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About This Procedure

This procedure provides instructions for accessing and operating the Consolidated
Financial Statements System (CFST). The following information will help you use
the procedure more effectively and locate further assistance if needed.

How The Procedure Is Organized

The major sections of this procedure are described below:

Introduction _ describes what the system is used for and provides general
information about CFST operating features.

Getting Started provides logon/logoff instructions, and explains the
Consolidated Financial Statements banner window (also referred to as the
banner window

Listing Statements _ provides instructions for listing available statements.

Listing Organizations _ provides instructions for listing statements by missions
and programs.

Viewing Statements _ provides instructions for viewing a single statement.

Printing Statements _ provides instructions for printing statements.
Glossary defines terms you need to know.

To keep you informed about new or changed information related to CFST, National
Finance Center (NFC) issues short publications called bulletins or amendments. This
procedure and all related bulletins and amendments are listed in the NFC External
Publications Index, issued semiannually.

Pages are numbered consecutively at the bottom of each page. If the procedure is
amended, point pages (e.g., 3.2, 3.3, etc.) are used as needed to accommodate
additional pages. All amended pages are marked at the bottom with an amendment
number and date.

If you begin receiving this procedure after it has been amended, you will receive the
publications with all amendments and bulletins. Remove and insert amended pages
according to the accompanying page control chart so that your procedure is current.

All bulletins issued for this procedure will be available on the Internet at the NFC
home page (www.nfc.usda.gov).

What Conventions Are Used

This procedure uses the following visual aids to identify certain kinds of information:

Title 1V, Chapter 8
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Note

About This Procedure

Messages displayed by the system are printéd/ics.

Example:
The messagenter Search Criteria is displayed.

Data fields are identified by . Field specifications following the field name
are printed iritalics.

Example:

UserlD. (required, alphanumeric field; max. of 8 positionB)pe your
assigned user ID in all capitalized characters (e.g., NFXXX). Tab to the Pass-
word field.

Emphasized text within a paragraph is printetdafd.

Example:
Thetitle bar displays the name of the current window.

Figure and appendix references link figures and appendixes with the text.
These references are printed in a bold font as shown below.

Example:
After starting CFST, the banner windo®igure 7) is displayed.

References to sections within the procedure are printed in bold as shown here.

Example:

For instructions on selecting options on the banner menu bamhsee
Banner Window .

References to menu options are printetad italics .

Example:
To view statements, seleReports > Statement Inquiry and follow the
instructions undeviewing Statements.

References to command buttons are printed in brackets.

Example:
Click [Cancel] to return to the previous window.

Important extra information is identified by a note icon in the left margin.

Example:

Window andHelp appear on all menu bars and display the same
pull-down menus. Instructions for usimgndow are provided under
Arranging And Viewing Multiple Windows. Instructions for usinglelp
are provided undaysing Help.

Title 1V, Chapter 8
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Who To Contact For Help

For questions about the system (including help with unusual conditions), contact
Information Center personnel s04-255-5230.

For questions about NFC processing, contact the Accounting Reporting Branch at
504-255-5700Q

For access to CFST, contact your agency’s ADP security officer.

For nonapplication questions (e.g., telecommunications) call the Network Control
Center at504-255-5037

For questions about this procedure, contact the Directives and Analysis Branch at
504-255-5322

Title IV, Chapter 8
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Introduction

This section gives an overview of the Consolidated Financial Statements System
(CFST) and provides general information about CFST operating features.

System Overview

The Chief Financial Officer Act and Government Management Reform Act (GMRA)
required the USDA to submit audited financial statements to the Office of
Management and Budget (OMB) for all accounts and associated activities of each
office, bureau, and activity of USDA, including franchise funds and other
intergovernmental support revolving funds. CFST was developed to produce the
Department of Agriculture’s Consolidated Financial Statements.

CFST is an online relational DB2 database that is capable of accumulating financial
information from the Central Accounting System (CAS) and the Foundation

Financial Information System (FFIS), and applying this data in a predetermined
format to produce financial reports. These reports are described on a series of tables
A control area describes how the data is accumulated to form statement lines and
columns. This is a real time system and can be modified instantly with the changes
reflected on the statements as they are made.

