| ssue DL S Refunds

Scope

This document covers the steps required to perform the automated Direct
Loans refund vendor / invoice interface for the Direct Loans refund
process in SFA FMS. The automated refund process includes extracting
data from input files, entering vendor data, entering invoice data, and
creating invoices. The interface is required to expedite the payment
process for disbursing refund checks for borrower overpayments. The
payments for borrower overpayment refunds are disbursed to both
individual borrowers and lenders.

Responsibility

The SFA DL SInvoice User responsibility is responsible for creating and
processing the invoice batches.

The SFA DL S Invoice Manager responsibility is responsible for
reviewing and approving the invoice batches.

The SFA DL S Payment Manager responsibility is responsible for
creating payment batches and sending the payment batches to Treasury.

The SFA DL S Federal Administrator responsibility is responsible for
entering the Treasury confirmations.

Ownership

ACS/Rockville performs the SFA DL S Invoice User and SFA DLS
I nvoice Manager responsibilities.

SFA CFO Accounting Division performs the SFA DL S Payment
Manager and SFA DL S Federal Administrator responsibilities.
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Activity Preface

This section describes the detailed procedures for the following activities
of the automated refund process:

1. Install and Initialize the Excel macro program.

2. Edit the TP200 and Consol files.

3. FTPTP200 and Consol filesto SFA FMS production server.

4. Run Concurrent Programs to load files and process invoice batches.

The inbound interface from DLSS to SFA FMS alows the vendor and
invoice data for Direct Loans refunds to be captured, processed, and
recorded in SFA FMS. The data consists of the borrower overpayment
refunds for individuals and lenders.

The vendor and invoice data originates at the Utica Payment Center. The
payment center sends two types of files (TP 200 file and Consolidated file)
to SFA FMS. Both files are sent as Exce files.

The SFA DL S Invoice User edits the Excel files using Excel macro
programs. The files are formatted and saved as comma delimited files.
The formatted files are used as input files.

Once the files are formatted, the SFA DLS Invoice User manually
transfers the input files via FTP to the SFA FMS production server. The
data on these files initially loads into a single staging table and,
subsequently, into the interface table. The data on both files includes the
filename, the vendor information (name, social security number, address),
and the refund amount for each vendor.

Utica Payment Center will send each Excdl file approximately 2 to 4 times
aweek. ACS/Rockvillewill create approximately one invoice batch on a
weekly basis.

Copyright Oracle Corporation. All rights reserved.

Issue Refunds PRODO0005.D0C
Page 2 of 36 Rev 1



Installing the Excel Macro Program-SFA DL S
| nvoice User

The files can be opened, viewed, and modified in Excel. A macro
program will be used to edit the files. The following steps detail how to
run the Macro Program for each file.

1. SFA DLSInvoice User receives Excel files from DLSS.
2. Savethefilein the E:/FARSRefunds/Autolog directory.

3. Open Windows Explorer.

4. Openthe C:/DLS Refundsdirectory. The “DLS Refunds’ folder
opens.

T = & &l Hﬂilllﬂl iy B e e [
4 Folcesy Contints of TILS Refunds’
g (L1 ] [Hara [ swe[Twa
SRS B | 'l Farmatind Carzal FinFrddiar
=l Cip bt ezl Farmatied Tp2DD Fi Fokdar
a Ceniig Mo o Earpaz Fil Foider
; :_‘J Dustvant of Edeabir Y Frafund_Macinad: E7HH Moot By

(o Fowssded Ciomol
T3 Fawsaded Tpi8
T e
30 Fullchet
£1 {20 MuktinsdsFiles
= nerat
1 Do
'l Prdusion_Oelsk
FHED Prapeamn Fies
i) Facpcles
&1 Sidup Flas
o SMERCag
+1 120 Terp
{0 Thes Print B Procdoch
£ Tulm
3 Qw.-\.-
W
v e
© 5 [E)
i ol Bla_kes on Wideobi 0" )
B S Appaan e pld 3]
5 S8 Lienches on Wb e H 1
£ S fppeon Peaetea sl E)

# &3 Grouni on Wldichd
1 1':‘ P::'r'a-q--ﬂ_‘ 'Eﬂwl il | |
4 oot BEAEE Eask hes pace: 22T ]

5. Copy and Paste the file into the C:/DL S Refunds/Sour ce Files
directory.

6. Open up the “Refund_Macro” Excd file from the C:/DLS Refunds
directory. The “Microsoft Excel” window opens with a Macros

message.
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Microsoft Excel |

The workbook you are opening contains macros,
S0me macros may conkain viruses that could be harmful to wour computer,

If wou are sure this workbook is from a trusted source, click
‘Enable Macros', IF wou are not sure and wank to prevent
any macros From running, click 'Disable Macros', Tell Me More

W always ask before opening workbooks with macros

Disable Macros | Enable Macros Do Mok Open |
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Initializing the Excel Macro Program-SFA DL S
| nvoice User

8. Right Click on Tools from the Menu List and select Customize.
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9. Click onthe Commands Tab.

