaiitits.

.

Add Proposed OYB Recofd

The Proposed OYB Screen shows the p‘r'dii*(iS(id fundlng arnount by BPC~ for

a partlcular project for the 1 upcormng ftscai year ds presented to Congress in .

-

the PAF aiid CN/TN documents Techiieal Office lisers 4ré résponisible for
addini this type of record 16 the databass:

To add a proposed OYB record to the database on_ the PropOSed Oi{B
Screeii, fise the [TAB] key {0 nove 10 the ACTION field: If ah A for "Add”
does tot aIready appear ift thls field; typé 4t A. Enter the organlzatlon code
of the organization for which project yoil want to add the proposed amounts
for the next fiscdl year.

Next, etiter the fiscal yeat for Which yoit want to add a proposed budget
tecord diid the project 1dent1flcat10n hiiinber of the speclfrc pl‘OjeCt with whrch
you want to work. Then, press the [ERiTER <—'] key so thaf the system tan verrt'y
that a proposed OYB record for that pr01ect 1dent1f1cat10n number does not
already exist. If information has been entered for the record with the pl‘OjeCt
1dent1f1cat10n number FY~ approprlatron code, reVlSlOIl nu imbér conibindtion
you entered that informaticil will appear on your scréen; you can now enter
additionial information.

If a proposed OYB record does niot exist: 1n the database you will see the
message “DC960038 ORG NO/FY RECORD N@T FOUND" ; you can now enter the
femaihing mformattorr to' defifie the tecord; begrnnmg on the first available
lin€ under the ACTION €ODE héader.
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Add Proposed OYB Record (Cont’d)

For each BPC listed for the project, enter the funding amounts in the
appropriate column. Next, enter the OYB status for each appropriation
account. The OYB status is based on one of three phases through which the
proposed OYB must pass.

In the first phase, each Technical Office within the Burean gathers the
proposed funding amounts for its various projects based on the information
provided to Congress in the PAF and the CN/TN documents, enters the
information into the PMIS database, and submits the proposed OYB to the
Program Office. During, this phase, the OYB status = 1. Next, the Program
Office takes over the process and reviews the proposed OYB. During this
phase, the Technical Office user no longer has the ability to modify the
proposed funding amounts, and the OYB Status = 2.

During the final phase of the process, in the R&D Bureau, the Program
Office submits the combined proposed OYB for the Bureau to the SAA for
approval. The R&D Bureau Program Office will make any necessary changes
to the proposed amounts based on the SAA’s review. The proposed amounts
are now frozen; no one can make changes to the proposed amounts; the OYB
Status = 3; and the system copies the data in the OYB PROP AMT field to
the OYB AMT field, thus making it the official OYB amount for each
appropriation account.

If, while adding the proposed funding amounts, you discover that you need to
add another BPC to the list of accounts shown for the project, you cannot do
that from this screen. You should alert a Program Office user, who will then
need to access the Budget Plan Code Controls Screen for that project and
enter the new BPC.

When you have entered all of the proposed amounts, press the [enver<«] key.
The system will automatically verify the information you entered to ensure
that each proposed amount is within the funding limits established in the PAF
and CN/TN documents. If all of the information is valid, you will see the
message: "DC960040 BRIGHT FYAMT RECORD ADDED SUCCESSFULLY". If all of
the information you entered is not valid, you will see an error message that
will indicate the problem.

To add another new proposed OYB record to the database, move the cursor
to the PROJ ID field and enter the next project identification number. Then,
enter the appropriation code. Then, follow the procedures outlined above.
When you have added all of the necessary records, press the [prg] key to
return to the previous menu or the [pr-10] key to return to the PMIS Main
Menu.
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=

Modify Proposed OYB Screen

The modify action allows Technical Office and Program Office users,
depending on the OYB Status, to update the information contained in the
proposed OYB record. The OYB status is based on one of three phases
through which the proposed OYB must pass.

In the first phase, each Technical Office within the Bureaw gathers the
proposed funding amounts for its various projects based on the informaftion
provided to Congress in the PAF and the CN/TN documents, enters. the
information into the PMIS database, and submits the proposed OYB to the
Program Office. During this phase, the OYB status = 1. Next, the Program;
Office takes over the process and reviews the proposed OYB. During this.
phase, the Technical Office user no longer has the ability te medify the
proposed funding ameunts, and the OYB Status = 2.

During the final phase of the process for an OYB in the R&D Bureau, the
Program Office submits the combined proposed OYB for the Bureau to the
SAA for approval. The Program Office will make any necessary changes to
the proposed amounts based on the SAA’s or the bureau top-level
management review. The proposed amounts are now frozen; no one can
make changes to the proposed amounts; the OYB Status = 3; and the system
copies the data in the OYB: PROP AMT field: to the OYB AMT field, thus
making it the official OYB amount for each: appropriation account.

To modify a proposed OYB record, access the Proposed OYB Screen from the
Operating Year Budget Menu. On. the Proposed OYB: Screen, enter the
organization code, the fisczl year, the appropriation code and the project
identification number associated with the proposed OYB rccord you want. to
modify.

Then, press [enTer <] to retrieve the record. If the system is able to locate a
proposed OYB record for the project youw indicated, that record will appear
on your screen. Use the [1a8] key to move the cursor to the ACTION field.
Enter a C for "Change" under this header. Then, make the necessary changes
by typing over the old information with the new.

NOTE: If you need to add another BPC for the project, the system considers this

action to be an "add" operation rather than a "modify” operation. So, if
you need to add an appropriation code, notify a Program Office user who
will access the Budget Plan Code Controls Screen in order to add the new
account.

1
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- Modify Proposed OYB Screen (Cont'd). .

When you have made all of the modifications, press [enter+]. If all of the
data you entered passed the various edit checks built into the system, you will
see the message: "DC?60040 BRIGHT FYAMT RECORD MODIFIED SUCCESSFULLY™

On your screen.

. Delete Proposed OYB Records

The delete action allows Program Office users to remove proposed OYB
records for projects in the database. To delete a proposed OYB record, you
must first retrieve the record using the browse action.

To begin, on the Proposed OYB Screen, enter the organization code, fiscal
year, appropriation code and project identification number associated with the
record you want to delete. Then, press [ENTER +] to retrieve the record.

If the system is able to locate a proposed OYB record that corresponds to the
project identification number you entered, that record will appear on your
screen. Use the [1as] key to move the cursor to the ACTION field. Type a
D for "Delete” under this header. Then, check the project identification
number to make absolutely sure that this is the record you want to delete. To
delete the record, press the [pr.21] (Shift/[pr.s]) key. If the system was able to
delete the record, you will see the following message appear on your screen:
"DC0960040 HIGHLIGHTED FYAMTS RECORD DELETED SUCCESSFULLY". '

Proposed OYB Changes

The Proposed OYB Changes Screen allows the Office Director to analyze the current
fiscal year funding levels for the various projects the portfolios of the various
Technical Offices within the Bureau and then, to adjust the funding levels proposed
for the upcoming fiscal year in an effort to determine an optimal balance in funding
across the office portfolio. While the data entered on this screen will not update the
database until you choose, it will give the Office Director a chance to see how
dividing the available funds in different ways effects the overall funding totals for an
office.

To access the Proposed OYB Changes Screen, at the Operating Year Budget Screen,
press the [pra] key. The screen shown at the top of the next page will appear.

\
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Proposed OYB Changes (Cont’d) .
o uooss3iD - “U.S.AI.D: PMIS : 92707707 !
L STPO PROPOSED OYB "CHANGES . PAGE: 000% OF 00 :

ORG NO: 169100 APRP CD‘ . FY: 0000 REV NO- 000 ﬂlGHEST REV: Q0o ;

+ PROJECT APRP BUDGE[’ PROPOSED BPC-CONTROL  S§TS )

D 0 . PLAN ClE . OvB BALANCE . :
. . wkd OFFICE AHOUNTS wk .
* BY PROJECT = PROJECT HAY BE UPDATED, HOHEVER CEILIHG. _‘U
. PAF, CN, OR TH 18 REQUIRED., N TOTAL: ‘D
VARIANCE: . )

ENTER~START BROUSE PFZ—RECDMPUTE PFA*HDDIFY PFT/PFS PAGE BACK/FDRHARD :

DCOS0073 ORGANIZAT ION- CODE, APPROPR!AT]ON AND FISCAL YEAR -& REVISIOH ARE*REQU <

Notice that no data appears on the screen. The first thing you need to do is efiter
the code of the organization for those projects for ' which you want t6 -manipulate the
upcoming fiscal year proposed amounts. Next, enter the fiscal year for which you
want to generate a list of the proposed budget records, the appropriation code, and
the budget revision number.

projects, and their corresponding BPCs, associated with the organization -code -and
fiscal year you entered. When the system has located all of the records that'méet the
criteria you entered, you will see the following screen:

Once you have entered this data, press the [enter+] key to begin.generating-a list-of .

U004431D i . U.SATID, PHIS 92/03/25
5TPO PROPOSED OYB CHANGES *PAGE: . 0001 -OF 01
oRG HO% 169700 APRP CO: HE © FY: 1992 REV. NO: DO1
PROJECT BUDGET PROPOSED * ‘BPC CONTROL™ STS
10 . PLAN CODE, * oY . BALANCE D
936-1421. - DDHA-92-16900-KG11 ’ 42500000 - .. 000 3
936+-1421. DDHX-92-16900-KG11  0.00 .93029.00 3
936-1406. DDHA-92-16900-KG11 .0.00 0.00 3
936-1406. DDHX-92-169D0-KG11 - 93029.00 . 0.00 3
. . %% DEFICE AHOUNTS *¥¥
* BY PROJECT = PROJECT MAY NOT BE UPDATED, CEILING: 518,029
PAF, CH, OR TN IS REQUIRED. TOTAL: 518,029
VARTANCE: 0

ENTER=START BROWSE  PF2=RECOMPUTE “PF4=MODIFY  PF7/PF8 PAGE BACK/FORWARD

Using this screen, the Office Director user can an-d]yze the current funding levels for
a particular project and, then, manipulate the proposed OYB amounts for the .
projects for the upcoming fiscal year.
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Proposed OYB Changes {Cont’d)
This user can create "what-if" scenarios in an attempt to:
. create an optimal balance across the office portfolio, and

. reduce the variance between the total proposed amount and the funding level
ceiling for the office.

To manipulate the proposed OYB amounts for the various projects shown, simply
type over the existing amount with the new amount. When you have made your

changes, press the [Pr2] key to recompute the total and variance information shown
under the OFFICE AMOUNTS header.

The system will antomatically recompute the total and variance based on the new
information you entered. The information you enter on this screen will in no way
become a part of the proposed OYB record when you use the recompute action.
When you press the [pr4] key to modify the data, the system will update the database
based on the changes you entered.

To determine if there is more than one screen of information retrieved based on
your selection criteria, look in the top right corner of your screen. In the PAGE
field, you will see what "page" your are currently looking at and how many more
pages or screens of information there are. To move to the next page, press the [rrs]
key. To move back to the previous page, press the [rr7] key.

PF-KEYS ON THE PROPOSED OYB CHANGES SCREEN

[ENTER +] Generales the list of projects and their corresponding appropriation
codes for the indicated organization code and a particular fiscal year.
Once this list is generated, you can manipulate the proposed OYB
amounts for cach appropriation amount.

[PF-2] Once you have manipulated the proposed OYB amounts, press this
key to recompute the total and variance figures to see how your
manipulations effected them.
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Change OYB Status Screen

The Change OYB Status Screen allows Program Office users to make global updates
to the status of the proposed OYB amount for all projects within a given office as
it moves through the various phases of the approval process and to update the budget
revision number. To access this screen, at the Operating Year Budget Menu, press
the [pr4] key. The following screen will appear:

* UDD4435D : U.S.A.1.D. PHIS . 92/03/23
STPO : ) CHANGE OYB STATUS" , . .
CRG NOz 169400 : A Fy: 0000
CHANGE OYB STATUS TO: . S ) .
CURRENT REVISION ﬁUMBER Is: ~000 DATE OF REVISIOQ: /70
CHANGE REVISIOH NUHBE@ TO:' NEW REVISIOM DATE: ;I /0

YOU MAY CHANGE.OYB STATUS WITHOUT CHAMGIRG REVISIONS,
_AND VICE-VERSA - 10 MODIFY THE CURRENT REVISION HUHBER
YKEY- IN "THE NEY REVISION NUMBER WHERE INDICATED. 1T MUST
BE-ONE (1) GREATER THAT THE CURRENT WUMBER,
DCPE0041 ORGANIZATION CODE-AMD FCL- YEAR IS REQUIRED TO PROCESS RECORD
PF4 = MODIFY ’ . .

To update the proposed OYB status code for the projects within an. office, move the
cursor to the ORG CD field. Enter the organization code for the Technical Office
whose projects need an updated OYB status. Next, move the cursor to the FISCAL

YEAR field and enter the upcoming fiscal year. In the CHANGE OYB STATUS

TO field, enter the appropriate status code; valid: entries include:

. 1 - Technical Office proposes funding amounts for the upcoming fiscal
year;

. 2 - Program Office approves the proposed OYB amounts and, for an OYB
for the R&D Bureau, forwards the package to the SAA;

. 3 - in the R&D Bureau, SAA approves proposed OYB and proposed:
amounts become "official” amounts; and

. 4 - Fiscal year closed; no further processing allowed.

When you have entered the appropriate code, press the [pr4] key to process the
update. If the modification is successful, the OYB Status code for all of the projects
for the indicated technical office will be changed to reflect the information you- just
entered. Remember that the change you have indicated on this screen will effect the
OYB status for all of the proposed OYB records associated with the organization
number entered on the screen.

To.update the revision number, type over the old revision numberwith the new. The
number that you enter must be one (1) greater than the present revision number.
Press the [enter+] key to process the modification.
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‘ FUNDING DOCUMENT DETAIL

" Once the Operating Year Budget (OYB) has been approved, the Technical Offices
must prepare a Project Implementation Order/Technical Services (PIO/T) document
which initiates the request to obligate funds for a project. The Funding Document
Detail Screen allows the Technical Office user to enter the relevant information from
the PIO/T document for a project into the database.

To access the Funding Document Detail Screen, at the Fiscal Year Cycle Menu, press
the [pr-i3] key. The following screen will appear:

U00444 0D ’ U.5,A. 1.D./PHIS  ° 91710708

STPO ° . FUNDING DOCUMENT DETAIL - : 0t OF 07
ORG NO: 169100 * FISCAL YR: 1992 - ’
PROJ -ID; - . APPROPRIATION CODE: L/G IND: G°
CP:  HOLD: - . WAIT END DATE:
TO, BE PROGRAMMED AMT; - .’ 0,00 APPROVED OYB BALANCE: 0.00
.DOCUMENT WUMBER: — ** . PROPOSAL NUMBER:
DOCUMENT TYPE CODE: - . N
- FUNDS CONTROL NUMBER: . AMOMT HO: 00 BUD PLAN CODE:
LEGSLY EARMARK: CODE:  PCT: O MAME: v
TARGETED-FUNDS: CODE: _  PCT: - O MAME: . - *
-SPECIAL FUMDS:  CODE: ~ NAME:
DOCUMENT AMOUNT: . 0.o0 . PARTIAL QBLIGATION (¥/N):
‘DOCUMENT STATUS: =~ 7 - . - DOL STATUS DATE:

PGM OFFICE DUE MONTH: N OBLIGATING DOC RECY STS (Y/N):
OBLIGATION PLAN MONTH: . . - - ° OP CERT IND (¥/N):
PGM OFFICE SUBMIT DATE: P . .

. FM FORWARD DATE: ", AMOUNT. RESERVED DATE:
AWARD MUMBER:™ -~ -~ T >
REMARKS:: - .- T oy

“.

DC960042 ENTER *INFORMATION AND PRESS PF/ENTER KEY AS DESIRED )
.. ENTER = BROWSE; PF3 = ADD; PF4 =-MODIFY; PF21 (SHIFT/PF5) = DELETE

Notice that the screen contains no data yet. The first thing you need to do is enter
the organization code of the organization for those projects you want to access the
funding document detail information. Next, enter the fiscal year, along with the
appropriation code and the project identification number for the project associated
with the funding document detail record you want to create or view. Then, enter
either of the following combinations of information:

. the document number and the document type code; o1

I . the funds control number and amendment number (if applicable).
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@'ﬁcé‘ you Have éntered this data, ds you can see from the PIF:-kéys shown at the

béitom of the screesi, depending on your security classitication, you ¢an browse the
fundlng document detail information for a particular project, add the information
from the PIO/T funding document to the database;, modify the futiding document
detall recofd using information from thé PIO/T, or delete-thie funding document
detiil record.

PF KEYS ON THE FUNDING DOCUMENT DETAIL SCREEN

[ENTER +] Allows you to browse or view the funding document detail record
that cofrésponds to the project identification nuffiber you entered in
the PROJ 1D fiéld:

If the system {inds fio record that matches the project identification
number you entéred, the screén will remain €nipty ‘and you will scc
oné of several possible inessages at the bottom of your screen
‘explaining why thé Técord 'could not be found.

iPFa] Allows you to 9dd the tiew Tunding dotument detail irecord o ‘the
database:

[ Allows you to ‘modify ‘the funding document -dctail record.
Remember that the Techaical Office user -can ‘modify ‘the «dsta Tor
this record only whei the DOT'STATUS =01 (Planncd); Technical
Olficé users, at nio time ifi‘the process, arc allowed to-enterorupdate
the documient schédulc sinformation. ‘When ‘the PIG/T ‘funding
document moves beyond’the planning stage,only the Program ‘Office
-user ‘can ‘modify the data.

. Add Funding Boctiment Detail Records

The Funding Document Detail Screen shows the information ‘taken from the
PIO/T -document for a particular project.  Technical ‘Office iusers :are
responslble for-creating the: fundmg doecuthent-detail record msmg‘mformdtlon
from the PIO/T document. The Technical ‘Office then.submits the PIO/T
‘document to the Program Office for- -appioval. ‘Onee this transfer.occurs, the
Program Office is responsible foiupdating the :dociiment statiis and approval
information.
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Add Funding Document Detail Records (Cont’d)

To add a funding document detail record to the database, on the Funding
Document Detail Screen, first enter the organization code of the organization
for those projects you want to enter the funding document detail information.
Next, enter the fiscal year, along with the appropriation code and the project
identification number for the project associated with the funding document
detail record you want to create.

Then, enter the document number and document type code associated with
the document. Press the [enter <] key so that the system can browse the
database to confirm that a funding detail document record does not already
exist for the project identification number, appropriation code, and document
identification you entered.

If a record does not exist in the database, you will see the message: "DC960038
FUND DOCUMENT RECORD NOT FOUND". You can now enter the remaining
information to define the record. If the funding action for a particular project
is to take place in one obligation, rather than a series of partial obligations,
make sure that the PARTIAL OBLIGATION INDICATOR shows an N for
"No". If the funding action involves partial obligations, refer to the special
section shown on the next page.

There are several things that you should keep in mind when you are adding
a new funding document detail record to the database:

. the funds control number is a valid substitute for entering the
document number and document type code information; you can enter
either the document number and type code or the funds control
number;

if the DOCUMENT STATUS code = 30 (Reserved) you must enter
the AMOUNT RESERVED DATE;

. the document number you enter must not be more than 5 characters
long; the sixth position in the document number field is reserved to
identify those records created for partial obligation situations;

. the OP CERT IND default value is "N"; the system will automatically
enter this value if you leave the field empty; update this field only
when you are sure that the OP and FM have made funds available for
the particular project;
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. Add Funding Document Detaii Records {Cont’d)

the default value for the document status code is "01" (Planned); the
system will automatically enter this "01" value if you leave this field
empty; and

each combination of the document number, document type code, and
fiscal year must be unique for each funding document detail record
within a particular division.

To schedule the planned PIO/T document for routing through the approval
process, do not forget to enter the PGM OFFICE DUE MONTH and the
OBLIGATION PLAN MONTH; if you do not enter these dates, the system
will respond with an error message when you add the record. Once the
document moves beyond the Planned (01) stage, the Program Office is
responsible for updating the DOCUMENT STATUS field and the date fields.

Adding A Partial Obligation

If the funding action for a particular project is to be executed through
a series of partial obligations, the system handles the funding document
detail record a little differently than if the obligation is one lump sum.

As you create the record showing the partial obligation amounts, the
system subtracts these partial obligation amounts from the amount you
entered on the original record so that the original record always shows
how much is left to be obligated.

To add a funding document detail Tecord for a partial obligation, first
enter the record for the total reservation amount. After you have
entered the record for the total reservation amount, you will .enter the
records showing the partial obligations. After accessing the Funding
Document Detail Screen, enter the project identification number and
appropriation code combination for the record you want to add.

In the DOCUMENT NUMBER field, enter the document number;
in the DOCUMENT TYPE CODE field, enter thé appropriate
-document type. Then, press the [EnTErR +] key so that the system will
browse, searching the -database for the reservation record. If the

system finds no reservation record that matches the information you

entered, you will see the message: "DC960038 FUNDING DOCUMENT
RECORD NOT FOUND",
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| 'y

NOTE:

Adding A Partial Obligation (Cont’d)

You must enter the reservation document before proceeding with the
partial obligation. To enter a reservation document record, you will need
to enter the following information:

. valid funds control number;

. valid budget plan code;

. document status = reserved (30);

. document amount = full amount of reservation; and
. amount reserved date (reservation date).

When you have entered this information, press the [pr4] key to modify
the funding document record. To continue adding the partial
obligation record, enter the DOCUMENT AMOUNT, making sure
that it is less than the amount entered on the original funding
document detail record. Move the cursor to the PARTIAL
OBLIGATION INDICATOR and enter a Y. Next, change the DOC
STATUS to 70 (Obligated/Executed).

To process this record, press the [pra] key. The document amount of
the original record is reduced by the amount of the partial obligation
you just entered, and PMIS has appended the DOCUMENT
NUMBER field with an "A" (or next sequential letter) to indicate that
this is now a partial obligation record. When the system has
accomplished all of these actions, you will see the message: "DC?60040
FUNDING DOCUMENT RECORD ADDED SUCCESSFULLY",

Modify Funding Document Detail Screen

The modify action allows Technical Office and Program Oifice users,

depending on the status of the PIO/T document, to update the information
contained in the funding document detail record. Remember that the

Technical Office user can modify the funding document identification data for

this fecord only when the DOC STATUS = 01 (Planned); Technical Office
users, at not time in the process, are allowed to enter or update the document

schedule information. When the PIO/T funding document moves beyond the
planning stage, only the Program Office user can modify the data.

[
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. Niodify Funding Document Detail Screen (Cont'd) -

To modify a funding document detail record, access thé Funding Document
Detail Screen from the Fiscal Year Cycle Menu. -On the Funding Document
Detail Screen, enter the organization code, the fiscal year, the PIO/T
document number and the project identification number associated with the
funding document detail record you want to modify. Then, enter either:

. the document number and document type code; or
. the funds control number and the amendment number (if applicable).

Press the [enter+'] key to retrieve the record. If the system is able to locate
a funding document detail record for the project you indicated, that record
will appear on your screen. Make the necessary modifications by typing over
the old information with the new information. When you have made all of
the modifications, press [pF4]. If all of the data you- entered passed the
various edit checks built into the system, you will see the message: "DC60040
FUNDING DOCUMENT RECORD MODIFIED SUCCESSFULLY" on your screen.

. Delete Funding Document Detail Records

The delete action allows Program Office users to remove funding document
detail records in the database. To delete a funding document detail record,
you must first retrieve the record using the browse action.

To begin, on the Funding Document Detail Screen, enter the organization
code, fiscal year, document number, and project identification number
associated with the record you want to delete. Then, enter either of the

following: '
. the document number and document type code; or
. the funds control number and the amendment number (if applicable).

Press the [enter ] key to retrieve the record. If the system is able to locate
a funding document detail record that corresponds to the document number
and project identification number you entered, that record will appear on your
screen. Check the project identification number to make absolutely sure that,
this is the record you want to delete. To delete the record, press the [pF21] -
(Shift/[pr-s]) key. If the system was able to delete the record, you will see the
following message appear on your screen: "DC0960040 FUNDING DOCUMENT
RECORD DELETED SUCCESSFULLY", :

&
Y
M
i
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IMPLEMENTATION PLAN SCREEN

The Implementation Plan Screen allows Technical Office users to view a summary
of the funding plan for a particular project identification number/appropriation

_account code combination. This screen also allows the user to explore, using a

"what-if" scenario, funding alternatives for implementing the project. The
information for this screen comes directly from the Funding Document Detail record.

To access the Implementation Plan Screen, press the [pr.14] key at the Fiscal Year
Cycle Menu, The following screen will appear:

U0G4450D ‘ ’ U.S5.A:1.D. PM IS N 92/07/07

STPO ) . IMPLEMENTATION PLAN . PAGE: 0001 OF OO0
ORG NO: 169100 PROJ-ID: - .-  APPROPRIATION-CD: FISCAL-YR: 0000
BUD. PLN. CODE: . . OBLGTH 0P DUE

DOC-NO/TYPE  AWARD-NUMBER " MONTH  'CERT IN PO .

FUNDS-CTL/.  *** DOCUMENT STATUS *** VENDOR-NAME OR REMARKS  DOC-AHOUNT
‘AMDMT-NO . °CODE DESCRIPTION DATE .

. . TOTAL AMOUNT: - .00

- OYB-PRPS-AMOUNT: 0  TO-BE-PROGRAMMED, AMOUNT : .60

ENTER=START BROWSE PF2=RECOMPUTE TDTALS - PF7=PAGE BACK ° PF8=PAGE FORWARD
DC96004T PROJECT NO, APPROPRIATIONM, FY, AMD BPC IS REQUIRED TO PROCESS RECORD

Notice that the screen above contains no data yet. The first thing you need to do is
enter the organization code of the organization for those projects you want to view
the funding plan. Use the [1a8] to move to the APPROPRIATION CODE field and
enter the appropriation code associated with the particular record. Next use the [1as]
key to move to the BUD PLN CODE field. When you enter a BPC in this field, the
system will locate information on the funding documents associated with that BPC.
in the BUD PLN CD field, enter the BPC for which you want to view the funding
documents. If you do not know the exact BPC, leave this field blank. Then, press
[enter+]. The following BPC Picklist Screen will appear:

“U004450D _ .U.S.A.1D. PHMIS 7 92407707
STPO - IMPLEMENTATION PLANNING .
BPC PICKLIST =~

PROJECT SELECTED: 9361406 "FN G ~ FISCAL YEAR: 1992

ENTER AN UXW HERE FOR ALL BPC'SW  ==> = -

OR PICK ONE OF THE BPC'S FROM THE FOLLOWING .LIST.®

ey BUDGET PLAM CODE R O BUDGET "PLAN CODE

" DDNXP216900KG11

PLACE AN "X NEXT TO SELECTION - PRESS-ENTER
PLEASE SELECT ONE OF THE BPC ENTRIES ABOVE
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IMPLEMENTATION PLAN SCREEN (Cont’d)

This screen lists all of the BPCs associated with the pfojcct identification
number/appropriation code combination you entered. To include mformatlon on al]
of the funding documents associated with all of the listed BPCs in the
implementation plan, at the "ALL BPCS" prompt, type an X. When you press the
[enteER <] key, all of the BPCs shown on the BPC Picklist Screen will appear on the
Implementation Plan Screen. To include the funding documents associated with only
one or two of the BPCs shown on the list, use the [1ag] key to move the cursor to the
BPC you want to choose. Type an X next to that BPC. When you press [ENTER +],
the BPC and its related funding information will appear on the Tmplementation
Screen.

