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The BUDGET PREPARATION SYSTEM (BPS1) was developed by the Legislative Evaluation and Accountability Program (LEAP) Committee at the request of, and in concert with, several executive agencies. This project was undertaken by Leap to improve the budget process within State Government.

This manual explains the operation of BPS1, covering payroll and position budgeting. For budgeting involving all objects of expenditure, refer to the BPS2 manual.

Assistance in the operation of the system is provided by the Office of Financial Management.

The following steps will enable an agency to use BPS1:

1.  Contact the Office of Financial Management:  Art Overman 664-3394

Make arrangements with the Department of Information Services (DIS) to complete the following:

a. Work Authorization Request

b. Userid/Password Request

c. RACF Security Authorization

2.  Provide the following information to the BPS1 contact person:

a. Agency Name, Number, Userid, and Account Code

b. Name, Address, Phone, and Bin Number of Person to receive reports

c. Program, Organization and Project Coding Structure

3.  Request an initial BPS1 training session.

Phase one of the Budget Preparation System was designed to relieve the agencies of the very labor-intensive task of projecting the staffing, salary and fringe benefit data required in budget and allotment  submittals.  The system draws payroll and position data from the Central  Payroll/Personnel System operated by the Department of Personnel.  The user can modify the data files in an on-line mode using any 3270-type terminal, subsequently executing projection and reporting programs at his convenience.  The system provides both monthly reports for allotment preparation and annual figures for budget preparation.

SOME CAPABILITIES OF THE SYSTEM ARE:


projections covering five calendar years, providing four fiscal years for reporting


projection of normal, and non-standard step increments


the use of full-time, part-time, seasonal, and temporary positions


positions can be started and/or terminated in any month and year


processing of up to 6 fund or other multiple account code distributions for each position


calculation of all fringe benefits as per OFM schedules


calculation of seasonal and overtime hours


the use of non-standard medical aid/industrial insurance amounts


calculation of OASI to federal limits


the use of HRISD salary schedules to project salaries, preventing the impaction of the user's data files by  implementation of new salary schedules


electronic submittal of B-6 Data to OFM

Both filled and vacant positions may be extracted into a BPS1 file from HRISD at any time.  Between extractions, the user should maintain an updated file via the terminal.
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B P S 1   O V E R V I E W

BPS1 operates under CICS, a teleprocessing software package, available through Department of Information Services (DIS), which enables the user to interact with the BPS1 database through a terminal.  The BPS1 software is maintained by the Office of Financial Management (OFM).  All file maintenance and reporting functions are executed from a central menu.  The following features are provided:

FILE MANAGEMENT FUNCTIONS  

1 - POSITION FILE:

Position records may be added, copied, changed, deleted or browsed. A position record consists of two screens. PF7 and PF8 enable scrolling between screens. Each record allows up to six account code prorations. When more than one account code is used, totals are calculated interactively and displayed on the screen.  Any single position number may be filled numerous times concurrently. As a record is added, updated, or copied, all appropriate fields are edited. Error messages indicate why a given field is incorrect, and display correct values for that field.

2 - FILE COPY/DELETE:

Files may be copied or deleted online. Limits on account coding may be specified when copying one file to another.

3 - TITLES FILE:

Titles may be added, changed, deleted, extracted, browsed or printed. Titles exist for program, organization and appropriation indexes as well as project codes.

4 - CONTROL FILE:

The user controls the following parameters through the agency control file:


Report level


Report fiscal start year


Extraction of duplicate position numbers from HRISD


L&I experience factor

5 - FILE LIST:

A listing of files may be produced by agency or by 'owner'.   If there are more files than can be displayed  on one screen PF8 enables paging down the list.  The file titles, extract date and owner's userid may be updated.  A report may be produced listing all agency files showing file id, file title and number of records.

6 - FILE EXTRACT:

Data may be extracted on an overnight basis directly from the HRISD database. A detail listing report may be requested, and may be limited and sorted by a maximum of five variables.

7 - FRINGE FILE LIST:

All system rates are displayed , including OASI, Health Insurance, Medical Aid, and Retirement.

8 - FILE CONVERSION:

A BPS1 file may be converted to TSO for global editing.

9 - B-6 FILE:

B6 data may be created, changed, merged, deleted, browsed or printed.  PF7 and PF8 enable scrolling up and down the records.