Customize B |

Cateqaories: Commands:
(=TT *
Edit: D
View D e
Insert B
Format L= Open
Taools
Close
Data
YWindow and Help & save
Drawing
Aukoshapes _‘_l Save As.. ;I
Selected command:
Descripkion | radify Seleatiog = i
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10. Scroll down in the Categor ies section and Choose M acr os.

Costomize &

Toolbars  Commands I Options i

Cateqgaties:

Commands:

Window and Help
Dirawing
Aukoshapes
Charting

Web

Farms

Conkbral Toolbox

Built-in Menus
Mews Menu

Selected command:

Descripkion

__tj Cuskan Menu Ikem _“_I
@ Zuskom Button

| fadifySeleckion = i

Close

Createthe EDIT CONSOL button-SFA DL S Invoice

User

11. Drag the Custom Button, located under the Commands: section of
the " Customize” window, and put it on your toolbar. Put next to the

A -

buttonor any other convenient button on your toolbar by

lacing your cursor over the existing button A smiley face button

appears.

12. Click onthe

Modifsy Selection ™

button.

13. Enter “EDIT CONSOL” in the Name field.

Issue Refunds
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Reset
Delete

{ EDIT COMSOL

Copy Bukkon Image
Paste Button Image
Reset Button Image
Edit Button Image...
Change Butkon Image  *

IT Default Styvle
Text Only (Alwmays)

Texk Only (in Menus)

Image and Text

Beqin a Group

Assign Macro. ..

14. Sdlect Text Only (Always) from the Menu List.
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15. Click on the M2 S=Een 7 | itton and Select Assign Macro...
from the Menu List. The “Assign Macros’ window opens.
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Aszzign Macro

Macro Mame:

|EDIT_comso Y

EDIT

EDIT_TPZ00
Save_Close
Edit
Macros in: Al Open Waorkbooks j
~Description

16. Select “EDIT_CONSOL” from the Macro Name: field.

17. Click onthe OK button. The *Customize” window appears.

Costomize @R

Toolbars  Commands I Options i

Cateqgaties: Commands:

Window and Help __tj Custarn Meriu Ikem _“_I
Dirawing
Autoshapes @ Zuskom Button
Charting

Web

Farms

Caonkbral Toolbaox
Macros
Built-in Menus

Mews Menu sk _‘:J

Selected command:

Descripkion | Modify Selection ™ ;

ha) Close |
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Createthe“EDIT TP200” button-SFA DL S Invoice

User

18. Drag the Custom Button, located under the Commands: section of

the “ Customize’

window, and put it on your toolbar. Put next to the

ﬂ button by placing the cursor over it. A smiley face button

appears.

19. Click onthe

Maodify Selection * button.

20. Enter “EDIT TP200” in the Name field.

Reset

Delete

™ | EDIT TRZ00

Copy Button Image
Paske Butkon Image
Reset Button Image
Edit Button Image. ..

Change Button Image #

Default Skyle

F
I

,:. Text Onlky (Always)

Text Only {in Menus)
Image and Text

Beqin a Group

Assign Macrao. ..

21. Sdlect Text Only (Always) from the Menu List.

Issue Refunds
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22. Click onthe button and Select Assign Macro...
from the Menu List. The “Assign Macros’ window opens.

Aszzign Macro |

Macro Mame:
|EDIT_TP200 ok |
EDIT COMNSOL
Cancel I
Save_Close
Edit |
Record. ., |
=
Macros in: Al Open Waorkbooks j
~Description

23. Select “EDIT_TP200” from the Macro Name: field.

24. Click onthe OK button. The “Customize” window appears.
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Cosomize—————EE|

Toolbars — Commands I Options I

Zakegories: Commands:

Wi”d'_:'w and Help __:j Custam Menu Ikem :_I
Drawing

Autoshapes @ Cuskom Button
Charting

Web

Forms

Control Toolbox

Built-in Menus
Mew Menu art _:_I

Selected command:

Descripkion | Maodify Seleckion * i

pa] Close |

Createthe“Save & Close” button-SFA DL S Invoice
User

25. Drag the Custom Button, located under the Commands: section of
the “Customize” window, and put it on your toolbar. Put next to the

ECIT TP2OO

by placing cursor over this existing button. A smiley face

button appears.

Modify Selection ™

26. Click onthe button.

27. Enter “Save & Close’ in the Name fidld.
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Reset
Delete

| Save & Close

Copy Bukkon Image
Paste Button Image
Reset Button Image
Edit Button Image...
Change Butkon Image  *

IT Default Styvle
Text Only (Alwmays)
Texk Only (in Menus)

Image and Text

Beqin a Group

Assign Macro. ..