System Capabilities And Interface

Title 1V, Chapter 8

CFST is used to:
e Add, modify, update, or delete statements at any time.

« Modify accumulation events to any statement or statement line at any time
with the results shown immediately.

e Carry over 12 months of data on the database.

» Enter adjustments to specific months data with the results reflected
immediately.

< Display up to 19 columns of data for mission or program level reports.
* Print individual statements.
« Display statements by Mission Area.

« Display statements by Program.

Consolidated Financial Statements System (CFST) Introduction 1



System Design

CFST is designed in a windows format, providing mouse-driven, point-and-click
functionality, menu bars, pull-down menus, tool buttons, and other windows features.
This section reviews these basic windows features and describes others that are
specific to the CFST application.

= Be sure to readbout This Procedure _ to learn about the visual aids used throughout
Note the documentation.

Basic Windows Design

CFST windows contain several basic windows design elementsieHhegar, the
menu bar, thetool bar andbuttons, thefields, and thanessage line(See the
diagram inFigure 1.)

menu bar tool bar

title bar i
(options) (buttons)

& FT1200 List Staterents and Lines

Fr—" Statement Name Status

i BALANCE SHEET (ASSETS)
1998 BALANCE SHEET (LIABILITIES & EQUITY) F
1998  CFST TRIAL BALANCE (1010.00 - 2960.20) F
1998  CFST TRIAL BALAMCE (2970.00 - 4832.00) F
1998  CFST TRIAL BALANCE (487 1.00 - 7210.95) D
F
F

1998  CFST TRIAL BALAMCE (7290.00 - 9963.00)
1998 CONSOLIDATED STATEMENT OF BUDGETARY RESOURCES

Statement Lines Line Type
ASSETS 0 -
1. ASSETS FOR USE BY ENTITY: 0 j
A. FEDERAL 0
{1) FUND BALANCE WITH 0
TREASURY (NOTE 2) D
(2) INVESTMENTS (NOTE 4) D
(3) ACCOUNTS RECENABLE, 0
MET (NOTE 5) D
{4) RECENVABLE FROM 0
APPROP (NOTE 6) D hd
| | 11.20.199V 10:36:33

message line scroll bar

Figure 1. Window diagram (example of a Statements And Lines
Window with details)

Thetitle bar displays the name of the current window. Each window has a
uniqgue number and name (e.g., FT1200 List Statements and Lines).

Themessage linalisplays CFST messages.

Title IV, Chapter 8
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CFST windows also contafrelds.

A field (sometimes calledtext boy is an area that displays data into which
text may be entered. Fields may appear in any type of window. Editable fields
are white; noneditable fields are shaded gray.

The other elements of CFST windows’ design are discussed below.

The Menu Bar And Pull-down Menus

The menu bar (below the title bar) displays the primary options available from the
current window. When an option from the menu bar is selectad]-down menu
appears, showing a list of pull-down options.

Options shown in light gray are not available for use and do not respond to selection.

Note
Pull-down options are used to display windows and initiate functions relevant to that
window; therefore, menus may vary depending on the window.

Below are descriptions of menu bars and pull-down options for the Consolidated
Financial Statements banner window:

The Banner Window Menu Bar/Pull-down Options

File. This menu provides the following options:

Exit. Used to exit the application. Used to return to the Consolidated Financial
Statements banner window.

List. This menu provides the following options:
Statements This menu provides the following options:

List Statements This option is used to list available statements in the
system.

List Statements and Lines. This option is used to list available
statements and details on the statements.

Organization. This menu provides the following options:
List Missions. This option is used to list mission areas.

List Programs. This option is used to list programs.
Reports. This menu provides the following option:

Statement Inquiry. Used to view the statements.

= Window andHelp appear on all menu bars and display the same pull-down menus.
Note Instructions for usingVindow are provided underranging And Viewing Multiple
Windows . Instructions for usingfelp are provided undeising Help .

= TheHelp options are not available at this time.

