Volume 1, Chapter IX

Online Financial Transaction Entry

Encumbrance (Use Command C.1.2 for the batch header.) The Encumbrance
Transaction Entry screen is used to record an original encumbrance (TC 211), to
liquidate an encumbrance (TC 210), to adjust an encumbrance (TC 212), or to

decrease an encumbrance (TC 213).

9990 Encumbrance Transaction Entry

Function: A (A=Add, C=Change, D=Delete, I=Insert)

03-05-2008 08:47 AM

Go to Seq Nbr:

(N=Next, P=Print Trans, R=Resequence, S=Search)

BATCH:
DATE : 03-05-2008 TYPE : 07 NUMBER: 501 FM: 06
SCHEDULE: SEQ NBR: 1 MODE : EDIT ONLY
TC o MODIFIER : _ FFY
REF DOC/S: __ VENDOR/S > _ DOC DATE _
CUR DOC/S: __ INDEX > OBJ DTL/AO> __ _
PCA > AMOUNT : REVERSE .
PROJ/WP > . PCA ACTY > LOCATION >
MULTI PUR: VEND INFO: _
ERR OVRD > _
Command:

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

Help Retrn Quit GetDF BHdr
Enter information to be added

LBtch Bkwrd Frwrd Clear Force Dfalt Main

Claim Schedule (Use Command C.1.3 for the batch header.) The Claim Schedule
Transaction Entry screen is used to create a claim schedule or to make an

adjustment.

9990 Claim Schedule Transaction Entry

Function: A (A=Add, C=Change, D=Delete, I=Insert)

03-05-2008 08:50 AM

Go to Seq Nbr:

(N=Next, P=Print Trans, R=Resequence, S=Search)

BATCH:
DATE : 03-05-2008 TYPE : 04 NUMBER: 502 FM: 06
SCHEDULE: 0000503 SEQ NBR: 1 MODE : EDIT ONLY

TC . MODIFIER _ FFY

REF DOC/S: . VENDOR/S > __RPI _

INVOICE DOC DATE R CUR DOC/S: .
INDEX > OBJ DTL/AO> __ PCA >

AMOUNT REVERSE _ PROJ/WP > .
SOURCE/AS> _ APPN SYM > FUND SRCE> .
FUND/DTL > _ METHOD > SUBSIDRY >

GLAN > DUE DATE R PCA ACTY >

LOCATION > MULTI PUR : ERR OVRD > _

RA MSG > VEND INFO : _

Command :

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

Help Retrn Quit GetDF BHdr
Enter information to be added

LBtch Bkwrd Frwrd Clear Force Dfalt Main
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Office Revolving Fund (Use Command C.1.4 for the batch header.) The Office
Revolving Fund Transaction Entry screen is used for all Office Revolving Fund

transactions.
9990 Office Revolving Fund Transaction Entry 03-05-2008 08:53 AM
Function: A (A=Add, C=Change, D=Delete, I=Insert) Go to Seq Nbr: _
(N=Next, P=Print Trans, R=Resequence, S=Search)
BATCH:
DATE: 03-05-2008 TYPE : 06 NUMBER: 504 FM: 06
CK MSG: SEQ NBR: 1 MODE : EDIT ONLY
TC H MODIFIER : _ FFY
REF DOC/S: . VENDOR/S > __ INVOICE :
DOC DATE : __ _ CUR DOC/S: __ INDEX >
AMOUNT  : REVERSE : _ PROJ/WP > _
LC DPOSIT: CHECK H FUND/DTL>
SUBSIDRY > GLAN > DUE DATE: __
LOCATION > MULTI PUR: ERR OVRD> _
CK MSG ID> VEND INFO: _
Command:

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Help Retrn Quit GetDF BHdr LBtch Bkwrd Frwrd Clear Force Dfalt Main
Enter information to be added

General Purpose (Use Command C.1.5 for the batch header.) The General
Purpose Transaction Entry screen is used to enter any CALSTARS transaction.