REPORT FUNCTIONS  

BPS1 reports are printed offline. The user may specify a cluster printer address, as well as remote or local. The following reports are currently available:

10 - DETAIL LISTING:

The user has the capability to specify both the amount of data and the order in which it will be printed.  For example, a report may be requested listing one program, sorted by job class in ascending order and range and step in descending order.

11 - ALLOTMENT REPORTS:

Allotment detail and allotment summary are requested here. The user may specify the fiscal start year and which compensation adjustments to include in the calculations for the reports. Reports may be limited to any of the first three levels of program, division, or project.

12 - BUDGET REPORTS:

The following reports are available and summarize to the levels specified by the user and at agency level.


B-6 Salary


B-6 Retirement


B-6 Insurance


Budget Detail By Position


Budget Detail by Class

The user may specify the fiscal start year and which compensation adjustments to include in the calculations for the reports.

13 - 900 REPORTS:

The 900 series reports are used for input into BPS2. They calculate the incremental difference between fiscal years for changes in salaries and benefits as directed by the OFM budget instructions. The user specifies the fiscal start year and report level. Reports may be limited to any of the first three levels of program, organization, or project.

14 - B-6 PROCESS:

The B6 salary, retirement and insurance data may be extracted, (from a BPS1 file), printed, released to OFM, or deleted as specified by the user.

For first-time users, the following steps are suggested:

FIRST DAY:                                                     
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1 - Logon to CICS.                                           
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2 - Review control file making necessary changes.           
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3 - Extract an agency personnel file from the HRISD database        
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SECOND DAY:

4 - Copy needed records from extracted file to working file.
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5 - Request a detail listing Report from working file.      
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6 - Review report marking needed changes.

7 - Update working file.
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8 - Request reports
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C I C S   L O G O N   P R O C E D U R E

TO LOGON TO CICS:  

ENTER:  "CICP3" from the DIS MESSAGE10 MENU         (press enter)

("Type your userid and password:" will appear on the screen)

ENTER:   your logon id    (after Userid ===>)

ENTER:   your password    (after Password ===>)           (press enter)

(system messages and "Sign-on is complete" will appear on screen)

ENTER:  "FBP1"                                             (press enter)

(the BPS1 WELCOME/BROADCAST MESSAGE screen will appear.  After reading the messages:)

PRESS ENTER

READ SECOND MESSAGE SCREEN

PRESS ENTER

The following BPS1 MAIN MENU will appear:

B P S 1   M A I N   M E N U

 === BPS1 ========================= MAIN MENU ===================== C105B051 ===

          FILE MAINTENANCE:  1 -  POSITION FILE                                 

                             2 -  FILE COPY/DELETE                              

                             3 -  TITLES FILE                                   

                             4 -  CONTROL FILE                                  

                             5 -  FILE LIST                                     

                             6 -  HRISD EXTRACT                                 

                             7 -  FRINGE FILE LIST                              

                             8 -  FILE CONVERSION                               

                             9 -  B6 FILE                                       

                REPORTING:  10 -  DETAIL LISTING                                

                            11 -  ALLOTMENT REPORTS                             

                            12 -  BUDGET REPORTS                                

                            13 -  900 REPORTS                                   

                            14 -  B6 PROCESS                                    

                            15 -  SYSTEM DOCUMENTATION                          

                              AGENCY: ____                                      

                     SELECT FUNCTION: __                                        

                              PF3=RETURN, CLEAR=EXIT                            

ENTER:   your agency-subagency number          (after AGENCY:)

ENTER:   the number of the function desired    (after FUNCTION:)    (press enter)

TO LOGOFF FROM CICS :  

From any BPS1 screen:

Press the PF3/15 key repeatedly until "BPS1 SYSTEM EXITED" appears at the top-left of the screen, or press the CLEAR key once.

ENTER:  "LOGOFF"                                           (press enter)

The next screen presented depends upon the function chosen.  Turn to the page listed for more specific information.