Note

Selecting Menu Options

To select an option from the menu bar:

Title IV, Chapter 8
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» Click the option on the menu bar to display the pull-down menu, then click the
option on the pull-down menu.

OR

e Point to the option on the menu bar and hold down the left mouse button to
display the pull-down menu, then drag the mouse downward to highlight the
option on the pull-down menu.

OR

» Click the tool button (if any) that corresponds to the menu option. (Most tool
buttons are shortcuts for selecting menu optionsTB&®ool Bar And Tool
Buttons )

Example:
Statement Inquiry is an option on the Consolidated Financial Statements
banner window. To select the option, click (or dr&gpports > Statement
Inquiry, or pressAlt] + [R].

= Only the first selection method above is used in the instructions throughout this

Note documentation. The instructions are printed, as in the example above, in bold italics
with a caret (>) between the options. If you wish, you may substitute one of the other
methods described above to select menu options.

The banner menu bar is discussed uming Started . The Consolidated Financial
Statements menu bar is discussed undewing Statements .

The Tool Bar And Tool Buttons

The tool bar is a row of tool (icon) buttons located below the menu bar. Tool buttons,
like menu options, are used to display windows and initiate functions that are
relevant to the open window. In fact, tool buttons are shortcuts for selecting options
from the pull-down menus.

Example:
At the Statement Inquiry windowgelect Stmt is the first option on the View
pull-down menu{Select Statement]s also the first tool button on the tool
bar. To initiate a query, clickselect Statement]the Select Statement tool
button) instead of selectingew > Select Stmt (option) from the pull-down
menu.

Title IV, Chapter 8
4 Introduction Consolidated Financial Statements System (CFST)



The picture (icon) on the tool button identifies its function. Below is a description of

each tool button:

Tool Button

Dialog Boxes

Function

[Select Statement] Displays the Select Statement window.
[Search Accouni. Displays the search account dialog box.
[Search Agency Treasury Symbol]Displays the search agency
Treasury symbol dialog box.

[Print] . Prints the displayed statement or screen print for all other
windows.

[Exit]. Closes the window that is currently displayed.

[Drill Down] . Displays the list line detailed data.

[List Statement Line Account Variables] Displays account
numbers, agencies, and Treasury symbols associated with
statement lines.

[List Total Line] . Displays the individual detail lines that make
up the statement total lines.

Windows that do not display a menu bar are referred taaday boxin this
documentation. (See the diagranFigure 2 .)

Z Logon

Mote: The password will not display.

USERID:

PASSWORD:

Server Name

CICSTA

Cancel Help

Figure 2. Example of a dialog box

Title IV, Chapter 8
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Introduction

A dialog box patrtially overlays the current window and requires entry of data in
fields and a response by clicking a rectangular button caléednenand button.
Command buttons, like tool buttons, display windows and initiate functions related to
the open window. The word on the command button identifies the function.

Arranging And Viewing Multiple Windows

The Window option appears on most CFST menu bars, allowing the arrangement of
open windows for simultaneous display. To use this feature, setetiv from any

menu bar. The Window pull-down mersigure 3) is displayed showing the

available options.

Windan
Tile
Cazcade

Figure 3. Window pull-down menu

Below is a brief description of each option:
Tile. Arranges open windows in smaller sizes to fit next to each other on the desktop.

Cascade Overlaps the windows so each title bar is visible.

Using Help

The Help option appears on most menu bars, allowing access to various kinds of help
while still running the application. To use this feature, sédtetp from any menu
bar. The Help pull-down men@igure 4 ) is displayed showing the available options.

Help
Help for help...
Extended help...
Fevz help...
Help index...

Ahout, .

Figure 4. Help pull-down menu

Below is a brief description of each option:
Help For Help. Used to view information about how to use Help.

Extended Help Used to view information about a specific topic.

Title 1V, Chapter 8
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Keys Help. Used to view information about program function keys.
Help Index. Used to view an alphabetic list of all Help topics available in CFST.
About. Used to view information about the Help topics.

Field help is available by placing the cursor in the field and pressing [PF1].