9990 General Purpose Transaction Entry 03-05-2008 08:54 AM
Function: A (A=Add, C=Change, D=Delete, I=Insert) Go to Seq Nbr: _
(N=Next, P=Print Trans, R=Resequence, S=Search)

BATCH:

DATE : 03-05-2008 TYPE : 07 NUMBER: 505 FM: 06 CK MSG: Y
SCHEDULE: 9999999 SEQ NBR: 1 MODE : EDIT ONLY

TC T MODIFIER : _ FFY

REF DOC/S: _ VENDOR/S > __RPI _

INVOICE : DOC DATE : _ _ CUR DOC/S: _
INDEX > OBJ DTL/AO> PCA >

AMOUNT : REVERSE HE PROJ/WP > _
LC DPOSIT: ___ SOURCE/AS > _ CHECK _

APPN SYM > FUND SRCE > _ FUND/DTL > _
METHOD > BUD SEQ S SUBSIDRY >

GLAN > DUE DATE : _ _ PCA ACTY >

LOCATION > MULTI PUR : ERR OVRD > _

RA MSG > CK MSG> VEND INFO : _
Command :

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Help Retrn Quit GetDF BHdr LBtch Bkwrd Frwrd Clear Force Dfalt Main
Enter information to be added

The C.1: New Batch Header and Transaction Entry screen may be bypassed by
keying Command C.1.n (where n is Option 1 — 5) on the Command line of any
screen and pressing Enter. Once a transaction entry screen is selected, the
applicable batch header screen is displayed.
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BATCH HEADER SCREEN

The batch header data is entered from the Batch Header Slip (Refer to coding
instructions and sample in Volume 1, Chapter VIII). A new Batch Header screen
automatically displays the current date and time, as displayed in the Claim Schedule
Batch Header example below. Fields not underlined are not accessible by toggling
the cursor and are not available for keying. The batch count and all amounts are
automatically calculated each time a function is performed.

A 9990 C.1.3: Claim Schedule 09-16-2007 09:40 AM

B Function: A (A=Add, C=Change, D=Delete, H=Hold, N=New Batch, O=Override)
(P=Print Batch, R=Release, V=View, X=Add Addl Trans)

c BATCH:
DATE : 09 16 2007 BATCH TYPE: 04 BATCH NUMBER : 999
EDIT IND : 1 FM 1 02 CLAIM SCHED #: 4444444
STATUS H Hold

TRANS GROUP: 4 Claim Schedules

D BATCH ABSOLUTE OPTIONAL
COUNT BATCH AMOUNT NET AMOUNT +/-
ENTERED : 44 4,525.79 452579 +
COMPUTED
DIFFERENCE:

cursor

Command: |

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Help Retrn Quit LTran LBtch Clear Main

%

The Batch Header screen includes several segments, shown as A — G. These
segments identify:

A - The 4-digit Organization code, Transaction Group and current date and time.
B - The Functions available for use with this screen.

C - The Batch Header information entered. The Batch Date is set automatically. To
change the date, use the [Shift, Tab] key to back tab and position the cursor on
the Batch Date field and key a new date. Note the batch Status and Trans
Group fields are displayed. The new batch header is automatically assigned H-
Hold status. Check Message Indicator (CK MSG) is on the General Purpose
and Office Revolving Fund Batch Headers.

D - The batch control data fields for calculating and verifying the batch is in balance
before Release. The Absolute and Optional Net Amount fields may be keyed
with or without commas and decimal points, as shown in the sample batch
header.
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E - The Command line is used for immediate exit from this screen and navigation to
a different menu.

F - The Function (PF) keys available for use with this screen display a label below
the F-key number, e.g., F5-LTRAN.

G - The System message and error message area, assigned as appropriate. Initial
access displays the system message 'Enter information to be added'.

After the batch header information is keyed, press Enter. If the batch header
information passes all online edits, the transaction entry screen displays according
to the option chosen.

Batch Header Functions

The Functions available for batch header entry are shown in screen segment B,
above and are listed here:

A=Add—A is automatically set in the Function field and cannot be changed.

C=Change—Key C in the Function field and key over any allowable fields to change
a batch header following successful batch header entry.

D=Delete—Key D in the Function field to delete an existing batch header following
successful header entry.

NOTE: A deleted batch is immediately deleted from the online file following
'delete confirmation' and no longer exists.

9990 C.1.5: General Purpose 09-16-2011 10:25 AM

Function: D (A=Add, C=Change, D=Delete, H=Hold, N=New Batch, O=Override)
(P=Print Batch, R=Release, V=View, X=Add Addl Trans)

DATE : 09 16 2011 BATCH TYPE: 07 BATCH NUMBER : 777
EDIT IND : 1 FM : 02 CLAIM SCHED #:

CK MSG : N

STATUS : H Hold

TRANS GROUP: General Purpose

BATCH ABSOLUTE OPTIONAL

COUNT BATCH AMOUNT NET AMOUNT +/-
ENTERED : 1 1.00 1.00 +
COMPUTED : 6 902.00 1,202.00 +

ACTION CONFIRMATION
DELETION of batch header & all transactions

Press PF4 to confirm; PF2 to cancel

BATCH HEADER 09-16-2011 07 777 displayed successfully
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H=Hold—Key H in the Function field to exclude a batch from any processing. A new
batch is automatically placed in Hold status until another function is keyed.