When you have chosen the BPCs, the Implementation Screen will logk similar to the
following screen:

H

- k - : R - e
- UDD&450D - AULS.AID. PHIS ) 92/07/07 -
-$TPO - - IMPLEMENTATION PLAN ~ - PAGE: 0001 OF 002
ORG NO: 169100 PROJ-1D: 936-1406. . APPROPRIATION= -CO:"FN  FISCAL-YR; 1992
BUD. PLH. CODE:r ALL | . OBLGTH OP - DUE :
DOC-HO/TYPE ~ AWARD-NUMBER ~ . MONTH  CERT . 1IN PO
FUKDS-CTL/  **** DOCUMENT STATUS *** VENDOR-NAME OR REMARKS  DOC-AMOUNT
AMDMT-NG CODE DESCRIPTION  DATE . ) .
s9i01 / ciR * + FEB | N - . FEB )
J 06 0T PLANNED ,1992/01/06 R&D/AGR,STI . 44,414 .00
S03A2 / REQ .- MAR . N - MAR . R
. 2691066 7/ G2 14 APPROVED 1992/03/17. EDITORIAL SERVIGES ‘NE - 231.00
SO3At 7 REQ Lo © " SFEB" - N ¥ FEB .
2693066 7 01" 30 RESERVED 4992702728 EDITORIAL SERVICES HE 110.00°
> §-054 / CTR . . FEB R -FEB L
7 00 01 PLANHED 1992/02!11 FAMILY INITIATIVES ; 6,685.00
“5-04A. / IQC - ’. FEB | FEB .
. 2691067 F 00 30 RESERVED 1992102/10 GARDINER, KANYA & ASS - 10,000.00
$-030 f REQ -~ N FEB B H ©  FEB > )
/<00 01 PLAHNEOD _ 1992/01/24 EDITORIAL SERVICES-HE . 509.72
. : - TOTAL AMOUNT: 223 595.00
OYB<PRPS~AHOUNT: 1223,599 TO-BE-PROGRAMMED AMOUNT: 60
ENTER=START BROWSE REE:RFCGMPUTE'TQTA}S . PF7PAGE BACK  PFB=PAGE FORWARD

Notice that, in the screen shown above, the user chose the "All" option, which means
that funding document information for each BPC associated with the project
identification number/appropriation code combination you entered will appear. On
this screen, depending on the status of the funding document, you can change, or
manipulate, the data in both the DOCUMENT AMOUNT field for each funding

document listed. Remember that your ultimate goal is, in this "what-if" scenario, to

find the best funding level for each project, so that there is a balance in the funding
level across the office portfolio of projects; in the ideal situation, the TO BE
PROGRAMMED AMOUNT field will be zero.


http:223.599.Op
http:10,000.00
http:6,685.00
http:44,414.00
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IMPLEMENTATION PLAN SCREEN (Coni’d)

The Technical Office user can manipulate the data on the screen when one of the
following codes appears in the DOCUMENT STATUS field:

. 01 = Planned;

. 10 = Received in PO;

. 11 = On hold in PO; or
. 13 = Returned to PO.

If one of these codes does not appear in the DOCUMENT STATUS field, you
cannot manipulate the data on the screen.

To check to see what effect the new figures you enter will have on the TOTAL
AMOUNTS and the TO BE PROGRAMMED AMOUNT fields, press the [pr2)
(Recompute) key. These fields, across the bottom of the screen, will be updated to
reflect the new figures; the data in the database will not be effected by this
recompute action.

When you feel that the funding levels reflect the appropriate funding plan for your
office, after re-computing the totals, you should make a screen print of the figures.
To update the database with these figures, you must return to the Funding Document
Detail Screen and enter the figures shown on the screen print. Then press the [pr4]
modify key to update the database with the new figures. This data now becomes the
funding plan to be used to implement the particular project.

PF-KEYS ON THE IMPLEMENTATION PLAN SCREEN

[ENTER +] Allows you to browse or view a summary of the funding actions that
will be used to fund a particular project. The record retrieved
corresponds to the organization code, project identification number,
appropriation code and fiscal year you entered.

if the system finds no record that matches the project identification
number/appropriation code combination you entered, the screcn will
remain empty and you will see an error message at the bottom of
your screen explaining why the record could not be found.

[PF-2] Once you have manipulated the funding document amounts, press
this key to recompute the total and to be determined amounts to see
how your manipulations effected them.
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COUNTRY BENEFITTED SCREEN

= NOTE: The Country Benefitted option is currently undergoing further revieew and
development. This section of the manual will completed following this
development.

The Country Benefitted Screen allows the Project Office user to estimate the extent
to which the money used to fund the project in the Bureau’s portfolio supplements
and supports regional Bureau and mission projects. During the May to June time-
frame, Technical Office users enter the expenditure amounts for each country
benefitting from a project in the office’s portfolio during a given fiscal year, These
expenditures are for activities for which the Bureau pays and a regional bureau or
mission directly benefit. These expenditures include:

. expenditures for an activity such as a conference or meeting taking place
within the benefitting country that is related to a project the Technical Office
is funding in the area;

. overhead costs incurred in the U.S. that directly support’ an activity in a
benefitting country; and
. costs for part101pant training for regional bureau or mission personnel that
takes place in the U.S. or a third country., .
Expenditures that CANNOT included for a benefitting country include;
. world-wide research activity; and
. buy-ins.

To access the Country Benefitted Screen, at the Fiscal Year Cycle Menu, press the
[pr-15] key. The following screen will appear:

- - ~ v - - T . =
-

V0044600 U.S.A.T.D. PHIS . COUNTRY BENEFITTED  'PAGE 0001 92/09/09
STEO.  ORG CODE: 169100° '

PROJECT TD° ~ . APRP{ ° .FY; G000 -DOCNO: © .  DBOC TP:

) .+ PCT: TOT-DISBURSEMENT “TOT OBLIGATED  TGT EXPENDITURE -
,MODCY/N)  DOC LEVEL 000 ] ) T .
REG LEVEL 000 o f».‘oo, 2o o0 00 il

A : -
tloc Lot BK- 1ch - »couum JLEVEL ‘DISBURSEMENTS *hwtwwanax |
T €D NAME STPC DIs§ DISBURSEHENT OBLIGATION “EXPENDITURE 3
- !

TOTALS: Cvebo T, - . 00 .00 - 00

<+ ENTER lHFO IN SPACES *PROVIDED lPRES!S ENTER
ACTIOH. (Ao, ’(C)HANGE (D)ELETE fACTIVIT'{ IN ‘COUNTRY *(AIL): (Y')ES #N)O
ENTER-UPDTE PF'?-PAGE up; PFB'PAGE DOSJN 'PF9=PREV HEHU PF29(SH1FTIPF13) RETURN

o lar

N ~ -
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COUNTRY BENEFITTED SCREEN (Cont’d)

On this screen, enter the appropriate project identification number, the appropriation
code, fiscal year, and region code. Then, press the [enter <] key. The following
screen will appear showing you a list of the countries that benefit from the project
whose identification number/appropriation code you entered.

s

V0044600 ° - * U.S.A.1.D. PMIS COUNTRY BENEFITTED PAGE 0001 92/09/09
STPO  ORG CODE: 165100 : .

PROJECT ID 936-1421.° APRP: HE- FY: 1992 DOC RO: O2HOY DOC TP: PSA
- PCT: YOT DISBURSEMENT .TOT OBLIGATED TOT EXPENDITURE.
MODCY/MY ¥ DOC LEVEL QaD ° * - ’

_ REG LEVEL 000 =~ . .00 .00 A00
A . A . h .
CLOC  LOC BK~ I PCT **ddkddkdddkdx COUNTRY. LEVEL DISBURSEMENTS #¥wikkiiwsks
T CD HAME STP C DISB-  DISBURSEMENT - OBLIGATION EXPEND{ TURE
003 RYUKYR I - . 000 . .00 325,000.00 . .00
004 PUERTO R goe -, .00° 325,000,00 . .00
-001 AREAS OF 00o- .. .00 325;000.00 - .00
002 THE STAT 000 - .00 325,000.00 ‘ .00
003 RYUXYU I . 000, +7 .00 325,000.00 > .00
004 PUERTO R o000: ., % .00 - 325,000.00 .00
005 VIRGIH 1 © 000 . .00 325,000.00 . .00
006 AMERICAM 000 . .00. 325,000.00 .00
007 PACIFIC 000 .00 325,000:00 - .00
008 GUAM 000 . .00 325,000.00 . .00
TOTALS: . boo .- -bo - 100 v .00,

DC9&0044 011 [WVALID - PLEASE RE-ENTER )
ACTION: (A)DD, (CYHAMNGE, (D)ELETE; ACTIVITY IN COUNTRY (AICYz (Y)ES, (N)O
ENTER=UPDTE; PF7=PAGE UP; PF8=PAGE DOWN; PFP=PREV MENU; PF29(SHIFT/PF13) RETURN

~

You can add, change or delete the information shown on the screen by entering the
correct letter (A, C, or D) in the ACTION field next to the appropriate entry.


http:325,000.00
http:325,000.00
http:325,000.00
http:325,000.00
http:325,000.00
http:325,000.00
http:325,000.00
http:325;000.00
http:325,000.00
http:325,000.00
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PROCUREMENT INFORMATION MENU

The Procurement Information Menu allows Technical Office and Program Office
users to access contract and vendor information associated with the projects in the
database. From this screen, the user can access screens that show contract award
information which is updated on a regular basis from the Contract Information
Management System (CIMS), vendor names and addresses, travel authorization
information, voucher information, and pipeline expenditure information.

To access the Procurement Information Menu, at the PMIS Main Menu, press the
[pr-4] key. The following screen will appear:

DIALOG: - . PAGE: 1 OF: 1
DATE: §2/09/09 . . NEXT PAGE:
7 U.S.ALLLD., PMIS ) :
PROCUREMENT INFORMATION MENU
.SEL RESPQNSE  FKEY: DESCRIPTION
. -7 PROCCTL (PF2) . PROCUREMENT CONTROL MEWU
VOUIHFO (PF3) , VOUCHER INFORMATION .
PIPELINE (PF4) - PIPELINE IMFORMATION :
BUYIN (PF5) BUYIN DOCUMENT .
FINAUD ° - (PF6} VENDOR FIMANCIAL AUDITS

BASELINE  (PF11) PROCUREMENT BASELINE

VOUDUE  * (PF12) VOUCHERS DUE/OVERDUE QUERY
~ MAINMENU  (PF10)  RETURN TO PMIS MAIN MENU

QUITPMIS  (PAZ2) (SHIFT/PF13) LEAVE PHIS

RESPONSE: . SENO DATA--> - < . HODE: STEP

.

Remember that for any of the options listed, depending on your user ID and
Password, you may not have access other than to browse in that option. Refer to the

Security Access Table to determine you access capability to the option shown on the
menu.

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with. that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enter +] key; or

. enter the response name, e.g. PROCCTL, in the RESPONSE field located at
the bottom of the screen and press the [EnTER <] key.
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PF-KEYS ON THE PROCUREMENT INFORMATION MENU - .

[PF-2] Accesses the Procurement Control Menu, [rom whichyou'can access
screens to browse, creale, update, and delete, deépending ‘on your
security classification, the procurement information for a given
contract award and the vendor information associated wilth that
contract award. From this screcn, you can also cnlcr and modify
travel authorization (TA) information.

[pFa] Accesses the Voucher Information Screen, on which you can browse
the voucher information for cach contract award; the data for this
screen comes from the interface with the FACS database.

[PF-4] Accesses the Pipeline Information Screen, on which you can browsé
the actual, accrued, and estimated expenditures and the dales on
which these expenditures occurred or are scheduled.

[PF5] Accesscs the Buy-in Decument Screen, on which you can cnter the
information for a buy-in rclated to a particular project.

[PF-6] Accesses the Vendor Financial Audits Screen, on which you can add;
: update, or delete, depending on your sccurity classification;
information regarding an audit of a vendor.

[PF-11] Accesses the Procurement Baseline Screen, on which you can browsc,
’ add, or modify, depending on your securily classilcation, the historial
| bascline of a procurement as it pertains to a specific project.

[PF12] Accesses the Veuchers Due/Overdue Screem oh which you can
browse or sclect vouchers which are duc/overduc in the Program
Office.

PROCUREMENT CONTROL MENU

The Procurement Control Menu allows the Technical Office and Program Office
users to access screens that show the procurement and vendor information for a
given contract award. From this menu, you can also establish management controls
by tracking the various dates and amounts entered for each confract award or
procurement action. The information for these screens is linked with the information
in the CIMS database.

To access the Procurement Control Menu, at the Procurement Information Screen,
press the [pr2] key. The screen shown at the top of the next page will appear.
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PROCUREMENT CONTROL MENU (Cont'd)

DIALDG:

DATE: 91/30/08.

"RESPONSE:

SEL_RESPONSE -
PROCINFO
* PROCSUPP
PROCVEND*
PREVMENU
MAINMENU
“QUITPMIS

SEND

PAGE: 1 CF:™ 1
NEXT PAGE:

. U.5.A.1.D. PMIS

PROCUREMENT CONTROL MENU

FKEY .DESCRIPTION

(PF2) PROCUREMENT INFCRMATION

(PFR PROCUREMENT SUPP INFO

(PF4) . PROCUREMENT VENDOR INFO g

(PF9) RETURN 10 PRIOR HENU

(PE10)  RETURN TO PHMIS HAIN MENU

(PA2) > {SHIFT/PF13) LEAVE PMIS

DATA=-> _ MODE: STEP

To access any of the menus or screens from this screen, press the PF-key associated
with that option. Each menu or screen listed on the menu above will be discussed
in turn beginning below. Remember that for any of the options listed, depending on
your user ID and Password, you may not have access other than to browse in that

_option. Refer to the Security Access Table to determine you access capability to the

option shown on the menu.

PF-KEYS FOUND ON THE PROCUREMENT CONTROL MENU

[PF2]

[PF-3]

[PF4}

Accesses the Procurement Information Screen, on which you can
browse the procurement and vendor information associated with a
particular contract award. The contract and vendor information is
maintained in the Contract Information Management System (CIMS)
database; PMIS receives this information from CIMS via an
automated interface.

Accesscs the Procurement Supplement Information Screen, on which
you can view or cnter supplemental contract information that is not
entered on the Procurement Information Screen via the CIMS
interface, such as the contract contact person’s name and phone
number and the buy-in ceiling amount.

Accesses the Procurement Vendor Information Screen, on which you
can browse information concerning the vendor associated with a
particular contract award.
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Procurement Information Screen

The Procurement Information Screen shows the information related to an award of
a given procurement, including the signature date, effective date, total estimated
costs, grant information, and vendor name. This contract award information is
maintained in the Contract Information Management System (CIMS). PMIS receives
this information from CIMS via an automatic interface.

From the Procurement Information Screen, you can also enter and track information
on the travel authorizations that are a part of any given procurement. For more
information on travel authorization records, refer to the special section on page 181.
To access the Procurement Information Screen, at the Procurement Control Menu,
press the [pr2] key. The following screen will appear.

. UD045050 - . U.S.A.1.D. PMIS ™ - . 91/10/08
STPO PROCUREMENT INFORMATION . 01 OF 01
ORG NO: 169100 . . .

; AMARD NO: :
PROCUREMENT INSTRUMENT ¢
~ PROJELT OFFICE ORG SYMBOL:". .

* SIGNATURE DATE: ’ EST CHPLT/EXPRN DAYE:
EFFECTIVE DATE: - . FUNMDED THROUGH DATE.
TOTAL EST COST: ‘0,00 HAXIMUM " AMOUNT : . 0:00
COMMITMENT AMOUNT: - 0,00 QSLGTN CUM. AMOUNT: 0.00

GRANT TYPE:
1QC SERVICE AREA:
PREFERENCE PROGRAM:
INCREMENTAL FUNDING INDICATOR (Y/N).
DUNS HO: VENDOR NAHE:
SHALL BUSINESS (Y/N): * SUBCONTRACT PLAN REQUIRED (Y/N):
. TRANSFER TO PROCUREMENT SUPPLEMENT INFORMATION (Y/N): N
DC960052 EHTER IHFORHATION AND PRESS PF/ENTER KEY AS DESIRED
ENTER=BROMSE; PF3=ADD; PF4=MODIFY; PF21 (SHIFT/PF5)=DELETE; PF16=VENDOR SCREEN

Since the contract and vendor information come from the CIMS interface, the user
cannot add or modify any contract information on this screen or vendor information
shown on the Vendor Information Sereen. But, you,can view the contract and vendor
information using the browse action. You can add and modify travel authorization
records on this screen. For more information on travel authorization records, refer
to page 181.

To view a procurement information record, enter the award number associated with
that record in the AWARD NUMBER field. Once you have entered the award
number, press the [enter+] key. The procurement information record that matched
the award number you entered will appear, as shown on the screen at the top of the
next page.
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Procurement Information Screen (Cont'd)

r

PR

0045050
" 8TPO

’ una’no

PROCUREHENT INSTRUMENT: PARTICIPATING AGENCY SERVICE AGREEMENT ¢

" PROJECT

OFFICE ORG SYMBOL: -SE&T/POSAE ~
SIGNATURE DATE: 1983702707 EST CHPLT/EXPRN DATE: 1991709730
EFFECTIVE DATE: 1983/01/28 .  FUNDEO THROUGH DATE:
TOTAL EST COST: - 3,215,000.00 - MAXIMUM AMOUNT: 0.00

- COMMITHMENT AMOUNT: 395,000.00 OBLGTH CUM. -AMOUNT: 6,385,615:00

~

DUNS KD:
SMALL BUSIHESS (Y/N): Ig : ., SUBCONTRACT PLAN REQUIRED (Y/H). N

TRARSFER YO PROCUREMENT - SUPPLEHENT JNFORMATION (Y/N): - ,
. DC950042 ENTER INFORMATION AND PRESS-PF/ENTER KEY AS DESIRED N o
ENTER=BROWSE ;:PF3=ADD; PF4=MODIFY; PF21 (SHIFT/PFS)—DELETE PF16=VENDOR SCREEH ‘

GRANT TYPE:
1QC SERVICE AREA:
PREFERENCE -PROGRAM: .
]NCREHENTAL~FUHD}HG-IHDICATOR (Y/H): M

~E

.U.S.A.I.D. PH1S 91712709
. PROCUREMENT INFORMATION 01 OF 0%
169100 . . .o .
AWARD NO: BST-1096-P-PG-3025-00

000000000, - VEMDOR -NAME: PEACE CORPS

-

From this screen, you can "transfer" to the Procurement Vendor Information Screen
where you can view the record for the vendor listed in this procurement information
record by pressing the [pr-16] key. The Procurement Vendor Information Screen will
be discussed beginning on page 186.

Travel Authorization Records

PMIS allows Technical Office users to track all Travel Authorizations (TA)
and traveller information using the Procurement Information Screen. The
user can add new TA records to the database and modify existing TA records
on this screen. Also, the user can "transfer" to the Procurement Vendor
Information Screen and enter data for the individual traveller and his/her
company. In this way the Technical Offices can establish control over the TA
funds tied to a given procurement and guarantee that funds are available for
travel at the appropriate time.

Add Travel Authorization Records

The information you will need to add a TA record to the database can
be found in the Request and Authorization of Official Travel (AID
FORM 5-8 (10-80)), which must be completed for each TA.
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. Add Travel Authorization Records (Cont’d)

To add a TA record, at the Procurement Information Screen, move
the cursor to the AWARD NUMBER field. Enter the identification
number associated with the TA, beginning with "TA" in the first two
positions and followed by the funds control number. For-example, the
TA number you enter should look similar to the following:
TA-136001207.

Then, press the [enter <] key so that the system can browse the
database to confirm that a TA record does not already exist for the TA
identification number you entered. If a record does not exist in the
database, you will see a message letting you know that a matching
record was not found. You can now enter the remaining information
to define the record.

In the SIGNATURE DATE field, enter the date on which the Request
and Authorization of Travel form was signed authorizing the travel.
In the EST CMPLT field, enter the last-date on which the authorized
travel can occur; this information is generally stated 'in the
authorization form. In the EFFECTIVE DATE field, enter the date
on which the travel is scheduled to begin. The FUNDED THROUGH .
DATE will almost always be the same as the EST CMPLT date.

Next, enter the cost for the travel in the TOTAL EST COST field as
shown on the authorization form. Move the cursor to the DUNS NO
field and enter the Social Security Number (SSN) -of the person who
is authorized to travel.

When you have entered all of the required information, press the [rF-3]
key to add the record to the database. The data you entered will be
validated against a series of edit criteria. If it passes all of the -edit
checks, you will see a message letting you know that the record was
successfully added to the database.

To enter more detailed information about the person who s
authorized to travel under a given TA, once you have successfully
added the TA record, at the Vendor Procurement Information Screen,
press the [pr.16] “Transfer” key. The Vendor Information Screen shown
at the top of the next page will appear.
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. Add Travel Authorization Records (Cont’d)

r{ - . i . ,
U0045150 .. U.S.A.I.D. PMIS
STPO° PROCUREMENT VENDOR TKFORMATION
“-ORG NO: 169100, .

DUNS HO: _
_VENDOR LONG NAHE:

PHONE MO+
STREET ADDRESS:

. cIvy:
STATE/PRQVINCE:
- COUNTRY -
- POSTAL CODE: TELEX:
BUSENESS ORG TYPE: . .
ECOHOMIC SECTOR:
VENDOR OWMER TYPE: o
. U.S. ORIGIN (Y/N):
: FOR.PROFIT (Y/M):
WOMEN CWNED BUSINESS INDICATOR (Y/N):
AWARD NO: - ) - .
. DCY40041 DUNS NUMBER OR VENDOR-NAME 1S REQUIRED TO PROCESS RECORD

" 91710708

- 02 OF 03

ENTER=BROWSE; PF3=ADD; PF4=MODIFY; PF21(SHIFT/PF5)=DELETE; PF16=PROCUREMENT INF

The Social Security Number you entered in the DUNS NO field on the
Procurement Information Screen should appear in the DUNS NO field
on this screen. If it doesn’t, enter the appropriate number in the field,
Move the cursor to the VENDOR LONG NAME field and enter the
name of the company whose employee will be traveling under the TA.

Continue down the screen, filling in the address information for the
company you named. Do not forget to enter the award number
associated with the TA in the AWARD NO field at the bottom of the
screen. When you have entered all of the information, press the [pr-3]
key to add the record. If the information you entered passed all of the
edit checks, you will see a message letting you know that the record
was successfully added.

NModify Travel Authorization Records

To modify a TA record, at the Procurement Information Screen, in the
AWARD No field, enter the TA identification number associated with
the TA record you want to modify. Remember the TA number
includes the letters TA in the first two positions followed by the funds
control number associated with the procurement. Then, press the
[enter ] key to retrieve the record.
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o Modify Travel Authorization Records (Cont’d)

If the system is able to locate a TA record for the TA identification
number you indicated, that record will appear on your screen. Make

- the necessary modifications by typing over the old information with the
new information. :

When you have made all of the modifications, press the [pr4] key. If
all of the data you entered passed the various edit checks built into the
system, you will see a message on your screen letting you know that
the record has been modified successfully.

PF-KEYS ON THE PROCUREMENT INFORMATION SCREEN

[ENTER <]

IrF3a]
[PF4]

[PF-16]

Allows you to browse or view the procurement information record,
if you cntercd an award number, or a Travel Authorization (TA)
record, if you entcred a TA identification numbcr.

If the system finds no record that matches the award numbcer or TA
identification number you entered, the screen will remain empty and
you will sec one of several possible messages at the bottom of your
screen cxplaining why the record could not be found.

Allows you 1o add the ncw TA information record to the database.
Allows you to modify the TA information record.
Allows you to "transfer" to the Vendor Information Screen to view

the address information for the vendor associated with the award
number or Travel Authorization (TA) number you entercd.

Procurement Suppiement Screen

The Procurement Supplement Screen allows the Technical Office user to enter
supplemental data in addition to the data entered via the CIMS interface for the
contract award on the Procurement Information Screen. On this supplemental
screen you can enter the name, title, and telephone number of the contact person for
the procurement, and the buy-in ceiling amount.

To.access the Procurement Supplemental Screen, at the Procurement Control Menu,,
press the [pra] key. The screen shown at the top of the next page will appear.
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Procurement Supplement Screen (Cont’d)

WOOSETD .. . USIAILD, PHIS 92/07/07
sTPO - . 'PROCUREMENT SUPPLEMENT INFORMATION 03 OF 03
“ORG HO: ~169100 X 2
: ANARD HO: _ -
’ CONTACT: NAME:
~ CONTACT TITLE:
CONTACY i PHONE - NO:_ -
BUY~IN CEILING: - g.00- :
. DC960042 ENTER INFORMATION AND PRESS PF/ENTER KEY AS DESIRED S
ENTER & BROWSE; PF4 = MODIFY; PF16 = TRANSFER TO CONTRACT. SCREEN - -

Notice that the award number that appears at the top of this screen is the same
award number you entered on the Procurement Information Screen. Since no other
information appears on the screen, you can assume that no one has entered
supplemental information for this award number.

PF-KEYS ON THE PROCUREMENT SUPPLEMENT SCREEN

[ENTER +]

[PF4]

{PF-16]

Allows you to browse or view the procurement supplement record
that corresponds to the award number you entered on the
Procurement Information Screen.

If the system finds no record that matches the award number youn
entered, the screen will temain empty and you will see one of several
possible messages at the bottom of your screen explaining why the
record conld not be found.

Allows you to modify the procurement supplement record.

Allows you to "transfer” to the Procurement Information Screen to
view the procurement record for this contract award.

. Add Procurement Supplement Information

To add supplemental information for the existing procurement information
record, at the Procurement Supplement Screen, make sure the appropriate
award number appears in the AWARD NO field. Then, press the [ENTER <]
key so that the system can verify that a procurement record for that award
number does not already exist.
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Add Procurement Supplement Information (Cont’d)

If a procurement supplement record does not exist in the database, you will
see the message: "DC?60038 CONTRACT INFO RECORD NOT FOUND".