28. Sdlect Text Only (Always) from the Menu List.

* Mecivantl Excel - Aelund_Macio.da

5[=]
"Bl Edt em [eert Foresl Tack [eba window Hed SIS
D SRF s RB-F| oo A8 = &N 0 #S o

1] | u Ersmt

| v B A Ot 0oNL mm@
)

—li—

AW wcr_Tereplate 3 Shonts f chaet L=d ~Uln
Ready [ A '

29. Click on the 224 2Ee8on T |1, tton and Select Assign Macro...
from the Menu List. The “Assign Macros’ window opens.
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Aszsign Macro [ |

Macro Mame:

iSave_CIu:use | | Ok, I
EDIT_COMSOL =]

EDIT TP200 Cancel |
Bave Close

Ll

Macros in: Al Open Waorkbooks

~Description

30. Select “Save Close” from the Macro Name: field.

31. Click onthe OK button. The “Customize” window appears.
Customze ———— @H|

Toolbars  Commands I Options i

Cateqaries: Commands:

Window and Help _:j Custom Meru Tkem _“_I
Dirawing

Autoshapes @ Zuskom Butkon
Charting

Web

Farms

Control Toolbox

Built-in Menus
Mews Menu st _‘:J

Selected command:

Descripkion | Modify Selection ™ ;

pa) Close |

32. Click on the Close button. The “Refund_Macro” worksheet appears.
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FYI1: Atthispoint, all three custom buttons used to run the Macro
program should be completed and displayed in your “Formatting” toolbar.
If you cannot see all three buttons, drag your “Formatting” toolbar and
place it somewhere on your computer screen so that al three buttons are

properly displayed.

Editing the Consol and TP200 filesSFA DL S
| nvoice User

33. Ensure that al Microsoft Excel programs are closed out prior to
running the Refund Macro for afile.

34. Open Windows Explorer.
35. Open the “Refund_Macro” Excel file under the C:/DL S Refunds

directory. The “Microsoft Excel” window opens with a Macros
message.
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Microsoft Excel |

The workbook vou are opening contains macros.,
SOME macros may conkain viruses that could be barmful bo wour computer,

If you are sure this workbook is from a trusted source, click
‘Enable Macros', If you are not sure and wank ko prevent
any macros From running, click 'Disable Macros', Tell Me More

v glways ask before opening workbooks with macros

Lisable Macros i | ____________ Enable Macros I Do Mok Open i

36. Click onthe Enable Macros button. The “Refund _Macro”
spreadsheet opens.

37. Open up the appropriate Excd file (i.e., Consol or TP200 file) from
the Macro program. Open the file you copied and pasted into the
C:/DL S Refunds/Sour ce filesdirectory. Do not open the origina
file on the E:/FARS/Refunds/Autolog directory.

38. Click on the Custom Button for the appropriate refund file (i.e., EDIT
CONSOL or EDIT TP200 button). This runs the macro program
that edits the file. The Al field will be selected when the program is
completed.

FYI1: If you accidentaly click on the custom button for the wrong
program (e.g., you click on the EDIT CONSOL button when you have a
TP200 file open), the program will not run. If both buttons do not work,
check the file name to ensure that it beginswith T or C. To ensure that
you do not run the wrong program, the macro program checks the first
character of the file name.

39. Column Jtels dl the derts associated with thefile.  Scroll down this
column to check derts.

40. Clean the records that are flagged with an error message.

FYI: When duplicates, verify whether or not the record is supposed to
exist. If you delete the record, note the change in the total amount, since it
will now be different than Utica s total amount.

FY1: If there are any missing values, Verify them in Column Jand
Update appropriately.
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41. Click on the Custom Button for the appropriate refund file again (i.e.,
EDIT CONSOL or EDIT TP200 button). This runs the macro
program that edits the file. The A1 field will be selected when the
program is completed.

42. Verify that process was successful by Reviewing Column J.
FYI1: All fieldsin Column J should be null except for duplicates.

43. To check totals of records before saving and closing, do a summation
of Column C selecting all of Column C and Clicking on the AutoSum
button in the standard toolbar. Verify this total with your records.
Delete the summation total before closing.

44. When everything is clean with the files, except for the duplicates,
manually remove these messages from Column J. Ensure that all
fields are empty in this column.

45. Hit the Save & Close button.

46. If the file was a TP200 file, go to the C:/DL S Refunds/For matted/
TP200 directory. If the file was a Consol file, goto C:/DLS
Refunds/ For matted Consol directory.

47. Veify that the file has been stored and saved in the correct directory.

48. Delete the copy of the filein the C:/DL S Refunds/Sour ce Files
directory.

FYI: The edited spreadsheets will be saved as comma delimited format
(CSV) files, which will be used as the input files for data loading.