N=New Batch—Key N in the Function field to exit the current batch and display a
new (blank) batch header (same type as previous batch header, e.g., Claim
Schedule). The Batch Status remains unchanged (on HOLD) for the closing
batch, and the Function is automatically set to Add for the new batch.

O=0verride—Key O in the Function field to release a batch to the nightly update
process and override the online edits when known online batch errors exist,
but are not corrected.

NOTE: A batch containing balancing errors or other online errors will require
correction the following day by using Command C.3. However, an
out-of-balance condition in the Optional Net Batch Amount alone
does not prevent posting to the master files.

P=Print Batch—Key P in the Function field to generate and send the CS0521-1,
CALSTARS Online Transactions To Be Posted Report, to an agency printer
(typically located in the BPRT queue). The report is a listing of all
transactions in a batch currently accessible online. Refer to Exhibit IX-2 for
an example of this report.

R=Release—Key R in the Function field to permit a batch of transactions to go
through the nightly update batch processing for posting to the master files.

V=View—Key V in the Function field to display an existing batch header.

X=Add Additional Transaction—Key X in the Function field and press Enter to add
an additional transaction to the batch after the last successfully entered
transaction. The new transaction will be assigned the next available
Sequence number within the batch.

Batch Header Function (F) Keys
The program function keys available for the Batch Header screen are listed below:
F1=Help—Displays information useful for entry of a batch header.

F2=Next—When more than one batch header is selected for action from the List
screen, the first selected batch header is displayed. The label below F2
changes from Retrn to Next. When F2=Next is pressed, the next selected
batch header is displayed. The batch headers are displayed one at a time in
ascending order. When the last batch header is displayed, the label below
the F2 key changes back to Retrn.

CALSTARS Procedure Manual Transmittal 43-1 12/13/2011 IX-9



Volume 1, Chapter IX Online Financial Transaction Entry

F2=Rtrn (Return)—EXxits the present activity and displays the prior or higher order
menu or screen. Any entry not successfully 'saved' is deleted immediately.

F3=Quit—EXxits the present activity and exits CALSTARS. A pop-up window displays
to confirm the Quit action. Any entry not successfully 'saved' is deleted
immediately.

F5=LTran (List Transactions)—Displays the List of Transactions screen, which
includes keyed and successfully 'saved' transactions in the batch. Any entry
not successfully 'saved' is deleted immediately.

F6=LBtch (List of Batches)—EXxits the present screen and displays the List of
Batches. Any entry not successfully 'saved' is deleted immediately.

F9=Clear—Erases all keyed fields and any fields not locked, e.g., Batch Date.

F12=Main—EXxits the present activity and displays the Main Menu. Any entry not
successfully 'saved' is deleted immediately.

Batch Edit Indicator Change

If the shadow files are temporarily unavailable (typically for a short time beginning at
6:00 PM daily), Edit Indicator 2 may not be used. The Batch Header screen will
display the message: '204-EDIT INDICATOR '2' NOT ALLOWED DURING
NIGHTLY BATCH PROCESSING USE 1 OR 0'. If the online table files are
unavailable, Edit Indicator 1 may not be used. The Batch Header screen will display

the message '203-TABLE/FILE CLOSED UNTIL ". No further progress is
allowed until the shadow files and/or table files are again available. The alternatives
are:

& Wait for the shadow files and/or table files to open
OR

& Enter the batches with no table or shadow file editing (Edit Indicator 0).

Since the Edit Indicator on a Batch Header cannot be changed, deleting the current
batch header and starting over is the only way to change the Edit indicator. Use
Function D-Delete to delete the current batch header online so that the batch
number may be reused to enter the batch with a different Edit Indicator. This allows
the batch header information to be reused with Batch Edit Indicator (0). Remember
to note any other batch header changes in the log.

For additional information about shadow file editing and posting, refer to Volume 1,
Chapter VII, Online File Inquiry
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EXHIBIT IX-2