< NOTE: If the procurement record you requested us not a Travel Authorization,
you will have to wait for the next CIMS interface run to preview and add
data.

Enter the appropriate information in the empty fields, including the name,
title, and phone number of the person to contact concerning the procurement;
and the buy-in ceiling amount, as shown in the procurement document.

Now that you have entered all of the information, you will notice that there
is no [pr-3] Add key on this screen. Since there is no "add" key, press the [pF4]
Modify key to process the information. The modify action allows Technical
Office and Project Office users to update the information contained in the
procurement record. To modify the supplement information, access the
Procurement Supplement Screen from the Procurement Control Menu. On
the Procurement Supplement Screen, enter the award number associated with
the procurement record you want to modify.

Then, press the [enter+] key to retrieve the record. If the system is able to
locate a procurement record for the project you indicated, that record will
appear on your screen. Make the necessary modifications by typing over the
old information with the new information. When you have made all of the
modifications, press the [pr4] key. If all of the data you entered passed the
various edit checks built into the system, you will see the message: "DC?60040
CONTRACT INFO RECORD MODIFIED SUCCESSFULLY" on your screen.

Procurement Vendor Information Screen

The Procurement Vendor Information Screem allows the Technical Office and
Program Office users to enter and: track information for .a given vendor associated
with a given procurement documented in the system. The vendor information
tracked includes address and phone number information as well as some
demographic information about the vendor.
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Procurement Vendor Information Screen (Cont’d)

There are two ways to access the Procurement Vendor Information Screen. First,
you can access this screen from the Procurement Information Screen by pressing the
[pr16] "Transfer" key. Or, you can access this screen from the Procurement Control
Menu by pressing the [pr4] key.

One advantage of accessing the screen from the Procurement Control Menu is that
you are able to use the vendor name search option that allows you to locate a vendor
name by entering only the first few letters of the name. The system will retrieve all
of the names beginning with those letters; you can then scroll through the list until
you find the name you need. .

Just as the Procurement Information Screen can be used to enter Travel
Authorization (TA) records, the Vendor Information Screen can be used to enter
information about the employee or the company whose employee is authorized to
trave] under the contract agreement. For more information on adding or modifying
Travel Authorization (TA) records, refer to the Travel Authorization Records
section.

The information for the Procurement Vendor Information Screen comes from the
CIMS interface. Therefore, you cannot add or modify the data in the vendor
information record unless you are adding or modifying a Travel Authorization (TA)
record, whose identification number begins with "TA" followed by the funds control
number. Either way you access the Procurement Vendor Information Screen, a
screen similar to the following will appear:

UoD45150 - © U.S.A.1.D. PMIS® ' 91710708
$TPO .. PROCUREMENT. VENDOR IMFORMATION 02 OF 03
ORG NO: 136033 . : .

i DUNS NO:
VENDQR LONG NAME:

PHONE NO:
"STREET ADDRESS:

CoelImys v . .
STATE/PROVINCE: " ’ ’
COUNTRY: ’
POSTAL CODE;: TELEX:
BUSINESS ORG TYPE:
ECONOMIC SECTOR: ’
VENDOR OWNER TYPE: .
U.S. ORIGIN (Y/N):-
FOR PROFIT (Y/M):
"WOMEN OWNED BUSINESS INDICATOR (YIH)'
AWARD NO: )
Dc960041 DUNS NUMBER OR VENDOR NAHE IS REQUIRED TO PROCESSJRECORD .
ENTER=BROWSE; PE3=ADD; PFA-HODIFY,PF21(SH!FT/PF5)»DELETE PF16=PROCUREMENT INF
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Procurement Vendor Information Screen (Cont’d)

To access a vendor information record, you can enter either the DUNS NO or the
vendor name associated with the record you want to access.

o NOTE:

Remember that if you access the Procurement Vendor Information Screen
from the Procurement Control Menu you are able to use the vendor name
search option that allows you to locate a vendor name by entering only
the first few letters of the name. The system will retrieve all of the names
beginning with those letters; you can then scroll through the list until you
find the name you need.

As you can see from the PF-keys at the bottom of the screen, you can, depending.on
your seturity classification, view the vendor record or a Travel Authorization (TA)
record, create a2 new TA record, modify a TA record, and delete a vendor
information record or a2 TA record.

[ENTER +]

[pF3]
[Pr4]

[PF-18]

PF KEYS ON THE VENDOR INFORMATION SCREEN

Allows you to browse or view the vendor information record that
corresponds to either the DUNS NO or the vendor name you
entered.

If the system finds no record that matches the DUNS NO «or the
vendor name you entered, the screen will remain empty and you will
see one of several possible messages at the boltom -of your screen
explaining why the record could not be found.

Allows you to add the new TA record to he database.
Alfows you to modify the TA records.
Allows you to "transfer” fo the Proecurement Information Screen lo

view the procurement information record associated ‘with the vendor
information record you have displayed on your screen.

. Modify Procurement Vendor Information Record

Remember that since the information for the Procurement Vendor
Information Screen comes from the ‘CIMS interface, you cannot modify the
vendor information shown on the screen.
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Modify Procurement Vendor Information 'Record (Cont’d)

You can, however, use this screen to modify Travel Authorization (TA)
records; TA records are identified by the letters TA in the Award Number
field on the Procurement Information Screem. Refer to the Travel
Authorization section of this manual for more information.

To modify 2 TA record, at the Procurement Information S'creén, in the
AWARD NO field, enter the TA identification number associated with the
TA record you want to modify; remember the TA mimber includes the letters
TA in the first two positions followed by the funds control number associated
with the procurement. Then, press the [Enter <] key to retrieve the record.

If the system is able to locate a TA record for the TA identification number
you indicated, that record will appear on your screen. Make the necessary
modifications by typing over the old information with the new information.

When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see a message on your screen letting you know that the record has been
modified successfully.

Delete Procurement Vendor Information Records

The delete action allows Project Office users to remove vendor information
records from the database. To delete a vendor information record, you must
first retrieve the record using the browse action. To begin, on the
Procurement Vendor Information Screen, enter either the DUNS NO or
vendor name associated with the record you want to delete. Then, press the
[enter ] key to retrieve the record.

If the system is able to locate a vendor information record that corresponds
to either the DUNS NO or vendor name you entered, that record will appear
on your screen. Check over the record to make absolutely-sure that this is the
one you want to delete. To delete the record, press the [pr-21] (Shift/[rF-s])
key. If the system was able to delete the record, you will see the following
‘message appear on your screen: "DC0960040 VENDOR INFORMATION RECORD
DELETED SUCCESSFULLY".
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%

; VOUCHER INFORMATION SCREEN

L NOTE: The Voucher Information option of PMIS is currently undergomg further
development The results of this developmenit will be reflected in fiture

£ updates of this documentation.

. The Voucher Information Screen allows both thé Technical Office and Program

- Office 1sers to track the voucher information associated with each-¢ontract award.
The voucher information is maintained in the Flnancxal Accountlng and Control
Systém (FACS). PMIS receives this informatior from FACS via an aitomatic
interface.

T6 access the Voucher Information Screen, at the Procurement faformation Menu,
press the [pr3] key. The following screen will appear:

", 0004520b SR 1 S:A.0.00  PMIE _ o 92/09/09
. §tPO, . . . -VOUCHER iHFORMATlOH .
ogc CODE: 159100 . . .
. “ CONTRACTOR VOUCHER NO: . * . . . I
PROJECT- bt . TITLE. T
.+, PROJECT ORG €D NAHE- . ’
~AWARD uo. - . . VENDGR NAHE'
o BUREAU VOUCHER No: T T, , ’
- S VOUCHER AMDINT: - 0200 T
« > " APPROVED'AMDUNT: ~ .
. . VoUCHER DATE: _0000,/00/00 oL
Lol . PERIOD COVERED: START DATE?: 0000700/00  END DATE: 0000700700

. - . FM RECEIVE DATE: 0000700700 -DUE DATE: -0000/00/00
" 7" PROGRAM OFFICE RECEIVE DATE:- 0000/00/00  DUE DATE 0000/00,00

A PROJECT OFFICE, FORWARD DATE: 0000700700

. " .. . - PROGRAM.CFFICE_RETURN DATE: -0000700700 SRCE onsumm

A - FH-FORWARD DATE:  0000700/00 * : .

o ,’ oL ACTIOH CODEx . , ACTION, toDE, TEXT? -(Y7H)

: - ERROR IHDICATOR-» 000

. uc%ooaz EH‘I‘ER mroanmon AND PRESS PE/ENTER KEY AS DESIRED-
ENTER BROWSE PE3 = ADD " PF6 = MOD PF21 = DELETE

s -
sA W mesa v T PRI L e v _ - . + ca e, m e ey

Notlce that no datd appeats on the scréen yet. To access a particular voucher
mformatlon tecord, eéntér the contractor vouchér number associated with that
voucher tecord in the CONTRACTOR VOUCHER NO field. Then, press [ENTER+].
If the system was able to locate a voucher information record that corresponds to the
coniractor voucher umber you entered, that record will appear ‘on your screén.
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VOUCHER INFORMATION SCREEN (Cont’'d)

Because the FACS interface is not yet operational, you are able to add, modify
and/or delete voucher information records. Once the FACS interface is operational
you will only be able to maintain the voucher data that is not a part of the FACS
database. When you are ready to view another voucher information record, move
the cursor to the CONTRACTOR VOUCHER NO field. Enter the contractor
voucher number associated with the record you want to view and press the [ENTER+]
key. If you do not want to view another record, press the [prg] key to return to the
Project Information Menu or press the [pr10] key to return to the PMIS Main Menu.

PF-KEY ON THE VOUCHER INFORMATION SCREEN

[ENTER +*] Allows you to browse or view the voucher information

[PF3]

[PF4]

record that corresponds to the Burcau voucher number you
entered.

Allows you to add a new voucher information record to the
database.

Allows you to modify an existing voucher information record.

Add Voucher Information Records

To add a voucher information record to the database, at the Voucher
Information Screen shown on the previous page, begin by entering the
appropriate organization code in the ORG CODE field. Then, enter the
contract voucher number for the record you want to add; also, enter the
award number. Then, press [enter <] so that the system can verify that a
voucher information record for the contractor voucher number/award number
combination you entered does not already exist. If a record does not exist, a
message will appear, and you are free to enter the remaining details necessary
to define the record.

Enter the information for the remaining field, including the vendor name, the
voucher amount, the approved amount, and the various dates that apply to the
voucher. Next, enter the action code and indicate whether or not you need
to access a free text screen in order to explain the action code. When you
have entered all of this information, press the [pra] key. If all of the data you
entered passed all of the various edit checks built into the system, you will see
a message indicating that the record has been added successfully.
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Modify Voucher Information Records

The modify action allows the user to modify a voucher information record.
To modify a voucher information record, first, you must access the Voucher
Information Screen shown on page 189. Enter the appropriate organization
code, the contractor voucher number, and the award number associated with
the voucher information record you want to modify. Then, press the

[EnTeR <] key to retrieve the record. If the system is able to locate a voucher
information record for the criteria you indicated, that record will appear on
your screen. Make the necessary modifications by typing over the old
information with the new information. When you have made all of the
modifications, press [pr4]. If all of the data you entered passed the various
edit checks built into the system, you will see the message: "DC960040 RECORD
MODIFIED SUCCESSFULLY" on your screen.

Delete Voucher information Records

The delete action allows users to remove voucher information records in the

database. To delete a voucher information record, you must first retrieve the
record using the browse action.

To begin, on the Voucher Information. Screen, enter the organization code,
organization number, contractor voucher number, and award number
associated with the voucher information record: you want to delete. Then,
press the [enter <] key to retrieve the record. If the system is able to locate
a voucher information record that corresponds to the criteria you entered, that
record will appear on your screen. Check the record to make absolutely sure

that this is the record you want to delete. To delete the record, press [pr-21],
(Shift/[rr5]). If the system was able to, delete the record, you: will see the:

following message appear on your screen: "DC0260040 RECORD: DELETED:
SUCCESSFULLY".
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PIPELINE INFORMATION SCREEN

NOTE: The Pipeline Information option of PMIS is currently undergoing further
development. The results of this development will be reflected in future
updates of this documentation.

The Pipeline Information Screen allows both the Technical Office and Program
Office users to track obligation and expenditure information for a given. contract
award. Just as for the Voucher Information Screen, the information for this screen
is maintained in the FACS database.

To access the Pipeline Information Screen, at the Procurement Information Screen,
press the [Pra] key. The following screen will appear:

-

uod4s3om, - - \U5.A0D, PHILS ’ 9270707

- 81RO . ) PIPELINE INFORMATION | : .

ORG CODE: 169100 .
CONTRACT AGREEMENT ID:- . ) .
-PERIOD END-DT: " . . FY OBLIGATED AMOUNT:,

‘., ”

. EXPENDITURE ACTUAL DATE: ~ ) S e
EXPENDITURE ACTUAL  AMOUNT: . . .o
EXPENDITURE ACCRUED DATE: .

EXPENDITURE ACCRUED AMOUNT:

<

EXPENDITURE ‘ESTIMATED DATE:
EXPENDITURE .ESTIMATED AMOUNT:-

ENTER = BROMSE PF3 = ADD PF4-=  MODIFY PF21 = DELETE
DC960042 ENTER INFORMATION,AND PRESS PF/EMTER KEY AS DESIRED

Notice that no data appears on the screen yet. To access a particular pipeline
information record, enter the contract agreement identification number in the
CONTRACT AGREEMENT ID field. Then, press the [enter+] key. If the system
was able to locate a pipeline information record that corresponds to the contract
agreement identification number you entered, that record will appear on your screen.
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PIPELINE INFORMATION SCREEN (Cont’d) .

Because the data for this screen comes from the FACS interface, you cannot add or
madify data for the pipeline information record; you can only view the information
contained in the record.

When you are ready to view another pipeline information record, move the cursor
to the CONTRACT AGREEMENT ID field. Enter the contract agreement
identification number associated with the record you want to view and press the
[entER «] key. If you do not want to view another record, press the [pro] key to
return to the Project Information Menu or press the [pr-10] key to return to the PMIS
Main Menu.

PF-KEY ON THE PIPELINE INFORMATION SCREEN

[ENTER <] Allows you to browse or vicw the pipelinc information rccord that.

corresponds to the contract agreement identification number you.

entered.
[PF3] Alows you to add a pipeline record. to the databasc. .
[Pr4] Allows you to modify the pipeline record.
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BUY-IN DOCUMENT OPTION

The Buy-In Document Screen allows the Technical Office user in the R&D Bureau
to track requests received from other AID bureaus and missions to become involved
in the work supported by a particular project. The burean or mission, early in the
budget process, identifies those new or established projects from which their regional
area could benefit. They then contact the appropriate AID/Washington personnel
and, if possible, negotiate a deal whereby they can become involved in the project.
‘The Technical Office then submits a PIO/T document requesting an increase to the
obligation for a project so that these new players can "buy-in" and participate in a
particular project. The buy-in requests are monitored by the Program Office to
insure that the ceiling amounts established by the PAF document for the project are
maintained.

To access the Buy-In Document Screen, at the Procurement Information Menu, press
the [prs] key. The following screen will appear:

LO04540D U.S.A.I.D. PHIS" . e1/12/12

STPO BUY-IN DOCUMENT
ORG MO: 136033 ] : . 010F 01
PROJ-ID: - . PROJ-TITLE: -

PIOJT HO: -~ - - AMENDHENT HUMBER: 00

AWARD NUMBER: : ¢ PROC SIGNATURE DATE:
BUDGET PLAN CODE: - - -
OBLIGATION STATUS: .

BUY-IM AMOUNT: : ¢.00 BUY-IN EFFECTIVE DATE:

BUY-IN STATUS DATE: " BUY-IN ENDING DATE:
BUY-IN' STATUS: . N
AMOUNT RESERVED DT: - "CONTRACTS FORWARD-DATE:
BUY=-TMH "COUNTRY: *
BUY-1H REGIOM:. N

BUY-IN OFFICE:
. "BUY-IN BUREAU: ’
BUY-IN PURP: -
669600@1 PROJECT ACCESS KEY, AﬁAED HO OR PIO O IS'REQUIRED TO PROCESS RECORD
ENTER = BROWSE; PF3 = ADD; - PF4’= MODIFY; PF21 (SBIFT/PF5) = DELETE

Notice that the screen contains no data yet. To access a buy-in document record, you
need to enter either:

. the project identification number associated with the buy-in document record
you want to access; or

. the PIO/T number from the PIO/T document; and/or

. the award number for a buy-in document record associated with the project
identification number you entered.
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BUY-IN DOCUMENT SCREEN (Cont'd)

Once you have entered the appropriate data, as you can see from the PF-keys shown
at the bottom of the screen, deperiding on your security classification, you can browse
through all of the buy-in document information for a particular project, add the
information from the PIO/T funding document to the buy-in document record,
modify the buy-in document record using information from the PIO/T, or delete the
PIO/T document record.

PF KEYS ON THE BUY-IN DOCUMENT SCREEN

[ENTER +'] Allows you to browse or vicw the buy-in document rccord that

[PF3]

[PF4]

corresponds to either the PIO/T number or the award number you
entered to access the record.

If the system finds no record that matches the PIQ/T or award
number you entered, the sc}een will remain cmpty, and you will scc
one of scveral possxblc mesqagcs at thc bottom of your scrcen
explaining why the record could not be found.

Allows you to add the new buy-in document rccord to the databasc.

Allows you to modify the buy-in document record. Remember that
the Technical Office user is responsible for updating this rccord as
the PIO/T document progresses through the approval process.

Add Buy-In Document Record

The Buy-In Document Screen shows the information taken from the PIO/T
document submitted by another AID bureau or mission to request a buy-in
for a particular project. Technical Office users are responsible for creating
and updating this record using information from the PIO/T document.

As with the other documents associated with a project, the Technical Office
then submits the PIO/T document to the Program Office for approval. Once
this transfer occurs, unlike in the case with the other documents, the
Technical Office remains responsible for updating the document status and
approval information.

To add a buy-in document record to the database, on the Buy-In Document
Screen, first enter the project identification number associated with the buy-in
document record you want to access, Then, enter either the PIO/T number
or the award number for a buy-in document record associated with the project
identification number you entered.
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Add Buy-In Document Record (Cont’d)

Press the [enter+] key so that the system can browse the database to confirm
that a buy-in document record does not already exist for the project
identification number and either the PIO/T or award number you entered.

If a record does not exist in the database, you will see the message: "DC360038
ADDITIONAL BUYIN DOCUMENT RECORD NOT FOUND". You can now enter the
remaining information to define the record. Using the PIO/T document, fill
in the Budget Plan Code associated with the project, the obligation status
(valid values include A = Administration or I = Implementing Document),
the buy-in amount, and the buy-in status. Now, depending on whether the
buy-in request came from a mission (region), a bureau, or an office, enter the
appropriate three-character code in the BUY-IN COUNTRY, REGION,
OFFICE, or BUREAU field.

Then, in the BUY-IN PURP field, which is a text field, enter the purpose for
the buy-in. This field is not a required field but is useful for documentation
purposes.

When you have entered the appropriate information, press the [rrs] key to
process the record. If the information you entered passed all of the system
edit checks, you will see the message: "DC960040 BUY-IN RECORD ADDED
SUCCESSFULLY".

Modify Buy-in Document Record

The modify action allows Technical Offices to update the information
contained in the buy-in document record. Remember that, unlike for
the other types of documents associated with a project, the Technical
Office user is responsible for updating the buy-in document record as
the document progresses through the approval cycle.

To modify a buy-in document record, access the Buy-In Document Screen

from the Procurement Informatien Menu. On the Buy-In Document Screen,
enter either:

. the project identification number associated with the buy-in document
record you want to modify;

. the PIO/T number from the associated PIO/T document; and/or



————
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Modify Buy-In Document Record (Cont’d)

. the award number for a buy-in document record associated with the
project identification number you entered.

Press the [enteEr«] key so that the system can browse the database to confirm
that a buy-in document record- does not already exist for either the project
identification number, the PIO/T, or award number you entered.

If the system is able to locate a buy-in -document record for the project
identification number you indicated, that record will appear on your screen.
Make the necessary modifications by typing over the old information with the
new information. '

When you have made all of the modifications, press the [pr4] key. If ail of
the.data you entered passed the various-edit checks built into the system, you
will see the message: "DC?60040 BUY-IN DOCUMENT RECORD MODIFIED

'SUCCESSFULLY" on your screen.

Delete Buy-In Document Record

The delete action allows users to remove buy-in document records for projects
in the database. To delete a buy-in document record, you must first retrieve
the record using the browse action. To begin, on the Buy-In Document
Screen, enter the project identification number associated with the record you
want to delete. Then, enter either the PIO/T number or the award number
for a buy-in document record associated with the project information number
you entered. Press the [Enter <] key to retrieve the record.

If the system is able to locate a buy-in document record that corresponds to
the project identification number you entered, that record will appear on your
screen. Check the project identification number and then either the PIO/T
number or the award number to make absolutely sure that this is the record
you want to delete. To delete the record, press the [pr.21] (Shift/[rr-s]) key.
If the system was able to delete the record, you will see the following message
appear on your screen: "DC0960040 BUY-IN DOCUMENT RECORD DELETED
SUCCESSFULLY".
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VENDOR FINANCIAL AUDIT SCREEN

The Vendor Financial Audit Screen allows the user to view, create or update a
record that shows ‘the results of a financial audit performed by an AID Program
.Office to evaluate a vendor’s performance over a given time period. To access this
option, at the Procurement Information Menu, press the [prs] key. The following
screen will appear:

U004550D . " U.S.AJD, PHIS . 92/03/23
STPO . . FINANCIAL AUDIT .
_VENDOR DUNS NO: ' . VENDOR NAME(BELOW)

AUDIT CATEGORY: ¢ ° AUDTT .HO:

PERIOD- COVERED: FROM:” ’ T0:, COMPLETION DATE:
ABSTRACT OF F!NDINGS . .

DCY60041 VENDOR DUNS NO.,AUDIT CAT. & HO IS REQUIRED 7O PROCESS RECDRD
ENTER"BROHSE PFS-ADD PFG-—MDDIFT PF21=DELETE; PF7/PF8= SCROLL UP/DOWN

a

47
On this screen, first enter the DUNS number associated with the vendor whose andit
record. Then, enter the andit category and number in the appropriate fields. Once
you have entered this information, as you can see from the PF-keys shown at the
bottom of the screen, depending on your security classification, you can browse, add,
modify and/or delete vendor financial audit records using this sereen.

PF-KEYS ON THE VENDCR FINANCIAL AUDIT SCREEN

JENTER +*] Allows you to browse or view the vendor financial audit record tﬁat

correspands to the DUNS number and the audit type and number
you entered as sclection criteria.

If the system finds no record that matches the selection criteria you
entered, the screen will remain empty and the message "DC960038
RECORD NOT FOUND" will appear at the bottom of your screen,

[PF3] Allows you to add the new vendor financial andit record to the
database.

[PF4] Allows you to modify the vendor financial audit record.
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. Add Vendor Financial Audit Record : .

The Vendor Financial Audit Screen shows the results of an audit performed
on a vendor contracted to perform a service for USAID. To add a vendor
financial audit record to the database, you may access thé Vendor Financial
‘Audit Screen from the Project Life Cycle Menu by pressing the [pr4] key. The
screen shown on page 199 will appear. ,

Enter the DUNS number assigned to the vendor and the audit type code and
number. Valid codes include:

. A-128
T A-130
. AIDIG . ]
. DCAA : '
. OTHER

Then, press the [enter+] key so that the system can browse the database to
confirm that a vendor financial audit record does not already exist for the
selection criteria you entered. If a record does not exist in the database, you
will see an error message telling you that a record was not found. You can
now enter the remaining irformation to complete the record. .

Now enter the time period covered by the audit and a brief summadry of the
audit findings. When you bave entered all of the information, press the [prs]
key to add the record to the database. If all of the data you entered passed
the various edit checks built into the system, you will see the message:
"DC760040 RECORD WAS PROCESSED SUCCESSFULLY" on your screen.

. .Modify Vendor Financial Audit Screen

The modify action allows Project Office users to update the
information contained in the vendor financial audit record: To modify
this type of record, you must access the Vendor Financial Audit Screen
from the Procurement Information Screen.

On the Vendor Financial Audit Screen, enter the DUNS number assigned to

the vendor and the audit type code and number. Then, press the

[entER+] key so that the system can browse the database to locate the vendor

financial adit record matching the selection criteria you entered. If the

system is able to locate a matching record, that record will appear on your

screen. Make the necessary modifications by typing over the old information .
with the new information.



C

PMIS User's Guide Page - 201

Modify Vendor Financial Audit Screen (Cont’d)

When you have made all of the modifications, press the [pr4] key. If all of
the data you entered passed the various edit checks built into the system, you
will see the message: "DC?60040 MODIFY RECORD PROCESSED SUCCESSFULLY"
On your screen.

Delete Vendor Financial Audit Records

The delete action allows Project Office users to remove vendor financial audit
records from the database. To delete a vendor financial audit record, you
must first retrieve the record using the browse action. To begin, on the
Vendor Financial Audit Screen, enter the enter the DUNS number assigned
to the vendor and the audit type code and number. Then, press the [ENTER «]
key to retrieve the record.

If the system is able to locate a vendor financial audit record that corresponds
to the selection criteria you entered, that record will appear on your screen.
Check to make absolutely sure that this is the record you want to delete. To
delete the record, press the [pr21] (Shift/[Prs]) key. If the system was able to
delete the record, you will see the following message appear on your screen:
"DC0260040 RECORD DELETED SUCCESSFULLY". -
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PROCUREMENT BASELINE OPTION .

The Procurement Baseline Screen allows you to browse, add, and/or modify a record
that shows the historical baseline of a particular procurement as it pertains to a
specific project. This baseline information is used in conjunction with the Project
Portfolio Review Report, which is generated twice during the year..

To access this option, at the Procurement Information Menu, press the [pr-11] key.
The following screen will appear:

| uoosszse’ . S U.S.AI.D, PHIS . 92/07/29 . T
,STPO . - PROCUREMENT BASELINE : P
ORG CODEr 169100 . L
‘PROJECT 1D: . TITLE: SRR e
CONTRACT AGREEMENT ID; o L. : T ) 5
DOCUMENTED OBLIGATION THRU DATE:. ) _— ' S
_ DOCUMENTED OBLIGATION AMOUNT: 000 - ° P
“ESTIMATED EXPENDITURE THRU-DATE: Lo . S
" ESTIMATED * EXPENDITURE AMOUNT: . . 0,00 - ) . L . \
SUBSEQUENT OBLIGATION THRU DATE: ¢ Ao, T N
SUBSEQUENT OBLIGATION AMOUNT: o T0W00 T s . 7 A S
SUBSEQUENT EXPENDITURE THRU DATE: . .. . % . . M
SUBSEQUENT EXPEND]ITURE AMOUNT: . * ~ -7 0.00° " - -7 T RIS SR
ENTER = BROWSE  _ PF¥ = ADD . PF4 = MODIFY PF21 = DELETE -
DCP80047 PROJECT % AWARD NUMBER IS REQUIRED TO PROCESS RECORD - S

Notice that the screen contains no data yet. To access a procurement baseline
record, you need to enter either:

. the project identification number associated with the record you want to
access; and

. the award number associated with the project identification number you
entered.