FTPfileto SFA FM S Production Server-SFA DL S
| nvoice User

49. Transfer the input files and place them in a designated directory of the
SFA FMS production server (hpl10).

FYI1: To complete the transmission, the SFA DLS Invoice User
responsible needs avalid FTP user id, password, and an |P address. Please
contact the FM S help desk for assistance. The help desk can be reached at
1-800-433-7327, option 3.
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L oad Recordsto Staging Tables-SFA DL SInvoice
User

Once you have FTPed the files to the SFA FMS server, the SFA DLS
Invoice user runs the manual concurrent program to sweep the data and
populate the initial staging table.

FYI: A single staging table will be created to hold records for the TP 200
file and the Consolidated file. The staging table will accumulate the
records from different input files.

E\Eﬁ Reszponsibilities

Find|[SFa % |

|Responsibility 12
|SFACFO LS AP Setup
| SFA CFO LS Payables Inguiry
| SFA CFO LS Payables Superlser
| SFA CF O System Administratar
| SFA LS Federal Administrator
SFA LS Invoice Manager

| SFALS Invoice Llser

| BFA LS Payment Manager

Find 0] Cancel|

50. From the “Responsibilities’ window, Select the SFA DLSInvoice
User responsibility and Click on the OK button. The “Navigator”
window appears.

Copyright Oracle Corporation. All rights reserved.

Issue Refunds PRODO0005.D0C
Page 17 of 36 Rev 1



E\%Navigalnr - SFA LS Invoice User

Action Edit Gueny Go Folder Special Help

Functions

Other:Requests:Run

Submit requests

+ Invoice Entry
+ Invoice Inquiry
- Other

- Requests

View
Set
Profile
Concurrent
Change Organization

Hemove

Close Other Forms

51. From the “Navigator” window, Double Click on Other , Requests,
Run. The “Submit a New Request” window appears.

Eggﬁuhmit a New Request

What type of request do you want to run?

al
This allows you to submit an individual request.

<" Request Set

Thiz allows you to submit a pre-defined set of
reguests.

Cancel 0K

52. From the “Submit a New Request” window, Click on the OK button.
The “ Submit Request” window appears.
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[ 2]
Fum this Raguest...
Reguest Maime |

Parameters |

Latiguais:

Af these Times.._
fa Somn bs Possible Sclipdiile. I

Upan Completion. .
I% S 2l QLtput Files

Nmif:.' e e A |
Frint To
C-wi Primr RﬂqlEﬂ._ Cancel | | ‘Submit Heguest I

53. From the Submit Request window, Click on the LOV icon in the
“Submit Request” window. The “Reports’ window appears.

Eg_;’g'ﬂeports [ X]
Findlsi % |
iName !Applicatiu._‘__
| 8FA Process Treasury Check MCR Initiate Program Oracle PL

| SFA Process Treasury File Motification Oracle PL

| 8FA Process Treasury Wendaor ACH Initiate Pragrarm Oracle PL
;SFATreasur\; Check MCR Initiate Program Oracle PL

| 8FA Treasury Check MCGR Main Program Oracle PL
?SFATreasur\; Check MCR Output Program Oracle PL
ESFA Treasury Output File Notification Oracle PL

| SFA Treasury Wendar ACH Initiate Program Oracle PL

| SFA Treasury Vendor ACH Main Prograrn Oracle PL

| SFAFMS DLSS Refunds P Program

| SFAFMS LS Auto Refund Procedure SFA DLS!
1] | b

Find J Ok | Canceli

54. Select SFA FM S DL S Refunds Process Program from the
“Reports’ window.

55. Click on the OK button. The “Parameters’ window appears.

56. Click onthe Submit Requestsbutton. The “Requests’ window
appears.
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57. Generate Custom Report to verify successful processing and
reconciliation. This report tells you what datais in the staging table.

FYI1: For Error Handling and Reconciliation purposes, the SFA DLS
Invoice User should run a custom report on the staging table each week.
The report will indicate the vendor id, the vendor name, the refund amount
for each vendor, the total number of records, and the total amount in the
staging table.

A custom report can be used to pull the data based on the filename from
the staging table. Thiswill allow the user to verify the correct amount of
records have been sent for a particular file.

There will be edit checks performed during the loading process.

Upon file rgjection, the file will be placed in Bad File directory. An alert
will be triggered, which will indicate the name of the file that is rejected,
the reason for the rejection, and the record(s) that caused the regjection.

Inthecaseof anerror, SFA CFO Accounting Division,
ACS/Rockville, and FM S Oper ations should communicate with one
another to determine the source and resolution of theerror.
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Load Datato Interface Table and Create I nvoice
Batchesin A/P-SFA DL SInvoice User

After loading the data into the FM S staging table, the SFA DL S Invoice
User runs the manual concurrent program to load data from the staging
table to the interface table. The program will create an invoice batch based
on the data in the interface table.