System Edits

All entries in the system are subject to front-end system edits. If an error occurs or if
required data is omitted, a message is displayed in a pop-up window. All errors must
be corrected before the system will respond to the requested action.

Title IV, Chapter 8
Consolidated Financial Statements System (CFST) Introduction 7
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Getting Started

This section provides logon/logoff instructions and explains the Consolidated
Financial Statements banner window (also referred to dsatimeer window

System Access

This section provides information about remote terminal usage, security, requesting
system access, and software installation.

Remote Terminal Usage

To access CFST, you must:

* Use a personal computer connected through your telecommunications network
to the mainframe computer located at NFC.

» Have authorized security clearance.

« Have installed the software package for CFST.

For information about connecting through your telecommunications network, see
your agency telecommunications officer or the instructions for your specific network.

Security

Title 1V, Chapter 8

Security at NFC is designed to prevent unauthorized use of systems and databases.
System security is managed by TOP SECRET, a commercial access control package
operated in an IBM OS/390 environment.

TOP SECRET provides protection for datasets, library programs, input/output
devices, and most system resources. It also controls access to data processing
resources and facilities through a three-step process. During the logon process, TOP
SECRET determines if the user is authorized to access:

1. The application (i.e., validates the user ID and password)
2. The requested facility

3. The requested resources (i.e., datasets, programs, transactions, database
subschemas, security access code (SAC), etc.)

Consolidated Financial Statements System (CFST) Getting Started 9
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TOP SECRET also reads the SAC entry in the user’s profile to determine if access
should be allowed.

For information about remote terminal usage and security, including user
identification numbers (user ID’s), passwords, and obtaining access to a specific
system, see the Remote Terminal Usage procedure, Title VI, Chapter 2, Section 1, or
your agency security officer.

Requesting Access To CFST

Users must request access through their agency’s security officer. The request should
provide the following information:

User name

User ID

Agency name

Telephone number
Application name (CFST)

Agency defined, organizational structure code, or department code

Software Installation

Logging On

Note

Getting Started

Instructions for installing CFST on your personal computer (PC) are provided with

the software. Be sure to read about the hardware and software requirements to ensure
that you have the proper equipment and adequate disk space for successful
installation.

After CFST is installed on your PC, use the following instructions to log on;
however, before you log on, you may choose to review the online tutorial that is
included with the software. The tutorial provides you with information on the system
design and assists you in navigating through the system.

To use the tutorial, from your Windows desktop, sefat > Programs > CFST
Tutorial . After you complete the tutorial, log on to CFST as described below.

At your Windows desktop, selestart > Programs > National Finance Center >
Consolidated Financial Statements . The Logon dialog box=gure 5) is displayed.
The install will create a shortcut icon that can be copied onto the workbench.

Title 1V, Chapter 8
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7 Logon =] B3

Mote: The password will not display.

USERID:

PASSWORD:

Server Name

CICS5TA

oK Cancel Help

Figure 5. Logon dialog box

Complete the fields as follows:

UserlD (required, alphanumeric field; max. of 8 positipnBype your
assigned user ID in all capitalized characters (e.g., NFXXX). Tab to the
Password field.

™ Password(required, alphanumeric field; 6 to 8 positign3ype your
password in all capitalized characters. Your password is not displayed.

Click [OK] .
= If a message is displayed indicating your password has expired, return to the NFC
Note banner screen to enter a new password.

After you successfully log on, the banner window is displayed. For instructions on
selecting options on the banner menu barTee®anner Window .

Logging Off
To exit CFST, return to the banner window and setéet> Exit . (SeeFigure 6 .)

Exit F-3

Figure 6. Log off from the banner window

= The Client Manager application can remain open. CFST will start at the main menu
Note but this is not recommended if running multiple applications.

Title IV, Chapter 8
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The Banner Window

After starting CFST, the banner windo#igure 7) is displayed.

& FTO0100 Eonsulldated Financial Statements
File Lizt HReports ‘Window Help

Version: 01.01

USDA N.ational

Finance

—y
_ Center

For Authorized Use Onhy

Figure 7. The banner window

Although the banner menu bar provides several options for performing CFST
functions, this procedure addresses the List and Reports options on the Consolidated
Financial Statements banner window.