FILE MAINTENANCE FUNCTIONS                               
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1 - POSITION FILE:   change individual records        
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2 - FILE COPY/DELETE
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3 - TITLES FILE
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4 - CONTROL FILE
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5 - FILE LIST: view current file statistics
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6 - HRISD EXTRACT: create file with current data
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7 - FRINGE FILE LIST:
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8 - FILE CONVERSION:
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9 - B-6 FILE:  change B-6 records
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REPORTING

10 - DETAIL LISTING






53

11 - ALLOTMENT REPORTS
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12 - BUDGET REPORTS
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13 - 900 REPORTS
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14 - B-6 PROCESS:
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15 - SYSTEM DOCUMENTATION
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P O S I T I O N  F I L E

 === BPS1 ======================= POSITION FILE =================== C105B052 ===

  FUNCTION: _  (V=VIEW, A=ADD, C=CHANGE, D=DELETE, N=NEXT)                      

  POS NO    FILE ID           NAME              CLASS NO       CLASS DESCRIPTION

  _____       __       ___________________       _____         ________________ 

  RANGE  STEP  SALARY   % TIME  RATE  OASI  RETIRE  MEDAID  HEALTH  PAYCD  MERIT

  ____    __  99999.99  999.9    _     _      _       _       _       _      _  

  INCR DATE  HIRE DATE  TERM DATE  MGMT  AFFIRM  PROJ  RISK  SURV: RANGE  SALARY

   MMDDYY     MMDDYY     MMDDYY     _       _     _    ....        ____    ____ 

  PERCENT   PGM IDX  APP IDX  ORG IDX  PROJECT   SOBJ  FTE    ACTUAL   TOC ACT  

    999      _____     ___     ____   ____ __ __  __   99.9   99,999   __  ___  

    ___      _____     ___     ____   ____ __ __  __   ____   ______   __  ___  

    ___      _____     ___     ____   ____ __ __  __   ____   ______   __  ___  

    ___      _____     ___     ____   ____ __ __  __   ____   ______   __  ___  

    ___      _____     ___     ____   ____ __ __  __   ____   ______   __  ___  

    ___      _____     ___     ____   ____ __ __  __   ____   ______   __  ___  

         TOTAL                                                        TOTAL     

         PF2=CLEAR, PF3=RETURN, PF5=CANCEL DELETE, PF8=DOWN, CLEAR=EXIT         

The POSITION FILE screen is used to view, add, change, delete, and browse individual records.  Function, position number, and file id must be entered to access a record.

EDIT MESSAGES are self explanatory, and will appear at the bottom left corner of the screen.

FUNCTION     is required

V = will cause a record to be displayed on the screen.

A = is used to add a record to the file.  Time may be saved by doing an inquiry on a record that        is similar to the one being added, then changing the function to "A", and making appropriate changes.

C = is used to make changes to a record.  "V", "N", or "D" may be used to display the record initially.

D = will cause a record to be deleted from the file.

N = is used primarily to display the second record of a double-fill or to browse thru the file sequentially.

PF8 (or PF20) to display seasonal/part time and overtime data (pg 17).

PF3 (or PF15) to return to the main menu.

POS NO       POSITION NUMBER is required                              (5 characters)

If a position number has leading zeros, they must be entered. To begin at the first record on a file, use function "N" and blanks in the position number.

Duplicate position numbers are allowed, if the name is changed.  Function "N"EXT must be used to retrieve the second of the duplicates.

FILE ID      FILE IDENTIFICATION is required                          (2 characters)

Any combination of numbers, letters, or spaces may be used to designate a file.  A single number or letter may also be used.

NAME         EMPLOYEE NAME is not required                           (19 characters)

Vacant positions: If both EMPLOYEE NAME and HIRE DATE are blank, the position will NOT be projected in the allotment/budget reports.

CLASS NO     JOB CLASS NUMBER is not required                         (5 characters)

CLASS        JOB CLASS DESCRIPTION is not required                   (16 characters)

RANGE        PAY RANGE is required                                    (4 characters)

Exempt employees: Using "99" in the RANGE and STEP fields will cause the projection programs to use the salary entered in the salary field.

The third position of range may be an "E".  The fourth position of range may be a "1", "2", "3", or "4" for comparable worth.

STEP         PAY STEP is required when the name field is not blank.   (2 characters)

For projection purposes BPS1 will use step A for positions with a valid hire date and blank name and step fields.

Exempt employees: See Range above.

SALARY       SALARY is required                               (6 digits, 2- decimal)

BPS1 uses the range and step fields to compute salary on reports except when range and step are "99".  When range and step are "99" the salary field is used on reports.

% TIME       PERCENT TIME is required                           (4 digits, 1-decimal)

This field refers to the percentage of time that an employee works at each month.