Once you have entered the appropriate data, as.you can see from the PF-keys shown
at the bottom of the screen, depending on your security classification, you can browse
through all-of the procurement baseline information for a particular project, add the
procurement baseline record, modify the procurement baseline.record, or delete the
procurement baseline record.
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PF KEYS ON THE PROCUREMENT BASELINE SCREEN

[ENTER +] Allows you to browse or view the procurement baseline record that

[PF=s]

[PF4]

corresponds to the project identification number and the award
number you entered to access the record.

If the system finds no record that matches the project information
number and award number you entered, the screen will remain empty
and you will see one of several possible messages at the bottom of
your screen explaining why the record could not be found.

Allows you to add the new procurement baseline record to the
database.

Allows you to modify the procurement baseline record.

Add Procurement Baseline Record

The Procurement Baseline Screen shows the historical baseline of a particular
procurement for a specific project. To add a procurement baseline record, on
the Buy-In Document Screen, first enter the project identification number
associated with the record you want to access. Then, enter the award number
with the project identification number you entered.

Press the [ENTER+] key so that the system can browse the database to confirm
that a procurement baseline record does not already exist for the pr0]ect
identification mimber and award number you entered.

If a record does not exist in the database, you will see the message: "DC960038
RECORD NCT FOUND". You can now enter the remaining information to
define the record. Begin by entering the documented obligation through date.
Then, enter the obligation amount. Use the [rag] key to move to the next
field. Enter the estimated expenditure amount and the estimated expenditure
amount. If you know the subsequent obligation and expenditure dates and
amounts, enter this data in the appropfiate fields.

When you have entered the appropriate information, press the [prs] key to
process the record. If the information you entered passed all of the system
edit checks, you will see the message: "DC960040 RECORD ADDED
SUCCESSFULLY".
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s Modify Procurement Baseline Record

The modify action allows Technical Offices to update the information
contained in the procurement baseline record. To modify a
procurement baseline record, access the Procurement Baseline Screen
from the Procurement Information Menu. On the Procurement
Baseline Screen, enter:

. the project identification number associated with the baseline
document record you want to modify; and

. the award number associated with the project identification number
you entered.

Press the [enTER+] key so that the system can browse the database to confirm
that a procurement baseline record does not already exist for either the
project identification number and award number you entered. If the system
is able to locate a procurement baseline record for the project identification
number you indicated, that record will appear on your screen. Make the
necessary modifications by typing over the old information with the new.

When you have made all of the modifications, press the [pr-4] key. If all of .
the data you entered passed the various edit checks built into the system, you
will see the message: "DC?60040 RECORD MODIFIED SUCCESSFULLY" on your

SCIeCIl.

. Belete Procurement Baseline Record

The delete action allows users to remove procurement baseline records for
projects in the database. To delete a procurement baseline record, you must
first retrieve the record using the browse action. To begin, on the
Procurement Baseline Screen, enter the project identification number
associated with the record you want to delete. Then, enter the award number
associated with the project information number you entered. Press [ENTER+]
to retrieve the record.

If the system is able to locate a procurement baseline record that corresponds
to the project identification number you entered, that record will appear on
your screen. Check the project identification number and then the award
number to make absolutely sure that this is the record you want to delete. To
delete the record, press the [pr21] (Shift/[rrs]) key. If the system was able to
delete the record, you will see the following message appear on your screen:
"DC0960040 RECORD DELETED SUCCESSFULLY™,
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VOUCHERS DUE/OVERDUE OPTION

The Vouchers Due/Overdue option allows both Technical Office and Program Office
users to browse vouchers that have been forwarded to the Technical Office for
approval and are currently due or are overdue to be returned to the Program Office
to be forwarded to FM. To access this screen, at the Procurement Information
Menu, press the {pr12] key. The following screen will appear:

U004522D UZS:A.!.D. PHIS . 22/0%/09
STPO > VOUCHER IRFORMATION

ORG CODE:z 169100 VOUCHERS DUE/OVERDUE PAGE; 0001
ORGAMIZATION TO QUERY{BLANK FOR ALt)=> .
VOUCHER DATE 1 = “FROM/THRU" DATE: ==»

VOUCHER DATE 2 = "TQO" DATE: ==>
R DUE/OVERDUE VOUCHERS === -=-=m=svweseremsmmcammnnnns
SEL ORG. ° PROJECT PO DUE  PROJ.OFF -

BYN  CODE I . DATE FWD. DATE VOUCHER AMOUNT

-

PLACE "X"* iH UISELY, "PRESS EHTER TO VIEW VOUCHER, PF7/PF8=SCROLL UP/DOHH i
DCY60042 ENTER IHFORHATIOH AND PRESS PF/ENTER KEY AS DESIRED

Notice that no data appears on the screen yet. To access the vouchers that are
currently due or overdue for a particular organization, enter the organization number
in the ORGANIZATION TO QUERY field. In the FROM/THRU DATE field,
enter the date for which you want the query to begin; remember that the vouchers
that are due or overdue before this date will also appear in the list. In the TO

DATE field, enter the date for which you want the query to end; this date is
optional.

When you have entered this information, press [EnTEr+]. This system will list all of

the vouchers that are due or overdue for the organization code listed, as shown in
the screen below:

U004522D - - U.S.A.1.D. PHM IS " gz/09/10 . ’
STPO . VOUCHER INFORMATION . .o
ORG CODE: 169100 ~  VOUCHERS DUE/OVERDUE . PAGE: 0001 °

ORGANIZATION TO QUERY(HLANK FOR ALL)=> .
VOUCHER DATE -1 # "FROM/THRUM DATE: ==> 1991/01/01 T
VOUCHER DATE 2 = "TO" DATE: ==y 1992706701 i T

cmmmmmmennan emagemwsos DUE/OVERDUE VOUCHERS ==--=n=-s=ncransrevaunas semmes
SEL - ORG.  PROJECT' PO DUE ' PROJ.OFF. .
BYH CODE ID DATE FWD. DATE VOUCHER AMOUNT
12345678 169600 - .  1992/05/30 > . 106,111.80
99999997 169610 936-5969. ~ 1992/04/01 200,000..00

PLACE “X* IN "SEL", PRESS ENTER TO VIEW VOUCHER, PF7/PFB=SCROLL UP/DOWN
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TABLE MAINTENANCE MENU

All of the Financial Management (FM) accounting and reporting systems are
required to have a grouping of geographic codes to show a Regional Bureau’s
responsibilities for supporting those countries that fall under the cognizance of that
bureau. In this way, there is a clear relationship between the bureau and the
countries that are recognized to be a part of the planning and budgeting
responsibility of that bureau. The Table Maintenance Menu allows the user to view
the regional backstop information for a particular bureau.

To access the Table Maintenance Bureau, at the PMIS Main Menu, press the
[pr5] key. The following screen will appear:

' DIALOG: ‘. ’ . o PAGE: 1 OF: 1
< DATE: 91710708 . NEXT PAGE:
. i U.S.A.1.D. PHIS
TABLE  HAINTENANCE MENU

SEL RESPONSE - FKEY - " DESCRIPTION
o - REGEKSTP  (PF2) REGIONAL BACKSTOP BUREAU
< .. MAINMENU  (PF103  RETURN TQ PMIS MAIN MEND
QUITPMIS  (PA2) . (SHIFT/PF13) LEAVE S&T PMIS

* RESPONSE: , . | SEWD DATA--> R R MODE: STEP

To access the screen available from this menn, either:
. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[EnTER «] key; or

. enter the response name, e.g. REGBKST, in the RESPONSE field located at
the bottom of the screen and press the [ENTER «] key.

PF-KEY ON THE TABLE MAINTENANCE MENU

[PF2] Accesses the Regional Backstop Bureau Screen, on which you can
view the lists of countries supported by a given bureau and add and
delete information as necessary.

The information you see on this screen comes from the Regional
Bureau Backstop Responsibility section of AID Handbook 18,
Appendix D, Section Ill, Part lil.
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Regional Backstop Bureau Screen

The Regmnal Backstop Bureaun Screen allows the user to choose 2 regmnal bureau
and then view the list of countries to whom that bureau has planning and budgeﬁng
responsibility. To access this screen, at the Table Maintenance Meni, press the [pr2]
key. The following screen will appear:

UQD46D0D Us. AL, FHIS, " 92702707
STPO -, . .REGIONAL BACKSTOP BUREA)'~  ° -PAGE 00D1
DIVISION: 169100 )
] BAckér'op BUREAU: CODE: _ a : N .
) . NAME: S ‘ R
S ASSOCIATE THE FOLLOHIHG COUNTRIES . WITH THIS BACKSTOP. BUREAU
MDD CTRY. {0 COUNTRY. RAWE ' REGION, HAME:
DEL, v . Wt S LR T
ENTER/VIEW - . PFB=FORVARD . PFT-BACKHARD PFO=RETURN TO PREVIOUS
DCS60041 BACKSTOP BUR 1S REQUIRED TO PROCESS REFORD o

'Fo access the bureaun backstop information for a particular buredu, ernter the three—
digit bureau code in the CODE field. An example of a bureau code yoii cauld enter
on this screen would be 004, which is the bureaun code for the Asid, Near, East and
Europe Bureau. Once you have entered the code, press the [enten«] key. The
system, using the code you entered, will find all of the countries under the cognizaiice
of that bureau. When the system has located all of the appropriate countries, a
screen similar to the following will appear:

WSIAIDS PHTS CetLL. o~ - 92r02707
STPO - e ,. . REGIONAL BACKSTOP BUREAU PAGE 0001
m\nsm}{. 169100 . , L . . I

-, BACKSTOP BUREAD: can- 004, g !

. mms- ASIA, NEAR EAST AND EUROPE

-y N i AN ——————— -
FARA

ASSOUIATE THE FOLLOHIHG COUHTRIES wIin This BACKSTDP BUREAU

[
—ﬂﬂ“ﬂ.‘—ﬂ-‘-ﬂiu-hﬂﬁttﬂ»o-“a.pﬂ-o—td.o—d-‘-‘--ﬁ-’t—u—o-o-ﬂ-..H-ﬁ.bl———-ﬂ-‘on-‘-bh-.‘d-v-
~

N
U0046000

- .n
P A S Hdemmm—n o

>

~ #pb  CRY .CD COUNTRY. NAKE: : .- JREGION HAHE'
DEL _'___"_A_, -------------------------
. 9ot THE STATES OF U.S.. AHD THE DISTRICT OF c UNITED STATES
\ 107" EUROPE INTRAREGIONAL: THRU EUROPEAN PRODU EUROPE
.o 709  GERMANY; FEDERAL REPUBLIC EURGPE
110  TEST BERLIN , EUROPE
. © 131 AUSTRIA EUROPE .
~ 132 BELGIUH ‘ EURQOPE
133 GIBRALTAR ' EUROPE
134 MALTA . . EUROPE
136 DENMARK . - EUROPE
) 137 FINLAND EUROPE _
.- . 138, FRANCE’ e - EUROPE
ENTER/VIEW -~ PFB=FORWARD PF7=BACKWARD, PF9=RETURN TO PREVIOUS

MAKE CHANGE<PRESS ENTER

e 52

-

o PR
~

[T

~
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. Regional Backstop Bureau Screen (Cont'd)

If there is more than one screen of information, press the [rrs] key to move to the
next screen; the [Pr7] key allows you to move back to the previous screen.

To view the regional bureau backstop information for a different bureau, move the
cursor to the BACKSTOP BUREAU CODE field and enter the code associated with
the bureau whose information you want to view. Then, enter the name of the bureaun
and press the [EnTER <] key.

PF-KEY ON THE REGIONAL BACKSTOP BUREAU SCREEN

[ENTER «'] Allows you to display a list of the countries to whom the bureau you
indicated has planning and budgeting responsibility.

. Add or Delete Regional Backstop Information

When the Regional Backstop Bureau Screen appears with the list of countries,
. you can add or delete information from the list. To either add or delete
. information, move the cursor to the (A)DD/(D)EL field.

To add information to the list, enter an "A" in the (A)DD/(D)el field beside
the next available blank line provided at the bottom of the screen for adding
entries. Use the TAB key to move to the CTRY CD field and enter the
appropriate three-digit country code, e.g. 109, if you were adding an entry for
Germany. After entering the country code, press the [enTer <] key to update
the database.

To delete information from the list, move the cursor to the (A)DD/(D)EL
field next to the country code that you want to delete from the list and enter
a "D" for delete. You can indicate more than one country to delete at any
one time. Then, press the [enter +] key to delete the indicated country(s)
from the list.

PF-KEY ON THE REGIONAL BACKSTOP BUREAU SCREEN

[ENTER +'] Allows you to add or delete country information from the regional
backstop listing.
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REPORT SELECTION MENU

PMIS is capable of generating several reports for each of the database modules
described in previous sections of this manuval. These reports show various aspects of
the data contained in the PMIS database and meet the reporting needs of the
Bureau. The Report Selection Menu allows you to indicate from which module you
want to generate a report, including Project Information, Fiscal year Cycle, and/or
Procurement.

To access the Report Selection Menu, at the PMIS Main Menu, press the [prs] key.
The following screen will appear:

" DIALOG: |, e PAGE: 1 OF: 1
DATE: $1/10/08 - Co e - NEXT PAGE:
N LT U.S.A.1,D. -PHIS
REPORT SELECTION MENU
SEL RESPONSE ™ FKEY DESCRIPTION
PROJRPT  (PF2)-  PROJECT REPORT MENU
FYRPT (PF3)"  FISCALYEAR REPORT HENU

PROCRPT {PF4) PROCUREMENT REPORT MENL

NISCRPT (PFS) - MISCELLANEOUS REPCRT MENU-

MATNHENU  (PF10) RETURN TO PHMLS MAIN HENU

GUITPHIS  (PA2) (SHEFT/PF13) LEAVE PHIS :
RESPONSE: . SEND .DATA-~> . ! MODE: STEP

To access any of the report menus shown on this menu, either:

i

. press the PF-key corresponding to the option you want to access;

. enter any non-blank character, e.g. "X" in the SEL column and press the
{ENTER <] key; or

. enter the response name, e.g. PROJRPT, in the RESPONSE field located at
the bottom of the screen and press the [enter «] key.

PF-KEYS ON THE REPORT SELECTION MENU

[PF-2] Accesses the Project Report Menu from which you can generate the
Cumulative Obligation Report.

[PF-3] Accesses the Fiscal Year Report Menu from which you can generate
seven different reports including the: .

. Implementation (Implan) Report;
. OYB Report;
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PF-KEYS ON THE 'R“E;"ﬁ‘c)‘ﬁ SELECTION MEN U (Gont'd)y

-

Status of Fuinds Report;

. Legislative Earmark Report;

. Targeted Finds Report:

Funding Dociment By BPC Repott;

»

é Uniobligated Funds Report; and
; ABS Table TIT Réport.
Pra] ) Ageesses the Procuvenient Repoit Menu from which- you tan

géllefdte feports showmg ‘information rcIatmg to ‘thé procurement
‘cycle for the projécts in the Bureai portfalio.

[PF&] : Access the Miseellanizons Réport Men froim which yoit ¢an génerate
the following reports:
. Findiig Dociiment Summary Repott and
; Evaluatién Repart.

Project Report Menu

whlch shows the cumulatwe obllgatlons f()r each pl’O_[eCt witliidi & Techn'icﬁi Office’s.
portfoho. To. access, the Project Report Men,, at the Report Seléetion Menu; press.

the [pE2) key. The followinig screenm will appear:

—_— .

DIALOGE" ;. e T PR 7.1 A P E I B
bATE: 91730708 . . . ’ ’ . - MEXT, PAGE: -~ 17 |}
L . U»s A:1.D, PMIS . N
FROJECT --REPORT, HENU .

: , - SEL RESPONSE FKEY < - Descmmon N I
. SUBCUMOB  (PF2)  SUBMIT. CUMALATIVE GBLGTN RPT -
MAINMERY:  (PFA0) - RETURN TO PHIS. MAIN MENU g ﬂL

< 7. .7 PREVNENU (PF9) .  RETURN. 70 PRIOR.KENU
W T " QUITPMIS = (PARYS '(SHIFT/PF‘I?') LEAVE. PHIS co
RESPONSE:.  ~ SENDDATA-<3 . ™ DL ., WoDE::sTEP

To: geﬂerate the' Cuniulative Obligation: Report ‘at the fhenu showii.above; press-the
[PF2] key. The-screem showin at. the top-of the next page will appear, askifig you to
indicate where-yoii-want. the ¥eéport. printed and to entet sélection paramietars:

ar

.
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4

Project Report Menu (Cont’d)

RO o - T z
<U00470ID “ - . L %~ ULSATD, PHLS DATE:~91/10708
STPO" - ¢ ., ,. FUMULATIVE OBLIGATION. REPORT

* YQUR LAST, NAME: hOLE : v \, YOUR BUILDING SITE: SA-18
NUHBER- QF CO?[ES: 01 YOUR ROOM NUMBER: 309D

PRINT DESTINATION
PLACE‘AH X NEXT YO YOUR PRINTER OR ERTER A PRINTER NUMBER

. SA-1B{30%D): X SA 02(XEROX) 2 SA-14(1000B): - OTHER PRINTER NUMBER: QDD
HESSAGE‘CLASS' A . PRIRT ON-TWO SIDES (XEROX OMLY): N

........ i e e e e M M A e B
.

REPORT SELECTION PARAMETER

. FISCAL YEar: 1991 FORMAT 1S YYYY

------------------------------------------------------------------------------

-ENTER: RUN REPORF - - PF9: PRIOR MENU - PF10: HAIN MERU
Enter’ Report Request Data and Press RETURN To Run This Report

-

"Enter your last name; your building site; the number of copies of the report that you

want printed; and your room nurmber.

Next, enter the site of the printer on which you want the report to be printed; you
can choose, by placing an "X" next to the appropriate site, either SA-18, SA-02, SA-

" 14, or some other printer number that is available to you. If you choose to have the

report printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided. Then, move the cursor to the FISCAL
YEAR field in the report selection parameter area of the screen. Enter the fiscal
year for which you want to generate the report.

Once you have entered all of the print destination and parameter information, press

the [enter«+] key to generate the report. The report will be generated for the fiscal
year you indicated and printed at the specified site.

PF-KEY ON THE PROJECT REPORT MENU

[ENTER +] Pressing this key submits the Cumnlative Obligation Report for the
fiscal year you indicated to the printer identified on the screen.
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Fiscal Year Report Menu .

Th‘e' Fiscal Year Report Menu allows you to generate several reports that Feflect the
plannmg, budgeting, and fiscal year funding information for the projects in the
Bureau s portfolio. To access the Fiscal Year Report Menu, at the Report Selection
Menii; press the [prs] key. The following screen will appear:

U.S.A.1.0. P N Is
. . . FISCAL YEAR REPORT MENU
SEL RESPONSE  FKEY " . DESCRIPTION

DIALOG: . .. PAGE: 1 OF: 1
“ DATE: 92/07/28 , NEXT PAGE:

SUBIMPLN  (RF2) SUBMIT IMPLAN RPT
SUBOYB . .(RF3) _  SUBMIT OYSB RPT ]
SUBSTSFD  (PF4) SUBMIT STATUS OF FUHDS RPTS
SUBEARMK  (PF5) SUBMIT LEGISLATIVE EARMK RPT
_ SUBTARGT  (PFE).  SUBMIT TARGETED FUNDS REPORT
. SUBFDBPC  (PF11)  SUBMIT FNDG DOC 8Y BPC RPT
SUBUNFND . (RF12)  SUBMIT UNOBL FUND REPCRT
* SUBABST3  (PF13)  SUBMIT ABS TABLE 111 REPORT
HAINMENU -(PF10) RETURN TC PHIS MAIN MENY
PREVMEND  (PF9) RETURN TO PRIGR MENU
QUITPHIS  (PAZ) (SHIFT/PF13) LEAVE PMIS

RESPONSE ¢ SEND DATA--> . MODE: STEP

- e - N
M < L) 5 PN A I 4 LRI - -

To generate any of the reports shown on this menu, either:
. press the PF-key corresponding to that particular report;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enter +] key; or

. enter the response name, e.g. SUBIMPLN, in the RESPONSE field located
at the bottom of the screen and press the [enter ] key.

Each report listed on the menu'on the previous page will be discussed ‘beginning on
page 216. Remember that all users have the ability to generate the reports available
from ‘the report menus.

PF-KEYS ON THE FiSCAL YEAR REPORT MENU

[Pr2] Accesses the screen where you can indicate where you want the
Impiementation Report printed and enter selection parameters for
this report.
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[PF3]

[pr4]

[PF5]

[FFs]

[PF-11]

[PF12]

[Pr-13]

PF-KEYS ON THE FISCAL YEAR REPORT MENU (Cont'd)

Accesses the screen where you can indicate where you want the OYB
Report printed and enter selection parameters for this report.

Accesses the screen where you can indicate where you want the
Status of Funds Report printed and enter selection parameters for
this report.

Accesses the screen where you can indicate where you want the
Legislative Earmark Report printed and enter selection parameters
for this report.

Accesses the screen where you can indicate where you want the
Targeted Funds Report printed and enter selection parameters for
this report.

Accesses the screen where you can indicate where you want the
Funding Document By BPC Report printed and enter selection
parameters for this report.

Accesses the screen where you can indicate where you want the
Unobiigated Funds Report printed and enter selection parameters for
this report.

Accesses the screen where you can indicate where you want the ABS
Table 1II Report printed and enter selection parameters for this
report.

O
14
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: Implementation Report

The Implementation Report shows all of the funding actions that will be used
to fund each project within a specific office or within the Bureau as a whole,
To generate this report, at the Fiscal Year Report Menu, press the [pe2] key.
The following screen will appear, askingyou to indicate where you want the
report printed and to enter selection parameters:

2] T 7 o T CE A ) ™ T T = D 7 =

-

voos7Ie . U.S:A.1.0. PHIS © T DATE: 91/12/13
sTP0 . . mpmnemmon PLAN REPORT . e
~YOUR LAST QMHE‘ HOLT s- YOUR BUILDING SITE SA-18
NUHBER' OF COPLES i 01 - ‘I’OUR ROOM. NUMBER: 3090
PRINT AT:- SA-18 30001 X~ SA- 02 XEROX: OR SA 14 1OUUB’
OR QTHER PRT DEST: 0oo HESSAGE CLASS A PRIHT THO SIDES‘ H° Y IF XEROX QNLY
P TR PR F—— PROJECTS SELECTIDH PARAHETERS B e AL R LT LT PP
FISCAL YEAR: 0Q00 - OFFICE LEVEL REPORT. . YSYES; N=NO (DEFAULT=NO)

ORGANIZATION NQz #wiesn A~ BLANK iN PUSITION 6 WILL SELECT THE WHOLE OFFICE .
PROJECT NUMBER: bttt HURKSHEET REQU]RED N-  YSYES; NsNO (DEFAULT NO)

R R Tl DDCUHENT SELECTION PARAHETERS FOR SELECTED PROJECTS ===zn-=r-
PROGRAM DDCUHEHT TYPES : ALL OR ANY- OF THE FOLLO‘HIHG s bl nr. *‘*n

| PROGRAM DOCUMENT STATUS: ALL OR'ANY OF THE FOLLOWING *% -~ % = wx  #x

’qugnxuﬁ:nocgngn% STATUS: ALL OR ANY.'OF THE FOLLONING #% = #w e
< NOTE: :ﬂéTERISKS TN ORGANIZATION NO AKD PROJECT NO.-ARE USED TO-INDICATE 'ALLI.

ENTER:RUK- REPORT  FQ:PRIOR SCREEN F10:MAIN HEHU
Entél- Report Request Data and Press RETURN To_ Run the Report

——r = = : = = = = - r——— =

Enter your last name; your building site; the number of copies of the report
that you want printed; and your room number. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available te you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.

Then, move the cursor to the FISCAL YEAR field in the project selections
parameter area of the screen. 'Enter the fiscal year for which you want to
generate the report.
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. Implementation’ Report (Cont’'d)

Then, indicate whether or not you want to submit an office level report; the
six-digit organization number associated with the office or bureau for which
you want to generate a report; the project number for which you want to
generate an implementation report; and whether or not a worksheet will be
required. -

NOTE: To generate a report showing all of the offices within the-bureau, leave the
asterisks in the ORGANIZATION NO field. To generate a report
showing all of the projects for a given office, leave the asterisks in the
PROJECT NUMBER field.

When you have entered the project selection parameters, move the cursar to
the document selection parameters area of the screen. In this area of the
screen, you can indicate from which documents information for the report will
be taken. Notice that the default option is "All". You can narrow the range
to a particular document or a group of documents by entering the type and
status information in the fields where there are asterisks.

Once you have entered all of the print destination and parameter information,
press the [EntER+] key to generate the report. The report will be generated
for the fiscal year/organization code/project number combination you
indicated and printed at the specified site.

PF-KEY ON THE IMPLEMENTATION REPORT SCREEN

[ENTER +] Pressing this key submits the Implementation Report for the fiscal
year /organization number/project number combination you indicated
“to the-printer identified on the screen.
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OYB Report

The ©YB Report sliows the QYB information for a particular office within
the Bureau or for tlie Bureau as a whole. To generate ‘this report, at the
Fiscal Year Report Menu, press the [pr3] key. The following screen will
appéar, asking you to indicate where you want the report printed and to enter
selection parameters:

N . T

‘uo047I® . U.SiA:1.0. PMIS .0 DATE: 92/0?/29 "

- -

STPQ . .OYB REPORT . . ° e
YOUR LAST NAME: HDLT ~% . YOR aun.omc sne-'sa 18
NUMBER OF COPIES : 01 : YOUR ROOH NUNBER 2 3090
BRINT-AT: ,$AS18 309Dz X SA-D2 XEROX: - OR- SA—14 10008:

OR OTHER PRT DEST OOO MESSAGE CLASS A PR!NT THO SIDES' N Y IF XEROK ONLY‘
s REPORT SELECTIOH PARAHETERS 1‘\: - .
FISCAL YEAR: 0000 -~ 7 .
ORGANIZATIOH NOT Wk A BLANK: TN POSITION 6 H[LL SELECT THE WHOLE. OFFICE -l

OYB DETAIL REPORT Y. PROJECT SUMHARY REPORT: .N -‘I'ES' H HO SEE HOTES
ZERO OYB SUPPRESS' N. » . Y-YES' N=NO (DEFAULT NO) ) .
’ BPC SUBTOTALS. N Y= YES; N=NO (DEFAULT NO) . W T

-
,

MOTES: ASTERISKS N O'RGAHIZATXON NO. ARE USED TO [HDICATE 'ALL' *FOR BUREAU.. -
DEFAULT FGR REPORTS OYB DETAIL-Y., <PROJECT SUHHAR‘FH .