Listing Statements

To list statements or statements and lines, selgct Statements > List Statements
or List Statements and Lines and follow the instructions undeisting Statements .

Listing Organizations

To list missions and Programs, selest > Organization > List Missions ~ Of List
Programs and follow the instructions undgisting Organizations

Viewing Statements

To view a single statement, sel&eports > Statement Inquiry and follow the
instructions undeyiewing Statements .

Printing Statements

To print statements, selegte > Print and follow the instructions undgrinting
Statements .

= (1) To exit CFST, selectile > Exit .

Note
(2) window andHelp appear on all menu bars and display the same pull-down
menus. Instructions for usirgindow are provided undeXrranging And Viewing
Multiple Windows . Instructions for usingfelp are provided undeysing Help .

Title IV, Chapter 8
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Listing Statements

This section contains instructions for listing statements and statements and lines.

Listing Statements

To list the available statements, selbst > Statements > List Statements ~ from the
Consolidated Financial Statements banner window. The List Statements window
(Figure 8) is displayed with the statements in the system.

i FT2800 List Statements
File “iew Window Help

S 4

Fiscal Year Statement Name

1998 BALANCE SHEET

1998 CFST TRIAL BALANCE (1010.00 - 2960.20)

1998 CF5ST TRIAL BALANCE (2970.00 - 4832.00)

1998 CF5ST TRIAL BALANCE (4871.00 - 7210.95)

1998 CONSOLIDATED STATEMENT OF BUDGETARY RESOURCES
1908 STATEMENT OF CHANGES IN NET POSITION

1908 STATEMENT OF NET COST

10-08-1998 | 14:43:29

Figure 8. List Statements window

Other Functions

After the statements are displayed, you can perform other functions as follows:

e To print the statement, selg®ie > Print and follow the instructions under
Printing Statements

« To sort the statements by name or fiscal year, sstect Sort By Name or
Sort > Sort By Fiscal Year .

* To exit to the banner window, sel&tfe > Close .

Title IV, Chapter 8
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Listing Statements And Lines

To list statements and lines, seleist > Statements > List Statements and Lines

from the Consolidated Financial Statement banner window. The List Statements and
Lines window FEigure 9) is displayed with a list of statements shown in the top
window. Select the statement you wish to view and details are displayed in the
bottom window Figure 10).

&4 FT1200 List Statements and Lines

File Edit “iew ‘window Help

=N A i
FY Statement Name Status
1998 BALANCE SHEET (ASSETS) -

1098 BALANCE SHEET (LIABILITIES & EQUITY)

1998  CFST TRIAL BALANCE {1010.00 - 2960.20)

1098  CFST TRIAL BALANCE (2970.00 - 4832.00)

1998  CFST TRIAL BALANCE (4871.00 - 7210.95)

1998  CFST TRIAL BALANCE (7290.00 - 9963.00)

1998 CONSOLIDATED STATEMENT OF BUDGETARY RESOURCES j

Statement Lines Line Type

| 11-20-1998 10:38:54

Figure 9. Statements And Lines window

Title IV, Chapter 8
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G- FT1200 List Statements and Lines
File Edit “iew ‘window Help

SN

FY Staterment Name

H BALANCE SHEET (ASSETS)
1998  BALANCE SHEET {LIABILITIES & EQUITY)
1998  CFST TRIAL BALANCE (1010.00 - 2960.20)
1998  CFST TRIAL BALANCE (2970.00 - 4832.00)
1998  CFST TRIAL BALANCE (4871.00 - 7210.95)
1998  CFST TRIAL BALANCE (7290.00 - 9963.00)
1998 CONSOLIDATED STATEMENT OF BUDGETARY RESOURCES

Statement Lines Line Type
ASSETS 0 -
1. ASSETS FOR USE BY ENTITY: 0 :‘
A. FEDERAL 0
{1) FUND BALANCE WITH 0
TREASURY {NOTE 2) D
{2) INVESTMENTS (NOTE 4) D
{3) ACCOUNTS RECEIVABLE, 0
NET {NOTE 5) D
{4) RECEIVABLE FROM 0
APPROP (NOTE 6% D ﬂ

| | 11-20-1998 | 10:36:33

Figure 10. Statements And Lines window  (with details)

To display a list of accounts associated with a statement line, select a statement line
]. The List Line Account And

and click List Statement Line Account Variables

Variable window Eigure 11), showing the account numbers, is displayed.