RATE         SALARY RATE is required                                   (1 character)

M = MONTHLY

D = DAILY

H = HOURLY

OASI         OLD AGE SURVIVORS INSURANCE is required

Y = Yes - include OASI in projection calculations

N = No  - exclude OASI in projection calculations

RET          RETIREMENT CODE is required                               (1 character)

A = PERS (plan 1)




2 = PERS (plan 2)

L = Teachers (1)




4 = Teachers (2)

I = Teacher/elected officials (1)


3 = Teacher/elected officials (2)

V = Elected officials (1)



5 = Elected officials (2)

C = Judges 





D = Judges

M = Judicial (1)




X = Judicial (2)

B = State Patrol (bypass OASI)

Q = DSHS

N = Bypass retirement calculations

MEDAID       MEDICAL AID AND INDUSTRIAL INSURANCE is required          (1 character)

Y = Yes - includes medical aid/industrial insurance in projection calculations

N = No  - excludes medical aid/industrial insurance in projection calculations

HEALTH       HEALTH, LIFE, AND DISABILITY INSURANCE PLANS is required  (1 character)

Y = Yes - includes health, life, and disability insurance in projection calculations

N = No  - excludes health, life, and disability insurance in projection calculations.

PAYCD        PAY CODE is required                                  (1 character)

S = Standard

Y = Y-rated (no salary increases)

J = Certain elected and exempt positions (no fixed increments)

Z = Seasonal (no retirement or health insurance)

T = Employment of less than 5 mos (no oasi, retirement or health ins)

MERIT        MERIT SYSTEM NUMBER is required                       (1 character)

1 = HRISD merit system

2 = Non-HRISD merit system (governed by merit system rules)

3 = Higher Education - classified

4 = Higher Education - non-classified

9 = Other - unspecified

INCR DATE    INCREMENT DATE is required                            (6 digits numeric)

MMDDYY format "999999' typically used for vacant, exempt and Y-rated positions (to ensure no merit gets calculated).

HIRE DATE    HIRE DATE is not required                             (6 digits numeric)

MMDDYY format ** Partial months are NOT calculated.  (See page 16.) Leave blank for vacant positions.

TERM DATE    TERMINATE DATE is not required                        (6 digits numeric)

MMDDYY format ** Partial months are NOT calculated.  (See page 16.)  Indicates stop date for projection programs.

MGMT         MANAGEMENT/NON-MANAGEMENT is not required             (1 digit numeric)

1 = Management - Agency Director

2 = Management - Executive

3 = Management - Middle

4 = Management - Entry

5 = Non-management - Supervisory

6 = Non-management - Pre-Entry management/supervisory

9 = Non-management - Non-Supervisory/non-management

AFFIRM       AFFIRMATIVE ACTION is not required                    (1 character)

For agency use only.

PROJ         PROJECT EMPLOYMENT is not required                    (1 character)

1 = CETA - title 1

2 = CETA - title 2

6 = CETA - title 6

A = Non CETA, federally funded

B = State funded project

RISK         RISK CLASSIFICATION - is automatically updated by the input program

Indicates risk class, which is used in a formula to calculate medical aid/industrial insurance.

SURV:

RANGE        SALARY SURVEY - NEW RANGE is not required            (2 or 3 characters)

Specifies new range to take effect on salary-survey-implementation-date.

SURV:

SALARY       SALARY SURVEY - NEW SALARY is not required (4 digits numeric, 0-decimal)

May be used for exempts for the salary-survey-implementation.

ACCOUNT PRORATIONS: There are 6 account code proration lines, each containing the following 9 fields. The first line must be entered.

PERCENT      PERCENT PRORATION is required                      (5 digits, 2-decimal)

Refers to the percentage of an FTE tied to a specific account code structure, and must total to 100%.

PGM IDX      Program INDEX CODE is required*                       (5 characters)

*Either PROGRAM INDEX or ORG INDEX must be entered.

APP IDX      APPROPRIATION INDEX CODE  is required                 (3 characters)

ORG IDX      ORGANIZATION INDEX CODE is required*                  (4 characters)

*Either PROGRAM INDEX or ORG INDEX must be entered.

PROJECT      PROJECT is optional                              (4, 6, or 8 characters)

Project is first four fields, subproject next two, and phase last two fields.

SOBJ         SUB-OBJECT is required                              (2 alpha-characters)

AA = State Personnel Board Classified

AB = Higher Education Personnel Board Classified

AC = State Exempt

AD = Higher Education Exempt

AE = State Special

AF = Higher Education Faculty

AG = Commissioned State Patrol Officers

AH = Higher Education Graduate Assistants

AJ = State Other

AK = Higher Education Other

AL = Higher Education Students

AQ = State Ferry System

B6: FTE      B6 FTE is not required                     (3 digits numeric, 2-decimal)

B6: Actual   B6 ACTUAL is not required                  (5 digits numeric, 0-decimal)

Enter whole dollar amount.