EHTER' RUN REPORT PE9: PRIOR MENU PF10: MATN, HEHU ’ ~

Enter ‘Report Request ‘Data and Press RETURN To Run the Report

N u o u s ‘a\. P = o=

5

Enter your last name; your ‘building site; the number of copies.of the report
that you want ‘printed; and your room number, Next, enter the site of the

_ Printef to which you want the report to:be printed; you can.choose, by placing

.an "X"nextto the appropnate site,either SA-18, SA-02; SA-14,.or some-other
prmter mumber :that is .available to -you. If you choose to have the. report
‘printed on the Xerox printer at SA-02, remember to indicate whether.or not
you warit the report printed double-sided.

Move the cursor to the FISCAL YEAR field in the project selections
parameter -area-of the screen. :Enter the fiscal year for which -you want to
generate. the report. Next, enter the six-digit organization code associated
‘with- the ‘0ffice .or bureau for which you want to generate a report and the
fevisiont nuinber associated with the QYB if there is more than one version
of the budget:plan. If you-enter:only five-of the six organization code:digits,
leaving ‘the su(th,posmon blank, the Teport will include ‘information for ithe
‘whole: office.

PR Y
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OYB Report {Cont’d)

If you leave the asterisks (***) in the ORGANIZATION CODE field, the
report will contain information for all organizations within the bureau. Then,
indicate whether or not you want to suppress zero OYBs and whether you
want the report to include BPC subtotals.

Once you have entered all of the print destination and parameter information,
press the [EnTer <] key to generate the report. The report will be generated
for the fiscal year/organization code/revision number combination you
indicated and printed at the specified site.

PF-KEY ON THE OYB REPORT SCREEN

[ENTER +] Pressing this key submits the OYB Report for the fiscal

year forganization number/revision number combination you
indicated to the printer identified on the screen.

Status of Funds Report

The Status of Funds Repart shows you the status of funds for a specific office
within the Burean. To generate this report, at the Fiscal Year Report Menu,
press the [pr4] key. The following screen will appear, asking you to indicate
where you want the report printed and to enter selection parameters:

. Uoo4733D C.C- . * U.S.A1D. P M-S DATE: 92709709
STPO * STATUS OF FUNDS REPORT ’ .
YUUR LAST NAME: HOLT . YOUR" BUTLDING SITE: SA-18
NUMBER OF COPIES : 01 ! YOUR ROOM™NUMBER: 309D i
PRINT AT: SA-18 309D: X - SA® 02 XEROX‘ "7 OR“SA-14 10003. ) Al-
“OR OTHER PRT DEST: 000 MESSAGE CLASS: A PRINT THO SIDES: N Y IF XEROX ONLY
Tt v REPORT SELECTION PARAHETERS (Y=YES; “HO)' N
- FISCAL YEAR: 0000
<. . AS OF DATE: | ° USUALLY HOHTH END DATE N YYYYHMDD FORHAT
- ORGAMIZATION NOz wwawa BLANK IN POSITION & SELECTS WHOLE OFFICE
SUKMARY REPCRT (Y/N): Y. * (DEFAULT=YES) .
DETAIL REPORT (Y/N): Y (DEFAULT=YES)
ceusceuceunnsrmanene’ DETAIL REPORT OPTIONS =-=n-=ssessmsmmbirtmtonmssnmannn
. DIVISION LEVEL REPORT (Y/N): N (DEFAULT=NO)
ZERO OYB SUPPRESS MY (DEFAULT=YES) *

BPC SUBTOTALS (Y/N): N (DEFAULT=NG)

FUHDS CTL NO SEQUENCE. (Y/H): N (DEFAULT=NDOY  (BASIC PIO NO.(POS, 1-7))
© NOTES: ASTERISKS IN ORGANIZATION NO. ARE USED TO INDICATE 'ALL® FOR BUREAU-
_ENTER: RUN REPORT PF9: PRIOR MENU PF10: MAIN MENU .
Enter"Report Request Data and Press RETURN To Run the Report
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. Status of Funds Report (Cont’d)

Enter your last name; your building site; the number of copies of the report
that you want printed; and your room number. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.

Then, move the cursor to the FISCAL YEAR field in the report selection
parameter area of the screen. Enter the. fiscal year for which you want to
generate the report. Next, enter the date on which your are generating the
report so that someone looking at it later will know how current the data is.
Enter the six-digit organization code associated with the office or bureau for
which you want to generate a report. If you enter only five of the six
organization code digits, leaving the sixth position blank, the report will
include information for the whole office. If you leave the asterisks (***) in
the ORGANIZATION CODE field, the report will contain information for
all organizations within the bureau.

Indicate whether you want to generate the Status of Funds Summary Report
or the Status of Funds Report; the system defaults to generate both reports.
If you want to generate one or the other, delete the "X" in the appropriate
blank using the space bar. Then, indicate whether or nor you are generating
a division level report; remember that the report level is determined by the
six-digit number you entered in the ORGANIZATION NO field; if you left
the sixth position blank, then you are generating a division-level report. Also,
indicate whether or not you want to suppress zero OYBs, whether you want
the report to include BPC subtotals, or whether you want the report to be
sorted by funds confrol sequence number.

Once you have entered all of the print destination and parameter information,
press the [Enter +] key to generate the report. The report will be generated
for the fiscal year and organization code you indicated and printed at the
specified site. -

PF-KEY ON THE STATUS OF FUNDS REPORT SCREEN

[ENTER +] Pressing this key submits the Status of Funds Summary Report
and/or the Status of Funds Report for the fiscal year and
organization code you indicated to the printer identified on the
screen.
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Legislative Earmark Report

The Legislative Earmark Report shows .you the legislative earmarks
designated for a ‘the projects in a specific ‘office. To generate this report, at
the Fiscal Year Report Menu, press the [prs] key, The following screen will
appear, asking you to indicate where you want the report printed and to enter
selection parameters:

UQo4y3aD . U.5.AS1.D. PHI.S . RATE: 91/12/13
STPO EONR . LEGISLATIVE EARMARK REPORT -
R YCUR LAST NAME:: HOLT i YCUR BUILDIHG SITE; SA-18
NUMBER OF COPIES 01 YOUR ROOM KUMBER: 309D
- * PRINT DESTINAT!DN
PLACE AN X KEXT TO YOUR™ PRINTER OR ENTER A PRINTER NUMBER

éA 13(3090) X SA-02(XEROX): SA-14(100083: OTHER PRINTER WUMBER: 000

_MESSAGE CLASS: A . B _ PRINT ON TWO SIDES (XEROX ONLY}: W
) REPORT SELECTION PARAMETERS
FISCAL YEAR: 1991 FORMAT IS YYYY
* OFFICE CODE: - . .- ENTER THREE TO SIX DIGIT CODE TO SELECT AN OFFICE
ENTER: RUN REPORT -, :  BF9: PRIOR MENU _ PF10: MAIN. MENU

Enter Report Request Data and Press RETURN To Run This Report

Enter your last name; your building site; the number of copies.of the feport
that you want printed; and your room number. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate-site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.

Then, move the cursor to the FISCAL YEAR field in the report selection
parameter area of the screen. Enter the fiscal year for which you want to
generate the report. Next, enter the six-digit organization code associated
with the office or bureau for which you want to generate a report.

Once you have entered all of the print destination and parameter information,
press the [enter+] key to generate the report. The report will be generated
for the fiscal year and organization code you indicated and printed at the
specified site.
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PE-KEY ON THE LEGISLATIVE EARMARK REPORT SCREEN

[ENTER &} Pressing this key submits the Legislative Earmark Report for the

»

PR T T R en - Y TR s

fiscal year and organization code you indicated to the printer
identified on the screen.

Targeted Funds Report

The Targeted Funds Report shows you the funds targeted to fund the projects
in a specifi¢ office. To generate this report, at the Fiscal Year Report Menu,
press the [pr6] key. The following Screen will appear, asking you to indicate
wheTe you want the report printed and to enter selection parameters:

uod4736D . U.SAID. PMIS DATE: 91712713
‘§TPO ; < TARGETED FUNDS REPORT - o
- YOUR LAST NAI-!E. HOLT B () BUILOING SITE: SA-18
(NUMBER OF COPIES® 01  ° . " v “YOUR -ROOM NUMBER: 3090

HESSAGE cLAss A’ o PRINT ok wo SIDES (XEROX OMLY): N °

e @EPORT 'SELECTION, PARAMETERS

FISCAL YEAR: 1991 - . FORMAT 1§ YYYY -

OFFICE CODE: ENTER THREE T0 sxx DIGIT CODE TO SECECT AN OFFIEE ’
* ENTER: RUM REPORT ,' . PF®: PRIOR HENU o PF10: “MAIN MEND

SR R PP ) N . -
s

.

PRINT ‘DESTIHATION
PLACE AN % "NEXT TO YQUR PRINTER OR' EHTER A PRINTER NUMBER

s;\-18c309m ¥ SA- ozcxeaoxr . SA- 14*(100053 OTHER PRINTER NUMBER: 000~

Enter Report Requist Data and Press RETURN To “Run Thls Report . .-

-~

Enter your last name; your building site; the number of copies ‘of the report
that you want printed; and yoar room number. Next, enter the site -of the
printer to which you want the report to-be printed; you can choose, by placing
an "X" next to-the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you.

If you choose to have the report printed on the Xerox printer at SA-02,
remember to ‘indicate whether you want the report printed double-sided.

"Then, move the cursor to the FISCAL YEAR field in the report selection
parameter area of the screen. Enter the fiscal year for which you want to
generate the report. Next, enter the six-digit organization -code .associated
“with. the office .or bureau for*which you want to generate a report.
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Targeted Funds Report (Cont’d)

Once you have entered all of the print destination and parameter information,
press the [enter <] key to generate the report. The report will be generated
for the fiscal year and organization code you indicated and printed at the
specified site.

PF-KEY ON THE TARGETED FUNDS REPORT SCREEN

[ENTER +] Pressing this key submits the Targeted Funds Report for the fiscal

year and organization code you indicated to the printer identified on
the screen.

Funding Document By BPC Report

The Funding Document By BPC Report shows you the obligation information
for the projects associated with an office by Budget Plan Code (BPC). To
generate this report, at the Fiscal Year Repori Menu, press the [pr-11] key.
The following screen will appear, asking you to indicate where you want the
report printed and to enter selection parameters:

-

-~

. uodkr3ID T - U.S.ATD. PHIS R DATE: 91/72/13 _
STPO " - -FUNDING *DOCUMENT BY BPC REPORT . . .

. Enter Report Request Data -and Press RETURN To Run the Report

hS

-

U YOUR LAST NAME: HOLT YOUR BUILDING: SITE: SA-18
WUMBER OF COPIES : 01° YOUR ROOM NUMBER: 305D
PRINT AT: SA-18 309D: X ~5A-02 XEROX: - _ OR SA-14 10008: :
OR OTHER PRT DEST: 000 MESSAGE-CLASS: A PRINT THO SIDES: N+ Y IF XEROX ONLY
REPORT SELECTION PARAMETERS
FISCAL YEAR: DOOD . 7. . < ALL-BPCIS?-(Y/N)z N
-AS OF DATE: .’ USUALLY HONTH END-DATE IN YYYYMHDD FORMAT
ORGANIZATION NO: wxx® A BLANK IN POSITION.6 WILL SELECT-THE WHOLE
OFFICE ..
R ASTERISKS IN  ORGANIZATION NO SELECTS ALL
DIVISIONS - -~ T

ORDER (* I111213) PAGE BREAK (Y/N)
TOTAL SELECT.‘ LOBLGTN PLAN HONTH: L1 . ) H
. JOFFICE: z . : N
APPROPRIATIOM' 3 N

NOTE: IF N0 TOTAL DESIRED; USE Lot IH ORDER AND tN' IN. PAGE BREAK

OBLGTN PLAN MONTH SELECT: = JAN FEB MAR- APR HMAY JUN JUL AUG SEP OCT NOV DEC

T {¥X' SELECTS MONTH; . ! X X X X X X X X X-X X X
-t ¥ EXCLUDES MOHTH) * . ,
ENTER: RUN-REPORT PF%: .PRIOR MENU PF1U ‘MATH MENU ’ o7 !
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. Funding Document By BPC Report (Cont'd)

Enter your last name; your building site; the number of copies of the report
that you want printed; and your room riumber. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.

Then, move the cursor to the FISCAL YEAR field in the report selection
parameters area of the screen. Enter the fiscal year for which you want to
generate the report. Next, indicate whether you want the report to include
all BPCs for a particular office; the default option is "N". Move the cursor to
the ORGANIZATION NO field and enter the six-digit organization code
associated with the office or bureau for which you want to generate a report.
If you leave the sixth position of this field blank, the report will show the
BPCs for the whole office; if you leave the asterisks in this field, the report
will show the BPCs for the whole division.

to show the obligation plan month, office, and appropriation funding
information. If you want to narrow the report to include only one or two of
these options, enter a blank space in the order column beside those options
you do not want to include in the report; if you do not include an option in
the selection parameters, you must indicate an N under the page break
column for that option.

In the TOTAL SELECT fields, enter the order in which you want the report .

You can also choose for which obligation plan months you will see
information in the report. Enter an X under the months for which you want
data included in the report. Enter a blank space under the months that you
want to exclude from the report.

Once you have entered all of the print destination and report selection
parameter information, press the [EnTEr+] key to generate the report. The
report will be generated for the fiscal year, organization code, total options
and obligation plan months you indicated and printed at the specified site.

PF-KEY ON THE FUNDING DOCUMENT BY BPC REPORT SCREEN

[ENTER +*] Pressing this key submits the Funding Document By BPC Report for
the fiscal ycar, organization code, total options, and obligation plan
months you indicated to the printer identified on the screen.
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Unobligated Funds Report

The Unobligated Funds Report shows you the funds that remain unobligated
within the office or bureau. To generate this report, at the Fiscal Year
Report Menu, press the [pr-12] key. The following screen will appear, asking
you to indicate where you want the report printed and to enter selection
parameters:

: « PRINT ATz SA~18 309D: X ' SA-DZ. XEROX: OR SA-14 7000B:

< - ENTER: RUN REPORT PF9: PRIOR® MENU: PFT0: MAIN MENU -

ug047380 7 " U.S.A.I.D. PHIS : DATE: 91/12/13
STPO ©_ UNOBLIGATED FUNDS REPORT

YOUR LAST NAME: HOLT - - YOUR BUILDING $ITEz SA-18
NUMBER ‘OF COPIES : 01. - * " YOUR. ROOM NUMBER: 3090

OR OTHER PRT DESTz 000 MESSAGE CLASS: A PRINT TWO SIDES: M Y IF XEROX ONLY

*REPORT SELECTION PARAMETERS
FISCAL YEAR: 0000 . - . . . :
AS OF DATE:: USUALLY MONTH END DATE IN YYYYHMDD FORMAT

“ORGANIZATION NO: *#**%% A BLANK IN POSITION & WILL SELECT THE WHOLE* OFFXCE
- NOTES: ASTERISKS IN ORGANIZATION NO_ARE USED TO.INDICATE .'ALL' FOR BUREAU.

. Enter Report Request Data and Press RETURN To Run.the Repart

Enter your last name; your building site; the number of copies of the report
that you want printed; and your room number, Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.

Then, move the cursor to the FISCAL YEAR field in the report selection
parameter area of the screen. Enter the fiscal year for which you want to
generate the report. Next, enter the date on which your are generating the
report so that someone looking at it later will know how current the data is.

Enter the six-digit organization code associated with the office or bureau for
which you want to generate a report; if you leave the asterisks in the
ORGANIZATION NO field, the report will show the unobligated funds for
the Bureau.

- Once you have entered all of the print destination and parameter information,
press the [Enter <] key to generate the report. The report will be generated

for the fiscal year and organization code you indicated and printed at the -

specified site.

+
T

—————— i ——

PR
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PF-KEY ON THE UNOBLIGATED FUNDS REPORT SCREEN .
[ENTER +] Pressing this key submits the Unobligated Funds Report for the Tiscal
year and organization code you indicated to the printer identified on
the screen. .

. ABS Table lil Report

The ABS Table III Report shows you the proposed ABS funds for the projects
within an organization’s portfolio. To generate this report, at the Fiscal Year
Report Menu, press the [pr13] key. The following screen will appear, asking
you to indicate where you want the report printed and to enter selection
parameters:

~ v ~ By . ¥
N -

Wo047410 ’ U.S.A.1B. P M 18 -oes . DATE: 92/09/09
STPO .o ABS TABLE 111 REPORT “
YOUR, LAST NAME: HOLT . YOUR BUILDIHG SITE' SA-18 -
HUHBER OF COPIES @ 0% , -« YOUR RoOM. NUMBER: 3090
PRINT AT: SA-18 3090: X  SA-02 XEROX: OR SA-14 1000B:" °
OR OTHER PRT DEST:. 000 MESSAGE CLASS: A PRINT TWO SIDES: N -Y_IF XEROX ONLY .

--------------------------- L e el ettt b L L P

~ REPORT SELECTIOH PARAHETERS ’ h .
FISCAL YEAR: 0000
CRGANIZATION RO: Wkt A BLAHK IN POS!T]ON 6 HILL SELECT THE HHOLE OFFICE
‘ REVISION HO: 000
ZERD AMT SUPPRESS' K * XY=YES; N=HO (DEFAULT-HO)
APRP REPORT: Y » PROJECT REPORT: N . -~ Y=YES; N WO; SEE- HOTES
ROTES: ASTERISKS IH DRGANIZATION NO. ARE USED TO INDICATE 'ALL' FOR BUREAU.
DEFAULT FOR REPORTS. REVISION NO. —000
APRP REPORT-Y PROJECT REPORT=R -
ERTERY RUN REPORT PF9: PRIOR MENU PF‘IG. MA]N MENU .
Enter Repor{ Request Data and Press RETURM To Run the Report

Enter your last name; your building site; the number of copies of the report
that you want printed; and your room number. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.
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ABS Table Iil Report (Cont’d)

Move the cursor to the FISCAL YEAR field in the project selections
parameter area of the screen. Enter the fiscal year for which you want to
generate the report. Next, enter the six-digit organization code associated
with the office or bureaw for which you want to generate a report and the
revision number associated with the OYB if there is more than one version
of the budget plan. If you enter only five of the six organization code digits,
leaving the sixth position blank, the report will include information for the
whole office.

If you leave the asterisks -(***) in the ORGANIZATION CODE field, the
report will contain information for all organizations within the bureau. Then,
indicate whether or not you want to suppress zero OYBs and whether you
want the report to include BPC subtotals. Also, indicate whether you want
to include appropriations and/or projects in the report.

Once you have entered all of the print destination and parameter information,
press the [enTer+] key to generate the report. The report will be generated
for the fiscal year/organization code/revision number combination you
indicated and printed at the specified site.

PF-KEY ON THE ABS TABLE il REPORT SCREEN

[ENTER +'] Pressing this key submits the ABS Table III Report for. the fiscal

year/organization number/revision number combination you
indicated to the printer identified on the screen.
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Procurement Report Menu

= NOTE: The Procuremem‘ Report Menu option of PMIS is currently undetgomg
furthier development The results of this development will be reflected in

future updates of this documentation.

The Procurement Report Menu 2llows you to generate several reports that show the
details of the procurement information for a particular office. _
Procurement Report Menu, at the Report Selection Menu, press the [pr12] key. The

following screen will appear:

‘To access the

‘nm.osn )
DATE: 91710708 .

u.s.A.1.0, PHIS
PROCUREMENT REPORT MENU

: SEL RESPONSE  FKEY . DESCRIPTION
; MAINMENU  (PF10)  RETURN TO PMIS MAIN MENU
PREVMERU  (PF9) RETURN TO PRIOR MENU
S s QUITPHIS, (PAZ) (SHIFT/PF13) LEAVE PMIS
RESPONSEz ' SEND DATA-->

p #
TSP T RN ”
- TaY W

- - -~

N
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Miscellaneous Report Menu

The Miscellaneous Report Menu allows you to generate several reports that do not
fit neatly into the other report areas. To access the Miscellaneous Report Menu,
at the Report Selection Menu, press the [prs] key. The following screen will appear:

DIALOG; . - : . . PAGE: 1 OFz .1

DATE: ‘92/07/30 - ) NEXT PAGE:
o U.S.A.1:D. PH LS X
MISCELLANEOUS REPORT MENU
* SEL REPONSE  FKEY DESCRIPTION

SUBFDSUM  (PF2) ° SUBMIT FUNDING,DOC SUMMARY
SUBEVAL {PF3) SUBMIT EVALUAT]ON REPORT
MAINMENU “(PF10)  RETURN TO PMIS MAIN MENU
PREVHEHU “(PF9) RETURN TO PRIOR MENU
~QUITEMIS  (PA2) (SHIFT/RF13) LEAVE PMIS

RESPOMSE: . SEND DATA--> U .~ MODE: STEP

To generate either of the reports shown on this memu, press the PF-key
corresponding to that particular report. Each report listed on the menu above will
be discussed beginning on the next page. Remember that all users have the ability
to generate the reports. available from the report menus.

PF-KEYS ON THE MISCELLANEOUS REPORT MENU

[PF-2] Accesses the screen where you can indicate where you want the
Funding Document Summary Report printed and enter selection
parameters for this report.

[PF-3] Accesses the screen where you can indicate where you want the
Evaluation Report printed and cnter sclection parameters for this
report.

. Funding Document Summary Report

The Funding Document Summary Report shows a summary of the funding
documents for a particular office during a given fiscal year. To generate this
report, at the Miscellaneous Report Menu, press the [pr2] key. The screen
shown at the top of the next page will appear, asking you to indicate where
you want the report printed and to enter selection parameters.
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. Funding Document Summary Report (Cont’d)

[ELEl7 72 SN U.S.A.J.D. PHIS DATE: 91710708
- sTRD [FUNDING DOCUMENT . SUMMARY REPORT. L
YOUR LAST NAME: HOLT - YOUR BUIEDING SITE: SA-18
NUNBER OF COPIES: 01. YOUR ROOM NUMBER: 309D . - -
’ PRINT DESTINATION e
PLACE AH X MEXT TO YOUR-PRINTER OR ENTER A PRINTER HUHBER .
SA“18(3090): X  SA-D2(XEROX): -  SA-14(10008): ° OTHER PRINTER NUMBER: 00D °

v

WESSAGE"CLASS: A - .+ PRINT ON'TvQ SIDES (XEROX OKLY): N- -
- ,REPORT. SELECTION PARAMETERS  ° ’
FISCAL YEAR: 1991 FORMAT IS YVYY - -
OFFICE COOE: ENTER THREE 0 SIX DIGIT CODE 70 SELECT Ak OFFICE
* 'ENTERs RUN REPORT * * .  PF9:.PRIORMENU - [PF10: MAIN MENG

Enter Report Request Data and Press RETURN To Run Th]S Report

P

Enter your last name; your building site; the number of copies. of the report
that you want printed; and your room number. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by-placing
an "X" next to the appropriate site, either SA-18, SA-02,'SA-14, or some other |
printer number that is available to you.

If you choose to have the report printed on the Xerox printer at SA-02,
remember to indicate whether or not you want the report printed double-
sided.

Then, move the cursor to the FISCAL YEAR field in the report selection
parameter area of the screen. Enter the fiscal year for which you want to
generate the report. Next, enter the six-digit organization code associated
with the office or bureau for which you want to generate a report.

Once you have entered all of the print destination and parameter information,
press the [ENTER +] key to generate the report. The report will be generated,
for the fiscal year and organization code you indicated and printed at the
specified site.

PF-KEY ON THE FUNDING DOCUMENT SUMMARY REPORT SCREEN

[ENTER +'] Pressing this key submits the Funding Document Summary Report
) ' for the fiscal year and organization code you indicated to the printer
identified on the screen.
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Proposed Evaluation Schedule Report

The Evaluation Report allows you to print the evaluation schedule for the
projects in a given office during a given fiscal year. To generate this report,
at the Miscellaneous Report Menu, press the [pra] key.. The following screen
will appear, asking you to indicate where you want the report printed and to
enter selection parameters:

~ V0047870 . \ U.S.A.I.D. PHIS DATE: 91/12/13
., STPC N Proposed Evaluation Schedute )
Your Last Name: HOLT : Your Bujilding Sftes SA-18
Number. of l:op1es 01 Your Room Number: 309D

PRINT DESTINATION
Place an X next to your printer or enter & printer number
SA- 18(3090) X SA-02(Xerox): 8A-14(10008): Other Printer Hmiber: 000

Hessage ‘Clags: A Print on Two, Sides (Xerox Only):
" . REPORT SELECTION PARAMETERS
Fiscal Year: 1992 - Format is YYYY ~
© 'Org-Code: - Enter three or five digits of organi zation codes

to delimjt. this report. Leave Jblank to get all
of your organization's data
-ENTER: Run Report . PF9: Prior Menu PF10: Main Henu ‘
Enter Report Request bata and Press RETURN To Run This Report .

Enter your last name; your building site; the number of copies of the report
that you want printed; and your room number. Next, enter the site of the
printer to which you want the report to be printed; you can choose, by placing
an "X" next to the appropriate site, either SA-18, SA-02, SA-14, or some other
printer number that is available to you. If you choose to have the report
printed on the Xerox printer at SA-02, remember to indicate whether or not
you want the report printed double-sided.

Move the cursor to the FISCAL YEAR field in the report selection parameter
area of the screen. Enter the fiscal year for which you want to generate the
report. Then, enter the six-digit organization code for which you want to print
the proposed evaluation schedule. If you want to print the schedule for the
whole organization, leave the ORG CD field blank.

Once you have entered all of the print destination and parameter information,
press the [EnTER «] key to generate the report. The report will be generated
for the fiscal year and organization number combination you indicated and
printed at the specified site.

PF-KEY ON THE EVALUATION REPORT SCREEN

[ENTER +'] Pressing this key submits the Evaluation Report code you indicated

to the printer identified on the screen.

¥
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INTERFACE MENU

The Interface Menu allows you to access a screen from which you can submit a job
that will create an interface between the PMIS database and the Portfolio database.
When you submit the interface job, PMIS creates a file that contains the proposed
Operating Year Budget (OYB) information and the fundmg actions for each project
identification number/appropriation code combination in the bureau’s portfolio.
When all of the appropriate data has been written to the interface file, PMIS
generates an Interface Report, which shows tlie results of submitting the interface.