CSOB21-1 **kkkkkhkkkhkkkhkkhkkkkrkhkkk DEPARTMENT OF AIR QUALITY kkkkkkkkkkkkkkkkkkkkk*k*x*** ORG NUMBER: 9990
CALSTARS ONLINE TRANSACTIONS TO BE POSTED REPORT ORG PAGE 1
11/05/2007 (19.33) *kkkkkkkkkhhkkkkrkhkhk kA k kA k* A A K AR K KKK KKK AR KK I K AR K AR K KKK AR K AR KK XA K KA K KAk KAk *kkk kX kkkk*kk***x* RUN PAGE : 1
BATCH INFORMATION:
DATE: 11-05-2007 TYPE: XA NUMBER: 001 EDIT IND: 1 FM: 11 CLAIM SCH #: 1234567 STATUS: H HOLD

hhkkhkhkhkhkkhkhkhkkhkhkhkhkhkhkhkhkhkhkhkhhkhkhkhhkhkhkhhhkhkhkhhkhkhkhhhkhkhhhkhkhkhhhhkhhhhkhhhhkhkhhhkhhhhhkhhhhkhkhhhhhhhkhkhhhhkhkhhhkhkhhhkhhhhhkhkhhhhkhhhkhkhhhhkhhhhkhhhhkhkhhhkhkhkhhhik

SEQ TC MOD FFY REF DOC-SFX VENDOR-SFX RPI INVOICE DOC DATE CUR DOC-SFX AMOUNT R
INDX OD AO PCA PROJ-WP LOC-DEPOSIT SOURCE AS CHECK AS FUND SRC
FUND-FD METHOD BSEQ SUBSIDRY GLAN DUE DATE PCA ACTY LOCATION MULTI PUR
ERR OVRD RA MSG ID CK MSG ID VENDOR NAME
1 232 I 2007 SA234000 00 0000081382 00 PAYBILL1122222 10-17-2007 22334455 00 200.00
1111 382 01 22330 FEDERL 99 223 [e]
0001 01 R 001 10-17-2010
2 232 2007 SB444555 00 0011008762 01 PAYINV00000001 10-15-2007 00001000 0O 450.00
1111 382 01 22330
3 232 2007 SC226688 00 PAYBILL1212126 10-09-2007 98089890 01 1,000.00
1112 342 21111
301
W JACKS HOUSE OF PAPER SUPPLIES
4 232 2007 SD123456 00 0000032784 00 INV77494944400 10-31-2007 00661929 00 500.00
1112 342 40350
603
5 232 2007 SE000001 00 0076545321 00 00000667788889 10-02-2007 00081382 00 500.00
1112 342 50500 550001
001
6 232 I 2007 SF340000 00 0000081382 00 PA000001111154 10-17-2007 67334455 00 200.00
1111 382 01 22330 FEDERL 99 223 (o]
0001 01 R 001
BATCH SUMMARY INFO: COUNT ABSOLUTE AMOUNT OPTIONAL NET AMOUNT
ENTERED 7 3,480.11
COMPUTED : 6 2,850.00
DIFFERNCE: 1 630.11
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TRANSACTION ENTRY SCREENS

After the Batch Header screen information is keyed and the Enter key is pressed,
the appropriate transaction entry screen is displayed. The transaction data is keyed
from the transaction coding document or source document. (Refer to coding
instructions and samples in Volume 1, Chapter VIII). A fresh transaction entry
screen with Sequence 1 and the current date and time is automatically displayed, as
shown in the following example. Fields not underlined are not accessible for keying.

The transaction entry screen typically displays only fields that are allowed, e.g., the
Transaction Code (TC) "required" and "optional" fields (Volume 5, Transaction
lllustrations). Fields that are "not allowed" are not typically displayed, e.g., PCA and
Fund Source are not allowed on ORF transactions, etc. If transaction exceptions
occur, use the General Purpose Transaction Entry screen for keying the batch of

transaction(s).
A 9990 General Purpose Transaction Entry 10-06-2011 01:40 PM
B Function: A (A=Add, C=Change, D=Delete, I=Insert) Go to Seq Nbr: _
(N=Next, P=Print Trans, R=Resequence, S=Search)
C BATCH:
DATE : 10-06-2011 TYPE : 08 NUMBER: 800 FM: 03 CK MSG: N
SCHEDULE: 4444444 SEQ NBR: 1 MODE : EDIT ONLY
D TC T MODIFIER : _ FFY
REF DOC/S: _ VENDOR/S > __RPI _
INVOICE : DOC DATE : _ _ CUR DOC/S: _
INDEX > OBJ DTL/AO> PCA >
AMOUNT : REVERSE HE PROJ/WP > _
LC DPOSIT: ___ SOURCE/AS > _ CHECK _
APPN SYM > FUND SRCE > _ FUND/DTL > _
METHOD > BUD SEQ S SUBSIDRY >
GLAN > DUE DATE : _ _ PCA ACTY >
E LOCATION > MULTI PUR : ERR OVRD > _
RA MSG > CK MSG> VEND INFO : _
| E__ Command:
G Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PFl1--PF12---
Help Retrn Quit GetDF BHdr LBtch Bkwrd Frwrd Clear Force Dfalt Main

H Enter information to be added

The transaction entry screen includes several segments, shown as A — H. These
screen segments identify:

A - The 4-digit Organization code, Transaction Group and date and time.