FY1: There will be two parameters for this program. The first parameter
will require the user to choose between the Consolidated value and TP 200
value. The appropriate records (Consolidated related or TP 200 related)
will be loaded to the interface table from the staging table while the other
records will continue to reside in the staging table. The second parameter
will require the user to provide the invoice batch name.

The nomenclature for the invoice batch:
ROMEyxxx (y represent the budget fiscal year and xxx represent the
schedule number) - for both TP 200 refunds and Consolidated refunds

Create Invoicesin Oracle A/P-SFA DL S Invoice
User

E;g Responsibilities

Find|{sFa % |

|Responsinility [ |2l
| BFA CFO LS AP Setup
| SFA CFO LS Payahles Inguiny
| SFA CFO LS Pavables Superlser
| 5FA CFO System Administrator
| SFALS Federal Administratar
SFA LS Invoice Manager
I SFA LS Imvoice User

| BFA LS Payment Manager

Find 0] Cancel|
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58. From the “Responsibilities” window, Select the SFA DLSInvoice
User responsibility and Click on the OK button. The “Navigator”

window appears.

E%Navigalm - S5FA LS Invoice User

Action Edit Gueny Go Ealder
Functions

Special Help

Other:Requests:Run

Submit requests

+ Invoice Entry
+ Invoice Inquiry
- Other

- Requests

View
Set
Profile
Concurrent
Change Organization

(O] %]

Hemove

Close Other Forms

59. From the “Navigator” window, Double Click on Other , Requests,
Run. The *“Submit a New Request” window appears.

Egﬁﬁubmit a Mew Request

What type of request do you want to run?

g st

<" Request Set

This allows you ta submit a pre-defined set of

reguests.

This allows you to submit an individual request.

Cancel

60. From the “Submit a New Request” window, Click on the OK button.
The “Submit Request” window appears.
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61. From the Submit Request window, Click on the LOV icon in the
“Submit Request” window. The “Reports’ window appears.

=3 Reports
Find]sf % |
Name |applicatio=]
| 5FA Process Treasury Check MCR Initiate Program Oracle PL

| SFAProcess Treasury File Matification Qracle P

| BFAPracess Treasury Yendor ACH Initiate Program Qracle PL

| BFA Treasury Check NCR Initiate Proaram Oracle PL

| SFA Treasury Check MCR Main Program Qracle PL
fSFATreasur\; Check MCR Qutput Fragram COracle PL

| SFA Treasuty Output File Natification Oracle PL

| SFA Treasury Yendor ACH Initiate Program Cracle P

| BFA Treasury Yendor ACH Main Program Oracle PL

| SFA FMS DLSS Refunds Process Prograrm SFADLS!

SFAFMS LS Auto Refund Procedure

1] | il

Find J Ok | Canceli

62. Select the SFA FMS DLS Auto Refunds Procedure request.
63. Click onthe OK button. The “Parameters’ window appears.

64. Click onthe List of Vaues (LOV) icon in the *“Parameters’ window.
Select TP200 or CONSOL in the User File Type field.

FYI1: If you are processing the TP200 file, Select TP200 for the User File
Typefield. If you are processing the CONSOL file, Select CONSOL for
the User File Typefield.
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65. Enter the User Batch Name in the User Batch Namefield (e.g.,
ROME2131).

)
Egg Parameters

Uszer File Type |TP2I]I]

User Batch Mame I |

Org Id [

Clear | Cancell 0K J

66. Click onthe OK button. The “Submit Requests’ window appears.

5 5 ubmit Request [+] I
Aclion-  Ec8t Query D oo Cprecal Help
| ?
— Run this Reg
Roguasl Mame [SFA FMS LS Arto Refund Procedurs
Parameters [TPAOEAROMEZ 1216
Language erican Englich |

— At these Timas....
As Soon As Possible Schadule. |
Upen Completion... -
¥ Sawe all Dupad Fies
Plaitif Completion Options... |
Frimt Tn  TESTZ
Copy a Prier Heguest._.. | Cancal | | Subimit Hequest J

67. Click onthe Submit Request button. The “Requests’ window
appesars.
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68. Verify that the SFA FMS DLS Auto Refunds Procedure and Payables
Open Interface requests complete with a Status of :Normal.”

FYI: The Payables Open Interface request shows all the invoices that
were created. To view, Click on the View Output button in the
“Requests’ window.

69. Print the Invoice Register and Approve the Invoices (See FMS
Manual Entries User Guide, Part |1, Steps Two, Three, and Four).

FYI1: The user with aresponsibility of SFA DLS Invoice Manager will
run an invoice review report to verify that the data on the invoice batch
matches the data on the TP 200 and the Consolidated files prior to
approving the invoice batch.