To access the Interface Menu, at the PMIS Main Menu, press the [pr-11] key. The
following screen will appear:

* DIALOG: ., ’ o0 PAGE: 1 OF: 1
DATE: 91/10/08 ! NEXT PAGE:
) . U.S.A.1.D. PMIS
INTERFACE HENU

SEL- RESPONSE  FKEY A DESCRIPTION
SUBPORTI  (PF2) SUBMIT PORTFOLIC INTERFACE
" MAINMENU - (PF10)  RETURN TO PMIS MAIN-MERU
PREVMENU  (PFP} - RETURN TO PRIOR MENU
v QUITPMIS  (PAZ) . {SHIFT/PF13) LEAVE PMIS .
,RESPONSE: . SEND DATA--> A MCDE: STEP

From this menu, you can access the Portfolio Interface Screen from which you can
submit the job to create the interface file for the Portfolio database and generate the
Interface Report.

To access this option, from the menu, you can either:

. - press the corresponding P¥-key;

:

enter any non-blank character, e.g. "X", in the SEL column and press the
[enter <] key; or

. enter the response name, e.g. SUBPORT], in the RESPONSE field located
at the bottom of the screen and press the [Enter «] key.

PF-KEY ON THE INTERFACE MENU

[PF2] Accesses the Portfolio Interface Screen from which you can submit
the job to create the interface file and generate the Interface Repott.
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Submit Portfolio Interface Screéi

To access the Submit Poftfolio Intérface Screen; at the Interface Menu, press [PE2].
The foliowing screen will appear:

uoot.omb ' : D.sipadsD. PMIT S KA Date: 92/07/50°
STFO T PDRTFDLI’O INTERFACE
Youf Last Names HpLT Your Bu1ld1ng Site: SA 18
Number of COpIES' 01 ot - Yol Rooin Naibers, 702 . ‘ *
* " i !FXEROXONLY

Print Destmatlon I' -
Place an: X next to yoir prmter of ‘entef-a prmter number

§a-18(702): X Sa- 02¢xEFa): . 'sA:14(10008): _ -Other Printer Wurber: 000 .

ﬂESSAGE CLAss-‘ _— LT ,Pl‘l’l.'lt Rn thoﬁide&; LXerox Only).'_ll

""""""""""""" Report, Selection paramters . L oL
ORG: WOX'- . ORGs- Nahes .

_ Fiscal yéaf; 19927 A . *3:' " 3 ) o

ENTER: Run Regort -« PF9: Piiar WeRd "'7"]:}'{6 Cwain Mo ‘

EAtef Repoft Request Data and Press RETURN to Rurl the Jebn . A s

s PR

R RSy z v s P L T P A L R P T Ay g N A s

Enter your 1ast hame; your bulldmg site; the number -of copies -of the Interface
Report that you want prmted afnd your room number. Next, -enter the site 'of the
printer to which you want the Tepoit to be pnnted you ¢an choose, by placing an "X"
hext to the appropriate site;, either SA-18, SAZ02, SA-14, or some other printer
numbeéi that is available to you. If you choose to have the teport printed on the
Xerox pfinter at SA:02; remember to indicate whether or not you want the report
printed double-sided.

Theft, inové the cursor to the FISCAL YEAR field in the ‘project selections
paratnetefs aféa of the screen. Enter the fiscal year for which'you want to-create-an
interface file and to gerierate the repoit. Once you have entered all of the print
déstination and parameter information, press the:;[Enver+] key to.generate the report.
A job will be submitted to create the initerface file, and the report will be generated
for the fiscal year you indicated and printed at the specified site.



PMIS User's Guide Page - 235

PICKLIST/QUERY OPTION

The Picklist/Query option brings together all of the data you have entered for the
various aspects of a project, including administrative, fund/budget information,
evaluation/audit information, and allows you to use this accumulated information to
search for specific answers to the questions you have concerning a project.

Using this option, you can query the database beginning with a project identification
number, a vendor name, a country, an action required, or a BPC. From there, the
Picklist/Query option points you toward specific administrative and funding
information for that project, vendor, country, or BPC. The Picklist/Query option
also shows you a list of projects contained in the database and the next actions that
need to be taken as each project advances.

To access the Picklist/Query option, at the PMIS Main Menu, enter your
organization code and press the [pr.12] key. The following Picklist Generator Screen
will appear:

DIALOG: . -0 > . © PAGE; 10OF:1
DATE: 92/03/27 . . - NEXT PAGE:
. JU.S.ALT.D. P M IS QUERY MENU
PICKLIST GENERATOR ,

_ PROJORY ° (PF2). , PROJECT QUERY PICKLIST
.VENDGRY  (PF3) VENOOR DATA QUERY PICKLIST
CTRYQRY  (PF4) COUNTRY QUERY"PICKLIST
AREQRY  _ (PF5) ACTION- REQUIRED
* QRYBPC % (PF6) BPC PICKLIST QUERY DRIVER
MAINMEKU ~ (PF10)  RETURN TO PMIS MAIN MENU-
“QUITPMIS  (PA2) (SHIFT/PF13) LEAVE PMIS

* RESPONSE: - SEND DATA-%> [ 1’ - ODE: STEP

This menu gives you several choices of how you can begin your query. To access an
option from this menu, you can either press the PF-key associated with that option,
enter the response name, e.g. PROJQRY, in the RESPONSE field, or use the SEND
DATA field.

The SEND DATA field, located at the bottom of the screen, gives you flexibility to
locate information in the database by allowing you to override the query generator
defaults. Using this field, you are no longer restricted to querying for only those
project numbers associated with the organization code you entered when you
accessed the database. The query default option allows you to query for "all projects
for you signon organization;" the SEND DATA field allows you to query for "projects
containing ’data string’ for organization X."
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PICKLIST/QUERY OPTION (Cont’d) .

To change the default query, use the TAB key to move to the SEND DATA field.
In this field, type in all or part of the project number for which you want to query,

an equal sign (=), and the six-character organization code under which that project
fails.

= NOTE: Even though all PMIS users have the ability to access the Picklist/Query
option, once you begin working in the option, the system retains the level
of security access that is assigned to your User ID and Password.
Therefore, in this option, you will have the same add, modify, and delete
capabilities as you have in any other option of the database.

PF-KEYS ON THE PICKLIST GENERATOR SCREEN

[PF-2] Accesses the Project Picklist Screen, from which you can choose
from a list of project identification numbers the project on which you
need to.find out more information. From this screen, you can access
information on the documents associated with the project, audit and
evaluation information, buy-in information, and funding information. ‘

[PF-3]. Accesses the Vendor Picklist Screen, from which you can view
information on the vendors assoctated with a project.

[PF4] Accesses the Country Picklist Screen, from which you can view the
country information associated with a project.

[PF5]} Accesses the Projects Requiring Action Screen, from which you can
view a list of projects and the actions that should be taken to bring
the records up to date.

[Pr6] Accesses the Project Funding Document Screen, from which you can
view a list of the funding documents for a given BPC,

The Picklist/Query option works best when you know a little information and you
want to locate more specific related information. The first step is to determine what
you. already know and then, how you can use this information to retrieve other
information.

To- illustrate how to effectively use the Picklist/Query option, below are several
“examples.of how to locate specific information. These examples in no way define the
possibilities. of the types of queries you can execute using this option. They are

merely examples to get you started in working with the option and to show you the ‘
types. of information you can locate.
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. PICKLIST/QUERY OPTION (Cont'd)

Example: Suppose that you want to locate some information about project
number 936-1421, such as:

. whether the Program Authorization Funding document has
been approved;

. how many appropriations will be used to fund the project;

. the status of the funding documents according to the Funding
Document Detail record; and

. the final CP amount for the project in a given FY.

Where to begin? First, let’s look at what you know. You know that the project
identification number is 936-1421. Look back at the Picklist Generator Screen shown
on page 235; from this screen, you can see that the only option for which you have
. any information is the Project Query option. So, since you know the project
identification number, you can begin your query with the Project Query Picklist,
. which is discussed beginning below.

Project Query Picklist

The Project Query Picklist option allows you to begin your query using a project
identification number. To access this option, at the Picklist Generator Screen, press -
the [pr-2] (Project Picklist) key. The following Project Picklist Screen will appear:

Uooso7Id - N L uSALLD. PHIS STPO -
ORG CODE: 169100 . " PROJECT PICKLIST 92707/30

.............................................................................

R et T R -t e e L E e R L ey L L P LT

) PICK  PROJ ID PROJECT TITLE. - - AUTH ANT.
9361406  PROGRAM-DEVELOPMENT AND SUPPORT . «
9361421 A]D/PERCE CORPS SHALL PROJECT ASST 15’617 000.00

- (SELECT PROJECT(S) “PRESSENTER -TO PROCEED TQ PROJECT UPDATE .OR..
" PFZ - PGM. DOCUMENTS  _PF3 - SHOW AUDITS  PF4 - SHOW EVALUATIONS )
PF5 - SHOW CTRY BERF  PF6 - SHOW BUYINS - PF11- SHOW FY DATA
PF7 - PREVIOUS.PAGE ™~ PF8 - NEXT 'PAGE GO TOQ PAGE: * DDODY
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Project Query Picklist (Cont’d)

This screen shows a list of all of the projects associated with the organization code
you entered on the PMIS Main Menu. If the project identification number you need
does not appear on the list, you may either enter another organization code in the
ORG CODE field at the top of the screen or enter all or part of a project number
in the PROJECT NUMBER prompt. If you press the [enter +] key, the system will
generate a list of project identification numbers matching the new selection criteria
you specified. If you see the project identification code you need on the list, position
the cursor next to that number and enter any non-blank character, such as an X,
under the PICK header. '

Now, notice the PF-keys shown at the bottom of the screen. These PF-keys
represent the options you have to locate information concerning the project you
indicated. From this screen, you can locate information about the documents
associated with the project, the audit and evaluation information for the project,
country-benefitted information, buy-in information for the project, and financial data
(FY Data) for the project. To access one of these options, first pick the appropriate
project identification number and then, press the PF-key associated with that option.

When using the [ENTER «] key to access and update the project record screens, you
may select more than one project identification number from the list shown on the
screen above. When you press the [ENtER+] key, the system will retrieve the screens
associated with the project identification numbers you marked; you will then use the
[Pr16] key to scroll through the screens retrieved.

You can only select multiple project identification numbers when using the

[entEr +] key. If you choose an option associated wit a PF-key, you can select only
one project identification number to retrieve. This rule is the same for all list
screens where the [EnTER+] key Is an option,

PF-KEYS ON THE PROJECT PICKLIST SCREEN

JENTER+] Accesses the project record screens associated with the
project identification number you selected.

[PF2] Accesses a screen showing the status of the various project
documents, such as the Concept Paper, Project ID
Document (PID), Project Authorization Funding (PAF), and
Congressional Notification (CN), associated with the project
identification number you indicated.

[PF3] Accesses a screen showing audits that have been conducted
for the project identification number you indicated.

W/
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[Pr4]

[PFs]

[PFs]

[PF7]
[PFa]

[PF1]

Project Documents Query

PF-KEYS ON THE PROJECT PICKLIST SCREEN (Cont'd)

Accesses a screen showing any evaluations that have been
conducted for the project identification number you
indicated.

Accesses a screen that shows the countries that will benefit
from the project you indicated.

Accesses a screen that shows whether any buy-ins have taken
place for the project identification number 'you indicated.

Allows you to move to the previous screen.
Allows you to move to the next screen.
Accesses the Project Controls screen which details the

appropriations being used to fund the project and the Life of
Project (LOP) funding amounts.

Now that you have located your project identification number on the list shown on
the Project Picklist Screen on page 235, you -can begin the search to answer the
second part of the example query, locating the PAF document for the project.

To locate the PAF document information, at the Project Picklist Screen, position the
cursor under the PICK header, next to the appropriate project identification number.
In the PICK column, enter any non-blank character, such as an X, Then, press the
[pr2] (Show Program Documents) key. The following screen will appear:

ORGANIZATION: 16910

...............................................................................

er————————n |
LLU0040710 . - L T USALLLD AP H LS " _ STPO
0, > DOCUMENT PICKLIST - 92/03/23

PICK TYPE DOCNO A# .- STATUS " 'STAT. DATE TJEXT (1ST 24 CHAR)
AKO PCD0Z " 00 - B0 APPROVED

1992-01-23

AMO PCO1 00 0% PLANMED ~ 1992-02-04

A¥O PCO3, 00 80 APPROVED 1992-02-05

AMO PCO4 .00 80 APPROVED T 1992-02-07 -
AMO PCOS 00 10 RECEIVED IN_P/O 1992-03-12

AHO ODX9 .00 80 APPROVED - - 1991-06-26
, AMO 0001°- 00 80 APPROVED ,1991-01-14
AMO-0005 00 ~ 80 APPROVED 1991-03-15 .
AHO 001 00 ~ 80 APPROVED 1991-12-23
AMO 007 00 80 APPROVED 1991-04-09

APS CP1991 00 80 APPROVED 1990-12-18

APS D006 DO- 80.APPROVED . -~ 1991-03-19
‘APS 00242 00 80 APPROVED « .~ 0 AID PEACE CORPS SMALL PR

..  APT 000079 00 -80 APPROVED 1991-02-27
*" SELECT DOCUMENT(S) - PRESS E N T E R -TO PROCEED TO DOCUMENT UPDATE OR *
‘ PF7 - PREVIOUS PAGE  PF8 - NEXT PAGE . GO'TO PAGE: 0001
PF16- RETURN TO PROJECT PICKLIST NOTE;"$" IN "PICK" TO UPDATE AUTHYZ'T'NS

-
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Project Documents Query (Cont'd)

This screen shows all of the documents associated with project identification number
" 936-1421. Use the [prs] key to move to the second display screen to continue

viewing the list of program documents. As you can see from the list, the PAF

document has been approved; this information answers one of our questions.

To view the complete PAF document record, position the cursor next to the PAF
document shown in the list; enter any non-blank character under the PICK header,
such as an X. Then press the [enter+] key. The following screen will appear:

o M N -
- s ~ -

£004071D U.S.Ail.p. PHLS . .92/0%/23
sTPO > . PROJECT AUTHORIZATIOH 2 ‘
CRG WO: 169100 . . FISCAL YEAR: 0000

~PRGJ, 10r  936-1421. PROJ TITLE: - AID/PEACE CORPS SMALL PROJECT, ASST
DOCUMENT TYPE CODE: PAF - PAF  PROJECT- AUTHGRIZATION

N DOCUMENT MUMBER: PAF01 AMENDMENT NUMBER: 0C :
PGM OFFICE DUE MONTH: 03 ° . _ SUBMITTED'TO PO DATE: n

~ REMARKS: _TO URDATE CONTROL DATA- . e .
. ~ (‘ L

’ . 'DOCUMENT STATUS: 80 . ‘ARPROVED
. DGCUMENT STATUS\DATE: .1991/03 708

M . . FWD/RECV . © CLEAR/APRV T
| R SoAn e .~ DATE . . BY DATE T
“GENL COUNSEL: . 7 - Lo r T e ;
PGM OFFICEz~ =~ - ° - - " ) L
AGENCY DIRECTOR: T v,
LSAA: .. , - o * Lo N
. PPC: . - . ..

AID ADMINISTRATOR: RN * . .o
UPDATE PROJECT DOCUMENT AS REQUIRED S0

PF16 ='RETURN TO‘PROJECT- LIST "
EHTER BROWSE; PF3=ADD; PF4—-HODIFT PFZ'I(SHIFTIPFS) DELETE PF16"TFR PROJIRETURH

This screen shows the actual PAF document record. If you have the security access
capability, you may modify any information on this screen. If you do modify the
information here, do not forget to press the [pr4] (Modify) key to process the
changes.

When you have finished viewing the PAF document record, press the [Pr16] key to
return to the Document Picklist Screen. Press [Pr16] again to return to the Project
Picklist Screen. From the Project Picklist Screen, shown on page 235, you can
continue locating information about project number 936-1421, this time taking a
different approach.
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FY Data Query

Now that you know the PAF document has been approved for project number
936-1421, you may want to see how the project is to be funded. To locate the project
funding information, at the Project Picklist Screen, shown on page 235, position the
cursor under the PICK header, next to the appropriate project identification number.
In the PICK column, enter any non-blank character, such as an X. Then, press the
[pr-11] (Show FY Data) key. The following screen will appear:

.

woo4o7tc U.S.A.1.0. PHIS . STPO

* ORGANIZATION: 169100 PROJECT CONTROLS . 92/07/30
(PROJECT NUMBER: 936142t AID/PEACE CORPS SMALL PROJECT ASST ;
PICK' AP LG ST CEILING AMT. . _LOP PROP AMT <  LOP SRC.-AND DATE

. -ss 64 _  0.00 0.00 00000000
S0 G4 g 0.00 . 0.00 00000000
HE' G & . 0.00 1,900, 000,00 _ 00000000
FN G4 0.00 1,415,000,00 . 00000000
Al ¢ 0.00 - < 0,00 00000000

* UPDATE PROJECT FUNDING INFORMATION,.SELECT THE PROJECT CONTROL DATA You *
* WISB YO UPDATE, THEN PRESS THE APPROPRIATE FUNCTION KEY BELOW....... *
PF2- - SHOW ‘FUNDING DOCUMENTS  PF3 - . SHOM [ PF4 -SHOM" CP
PF5 - SHCM CP/ABS .TABLES - PF7 - PRIOR PAGE PFB - NEXT PAGE ,
.. PF16- RETURN TO PROJECT PICKLIST =~ - ‘G0 TO PAG:E: - 6001 .

This screen shows you the appropriations that will be used to fund the project during
its life-cycle. As you can see, funding for project 936-1421 will come from five
possible appropriations.

Again, notice the PF-keys shown at the bottom of this screen. You can choose to
view the funding documents associated with any one of the appropriation codes
listed; show the related OYB information; show the related CP data; and/or show
the related CP/ABS tables.

To view the funding documents associated with the appropriation code HE, move the
cursor to the PICK column beside this entry and enter any non-blank character, such
as an X. Then, press the [pr2] (Show Funding Documents) key. The screen shown
on the next page will appear.


http:1,900,000.00
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FY Datd Query (Cont'd)

B

U004071D : ‘ U.S:A.I.D. PMIS
ORGAHIZATIOH: 169100 ’PROJECT FUNDING DOBUHENTS -

e ———— -_-----‘----..-.._.....—-----¢- s ....-..---, ..............

PROJECT CONTROL 9361421

.

STPD
92/0?/30

-

J‘-ﬁtttdﬁhnt.tﬂc.bﬂpod*ood--.brﬂ- ----------

-

X ORG. F,Y. DOCHO TYPE FNDS CNTL MO  BUDGET PLN cn DESC. <15T 20 CHAR)

T 169100 1992 02H01 PSA . OD DDHA9216900KG11  PASA ,
169100 1991 D1HO1 PSA 1361208 00  DDHA9113600KG11  PASA LT
169100 1950 Q01HO4 PSA 0361656 00 N PASA D

* SELECT FUNDING-DOLS.cPRESSE N ¥ E R -TO PROCEED TO.FNDGDOC, UPDATE LR -
PF7.° PREVIOUS PAGE  PF8 - NEXT PAGE , GO TO'PAGE: 0001 - i
PF16- RETURN TO PROJECT conmor.s PICKLIST e

- w e

\

~ - \./». FYL AL o a eyt

This screen shows you all of the funding documents associated with thé Project
identification number/appropriation code combination you indicated on the prévious
screen.

To view the Fundmg Document Detall record for one of the documents shown on
the screen, position the -cursor under the X header, next io thé approprlate
documeént. In the X column, enter any non- blank character, such as an X. Then,
press the [entER+] key. The following Funding Document Detail Screen will appear:

.

I

1/004071D , US.ALLDL PHLS . . " 92/07/30 .
STPO ; FUNDING BOCUMENT DETAIL , © 01 0F 01

A

.

[

-

W

. REMARKS:
DESE004Z ENTER lNFORHATION AND ‘passs "PF/ENTER -KEY AS DESIRED’ .

.TOACCESS THE COUNTRY BENEFITTED MODULE’ ENTER,: A "Y" : PRESS ENTER

s

ORG NO: 169100

PROJ ID:  §36-1421.-

. CPs

10 BE PROGRAHHED AMT'
DOCUMENT NUHBER' 01401 -

FER

HOLD'

.
I

APPROPRIAT]OH CODE.

- FISCAL. YR 1991 .
HE L/G -IND: G
s ... WAIT END DATE:

0500 APPROVED OYB BALANCE:,
- PROPOSAL NUMBER:

s

re N

DOCUKENT TYPE CODE: PSA -

PASA

FUNDS COHTROL.NUHEER' 1361208 RHDHT Ne: 00 ‘BUD PLAN CDDE DDHA9113600KG11

LEGSLV EARMARK :

CODE: “NA PCT'

100 HAME NOT "EARMARKED

TARGETED FUNDS: CODE: NA PCT:; 100 NAME: .
SPECIAL 'FUNDS: CODE: 2 “ CNAME: DEFAULT - N/ )
- DOCUMENT AMOUNT: , - 400000.00 PARTIAL OBLIGATION (Y/N): N
.., * 'DOCUMENT, STATUSY 70 EXECOTED . DOC: STATUS DATE: 1991705721

PGM OFFICE DUE MONTH: 03

.

'OBLIGATION PLAN MONTH: 05

PGM DFF]CE SUBMIT ‘DATE: 1991/03/01

* OBLIGATING 'DOC- RECV STS (YIN) A

-

OP CERT IHb CY7N) N

‘FH FORWARD- DATE: 1991703713

AMOUNT iais'ssnvsn DATE:. 1991/03/08

AuAhD NUMBER

PEACE CORPS TA‘$150'OUOISMALL GRANTS HORLDU!DE 5250‘000

L

-

EEERN

51".-..

0:00~" -

H
N

As you can see; this is the complete Funding Document Detail record. Look for the
DOCUMENT STATUS field t6 see the current status of this funding document.
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FY Data Query (Cont’d)

If you have the security access capability, you may update this record if necessary.
Remember to press the [pr4] (Modify) key to process the modifications you have
made. When you have finished viewing the record, press the [pr-16] key to return to
the previous screen, where you can choose to view another Funding Detail Document
record; or press the [rr16] key to return to the Project Controls Screen.

. CP Information Query

If you will remember, the last piece of information we wanted to located
concerned the final CP amount for project 936-1421. To view the CP
information, at the Project Controls Screen that you accessed a minute ago,
position the cursor under the PICK header, next to the appropriation for
which you want to view the CP information. In the PICK column, enter any
non-blank character, such as an X. Then, press the {pr4] (Show CP) key. The
following screen will appear:

o2

Junoso7b . o PHIS - . STPO
ORGANIZATION: 169100 PROJECT C. P. s 92/09/09

P L L L LT L T, P N P m et - o

PROJECT CONTROL: 936‘{421 « HE G AlD/PEACE CQRP? SMALL PROJECT ASST.

...........................................................................

PICK ORG. .F.Y. CP ORIG. AMT - CP APRV. AMT CP PRPS. AMT  SRCE "SRCE DATE

T 169100 1993 © ° 206,000.00 206,000.00 - 0.00 CP1993 19920615
169100 1992 . 0.00 . 0.00 - . 0.00 00000000
Y -169100-1991 400,000.00-  '400,000.,00. T+ D00 079 - 19910118
169100 1990 - 0.00° . 800,000.00 -~ °  0.00°CP1990 00000000
SELECT FY CP_ REC'S.~ PLACE A MON- BLANK CHARACTER IN'THE “PICK® COLURN .
FOR THE ENTRY YOU DESIRE TO UPDATE, PRESS E N T.E R .....0R

PF7 - PREVIOUS PAGE , PF8 - NEXT PAGE GO, 'TO PAGE: 0001
-PF16~ RETURN TO PROJECT CONTROLS PICKLIST

~

This screen shows the CP Original Amount and the final CP Amount, as well
as the source document for that information. To view the detailed CP
controls record, position the cursor under the PICK header, next to the
appropriate entry. Here, enter any non-blank character, such as an X. Then,
press the [enter«+] key. The Technical Notification (Fiscal Year CP Controls)
Screen shown on the next page will appear.


http:800,000.00
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CP Information Query (Cont'd)

" 0040710 U.S.A1.0. PMIS . 92/09/09
-STPO TECHMICAL HOTIFICATION 01 oF 01
“ORG NO: 1469100 {FISCAL YEAR CP- CONTROLS)
PROJ 10 936-1421.  'PROJ TITLE: AID/PEACE CORPS SMALL PROJECT ASST
BGC TYPE .CODE: APT 0OC NO: 0085 FISCAL YEAR: 1991
I G~ v = = e w i« « o APPROPRIATION LEVEL - = = = = = = = = = = = = = = H.
§ i 6 .5 ORIG -CURRENT . PROPOSED , cP CONGRESS CP Q
. I cp cp < CP - AWOUNT TFORWARD WAIT END L
B OE 8  BHOUNT ANGUNT AHOUNT - SCURCE JDATE DATE D
s§ 4 450000.00 4£50000.00 . .00 D0177 19910345
sp 4 400000.60 400000,00 - 0,00 00177 99910315 . B
Ji OHE & 400000, 00 400005.,00 0.00 07%- 19910118
Ji BN & 200000,00 . 200000.00 0.00 079 19910118 19920825
Al 4 100000.00 100000.00 . ~ 08.00 00177 ~ 19910315
: " 0.00 0.00 . p.00
0.00 . 0.00 0.00
- 0.06 - 0.00 - D.00
~  .0,00 0.00 0:00
. 0.00 ) 0.00- 0.00
ENTER = BROWSE; PF3 = ADD; PFG = MODIFY PF14 = RETURN TO PROJECT LIST
DCPE0042 ENTER INFORMATION AND PRESS PF/ENTER KEY AS DESIRED

This screen shows you the details of the CP control information for the
project identification number/appropriation code combination indicated. If .
you have the security access, you may modify the data found on this screen.

If you do make modifications, do not forget to press the [pr4] (Modify) key

to process them.

To return to the Project CP Screen, press the [pr15] key. To return to the
Project Picklist Screen, press the {pr1s] key twice more.
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SYSTEM MAINTENANCE MENU

The System Maintenance Menu allows a designated Program Office user to reset the
bureau-level CP hold and CP wait dates at the end of a fiscal year.

NOTE: The System Maintenance Menu appears only the on the PMIS Main
Menu accessed by the Program Office user.

1

To access the Systems Maintenance Menu, at the PMIS Main Menu, press the [pF13]
key. The following screen will appear: '

DIALOG: . . - . ) PAGE: 1 OF: 1
DATE: 91712713 NEXT PAGE: :
s U.S.A.I.D. -PH 1S ’

. SYSTEM -"HATHTENANCE MENU,

" SEL RESPONSE FKEY .~ DESCRIPTION

SUBCPRST  {PF2) - SUBMIT CP HOLD/WAIT DT RESET
© SUBFYCUHM  (PF3) SUBMIT FCL-YR CUM DBL UPDATE
MAINMENU  (PF103  RETURN, TO PMIS MAIN MENU

PREVMENU  (PF9) | RETURN TO PRIOR HENU
QUITPHIS- ~ (PAZ) (SHIFT/FF13) LEA:J'E PH1S

RESPONSE: - " SEND DATA--> . T MODE: STEP

To access the options available from this menu, either:
. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTER +] key; or

. enter the response name, e.g. SUBCPRST, in the RESPONSE field located
at the bottom of the screen and press the [ENTER <] key.