B5-2: TOC    B5-2 TYPE OF CHANGE is not required                   (2 digits numeric)

B5-2: ACT    B5-2 ACTIVITY is not required                         (3 characters)

Terminate the position:


Enter a terminate date (month must be 1 less than promote date)


Press enter (RECORD CHANGED message will appear)

Hire back at new range-step:


Change function to "A"dd


Change position number (eg. change 0134 to 0134a)


Enter new job class, title, range, and step


Enter hire date corresponding to promotion date


Use ERASE EOF key to blank terminate date


Press enter (RECORD ADDED message will appear)

Note: The BPS1 system makes calculations on a whole month basis.  Both beginning month dates and end month dates are calculated the same, ie. salary is projected for the whole month.  In the example above,

term date = 940631 and hire date = 940701 will show continuous service

term date = 940701 and hire date = 940701 will show a double salary for July

P O S I T I O N   F I L E  -  S C R E E N 2

 === BPS1 ====================== POSITION FILE ==================== C105B053 ===

 FUNCTION: N (V=VIEW, C=CHANGE, N=NEXT)                                         

   POS NO: T0001       FILE ID: T4       NAME: TEST 1 (TEST CICS)               

 SEASONAL/PART TIME HOURS:                                                      

  JUL: ______  AUG: ______  SEP: ______  OCT: ______  NOV: ______  DEC: ______  

  JAN: ______  FEB: ______  MAR: ______  APR: ______  MAY: ______  JUN: ______  

 OVERTIME HOURS:                                                                

  JUL: ______  AUG: ______  SEP: ______  OCT: ______  NOV: ______  DEC: ______  

  JAN: ______  FEB: ______  MAR: ______  APR: ______  MAY: ______  JUN: ______  

                        PF2=CLEAR, PF3=RETURN, CLEAR=EXIT                       

This is the second screen of the position file function.  To access this screen, use the PF8 (or PF20) key from the first position file update screen (pg 11). The PF8 key will not work until a record has been accessed from the first screen.

Function, position number, and file id must be entered to access another record.

FUNCTION     is required

V = will cause a record to be displayed on the screen.

C = is used to make changes to a record.  

N = is used primarily to display the second record of a double-fill or to browse thru the file sequentially.

PF7  (or PF19) to display the top of the position record.

PF3  (or PF15) to return to the main menu.

POS NO       POSITION NUMBER is required

If a position number has leading zeros, they must be entered.

FILE ID      FILE ID is required

Any combination of numbers, letters, or spaces may be used to to designate a file.  A single number or letter may also be used.

NAME         EMPLOYEE NAME is not required

SEASONAL/PART TIME HOURS is not required

Refers to the number of hours a seasonal or part time position is projected to work for each month.

OVERTIME HOURS is not required

Refers to the amount of hours a position is projected to work overtime for each month.

For reporting purposes, FTES are computed on regular and overtime hours.

F I L E   C O P Y / D E L E T E

=== BPS1 ==================== FILE COPY/DELETE =================== C105B054 ===

       FUNCTION: _ (C=COPY, D=DELETE)                                           

 COPY:                                                                          

   FROM FILE ID: __                                                             

     TO FILE ID: __                                                             

     FILE TITLE: ____________________                                           

     LIMITS==> PGM IDX: *****  ORG IDX: ****  PROJECT: **** ** **  APR IDX: *** 

 DELETE:                                                                        

        FILE ID: __                                                             

                    PF3=RETURN, PF5=CANCEL REQUEST, CLEAR=EXIT                  

The FILE COPY/DELETE SCREEN enables the user to:


copy position records from one file to another limiting the copy to program, organization, appropriation index and project code.


delete a file

FILE ID is a 1 or 2 character identifier.  Any number(s) or letter(s), or a combination of both may be used.

New files may be created with the COPY function. If a file currently exists, the COPY function will update the data.

The DELETE function should be used for files no longer being used, in order to keep storage costs at a minimum.

ERROR MESSAGES are self explanatory, and will appear at the bottom left corner of the screen.

Use the PF3 (or PF15) key to return to the MAIN MENU.