B - The Functions available for use with this screen and the 'Go to Seq Nbr:'
search field.

C - The Batch Header information entered.
D - The data fields available for use with this screen.

E - The Remittance Advice Message ID and the Check Message ID. The Vendor
ID indicator used to access the vendor information pop-up window. The Vendor
ID indicator field is only used if the Vendor Number field is not used.
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N=Next—Key N in the Function field to retain the same information on the next
screen that was entered for the previous transaction except the Amount, the

Reverse Code and the Modifier.

P=Print Transaction—Key P in the Function field to generate and ROPE the
CS0522-1, Online Print A Transaction Report, to an agency printer (typically
located in the BPRT queue). The report displays the individual transaction
displayed on the screen at the time of the print request. This is similar to the
'Screen Print'. If the vendor name and information entry option is used, it
appears as keyed on the CSO522-1. Refer to Exhibit 1X-3.

R=Resequence—Key R in the Function field to renumber the transactions
successfully entered in a batch following the use of the I-Insert function.

S=Search— Key S in the Function field to initiate a search of all transactions within
one batch for a specified criterion. Enter a value in one of the fields on the
search pop-up screen, and pressing Enter. An example of the search screen

is displayed here:

09-16-2007 02:40 PM

9990 List of Transactions: Screen 1
MORE=>

BATCH: DATE: 09 08 2007 TYPE: 11 NBR: 111 FM: 02 STATUS: R CLM SCH #:

Function: S (A=Add Addl Trans, P=Print Batch, S=Search) Go To Seq Nbr:
Enter under F below: (C=Change, D=Delete, I=Insert, V=View)

CURRENT OBJECT AO
F SEQ TC FFY DOC NBR SFX INDX PCA SOURCE AS AMOUNT R M
1 101 2007 GARYBUCK 00 0060 01026 160600 2,000.00

SEARCH TRANSACTIONS IN THE BATCH FOR

TC : INDEX : PCA
VENDOR/S : __ CUR DOC/S: __ REF DOC/S: _
REVERSE : _ PROJ/WP : __ AMOUNT : 1000,.00]

PLEASE COMPLETE ONE FIELD AND PRESS ENTER cursor

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Retrn Quit BHdr LBtch Bkwrd Frwrd Left Right Main
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CS0522-1 **kkkkkkkkkhkkkkhkkkkhkkkkkkkk

ONLINE PRINT

DEPARTMENT OF AIR QUALITY

A TRANSACTION REPORT

11/16/10 (10:35) *kkkkkskskskskkskdkokdhkkdkokdhkkdhdkdhkdkhhdkdhkhhhkdhddkdhhdhdkhkhkdhkkhhkdkhkkhkkkkhkkhkkkkkkkkkkkkkkkk**x* PAGE NUMBER:

hhkkdkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhhkhkhkhkhkhkhhkhkhhkhkhkhhkhkhhkhkhkhhkhhhkhhkhhhhkhkhhkhhhhhkhhkhhhhhhhkhhhhhkhhkhhhhhkhkhhhhkhkhkhhhkhhkhkhhhkhkhkhhkhhkhkhkhkhkhhkhkhkhkhkkhkhkhkhkkkkkk

BATCH INFO:
DATE 11-16-2010 TYPE : 07
SCHEDULE: SEQ NBR: 1
TC 1 242 MODIFIER
REF DOC/S: VENDOR/S NFR1234500 00
INVOICE DOC DATE
INDEX : AAAA OBJ DTL/AO: 213
AMOUNT 10,000.00 REVERSE
LC DPOSIT: SOURCE/AS
APPN SYM FUND SRCE
METHOD BUD SEQ
GLAN DUE DATE
LOCATION MULTI PUR
RA MSG 1234 CK MSG: 1234

VENDOR NAME :

ADDRESS 1

ADDRESS 2

ADDRESS 3

CITY :

STATE : ZIP:

FOREIGN COUNTRY:

NUMBER: 700 FM : 04
STATUS: H HOLD

TRANS GROUP: GENERAL PURPOSE

FFY : 2009

RPI :

CUR DOC/S: TRYTHISO 00
PCA : A0012
PROJ/WP

CHECK

FUND/DTL

SUBSIDARY:

PCA ACTY

ERR OVRD

kkkkkkkkkkkkkkkkkkkkkkkkx*x*x ORG NUMBER: 9990

1
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