PF-KEYS ON THE SYSTEM MAINTENANCE MENU

[PF2] Accesses the CP Hold and Wait Date Reset Screen from which a
Program Office user can, at the end of a fiscal year, reset these dates.

[FFa] Accesses the Fiscal Year Cumulative Obligation Update Screen,
from which a Program Office user can, at the end of the fiscal year,
can update the cumulative obligation totals for the projects within a
particular organization code.
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CP Hold and Wait Date Reset Screen

The-CP Hold and Wait Date Screen allows a Program Office user fo reset all of the
CP hold and wait dates for a given office code. These dates should only be reset at
the end of each fiscal year. PMIS will then create a reset report. To access this
screen, at the Systems Maintenance Menu, press the [pr2} key. The followmg screen

will appear:
V0040540 . U.S.8.1,0," PHIS . . 'DATEz: 92/09/09
STPO * CP HOLD' AND WAIT DATE RESET ‘ .
YOUur LAS'[' HB.HE: HOLT ~ YOUR BUILDING SITE: 5A-18 )
NUMBER OF COPIES: 01 v YOUR ROOM HUHBER- 309D

> PRIHT DEST!NAT[ON .
PLACE AN X NEXT TG YOUR PRINTER OR ENTER A PRINTER NUMBER
SA-18(309D): X SA-02(XEROX): SA- 14(10003). OTHER PRINTER NUMBER: 000

~ HESSAGE CLASS: A - : PRINT ON-TWO SIDES (XEROX ONLY): N

Wkkxx < NOTE: T0 BE RUP«I OHLY OHCE AT THE EHD OF EACH FISCAL YEAR ik

. . REPORT SELECTION PARAMETER

ORG CODE: =~ "% ** . ENTER “THREE TO SIX DIGIT CODE TO SELECT AN OFFICE;
! - (DEFAULT IS BUREAU  (HAJOR ORG.) IF HO ENTRY 1S MADE)
ENTERz RUN REPORT PF9: PRIOR MENU _ ° L . PFE10: HMAIN MENU
Enter Report Request Data and Press RETURN To Run T|'I'IS Report ) —

Enter your last name; your building site; the number of copies of the reset report
that you want printed; and your room number. Next, enter the site of the printer to
which you want the report to be printed; you can choose, by placing an "X" next to
the appropriate site, either SA-18, SA-02, SA-14, or some other printer number that
is available to you. If you choose to have the report printed on the Xerox printer at
SA-02, remember to indicate whether or not you want the report printed double-
sided.

Then, move the cursor to the ORG CODE field in the report selection parameters
of the screen. Enter the organization code for the office whose CP hold and wait
dates you want to reset. Once you have entered all of the print destination and
parameter information, press the [enter <] key to generate the report. The CP wait
and hold dates will be reset, and the reset report will be generated for the fiscal year
you indicated and printed at the specified site.
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Fiscal Year Cumulative Obligation Update Screen

The Fiscal Year Cumulative Obligation Update Screen allows a Program Office user
to submit a job to update all of the cumulative obligation totals for the fiscal year for
a given organization code. PMIS will then create a report showing the updated
cumulative obligation totals for each project within the given organization code. To
access this screen, at the Systems Maintenance Menu, press the [pr3] key. The
following screen will appear:

UUUADBZD o <O CULSLALLLD. PHIS ‘ DATE: 91712/26
STPO ’FISCAL YEAR CUHULATIVE OBLIGATION UPDATE

< YOUR - LAST NAHE HOLT . YOUR -BUILDING SITE: SA-T8
HUHBER OF COPIES: 01 . ° -, YOUR ROOM NUMBER: 309D
. . - PRINT DESTINATIOH .
~ T PLAEE AN X NEXT TO YOUR PRINTER OR-ENTER A PRINTER NUHBER
SA-1B(309D): X SA-G2(XEROX): - SA-14(1000B): OTHER PRINTER NUHBER: 00D
~MESSAGE»CLASS: A - .7 PRINT.ON TWO SIDES (XEROX ONLY): N

L A e B L A e e e e ek e e T T Y M A L e o R Y

[ wwwr . "NOTE: 70 BE RUN ONLY ONCE AT THE END OF EACH FISCAL YEAR  wxaes

N . . "REPORT  SELECTION PARAHETER a I
FISCAL YEAR: 000G _ ~ FORMAT IS YYYY"
! ORG,CODE: ‘ . ENTER THREE TO SIX bIGIT CODE TO SELECT AN OFFICE;
; T : * (DEFAULT--IS BUREAU (MAJOR ORG.) IF 'HO ENTRY 1S MADE
ENTER: RUH REPORT"® * "PF9: PRIOR MENU © PF10: MAIN MENU
Enter‘ Report Request Data and” Press RETURN To Run This Report

-~

-

Enter your last name; your building site; the number of copies of the reset report
that you want printed; and your room number. Next, enter the site of the printer to
which you want the report to be printed; you can choose, by placing an "X" next to
-the appropriate site, either SA-18, SA-02, SA-14, or some other printer number that
is available to you. If you choose to have the report printed on the Xerox printer at

SA-02, remember to indicate whether or not you want the report printed double-
sided.

Then, move the cursor to the FISCAL YEAR field in the report selection parameters
of the screen. Enter the fiscal year for which you want to update the cumulative
obligation information. Next, move the cursor to the ORG CODE field . Enter the
organization code for the bureau, office,.or division whose cumulative obligations you
need to update. Once you have entered all of the print destination and parameter
information, press the [enter +] key to generate the report. The cumulative
obligation totals for each project within the portfolio of the given organization code
will be updated, and the report will be generated for the fiscal year and organization
code combination you indicated and printed at the specified site.


http:office,.or
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SYSTEM SUMMARY MENU

The System Summary Menu allows you to access screens from which you can view
summary information concerning: )

. an implementation plan for a project identification number/appropriation
code combination;

. the status of OYB funds for each project identification number/BPC
combination associated with the organization code you indicated;

. the status of appropriation funds for each appropriation code/BPC
- combination;.and

. the status of OYB funds for each technical office associated with the
organization code you indicate.

To access this screen, at the PMIS Main Menu, press [pr14]. The following screen
will appear:

DIALOG: ~ | - PAGE: 1 OF: 1
DATE: 92/07/31 . .- et NEXT PAGE:
e - ~U.S.A.1.D. PHIS . Cos .
‘  SYSTEM SUMMARY MENU'
"SEL" RESPONSE  FKEY. ~ DESCRIPTION |
IMPLSHRY  (PF2)} - IMPLEMENTATION PLAN SUMMARY
.. OYBSHMRY - (PF3) - STATUS OF FUNDS-OYB SUMMARY
* . “APRPSMRY  (PF4) STATUS OF FUNDS APRP SUMMARY
OFFSMRY  {PF5)  'STATUS OF FUNDS.OFFICE SMRY
MAINMENU  (PF10).  RETURN TO PMIS MAIN MENU
+ “PREVMENU .{(PF9)  -RETURN TO PRIOR MENU
.o QUITPMIS - (PAR) | (SHIFT/PF13)-LEAVE.PMIS T
RESPONSE: | - SEND DATA--> . . - .7 MODE: STEP

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
[enTer <] key; or

. enter the response name, e.g. PROCCTL, in the RESPONSE field located at
the bottom of the screen and press the [enter+ ] key.
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PF-KEYS ON THE SYSTEM SUMMARY MENU .

[PF2] Accesses the Implementation Summary Screen from which you can
generate a summary report showing the status of the implementation
plans for ecach project identification code/appropriation code
associated with the organization code you indicated.

[PrR3] Accesses the Status of Funds - OYB Summary Screen which shows
you the summary of the status of the OYB for each appropriation
code/BPC combination associated with the organization code you
indicated.

[PF4] Accesses the Status of Funds - Appropriation Summary Screen
which shows you the summary of the status of the appropriations by
appropriation code/BPC combination associated with the
organization code you indicated.

[PFs] Accesses the Status of Funds - Technical Office Summary Screen
which shows you the summary of the status of the OYB for each
appropriation code/BPC combination associated with the
organization code you indicated.

Implementation Plan Summary Screen

The Implementation Plan Summary Screen allows you to view the implementation
plan information for the projects under the gnidance of the organization code you
entered. To access this option, at the System Summary Menu, press [prz].
following screen will appear:

Uoo4011D U.5.A.1.D. PHIS STPO
IMPLEMENTATION PLAN SUMMARY - 92707731
*HOTE* - RESPONSE MAY TAKE 1 TQ 3 MINUTES TO APPEAR
ORG. HO. 169100 . FISCAL YEAR: 0000 PAGE -000T OF O

‘PROJ. ID. APRP
CD FY.RESERVATIONS FY DBLIGATIONS TQ BE PROG'MD  APRVD OYB BAL

TOTALSE T 0.00 0:00 -6.00 0.00
DC960041 ORG. CODE AND FISCAL YEAR 1S REQUIRED TO PROCESS RECORD
" ENTER = START BROMSE )

To list the implementation plan information for an organization code, enter the
appropriation organization code in the ORG CD field. Then, enter the fiscal year

for which you want to view the information. Press [enter+]. The screen shown at .
the top of the next page will appear.
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Implementation Plan Summary Screen (Cont'd)

U004011D - . L US.ALD, PHIS STPO
L . IMPLEMENTATION PLAN SUMMARY  ° 92/07/31 .
. "*NOTE* - RESPONSE MAY TAKE 1 TO 3 MIHUTES 70 APPEAR
ORG. NO. 169100 - _ FISCAL YEAR: 1992 -~  PAGE 0001 OF 4
PROJ. ID. APRP T . g ’ .
€D FY RESERVATIONS FY OBLIGATIONS TO-BE PROG'MD  APRVD OB BAL
936-1421. S OYB AKOUNT ==> - 1,345,000,00 PROPOSED OYB=s> 1,345,000.00
- 1 345 000.00 - 0100 1 345,000,00 2,00
936-1421. 5D OB AHOUNT == . 226,921.00 PROPOSED D¥Eos> 226,921.00.
0.00 ° : 0 0 22, 921 00 226,921.00
936-1421. HE OVB AMOUNT ==». - t.\as_,noo.oo PROPOSED ovB==> . 425,000.00 .
oo 0.00 0.00  -425,000.00 . 425,000.00 R
936-1421. FN OYB AMOUNT ==>  ~417,532.00 PROPOSED OYB==> _  417,532.00 ’
: 0.00 ©0.00 “417,532.00 . 417,532.00
TOTALS: * 1,375,619.72  164,740.00  3,325,597.00  1,786,006.28

-
~

EHTER = START BROWSE- *

This screen lists each project identification number, by appropriation code, associated
with the organization number you entered. For each entry, you can see the OYB
amount, the FY obligation, the to be programmed OYB amount, and the approved
OYB balance.

As you can see from the PAGE field in the top right corner of the screen, there is
more than one screen of data for this organization code. To move to the next screen
to continue viewing the list, press [prs]l. To return to the previous screen, press
{er7]. When you have finished viewing the list, press [Pr-¢] to return to the System
Summary Menu.

PF-KEY ON THE IMPLEMENTATION PLAN SUMRMARY MENU

[ENTER +*] Allows you to browse the summary of implementation plan
information after you enter an organization code and a fiscal year.
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Status of Funds - OYB Summary Screen .

The Status of Funds - OYB Summary Screen allows you to view the status of the
OYB funds for each appropriation code/BPC combination associated with the
organization code you entered. To access this option, at the System Summary Menu,
press [pr3]. The following screen will appear:

00040120 - U:s.A.L.D. P M.I-S L STPO * N
o STATUS OF” FUNDS - OYB™ SUMMARY 92/07/31
*NOTE* ~-RESPONSE WAY TAKE .1 TO-3 MINUTES TO APPEAR = . .
ORG. NO. 169100 FISCAL 'YEAR: 1992 _ PAGE 0001 .OF 1 . .
APRP BUDGET . OPERATING YEAR |
vy PLAN CODE BUDGET ‘
DG DDGX-92-16900-KG11 13621.00
. PH  DDPX~92-16900-KG11 440867.00
“ LS . DDCX92-16900-KG11 ads2.00
.EH  DDEX:92-16900-KG11 40680.00
FN  DDNA-92-16900-KG11 417532.00
FN  DDNX-92-16900-KG17 - 223599.00
HE  DDHA-92-16900-KG11 425000,00
HE  DDHX-92-16900-KG17- ©  93029.00
SD  DDSA-91-13600-JG11 - 0.00
R SD  DDSA-91-13600-KG11 e 0.00
Sb  DDSA-92-16900-KG11 , . 281921.00 - . ‘
. SD’_ -DDSK-92-16900-KG11 37286.00 . . .
‘- - 58 ' D§S2-92-16900-KG11 1345000.00 . . S
. TOTALS:” °  3326597.00- ’
ENTER, = START BROWSE . )

Notice that the system lists the status of the OYB funds for the organization code
you entered on the PMIS Main Menu to access this option. To generate the status
of OYB funds for a different organization number, you must press [rr-io] to exit to
the PMIS Main Menu and enter another organization number.

Check the PAGE field in the top right corner of the screen. Sometimes, there is
more than one screen of data for this organization code. To move to the next screen.
to continue viewing the list, press [pr8]. To return to the previous screen, press
[pr7z]. When you have finished viewing the list, press [prs] to return to the System
Summary Menu.

PF-KEY ON THE STATUS OF FUNDS - OYEB SUMMARY SCREEN '

[ENTER +] Allows you to browse the status of OYB funds associated with a
particular organization code.
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Status of Funds - Appropriation Summary Screen

The Status of Funds - Appropriation Summary Sereen allows you to view the status
of the appropriations for each appropriation code/BPC combination associated with
the organization code you entered. To access this option, at the System Summary
Menu, press [pr4]. The following screen will appear:

10040130 U.S.A.T.D. PHIS STPO
STATUS OF FUNDS - APPROPRIATION SUMMARY 92/07/31
*NOTE* - RESPONSE MAY TAKE 1 TO 3 MINUTES TO APPEAR
ORG. NO. 169100 FISCAL YEAR: 1992 PAGE 0001 OF &
APRP CD BUDGET PLAN CD/ .
PRPS OYB AMT SUBNITTED RESERVED OBLIGATED 1RPROCESS
PCT OYB PCT OYB PCT OYB PCT OYB
DG DDGX9Y216900XG11
13,621.00 ©0.00 0.00 0.00 13,621.00
0.000 0.000 0.000 100.000
PN  DDPA9216900KG11
440,867.00 0.00 0.00 0.00 440,867.00
0.000 0.000 0.000 100,000
CS  DDCA9216900KG11
8,062.00 0.00 0.00 0.00 8,062.00
0.000 0.000 0.000 100.000
EH  DDEX9216900KG11
40,680.00 0.00 0.00 0.00 40,680.00
0.000 0.000 0.000 100.000
TOTALSz-=-~-~ momonoos Lty
3,326,597.00 1,540,590.72 1,375,619.72 164,740.00 1,259,085.28
46.311 41.352 4.952 . 37.849

ENTER = START BROWSE

Notice that the system lists the status of the appropriations for the organization code
you entered on the PMIS Main Menu to access this option. To generate the status
of appropriations for a different organization number, you must press [pr-10] to exit
to the PMIS Main Menu and enter ancther organization number.

Check the PAGE field in the top right corner of the screen. Sometimes, there is
more than one screen of data for this organization code. To move to the next screen
to continue viewing the list, press [pr.s]. To return to the previous screen, press
fpr7]. When you have finished viewing the list, press [prg] to return to the System
Summary Menu.

PF-KEY ON THE STATUS OF FUNDS - OYB SUMMARY SCREEN

[ENTER ] Allows you to browse the status of appropriations associated with a
particular organization code.


http:1,259,085.28
http:164,740.00
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Status of Funds - Technical Office Summary Screen .

The Status of Funds - Technical Office Summary Screen allows you to view the
status of the OYB funds for each appropriation code/BPC associated with the
organization code you entered. To access this option, at the System Summary Menu,
press [prs]. The following screen will appear:

U004014D . U.S.A 1D, PHI S STPO
: STATUS OF FUNDS - TECHNICAL OFFICE SUMMARY 92/07/31-
. *NOTE* - RESPONSE MAY TAKE 1 TO 3 MINUTES TO APPEAR . :
ORG. HO. 169100 - FISCAL YEAR: 1992 PAGE 0001 -OF 4
" OFFICE MAME  BUDGET PLAN CD/ . o
PRPS QYR ANT SUBMITTED RESERVED OBLIGATED INPROCESS
‘ ., I PCTOYB - PCT OYB PCT OYB | PCT OYB
RRD/PQ DDGX$216900K61T . X )
13,621.00 ‘ 0.00 0.00 0.00 13,621.00
0.000 . -0.000 0.000 100.000
R&D/PO DDPX9216900KE1 1
< 440,867.00° 0.00 0.00 . 0.00 440,867.00
- g.0o0 - 0.000 0.000 100.000
R&D/PO ‘DOCX9216900KG11 .
8,062.00 - 0.00 . 0.00 0.00 8,062.00
) -0.000 0.000 0,000 100.000
RED/PO DDEX9216900KG11 ,~ . .
L40,680.00 _0.00 0.00 0.00 40,680.00
0.000 : 0.000 . 0,000 - 100.000
. TOTAL§:"“"‘"":\"""‘“""“"‘ ------------------- Heecdttrmsrrherrr s 2 --'--'-u-
. 3;326,597.00.  1,540,590.72 _ 1,375;619.72 164,740.00  1,259,085;28
’ . . 46.311 41.352" 4,952 37.849
A ENTER = START BROWSE

Notice that the system lists the status of the appropriations for each technical office
associated with the organization code you entered on the PMIS Main Menu to-access
this option. To generate the status of appropriations for a different organization
number, you must press [pr-i0] to exit to the PMIS Main Menu and enter another
organization number,

Check the PAGE field in the top right corner of the screen. Sometimes, there is
more than one screen of data for this organization code. To move to-the next screen
to continue viewing the list, press [pr.s]. To return to the previous screen, press
[Fr7]. When you have finished viewing the list, press [pFg] to return to the System
Summary Menu.

PF-KEY ON THE STATUS OF FUNDS - TECHNICAL OFFICE SUMMARY SCREEN

[ENTER +'] Allows you to browse the status of appropriations for each technical
office associated with a particular organization-code.
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PWMIS TO PC DOWRNLOAD MENU

The PMIS To PC Download Menu allows the Program Office user to access screens
from which he/she can create batch jobs to download files. Once the user submits
the batch job to download the files, these files can then be accessed via FTS or
FTSHOST from the Local Area network (LLAN) workstations to download data to
both the LAN and the PC.

To access this screen, at the PMIS Main Menu, press [pras]. The followmg screen
will appear:

. DIALOGE - T s SR : .PAGEz 1-OF: 1
* DATE: .92/0?/31 o o . T " NEXT PAGE:
U.S.ALED.-PHIS  ° .
 PMIS TO PC UOWNLOAD HENU ..

SEL RESPONSE FKEY. “DESCRIPTION"

SOFDNLD . (PF2) STATUS"OF FUNDS DOWNLOAD
MAINMENU ° (PF10) ' RETURN TO PMIS MAIN MENU
PREVMENU -~ (PF9)°  RETURN TO PRIOR MEWU
« 7 QUITPMIS ,” (PAZ) . -(SHIFT/PF13) LEAVE PMIS
RESPONSE: . SEND DATA"> oL ) MODE: STEP

To access any of the options and their corresponding screens available from this
menu, either:

. press the PF-key associated with that option;

. enter any non-blank character, e.g. "X", in the SEL column and press the
{ENTER +] key; or

. enter the response name, e.g. PROCCTL, in the RESPONSE field located at
the bottom of the screen and press the [enter+] key.

PF-KEYS ON THE PMIS TO PC DOWNLOAD MENU

[PF-2] Accesses the Status of Funds Download Screen from which you can
create a batch job to download the status of funds file to either a
Lotus 123 file or a Paradox file.

5



Page - 256 -PMIS User's Guide

Status of Funds Download Screen .

The Status of Funds Download Screen allows you to create a batch job to generate
a PMIS download file for use with FTS or FTSHOST. This download file ‘contains
data reflected in the Status of Funds Report and can be used in conjunction with
Lotus 123 or Paradox PC products to produce graphic reports not normally Supplied
with CA-IDMS/R. From this option, you can also generate Country Benefitted data
to be used in conjunction with the Paradox version of the Status of Funds download:

To access this option, at the PMIS to PC Download Menu, press [pr2]. The following
screen will appear.

Gt04031D . U.SALD. PHIS . - . DATE: -92/07/31

sTPO STATUS OF FUNDS -DOWNLOAD . .
YOUR LAST NAME: HOLT . YOUR BUILDING SITE: SA-18
NUMBER- OF COPIES : 01 _ YOUR ROOM NUMBER: 309D
PRINT AT: SA-18 309D: X  SA-02 XEROX: . OR SA-14 10008:

OR OTHER PRT DEST: 000 MESSAGE CLASS: A" PRINT TWO SIDES: N Y IF XEROX OMLY
REPQRT SELECTION PARAMETERS
FISCAL YEAR: 0000 T
AS OF DATE: 00000000 - USUALLY MONTH. EHD DATE IN YYYYMHDD FORMAT

DRGANIZATION NO: ***wa* - A BLANK IN POSITION & WILL SELECT THE HHOLE OFFICE
DOWNLOAD FORMAT: L L=L0TUS123; P=PARADOX (DEFAULT“L)

COUNTRY: DATA REQ: N Y=YES; H=H0 (DEFAULT-NO) i

HOTES: ASTERISKS, IN ORGAMIZATION HO. ARE USED TO INDI[:ATE 1ALL! FOR, BUREAU

ENTER: RUN REPORT PF9: PRIOR MENU PF10: MATH MENU .

* Enter Report Request Data and Press RETURh To Run the Report °

Enter your last name; your building sit€; the nuimber of coples of the report that you
want printed; and your room number. Next, enter the site of the printer on Wwhich
you want the report to be printed; you can choose, by placing an "X" next to the
appropriate site, either SA-18, SA-02, SA-14, or some other printer number, that 1s
available to you. If you choose to have the report printed on the Xerox prmter at
SA-02, remember to indicate whether or not you want the report prmted double-
sided. Then, move the cursor to the FISCAL YEAR field in the repdrt selection
parameter area of the screen. Enter the fiscal year for which you want to generate
the report.

Then, move the cursor to the FISCAL YEAR field in the report selectiori parametér

area of the screen. Enter the fiscal year for which you want to generate the
download file. Next, enter the date on which your are generatmg the file so thdt ,
someone looking at it later will know how current the datd is. Enter the snx—dlglt
organization code associated with the office or burean for which you want to
download data. If you enter only five of the six organization code dIgltS leaving the
sixth position blank, the download file will include information for the whole office
If you leave the asterisks (***) in the ORGANIZATION CODE field; the report will

contain information for all organizations within the bureau. .

)
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Status of Funds Download. Screen (Cont'd)

Next, indicate the download format you want to use. Valid entries include L =
Lotus 123 or P = Paradox. Then, indicate whether you want to include the country
benefitted data in the download.

Once you have entered all of the print destination and parameter information, press
the [enter <] key to generate thé report. The download file will be created for the
fiscal year and organization code you indicated.

PF-KEY ON THE STATUS OF FUNDS DOWNLOAD SCREEN

[ENTER +1] Pressing this key allows you to create a download file for the Status
of Funds Summary Report organization code-you indicated in the
parameters portion of the screen,

‘h
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APPENDIX A

SECURITY ACCESS TABLE

The table shown lists the screens found in the database and the actions that the system users
are able to use while working on a particular screen. Below are several generalities about
the security classification used for the PMIS database that you should keep in mind when
looking at this table and when working in the database.

. Access capability to the a certain screen or to a certain action are restricted for all
users except Program Office users who have unrestricted access to the screens and
actions of the database.

. All users have the capability to use the browse action to view information from most
database screens.

. Only the Program Office users have the capability to use the delete action to remove i
records from the database at any status level. Technical Office users can delete
"planned” or "returned" program and funding document records.

= NOTE: When more than one office is listed as the designated user for a screen,
g the user whose name appears first is considered to have the primary
responsibility for maintaining the information on the screen.

DATABASE | SCREEN - ‘| 'DESIGNATED |-, - ACTION
- SCREEN PURPOSE . USER(S) | . . CAPABILITY . -. -
This screen is used to enter ADD
Project and update the project Program Qffice MODIFY
Information information record. ) DELETE
Screen
MODIFY- lower portion of the
Technical Office screen-only
This screen is used to enter MODIFY
Project and-track the progress of a Program Office
Progress project.
Screen MODIFY
Technical Office
Project This screen is used to enter ADD
Appropriation | and track the funding status Program Office MODIFY
Control and to establish the DELETE
Screen appropriation controls for

each project.
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SECURITY ACCESS TABLE {Cont’d)

DATABASE -

- SCREEN -DESIGNATED " ACTION
SCREEN. " ‘PURPOSE USER(S) CAPABILITY
Project This screen is used to enter ADD- usually this type of
Documentation | and track the status of the Program Qffice record is added by
Screens various documents used to a-technical office
define a project. user
DELETE
)
ADD
Technicat Office MODIFY- may modify the
top portion of the
screen only until
document status =
"planning” (01) or
“returned” (13)
DELETE- may delete only if
the document
status = "planned”
{01) or "returned”
(13)
Project This screen is used to enter ADD
Authorization | the authorization controls for Program Office MODIFY- only if the PAF
Controls each project as described in document status =
Screen the PAF document, 80
DELETE
Project Level This screen is used to enter Program Office ADD
CP Controls the appropriation controls for MODIFY
Screen the life of:a project as DELETE
approved in the CN
document.
Project This screen is used to enter A&E/ ADD
Evaluation and update the data Technical Office MODIFY
Screen associated with the evaluation Program Office ADD
of a particular project. MODIFY
DELETE
Project This screen is used to update A&E/ ADD
Audit the audit information for a Technical Office MODIFY
sereen project Program Office ADD
MODIFY

DELETE
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SECURITY ACCESS TABLE (Cont’d)

- DATABASE SCREEN DESIGNATED ACTION'
SCREEN - PURPOSE USER(S) CAPABILITY
Interagency This screen is used to enter Program Office ADD
Transfer 632A Interagency Transfer MODIFY
Screen data. DELETE.
. Technical Office ADD
MODIFY
SF-133 This screen is used to enter Program. Office: ADD
Report the Standard Form (SF) 133 MODIFY’
Screen Reports pertaining to 632 A DELETE
Interagency Transfers. . .
Technical Office ADD
MODIFY
Fiscal Year These screens are used to Programr Office ADD- bureau and division- |
Cantrol enter the bureau, division, and level controls i
Screens appropriation-level controls to MODIFY- bureau and! division-
be used as ceiling amounts level controls
for the ABS and GYB. DELETE
Technical Office ADD- appropriation-feveli
controls
MODIFY- appropriation-level
controls
Proposed This screen is used to enter Program. Office MODIFY.
ABS Tabie il | and review the proposed ABS RECOMPUTE
Screen funding amounts for a DELETE
particular technical office . .
code. Technical Office MODBIFY
RECOMPUTE
DELETE
Proposed This screen is used to Technical Office ADD
ABS Changes | manipulate the proposed ABS MODIFY
Table IV Screen | figures.
Program Office ADD
. MODIFY
DELETE

Program
Focus Area
Amount Screen

This screen is used to indicate
which area(s} of interest a
project will meet.