If there are discrepancies with the invoice data, edits can be performed
directly in the invoice batch using standard Oracle Forms. After review,
the user will manually approve the invoice batch. The review process will
determine whether the data is accurate. In addition, the review process
will indicate whether or not the correct file has been processed.
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Uninstall the Macro program from a Computer-
SFA DL SInvoice User

FYI1: Thefollowing procedure is not part of the normal automated refund
process. Uninstall the Macro Program when you no longer wish to
perform the automated refunds tasks on a particular computer. Performing
these steps will completely remove the Macro from a specific computer.

70. Open up the “Refund_Macro” Excdl file from the C:/DL S Refunds
directory. The “Microsoft Excel” window opens with a Macros

message.

Microsolt Excel |

The workbook you are opening contains macros,
Some macros may contain viruses that could be harmful ko your computer,

If wou are sure this workbook is From a krusted source, click
'Enable Macros', IF you are nok sure and want to prevent
any macros From running, click Disable Macros'. Tell Me More

v always ask before opening workbooks with macros

Disable Macros l | _Enabl

Da Mok Open l

71. Click on Enable Macros button. The “Refund_Macro” spreadsheet
opens.

Copyright Oracle Corporation. All rights reserved.

Issue Refunds PRODO0005.D0C
Page 26 of 36 Rev 1



3, Macipanlt Excel - Aelund_Macio.xda
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72. Right Click on Tools from the Menu List and select Customize.

* Meripantl Exeed - Aelund_ Mz s

Bk Edt Wem [eert Fomsl Tack fers iedea Lue =l x)
DEW&ny i t-&*:AzJﬂn!ﬂm-@

| [ - =

—TT |

slo = BodW CwbdToohcs L en m i GE | - - A - EDITOOMSOL EDITTRA St G

P

1

4

5

B |

%I Rirdarng —

418 B e _Termplatet 1 {Shus f Shents /! L1 TN
Ready W

73. Click on the Commands Tab.
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Edit D
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Close
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Diescripkion | Madify Selection = |

74. Right-Click onthe EDIT CONSOL button.

75. Sdect Delete from the list of commands.

* Mazmaull £ ool - Beleml Mool g ¥]
[|*) B Eo vew [met Fyrec Jodk Dot fercow beo =l8 =]
DFE &EY P BBET - % z b DSa| -
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0o B S D EEDEH B %, SR - - A - Er comsaieoar i see o
A

[z EDIT ZOMS O

Sopry B uibon mage
Pt Putbon Fregs
Aeger Bucion [resge:
£l Euktan lnage...
chargs futton Inege +

TP e

Cefauk She
v ([t Dy (Abamns)

Tast Crky (i Mmru)

Imega gnd Teat

B a Grup

Agdon Weom.

xleale 52

iE |

x
-

b1t Macre_Template1 1 { Shaskz { Shusts / |41 |
|

i
:

76. Right-Click onthe EDIT TP200 button.

77. Sdect Delete from the list of commands.
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78. Right-Click on the Save & Close button.

79. Sdect Delete from the Menu List.
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80. Click on the Close button of the “Customize” window. The

“Refund_Macro” worksheet appears with all the custom buttons

deleted.
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81. Fromthe Tools Menu List, Select Macro,Macros. The“Macros’
window appears.

e ]

Macro Mame:
| | wn |
ot conso, [
EDIT_TP200 LCE'I
Save_Close
Skep Into
;‘ Delete |
Macros in: All Open Workbooks _*_I Ciptions. ..
~Descripkion

82. Sdlect EDIT_CONSOL and Click on the Delete button. A
“Microsoft Excel” message window appears.
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Microzoft Excel

]
'f\%a) Do you wank ko delete macro EDIT_CORSOL?

83. Click the Y es button.

84. Fromthe Tools Menu List, Select Macro,Macros. The“Macros’
window appears.

Maco __ HE

Macro Mame:
[Forr Tea0 M e |
Save_Close _EE.':'.EEI_l
Step Inko
Create
_'J Delete
Macros in: All Open Warkbooks :"_1 Cpkions. .. |
~Description

85. Sdlect EDIT_TP200 and Click on the Delete button. A *Microsoft
Excel” message window appears.

Microzoft Excel

a
;\%B’) Do you want bo delete macro EDIT_COMSOLT

86. Click the Y es button.

87. Fromthe Tools Menu List, Select Macro,Macros. The“Macros’
window appears.
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Macro [ |

Macro Mame:

Macros in: Al Open Waorkbooks _ﬂ

~Description

88. Sdect Save Close and Click on the Delete button. A “Microsoft
Excel” message window appears.

Microzoft Excel

.
'f\:!-) Do you want bo delete macro EDIT_COMNSOLT

89. Click the Y es button.
90. Save the changes.
91. Exit Microsoft Excel.

End of activity.
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SFA DLS Invoice
User

— Select EDIT_TP200 &
Click on Delete
button. A “Microsoft
Excel” message
window appears. (85)

— Click Yes button.
(86)