G FT1300 List ine Account and Yariable
File ‘window Help

5 =

1994 CFST TRIAL BALANCE {1010.00 - 2960.20)

Caption: FUND BALANCE WITH TREASURY LineType: 1
R i
101000
10-08-1998 14:56:16
Figure 11. List Line Account And Variable window
Title IV, Chapter 8
Consolidated Financial Statements System (CFST) Listing Statements
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To display the agencies and Treasury symbol associated with the account, select the
account and the agencies and the Treasury symbols associated with that account are
displayed (se€igure 12).

G FT1300 List ine Account and ¥ariable
File  “wWindow Help

& -if

1994 CFST TRIAL BALANCE {1010.00 - 2960.20)

Caption: FUND BALANCE VWITH TREASURY LineType: |
o
- 101000 MY A2¥4144 -
AW 123200
AW 1270012
CA  1ZX0117
CA  1ZXKDM17IC)
CA  12X4600
CA 1270120
CA  1270120(C)
CA 1280120
CA  1280120(C)
DB 1240120
DB 1240120(C)
DB 1250120 =

| 10-08-1998 | 14:58:44

Figure 12. List Line Account And Variable window (with agencies and Treasury
symbols)

FT12 Search Account
Account Humber

Find Cancel ‘

Figure 13. Search Account pop-up

To search for an account, click ti&ejarch Account (seeFigure 12) and the Search
Account pop-upKigure 13) is displayed.

Complete the field as follows:

Account Number. (required, numeric field; max. of 6 position3ype the
account number.

Click [Find]. The requested account is displayed.

Title IV, Chapter 8
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FT13 Search Agnt:y Treazury Spymhbaol

Agency

Treasury Symbol

(Wildcard character is percent sign [%] )
i.e. 105 returns all rows with 5 in search attribute)

Find Cancel

Figure 14. Search Agency/Treasury Symbol pop-up

To search for an agency / Treasury symbol, click 8eafch Agency Treasury
Symbol] (seeFigure 12) and the Search Agency Treasury Symbol popFigure 14 )
is displayed.

Complete the fields as follows:

Agency(required, alphanumeric field; 2 positiondype the agency code.

Treasury Symbol (required, alphanumeric field; max. of 21 positiprig/pe
the Treasury symbol.

Click [Find]. The requested agency and Treasury symbol are displayed.

To display the statement total lines, select the individual detail lines andléétk [
Total Line]. The List Total Statement Lines windowidure 15) is displayed.

Ea FT7200 List Total Statement Lines
Fil= window Help

Statement Total Line
1998 BALANCE SHEET {ASSETS)
Caption: 3. TOTAL ASSETS
Caption Line Type +-
BY ENTITY T +
BY ENTITY T *

11-20-1992 10:41:11

Figure 15. List Total Statement Lines window

Title IV, Chapter 8
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Listing Statements

Other Functions

After the statements and lines are displayed, you can perform other functions as
follows:

» To print the statement, selggie > Print and follow the instructions under
Printing Statements .

» To sort by statement name or by statement fiscal year, SelectBy
Statement Name andSort > By Statement Fiscal Year .

* To exit to the banner window, selggke > Close .

Title 1V, Chapter 8
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Listing Organizations

This section contains instructions for listing missions and programs.

Listing Missions

To list missions, seledtist > Organization > List Mission ~ from the Consolidated
Financial Statement banner window. The List Mission windegufe 16 ) is
displayed with a list of existing missions shown in the top windows. Select the
desired mission and details are displayed in the bottom wineigwe( 17 ).