Technical Office

UPDATE DATABASE

Change
Budget Status
Screen

This screen is used to update
the budget status as it moves
through the approval process.

Program. Office

MODIFY
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SECURITY ACCESS TABLE (Cont’d)

DATABASE

1~ DESIGNATED

- SCREEN ACTION

SCREEN ‘PURPOSE - * USER(S) CAPABILITY
Proposed CP " This screen Is used to view Program Office COMPUTE

Table {ll and manipulate the budget MODIFY
year CP ceiling amounts. . .
Technical Office ADD
MODIFY
COMPUTE
Proposed CP | This screen Is used to view Technical Office ADD
Changes Table | and update the detail CP MODIFY
I\ record for a particular project.
P prol Program Office MODIFY
DELETE
Program This screen is used to indicate { Technical Office UPDATE DATABASE
Focus Amounts | which area(s) of interest a
Screen project will meet.
CP Legislative | This screen is used to indicate | Program Office MODIFY
Earmark Table | which earmarks apply to the RECOMPUTE
L1} Cp amounts.
P Technical Office MODIFY
RECOMPUTE
Congressional | This screen is used to enter Program Office ADD
Notification FY | the Fiscal Year CP controls for MODIFY
Control a project as approved in the
Screen CN document.

Technical This screen is used to enter Program Office ADD
Notification FY | the Fiscal Year CP controls for 1 MODIFY:
Contro! Screen | a project as approved in the

TN document.
Proposed OYB | This screen is used to enter Technical Office ADD
Screens and update the proposed OYB MQODIFY
for a given office.
Program Office ADD
MODIFY
DELETE
Proposed QYB | This screen is used to Technical Office RECALCULATE
Changes manipulate the proposed OYB
Screen figures to find the best Program Office RECALCULATE

possible distribution of funds.

DELETE
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SECURITY ACCESS TABLE (Cont'd)

Detait Screen

which initiates the request to
obligate project funds.

DATABASE SCREEN - DESIGNATED ™ ACTION
SCREEN PURPOSE . “USER(S). ] -, CAPABILITY
Change This screen is used to make Program Office MODIFY:
Operating Year | giobal changes to the OYB
Budget Screen | proposed amount status code
for all of the projects within a
given division.
Funding This screen is used to enter Technigal Office . ADD
* Document information from the PIO/T, MODIEY- only while-the

funding. document is,
in the "planning”
stage )
DELETE- only if the funding
document status =
"planned’” (01), or
“returned" {(13)

ADD

CIMS extract.

Program Qffice
. DELETE
Implementation | This screen is used to view Technical Office RECALCULATE
Plan the proposed funding plan for
a particular project and to = il T
manipulate the figures in a Program Office RECALCULATE
"what-if' analysis scenario.
Procurement This screen is used to display Technical Office ADD- Travel Authorization,
information the procurement information records only
Screen associated with a given MODIFY- Travel Authorization
contract award extracted from records only
the CIMS database. This
screen is alsc used to add i . T ) T T
Travel Authorization records. Program Office ADD- Travel Authorization
records only
MODIFY- Travel Authorization
records only
DELETE
Procurement This screen is used to enter Technical Offige MODIFY
Supplement refated contract information — — _ .
Screen that may nct be a part of the Program Office MODIEY
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SECURITY ACCESS TABLE (Cont’d)

"DATABASE . |.. © ° °.SCREEN-, | . DESIGNATED ACTION
. SCREEN ™ ° PURPOSE ‘USER(S) CAPABILUITY
Procurement This screen is used to enter Technical Office ADD

Vendor and update Information MODIFY
Information concerning a vendor .
Screen associated with a given Program Office ADD
contract award. MODIFY
DELETE
Technical Office ADD
MODIFY
DELETE
Buy-In This screen is used to enter Program Office ADD
Documeént and track the requests for MODIFY
Screen participation in and benefit DELETE
from a given contract award.
Table This screen is used to view a Program Office ADD
Maintenance/ | list of the countries to which a DELETE
Regional given bureau has backstop
Backstop responsibility.
Responsibility
Screen
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APPENDIX B . |

ERROR MESSAGES DISPLAYED ON THE PMIS DATABASE SCREENS

In the table below and on the following pages are the error messages you may
encounter while browsing, creating, modifying or deleting, depending on your security
classification, the PMIS database screens. An explanation as to why the message
appeared on your screen is given along with information to help you correct the
error. If you need further assistance, contact your the IRM/SDM DBA,

MESSAGE MESSAGE DESCRIPTION | . USER ACTIdN
NUMBER n i L ) '
MUST ENTER VALID You must enter both the Enter the document
DOCUMENT NUMBER TO | project identification number | number associated with
MODIFY RECORD. and the document number to | the record you want to
retrieve a record in order to maodify.
modify it.
EVALUATION You did not enter a year or Enter the year and month
COMPLETION YEAR AND | month date to indicate when | during which the

MONTH IS REQUIRED TO | the current evaluation will be | evaluation will be

PROCESS RECORD. completed. completed.

THERE iS NO FY The system could find no Check both the FY and
PLANNING DATA FOR planning data for the revision number; re-enter,
THIS BUDGET FY /Revision number

FY/REVISION NUMBER. combination you entered.

iNVALID APPROPRIATION | The appropriation number Check the appropriation
FOR THIS ORGANIZATION | you entered does not match { code and the organization
- REENETR. any appropriation numbers number; re-enter.

listed for the organization
code you entered.

THIS REVISION ALREADY | There is already a CP or ABS { Re-enter the revision
EXISTS - RETRIEVE IT revision for the revisicn number: this number
FIRST. number you just entered. should be the next
sequential number.

BY OBLIGATION NUMBER | You have entered an invalid Check the obligation

MUST BE NUMERIC. obligation number. number and re-enter.
THE SUM OF ALL The focus area amounts you | Check the amounts
PROGRAM THRUSTS have entered exceed the . entered and readjust so
EXCEEDS THIS AMOLUINT. | Final CP Level. that the total does not

exceed the Final CP
Level.
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ERROR MESSAGES DISPLAYED ON THE PRMIS DATABASE SCREENS (Cont’d)

MESSAGE
NUMBER

MESSAGE

.DESCRIPTION

USER ACTION

DOC STS CD = 80 iS'
REQUIRED TO PROCESS
RECORD.

You tried to add or modify
CN or TN funding amounts
prior to the CN or TN

document being approved.

Check the status of the
CN or TN document. If
the document has since
been approved, update
the document status
before proceeding.

NEW CP WAIT DATE
LT/GT PREV CP WAIT
DATE.

The CP Wait End Date,
calculated using the
Congress Forward Date of
the CN or TN document, is
greater than or {ess than the
Praject CP Wait End Date.

Check the forward date
shown on the CN or TN
document.

FINAL FCL YR
EXCEEDED.

While adding or modifying
the proposed OYB, the FY
you entered is greater that
the Obligation Fina! FY for
the project.

Check the FY you entered
and make the appropriate
changes.

PAF IS REQUIRED.

Because, while adding or
modifying the proposed OYB
amount, the amount you
entered caused the proposed
OYB amounts to exceed the
total authorized amount for
the project, a PAF document
is required to be submitted
to Congress for the project.

Check the proposed 0YB
amount you entered. if
the amount you entered
is correct, contact the
responsible Technical
Office and ask that a PAF
document be prepared
for the project In
question.

CN 1S REQUIRED.

Because, while adding or
modifying the proposed OYB
amount, the amotint you
entered plus the
Appropriation Obligation
Cumulative amounts exceed
the (Appropriation LOP
Proposed Amount + $5

Check the proposed OYB
amount you entered. If
the amount you entered
is correct, contact the
responsible Technical
Office and ask that a CN
document be prepared
for the project in

million}, a CN document is question.
required to be submitied to
Congress for the project.
DOC NO IS RESTRICTED When entering a partial Re-enter the 5 digit doc

TO 5 DIGITS.

obligation, you entered more
than 5 digits in the DOC NO
field.

number; sixth position Is
reserved 1o indicate a
partial obligation.
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ERROR MESSAGES DISPLAYED ON THE PMIS DATABASE SCREENS (Cont’d) .

MESSAGE
NUMBER

. MESSAGE |

- DESCRIPTION

USER ACTION

TN 1S REQUIRED.

Because, while adding or
modifying the proposed OYB
amount, the amount you
entered Is greater that the
(Appropriation CP Amount *
10%), a TN document is
required to be submitted to
Congress.

- Check the proposed OYB

amount you entered. If
the amount you entered
is corract, contact the
responsible Technical
Office and ask that a TN
be prepared for the
project in question.

ADD REJECTED
BECAUSE PARTIAL
OBLIGATION AMOUNT
MUST BE LT ORIGINAL
AMOUNT.

The amount of the partial
obligation funding document
you enters is greater that the
original funding document
amount.

Check the partial
cohligation funding
document amount and re-
enter.

ADD/MODIFY REJECTED
BECAUSE
APPROPRIATION
CURRENTLY HAS ACTIVE
CP HOLD.

There is a CP hold on the
funding document for which
you are trying to add or
modify data.

Check the status of the
CP document. If the hold
is still in effect, you
cannot add or modify the
funding document data.

if the hold is no longer in
effect, change the CP
Hold Indicator to N.

®

ADB/MODIFY REJECTED
BECAUSE CP WAIT END
DATE HAS NOT BEEN
REACHED.

You tried to add or modify a
funding document detait
record for which the CP Wait
End Date has not passed.

Check the CP Wait End
Date. if this date has not
passed, you cannot add
or modify the funding
document detail record.

TO SCROLL BLANK OQUT
DUNS NO AND PRESS
ENTER.

When you executed the
vendor name search, the
system retrieved two or more
names that matched your
selection criteria.

To scroll through the
names retrieved, move
the cursor te the Duns No
field and use the space
bat to blank out the field.
Then, press [ENTER +] to
scroll.

ADD REJECTED
BECAUSE BUY-IN STS CD
= 20/40 AND AMOUNT
MUST BE 0.

You have indicated that the
PIO document detailing the
buy-in Is in praocess by the
regional bureau (status code
= 20) or by OP (status code
= 40).

Change the Buy-in Status
field to 0.

.,
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ERROR MESSAGES DISPLAYED ON THE PMIS DATABASE SCREENS (Cont’d)

MESSAGE
NUMBER

At

" MESSAGE

. DESCRIPTION

USER ACTION

MODIFY REJECTED

BECAUSE BUY-IN STS CD

= 20/40 AND AMOUNT
CANNOT BE CHANGED.

You tried to modify the
Document Amount field for a
PlO that is in process
outside of the bureau. You
cannot madify the field in this
situation.

ADD/MODIFY REJECTED
BECAUSE BUYIN

AMOUNT EXCEEDS PROJ

BUYiIN CEILING.

The buy-in document amount
plus the total buy-in amount
you have entered for this
record are greater than the
Project Buy-in Ceiling
Amount,

Chack the buy-in
document amount you
have entered. lfit is
correct and the buy-in
ceiling will be exceeded,
contact your supetvisor.

COMPLETE
INFORMATION - PF-3 TO
CONFIRM ADD.

The Travel Authorization (TA)
record you want to enter is
valid, but you have not yet
entered any information to
define the record.

Enter the.information to
define the record; press
PF-3.

APPROVED AMOUNT
CANNOT BE GREATER
THAN THE YOUCHER
AMOUNT.

The approved amount you
entered exceeds the voucher
amount.

Check the amount and
modify it as required.

INVALID DATE - M/B
YYYY/MM/DD FORMAT.

The date yau entered is not
the correct format.

Modify the date you
entered to fit the format.

ANSWER MUST BE (Y)ES
OR (N)O.

You entered an invalid
character.

Enter either Y ar. N.

DATE CHRONOLOGICAL
ERROR - DATE IS PRIOR
TO A PREVIOUS DATE.

The date you enteted is
greater than the previous
date entered.

Modify the dates.

SERIOUS ERROR - CALL
DBA.

The action you activated has
resulted in a serious efror
candition.

Do a "hot" print of the
screen on which the error
occurred. Call the DBA
assigned to PMIS; be
ready to explain what you
did & the resulting error
condition. Do not
attempt to recreate the
error.
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ERROR MESSAGES DISPLAYED ON THE PMIS DATABASE SCREENS (Cont’d) ‘

* MESSAGE

2 MESSAGE DESCRIPTION USER ACTION
NUMBER . - Co0 . .
UNACCEPTABLE You have either pressed an Select the option-or
DC172008 RESPONSE OR SECURITY | inactive key or tried to action again. [f the
VIOLATION. PLEASE TRY | access an option that your message reappears,
AGAIN. security classification will not' | check with the'-DBA.to
allows you to access. determine your access
capahilities..
: DIV CD/FISCAL YEAR The system could riot lo¢ate | Check the Division Code
DCo60030 FYAMT RECORD NOT an ABS or CP record and/or-project
FOUND. associated with the Division identification number and
Code you entered. re-enter,
VENDOR INFORMATION The system could not locate | Check'the DUNS No.
DC960030 RECORD NOT FOUND. a vendor information record and/or vendor name;: re-
associated with the DUNS enter.
No. or vendor name.
PROJECT INFORMATION | The system could not locate | Check the project
DC860038 RECORD NOT FOUND, a project information record identification number you
for the project identification entered.
number you indicated.
ADDITIONAL PROGRAM There are no other project
DC860038 DOCUMENT RECORD docurnent records for the
NOT FOURD. project identification number
you indicated.
PROGRAM DOCUMENT The systemn could not locate | Check the project
DC960038 RECORD NOT FOUND. a project document record identification numbers
for the project identification you entered. Add:the:
number you indicated. record at this time:
PROJECT EVALUATION The system could not locate | Check-the project
DC930038 RECORD NOT FOUND. a project evaluation record | identification number you:
for the project identification entered.
number you indicated.
PROJECT AUDIT The system could not locate | Check the project
DCa60038 INFORMATION RECORD a performance audit identification number you
NOT FOURND. information record for the entered..
project identification number
you entered.
DIVISION (OFFiCE) The system could not locater | Check the project
DC960038 RECORD NOT FOUND.. a division (office} record for | identification number.

the project identification
number you entered.
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MESSAGE

NUMBER ..

- MESSAGE,

DESCRIFTION

USER ACTION

DC960038

APPROPRIATION CODE
RECCRD NOT FOUND.

The system couid not locate
an appropriation code record
that matched your selection
criteria.

Check the appropriation
code and/or project
Identification humber you
entered.

DCo60038

FYAMTS RECORD NOT
FOUND.

A record you tried to enter is
invalid for a glven fiscal year.
The appropriation account is
disptayed because it was
established at the project
level; but, no record exists
for the account for the
requested FY.

Enter another FY in the
FISCAL YEAR field.

DCo60038

APPROPRIATIONS ORG

NO/FYAMT RECORD NOT

FOUND.

The system could not locate
an appropriations record for
the project identification
number vou entered.

Check the project
identification number
and/or the appropriation
code you entered.

DC960038

BUDGET PLAN CODE
RECORD NOT FOUND.

The system could not locate
a BPC record-for the project
identification number /
appropriation code you
entered.

Check the project
identification number /
approptiation code.

DC960038

FUND DOCUMENT
RECORD NOT FOUMD.

The system could not locate
a funding document detall
record for the document
number and project
identification number
combination you entered.

Check the document
number and/or the
project identification
number.

DC960038

CONTRACT
INFORMATION RECORD
NOT FOUND.

The system could not locate
a contract (procurement)
information record
associated with the Travel
Authorization (TA) record for
the TA number you entered.

Check the TA number.

DCo60038

BUY-IN DOCUMENT
RECORD NOT FOUND.

The system could not locate
a buy-in document record for
the project identification
number or award number
you entered.

Check the project
identification number/PIO
award number
combinationh you entered.




Fage - 270 FMIS User's Guide

ERROR MESSAGES DISPLAYED ON THE PMIS DATABASE SCREENS (Cont’d) .

MESSAGE . MESSAGE DESCRIPTION " USER ACTION ‘
NUMBER T ) .
AWARD NO RECORD NOT | The system could not locate | Check the Award No.
DCg60038 FOUND. the contract (procurement)
informaticon record
associated with the Award
Mo. you entered.
VOUCHER RECORD NOT | The system could not locate | -Check the Contractor
DC960038 FOUND. the voucher information Voucher No.
record associated with the
Contractor Voucher No. you
indicated.
CONTRACTOR VOUCHER | There Is already a voucher Check the Contractor
DC960039 RECORD ALREADY information record for the Voucher No.
EXISTS. Contractor Voucher No. you
indicated.
PROJECT INFORMATION | There is already a project Check the project
DC960039 RECORD ALREADY information record for the identification number you
EXISTS - CANNOT ADD. project information number entered.
you indicated.
PROGRAM DOCUMENT There is already a program Check the project
DCYs0039 RECORD ALREADY document record for the Identification number you
EXISTS. project identification number | entered.
you indicated.
PROJECT There is already a project Check the project
DCe60039 APPROPRIATION level CP controls record for Identification number you
RECORD ALREADY the project identification entered.
EXISTS - CANNOT ADD. number you indicated.
PROJECT EVALUATION There is already a project Check the project
DCa60039 RECORD ALREADY evaluation record for the identification number you
EXISTS - CANNOT ADD. project identification number | indicated.
you indicated.
YENDOR INFORMATION A vendor information record Check the DUNS No or
DC960039 RECORD ALREADY already exists for the DUNS the vendor name you
EXISTS - CANNOT ADD. No or vendor name you entered.
entered.
BUY-IN RECORD There is already a buy-in Check the project
DCg60039 ALREADY EXISTS - document record for the identification number, the
CANNOQOT ADD, project identification PI® number and/or the
number/PIO/award number | award number you
combination you entered. entered.
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ERROR MESSAGES DISPLAYED ON THE PMIS DATABASE SCREENS (Cont'd)

‘MESSAGE

MESSAGE

"' DESCRIPTION

USER ACTION
‘NUMBER . ) .
| YOUCHER INFORMATION { The voucher information
DC9s0040 RECORD ADDED record you entered has been
SUCCESSFULLY. successfully added to the
database.
VQUCHER INFORMATION | The voucher information
BCos0040 RECORD RMODIFIED record has been modified
SUCCESSFULLY. successfully.
VOUCHER INFORMATION | The voucher information
BCos0040 RECORD DELETED record that corresponds to
SUCCESSFULLY. the Contractor Voucher No.,
you entered has been
déleted from the database.
AWARD NOT FOUND. The buy-in record you Check the contract award
DCo60040 BUYIN RECORD ADDED enterad is valid, but the number and use the
SUCCESSFULLY. contract award number you modify action to correct
enterad Is invalid. the contract award field.
PROJECT DOCUMENT You need to enter the project | Enter the project
DCa60041 NUMBER IS REQUIRED identification number identification number in
TO PROCESS RECORD. associated with the project in | the PROJ ID field.
ordet for the system to add
the record.
FISCAL YEAR IS You forgot to enter the Enter the FY in the
DCa60041 REQUIRED TO PROCESS | appropriate FY. FISCAL YEAR field.
RECORD.
VALID BUD TYPE (ABS You forgot to enter the Enter the appropriate
DCo60041 OR CP) REQUIRED TO Budget Type Code. Budget type Code; valid
PROCESS RECORD. choices include ABS or
CP.
DOCUMENT NUMBER IS You forgot to enter a Enter the appropriate CN
DCa60041 REQUIRED TO PROCESS | document number, which is or TN document number.
THE RECORD. required to process the
record.
CP AMQUNT SOURCE IS You forgot the enter the CP Enter the appropriate CP
DCa60041 REQUIRED TO PROCESS amount source code. amount source. :

RECORD.

P
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ERROR MESSAGES DISPLAYED ON THE PMIS DATAéASE SCREENS (Cont’d) .

NEW DATA FOUND.

MESSAGE MESSAGE ‘DESCRIPTION USER ACTION
NUMBER o . T .
AWARD NO. REQUIRED You forgot to enter the Enter the appropriate
DC960041 TO PROCESS RECORD. Award No. Award No.
OBLGNT PLAN MONTH IS | You forgot to enter the Enter the date on which it
DCss0041 REQUIRED TO PROCESS | scheduling information for is anticipated that the
RECORD. the funding detail document. | obligation plan for funding
the project will take place.
‘ LOCATION CODE IS You forgot to enter the Enter the appropriate
DCo50041 REQUIRED TO PROCESS | location code. location code.
THE RECORD.
DUNS NO IS REQUIRED Either you forgot to enter the | Check the DUNS No. you
DC860041 TO PROCESS RECORD. DUNS No. for this record or | entered. Remember that
the DUNS No. you entered is | if you are adding or
invalid. modifying a TA record,
you must enter the
traveller's SSN in this field
instead of a DUNS No.
USE BROWSE TO You forgot to use the Browse | Use the Browse action to
DC9606048 RETRIEVE RECORD action to retrieve the record retrieve the record.
BEFORE MODIFY. before you attempted to
modify it.
DELETE PROCESS You tried to delete a record You may only delete
DC960050 REJECTED BECAUSE for a project that has not project information
PROJECT PLANNED, NEW | been completed or records if the project has
OR ON-GOING. discontinued. been completed or
discontinued.
. DELETE PROCESS You tried to delete a record You can cnly delete
DC3a60050 REJECTED BECAUSE for a project that has not project information
PACD HAS NOT BEEN reached its Project records if.the project has
REACHED. Assistance Completion Date reached PACD. If the
(PACD). project has reached
PACD, use the modify
action to update the
record before you can
delete it
ADD PROCESS The system found no new Check the record.
DCg60050 REJECTED BECAUSE NO | data to add to the record.
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MESSAGE MESSAGE DESCRIPTION . USER ACTION
NUMBER ° : Co T , T
ADD PROCESS The system will not let you
DCa60050 REJECTED BECAUSE add the record because the
DIVISION LEVEL Division Fiscal Year Controls
CONTROL FOR APRP have not been satisfied.
DOES NOT EXIST.
MODIFY PROCESS The system coutd find no Check the record.
DCY60050 REJECTED BECAUSE NO | new data to add to the -
NEW DATA FOUND. record.
MODIFY PROCESS You may only modify a Verify the status of the
DC3860050 REJECTED BECAUSE project authorization controls | PAF dacument,
DOCUMENT STATUS NE record if the PAF document
80. associated with the record
has been approved
(authorization code "80%).
ADD PROCESS Yo may only add a project Verify the status of the
DC9B0050 REJECTED BECAUSE authorization controls record | PAF.
DOCUMENT STATUS NE if the PAF document
80. associated with the record
has been approved
(authorization code "80").
DELETE PROCESS You indicated a "D" for Move the cursor to the
DCOs60050 REJECTED BECAUSE ALL | Delete, but forgot to change : Del Ind field; change the
DEL IND = N. the default in the Del default NtoaY. Then,
Indicator field. try again to delete the
record.
DELETE PROCESS The Bureau Controls record The associated
DCOB0050 REJECTED BECAUSE cannot be deleted if it has an | office/division controls
BUREAU HAS assoclated office/division record must be deleted
DIVISION/OFFICE control records. before you can delete the
RELATION SHIP. Bureau Controls record.
DELETE PROCESS The Division Controls record | The associated project
DC960050 REJECTED BECAUSE cannct be deleted If it has and for appropriation
DIVISION HAS PROJECT associates project and/or records must be deleted
RELATIONSHIP, appropriation records. before you can delete the
Division Controls record.
ADD PROCESS The funding document You must wait untii the
DCO60050 REJECTED BECAUSE amount, when added to the CP Wait End Date has

OBLIGATION TOTAL GT
APPROVED CP AMT.

total obligations exceeds the
Approved CP Amount.

been met or exceeded
before you can obligate
the funds.

.’j
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COMPLETED AS BEFORE.

entered any information to
define the record.

MESSAGE 'MESSAGE DESCRIPTION USER ACTION
NUMBER - L . e - Lo e
MODIFY PROCESS The funding document You must wait until the
DCa60050 REJECTED BECAUSE amount, when added to the CP Wait End Date has
OBLIGATION TOTAL GT total obligations, exceeds the | been met or exceeded to
APPROVED CP AMGCUNT. | Approved CP Amount. obligate the funds.
MODIFY PROCESS The FY you entered in the Check the FY and change
DCs80050 REJECTED BECAUSE FY | FISCAL YEAR field has it as required.
CLOSED (1991 INSTEAD already been closed out and
OF 1992) - STATUS is no longer available for
RESET NOT ALLOWED.. processing.
PROCESS REJECTED You have tried to modify a You can only medify a TA
DCg60050 BECAUSE MODIFY IS procurement information record from this screen.
VALID ONLY FOR TA record or a vendor Enter either a TA number
YENDOR. information record. These or a DUNS No.
two record types can only he
modified for a TA record:
USE MOD (CEILING & The system found the record | Modify the amounts to
DCs60051 CUM OBLGTHN NE PROJ). { you indicated but the ceiling | restore the balance.
and cumutative obligation
amounts are out of balance.
. USE MOD (CEILING NE The system found the record | Modify the ceiling amount
DCea60051 PROJ). you indicated but the celling | to restore the balance.
amount is out of balance.
USE MOD(CUM OBLGTN The system found the record | Modify the cumulative
DCo60051 NE PROJECT). you indicated but the obligation amount to
cumulative obligation amount | restore the balance.
is out of balance.
USE MODIFY (CEILING The appropriation Is valid Modify the data so that
DCg60051 NE PROJ/APRP and has been modified, but the totals balance.
MODIFIED). the ceiling/totals are out of
balance.
MIN CARR.AAPL The variance for one or all of | Use the modify action to
DCo60051 INCRM/OYB VAR NEO). the columns shown on the change the amt so that
screen is not equal to zero. the varance equals zero.
VERIFY NECESSARY The record you want to add Enter information to
DCa60055 INFORMATION IS is valid, but you have not yet | define the record.