— From Tools Menu
List, Select
Macro(Macros.
“Macros” window
appears. (87)

— Select Save_Close &
Click on Delete
button. A “Microsoft
Excel” message
window appears. (88)

— Click Yes button.
(89)

— Save changes. (90)

— EXxit Microsoft
Excel. (91)

@
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Installing Excel

Macro Program-

SFA DLS Invoice
User

Create EDIT
CONSOL button-
SFA DLS Invoice

User

Create “Save &

Close” button-

SFA DLS Invoice
User

— SFA DLS Invoice User
receives Excel files
from DLSS. (1)

— Save file in E:/
FARS/Refunds/Autolog
directory. (2)

— Open Windows
Explorer. (3)

— Open C:/DLS Refunds
directory. “DLS
Refunds” folder
opens. (4)

— Copy & Paste file
into C:/DLS Refunds/
Source Files
directory. (5)

— Open up
“Refund_Macro” Excel
file from C:/DLS
Refunds directory.
“Microsoft Excel”
window opens with a
Macros message. (6)

— Click on Enable
Macros button.
“Refund_Macro”
spreadsheet opens.

)

Click on Ooutton.

(12)

Enter “EDIT CONSOL”
in Name field. (13)
Select Text Only
(Always) from Menu
List. (14)

Click on [hutton &
Select Assign Macro...
from Menu List.
“Assign Macros”
window opens. (15)
Select “EDIT_CONSOL”
from Macro Name:
field. (16)

Click on OK button.
“Customize” window
appears. (17)

Create "EDIT
TP200” button-
SFA DLS Invoice

User

Initializing
Excel Macro
Program-SFA DLS
Invoice User

— Right Click on Tools
from Menu List &
select Customize.
®

— Click on Commands
Tab. (9)

— Scroll down in
Categories section &
Choose Macros. (10)

Create EDIT
CONSOL button-
SFA DLS Invoice

User

Drag Custom Button,
located under
Commands: section of
“Customize” window,
& put it on your
toolbar. Put next to
Obutton by placin
cursor over it. A
smiley face button O
appears. (18)

Click on Chutton.
(19)

Enter “EDIT TP200”
in Name field. (20)
Select Text Only
(Always) from Menu
List. (21)

Click on Ooutton &
Select Assign Macro...
from Menu List.
“Assign Macros”
window opens. (22)
Select “EDIT_TP200"
from Macro Name:
field. (23)

Click on OK button.
“Customize” window
appears. (24)

Drag Custom Button,
located under
Commands: section of
“Customize” window,
& put it on your
toolbar. Put next to
by placing curso
over this existing
button. A smiley
face button O
appears. (25)

Click on Chutton.
(26)

Enter “Save & Close”
in Name field. (27)
Select Text Only
(Always) from Menu
List. (28)

Click on Chutton &
Select Assign Macro...
from Menu List.
“Assign Macros”
window opens. (29)
Select “Save_Close”
from Macro Name:
field. (30)

Click on OK button.
“Customize” window
appears. (31)

Click on Close
button.
“Refund_Macro”
worksheet appears.
(32)

Editing Consol &
TP200 files-SFA
DLS Invoice User

— Drag Custom Button,
located under
Commands: section of
“Customize” window,
& put it on your
toolbar. Put next to
Cbutton or an
other convenient
button on your
toolbar by placing
your cursor over
existing button. A
smiley face button O
appears. (11)

B

Ensure that all
Microsoft Excel
programs closed out
prior to running
Refund Macro for a
file. (33)

Open Windows
Explorer. (34)

Open “Refund_Macro”
Excel file under C:/
DLS Refunds
directory.

“Microsoft Excel”
window opens with a
Macros message. (35)
Click on Enable
Macros button.
“Refund_Macro”
spreadsheet opens.

(36)

L
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Editing Consol &
TP200 files-SFA
DLS Invoice User

Open up appropriate
Excel file (i.e.,
Consol or TP200

file) from Macro
program. Open file
you copied & pasted
into C:/DLS Refunds/
Source files

directory. Do not
open original file

on E:/FARS/Refunds/
Autolog directory.
(37

Click on Custom
Button for
appropriate refund
file (i.e., EDIT

CONSOL or EDIT TP200

button). This runs
macro program that
edits file. Al field
will be selected
when program is
completed. (38)
Column J tells all
alerts associated
with file. Scroll
down this column to
check alerts. (39)
Clean records
flagged with an
error message. (40)
Click on Custom
Button for
appropriate refund
file again (i.e.,

EDIT CONSOL or EDIT

TP200 button). This
runs macro program
that edits file. Al
field will be

selected when
program is
completed. (41)
Verify that process
was successful by
Reviewing Column J.
(42)