P whdow  Hep

5 =)

Fic sl Ve Feown Haare

iy AN -

R TRCS

T 5

TR e i
TR i

T (ML i

BiETay ADECY W

11019 | e

Figure 16. List Mission window

Title IV, Chapter 8
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Figure 17. List Mission window  (with details)

Other Functions

After the missions are displayed, you can perform other functions as follows:

e To print the screen, selegite > Print and follow the instructions under
Printing Statements .

* To exit to the banner window, sel&gk > Close .

Listing Programs

To list programs, selecist > Organization > List Programs ~ from the Consolidated
Financial Statement banner window. The List Program windfayurg 18) is

displayed with a list of previously defined programs. Select the desired program and
details are displayed in the bottom winddtggre 19 ).

Title IV, Chapter 8
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Figure 18. List Program window
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Figure 19. List Program window
(with details)

Other Functions

After the programs are displayed you can perform other functions as follows:

Consolidated Financial Statements System (CFST)
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e To print the screen, selegite > Print and follow the instructions under
Printing Statements .

* To exit to the banner window, sel&gf > Close .

Title IV, Chapter 8
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Viewing Statements

To view a statement, seleRéports > Statement Inquiry  from the Consolidated

Financial Statement banner window. The Select Statement pdfiguie €0 ) is

displayed requesting parameters for the statement you wish to view. Indicate the
statement type (e.g., single, fiscal year, mission, program). The Statement drop down
contains names of available statements.
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Figure 20. Select Statement pop-up

Complete the fields as follows:
FY (required, numeric field; 4 positiopsType the fiscal year.

Month (required, numeric field; 2 positionsType the month and select the
desired statement from the drop down list.

™ Dept(required, numeric field; 2 positionsType the department code.
™ Agency(optional, alphanumeric field; 2 positionsType the agency code.

T/S (optional, alphanumeric field; max. of 20 positipnEype the Treasury
symbol.

™ Fund Code(optional, alphanumeric field; 4 positionslype the fund code.

Mission (optional, numeric field; max. of 20 positignSelect the mission
from the drop down list.

™ Program (optional, numeric field; max. of 20 positignSelect the program
from the drop down list.

Click [Find] . The Statement Inquiry windowigure 21) is displayed with the
selected statement.

To view the detail data records used to arrive at the amount on a selected line,
highlight a detail line only on the statement and cli@kll[Down ]. The detail data
records that were consolidated to populate the selected line are displayed.

Title IV, Chapter 8
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Figure 21. Statement Inquiry window

Other Functions

After viewing the statement, you can perform other functions as follows:

» To print the statement, selggie > Print and follow the instructions under
Printing Statements

» To search for another statement, seléat > Select Stmt and repeat the
instructions for completing the Select Stmt pop-up or clekdct

Statement ].
+ To exit to the banner window, seleggife > Exit or click the Exit button.

Title IV, Chapter 8
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Printing Statements

To print a statement, sele@te > Print from the Statement Inquiry menu bar. The
Print pop-up Eigure 22) is displayedThe printer defaults to your local printer. If you
wish to print to another printer, type the printer name, then type the print range and
the number of copies. ClickOK]. The statement is printed at the designated printer.

= Depending on your equipment, you may get a different Print pop-up.

Note
Print

Printer

Mame: [Ik5 Prinker 3 Properties

Statuz: Diefault printer; Ready
Tupe: kS 1725 Print Spstem

Where:  LPT1:

Comment: [ Print to file
Frint range Copies

o Al MNumber of copies: 1 3:
~

1 z 3 [
- G
0k, | Cancel

Figure 22. Print pop-up
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Glossary

Title 1V, Chapter 8

Access Profile The Listing of applications that this user is authorized to access.
Arrange Icons. Used to arrange the icons along the lower edge of the desktop.

Arrow Button . An element of a scroll bar used to scroll a window by small
increments.

Arrow Keys. The four directional keys on a keyboard.
Block. A group of related fields on a window.
Button. A generic term for a window control.

Cancel A push button that removes a window without applying any changes made
in that window.

Cascade.To arrange windows to overlap on the desktop so that each title bar is
visible.

Click. To press and release a mouse button without moving the mouse pointer.
Unless otherwise specified, mouse button 1 is assumed.