To check totals of
records before
saving & closing, do
a summation of
Column C selecting
all of Column C &
Clicking on AutoSum
button in std
toolbar. Verify this
total with your
records. Delete
summation total
before closing. (43)
When everything is
clean with files,
except for
duplicates, manually
remove these

messages from Column

J. Ensure that all
fields empty in this
column. (44)

Editing Consol &
TP200 files-SFA
DLS Invoice User

Hit Save & Close
button. (45)

If file was a TP200
file, go to C:/DLS
Refunds/Formatted/
TP200 directory. If
file was a Consol
file, go to C:/DLS
Refunds/ Formatted
Consol directory.
(46)

Verify that file has
been stored & saved
in correct

directory. (47)
Delete copy of file
in C:/DLS Refunds/
Source Files
directory. (48)

Load Records to

Staging Tables-

SFA DLS Invoice
User

Click on OK button.
“Parameters” window
appears. (55)

Click on Submit
Requests button.
“Requests” window
appears. (56)
Generate Custom
Report to verify
successful
processing &
reconciliation. This
report tells you
what data is in
staging table. (57)

FTP file to SFA

FMS Production

Server-SFA DLS
Invoice User

Create Invoices
in Oracle A/P-
SFA DLS Invoice
User

Transfer input files
& place them in a
designated directory
of SFA FMS
production server
(hpl10). (49)

Load Records to

Staging Tables-

SFA DLS Invoice
User

From
“Responsibilities”
window, Select SFA
DLS Invoice User
responsibility &

Click on OK button.
“Navigator” window
appears. (50)

From “Navigator”
window, Double Click
on Other , Requests

, Run. “Submit a New
Request” window
appears. (51)

From “Submit a New
Request” window,
Click on OK button.
“Submit Request”
window appears. (52)
From Submit Request
window, Click on LOV
icon in “Submit
Request” window.
“Reports” window
appears. (53)

Select SFA FMS DLS
Refunds Process
Program from
“Reports” window.

From
“Responsibilities”
window, Select SFA
DLS Invoice User
responsibility &

Click on OK button.
“Navigator” window
appears. (58)

From “Navigator”
window, Double Click
on Other , Requests

, Run. “Submit a New
Request” window
appears. (59)

From “Submit a New
Request” window,
Click on OK button.
“Submit Request”
window appears. (60)
From Submit Request
window, Click on LOV
icon in “Submit
Request” window.
“Reports” window
appears. (61)

Select SFA FMS DLS
Auto Refunds
Procedure request.
(62)

Click on OK button.
“Parameters” window
appears. (63)

Click on List of
Values (LOV) icon in
“Parameters” window.
Select TP200 or
CONSOL in User File
Type field. (64)

Enter User Batch
Name in User Batch
Name field (e.g.,
ROME2131). (65)
Click on OK button.
“Submit Requests”
window appears. (66)

L (54)
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Create Invoices
in Oracle A/P-
SFA DLS Invoice
User

— Click on Submit
Request button.
“Requests” window
appears. (67)

— Verify that SFA FMS
DLS Auto Refunds
Procedure & Payables
Open Interface
requests complete
with a Status of
:Normal.” (68)

— Print Invoice
Register & Approve
Invoices (See FMS
Manual Entries User
Guide, Part Il,

Steps Two, Three, &
Four). (69)

Uninstall Macro
program from a
Computer-SFA DLS
Invoice User

Uninstall Macro
program from a
Computer-SFA DLS
Invoice User

— Open up
“Refund_Macro” Excel
file from C:/DLS
Refunds directory.
“Microsoft Excel”
window opens with a
Macros message. (70)

— Click on Enable
Macros button.
“Refund_Macro”
spreadsheet opens.
(71)

— Right Click on Tools
from Menu List &
select Customize.
(72)

— Click on Commands
Tab. (73)

— Right-Click on EDIT
CONSOL button. (74)

— Select Delete from
list of commands.
(75)

— Right-Click on EDIT
TP200 button. (76)

— Select Delete from
list of commands.
(77)

— Right-Click on Save
& Close button. (78)

— Select Delete from
Menu List. (79)

— Click on Close
button of
“Customize” window.
“Refund_Macro”
worksheet appears
with all custom
buttons deleted.

(80)

— From Tools Menu

List, Select
Macro,Macros.
“Macros” window
appears. (81)

Click on Delete
button. A “Microsoft
Excel” message
window appears. (82)

— Click Yes button.

(83)

— From Tools Menu

List, Select
Macro,Macros.
“Macros” window
appears. (84)

— Select EDIT_TP200 &

Click on Delete
button. A “Microsoft
Excel” message
window appears. (85)

— Click Yes button.

(86)

— From Tools Menu

List, Select
Macro,Macros.
“Macros” window
appears. (87)

— Select Save_Close &

Click on Delete
button. A “Microsoft
Excel” message
window appears. (88)

— Click Yes button.

(89)

— Save changes. (90)
— Exit Microsoft

Excel. (91)

Select EDIT_CONSOL &

I

@
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