Client. A system or software application that request services from another
application, usually access a network.

Close A menu item used to remove (close) a window.

Cursor. A graphical device that shows the area that will receive keyboard or
pointing device input.

Developer.The programmer that develops and maintains the CFST software.
Dialog Box A window displayed by an application that requires user input.

Double-click. To quickly press a mouse button twice without moving the mouse
pointer. Unless otherwise specified, mouse button 1 is assumed. Double-clicking can
often be used as an alternate to selecting menu items.

Edit Message A message that requires the user’s immediate attention. Edit
messages are used to convey a message about a user’s error.

Field. An area in the window (usually highlighted) that can display a value or accept
an input value. A field normally represents a column from a database table.

Help. A button or menu item used to access additional information about objects,
choices, and tasks.

Help Window. A secondary window that displays help information.

Icon. A graphical representation of an object consisting of an image, an image
background, and a label. An icon can be directly manipulated.
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List. A control that contains elements from which you select.

Log In. To supply a user name and password to gain access to a system or desktop.
Log Out. To terminate or end access to a system or desktop session.

Maximize. A choice that enlarges a window to its largest possible size.

Maximize Button. A button on a window’s title bar that you choose to display the
window in its largest size.

Menu Bar. The menu bar is displayed at the top of all CFST windows. The menu

bar is accessed by clicking (via a mouse) on a menu name or pressing [Alt], to
activate the menu bar, then keying in the underscored letter in the name of the option
desired, or highlighting the option using the arrow keys and prefgsmer] .

Minimize. To turn a window into an icon. The button that minimizes a window is
located near the upper right corner of the window frame.

Mouse A device for moving the pointer and making selections.
Mouse Button A mechanism on a mouse that you press to make selections.

OK. A choice that accepts the information in a window and closes it. If the window
contains changed information, these changes are applied before the window is
closed.

Password A sequence of characters that the user types to prove their identity to the
system or application.

Point. To move the mouse until the pointer rests on a particular screen element or
area.

Pop-up Menu. A menu that, when requested, is displayed next to the object with
which it is associated.

Pull-down Menu. A menu or related choices that extends from a cascading choice
when you click mouse button 1 on a menu bar item.

Scroll Across. Used to shift the window content of the current block or list across by
approximately 80 percent, displaying records that are outside of the window.

Scroll Bar. A control located at the right or bottom of a window that enables you to
display window content not currently visible.

Scroll Down. Used to shift the window content of the current block or list down by
approximately 80 percent, displaying records that are outside of the window.

Scroll Up. Used to shift the window content of the current block or list up by
approximately 80 percent, displaying records that are outside of the window.

Select To add highlighting or some other visual cue to an item or element so that it
can be operated or enabled. Selection does not imply the initiation of an action but
rather a change of state, such as highlighting an item in a list.

Title 1V, Chapter 8
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Tile. To arrange open windows in smaller sizes to fit next to each other on the
desktop.

Title Bar. The topmost area of a window containing the window title, window menu
button, and the maximize and minimize buttons.

Window. A rectangular area on the display. Software applications typically have one
main window from which secondary windows can be opened.

Title 1V, Chapter 8
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.
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Glossary 27

H

How The Procedure Is Organized

Introduction 1

L

Listing Missions 19

Listing Organizations19

Listing Programs20

Listing Statemenisl3

Listing StatementgList), 13
Listing Statements And Line44

Title 1V, Chapter 8
Consolidated Financial Statements System (CFST)

Logging Off, 11
Logging On 10

M

Menu Bar And Pull-down Meny$

P

Printing Statemenj®5

R

Remote Terminal Usag®
Requesting Access To CESID

S

Security 9
Selecting Menu Options

Software Installation10

System Acces®
System Capabilities And Interfack

System Desigh?

System Edits7
System Overviewl

T

The Banner Window12
Tool Bar And Tool Buttons4

U

Using Help 6

V

Viewing Statemen{s?3

Index - 1



W

What Conventions Are Usedi
Who To Contact For He|pv

Title 1V, Chapter 8
Index - 2 Consolidated Financial Statements System (CFST)