FILE COPY:

ENTER:  "C"                                   after FUNCTION:

ENTER:   file id to be copied                 after FROM FILE ID

TO LIMIT THE COPY TO SPECIFIC PROJECT, PGM, ORG, OR APR INDEX:

FROM FILE ID   __       LIMITS

PGM IDX  *9***

ORG IDX  ****

PROJECT  **** ** **

APR IDX  **0

In this example, the user is requesting a copy of all records with a 9 in the second digit of program index and all records with an appropriation index ending with a 0.

ENTER:   file id to receive data              after TO FILE ID

ENTER:   title for copy-to file               after TITLE

("PRESS ENTER TO CONFIRM ACTION, OR PRESS PF5/17                   (press enter)

TO CANCEL REQUEST" will appear)

("COPY IN PROGRESS")     then     ("COPY COMPLETED")               (press enter)

(the number of records copied will appear under RECORDS PROCESSED:) (the above steps may be repeated as required to build a 'program file')

FILE DELETE

ENTER:  "D"                         after FUNCTION:

ENTER:   file id to be deleted      after DELETE FILE ID          (press enter)

("PRESS ENTER TO CONFIRM ACTION, OR PRESS PF5/17               )  (press enter)

TO CANCEL REQUEST" will appear)

("DELETE IN PROGRESS")     then     ("DELETE COMPLETED")          (press enter)

(the number of records deleted will appear under RECORDS PROCESSED:)

T I T L E S   F I L E

=== BPS1 ======================== TITLES FILE ==================== C105B055 ===

 FUNCTION==> (V=VIEW, A=ADD, D=DELETE, C=CHANGE, N=NEXT, R=REPORT, E=EXTRACT)   

      PGM          SUB            SUB                                           

 F   INDEX   PGM   PGM    ACTV   ACTV   TASK                 TITLE              

 _   _____   ___    __     __     __     __      ______________________________ 

      ORG                             COST                                      

     INDEX   DIV  BRNCH  SECT  UNIT   CNTR                   TITLE              

 _   ____    __    __     __    __     __        ______________________________ 

             SUB                     DATES                                      

     PROJ    PROJ   PHSE  TYPE   START    END                TITLE              

 _   ____    __      __     _    MMDDYY  MMDDYY  ______________________________ 

     APPN                                                                       

     INDEX   FUND  APR  TYPE  CHAR                           TITLE              

 _   ___     ___   ___    _     _                ______________________________ 

 BIENNIUM: 95                                                                   

                    PF3=RETURN, PF5=CANCEL DELETE, CLEAR=EXIT                   

The TITLES FILE screen is used to view, add, change, delete, browse, and extract from AFRS, and print titles records.

Function is required to access a record.

EDIT MESSAGES are self explanatory, and will appear at the bottom left corner of the screen.

VIEW

ENTER:  "V" at the beginning of the line of inquiry

ENTER:  the code(s) of inquiry (one line only)              (press enter)

The titles will be displayed to the right of the code.

ADD

ENTER:  "A" at the beginning of the line to be added

ENTER:  the code(s) to be added, followed by the corresponding title (enter)

"RECORD ADDED" will appear.

DELETE

ENTER:  "D" at the beginning of the line to be updated

ENTER:  the code(s) to be deleted (titles not necessary)      (press enter)

"RECORD DELETED" will appear.

CHANGE

ENTER:  "C" at the beginning of the line to be changed

ENTER:  the code(s) to be updated followed by the new title   (press enter)

"RECORD CHANGED" will appear.

NEXT

ENTER:  "N" at the beginning of the line to browse

ENTER:  the code(s) to start the browse                       (press enter)

The code(s) and title of the NEXT record on the file will be displayed.

REPORT

ENTER:  "R" at the beginning of any line                      (press enter)

The screen on page 24 will appear.

EXTRACT

ENTER:  "E" at the beginning of any line                      (press enter).

The screen on page 25 will appear.

NOTES

T I T L E S   F I L E   P R I N T

=== BPS1 ==================== TITLES FILE PRINT ================== C105B056 ===

                         INCLUDE==>  (Y)    LIMITS                              

                         SUPER INDEX:                                           

                       PROGRAM INDEX: _     *****                               

                           ORG INDEX: _     ****                                

                             PROJECT: _     ****                                

                           APR INDEX: _     ***                                 

                              OBJECT: _                                         

                                FUND: _                                         

                              COPIES: 01 (01-99)                                

                           JOB CLASS: A  (H,A,D,E)                              

                          PRINTER ID: RMT75                                     

                             PF3=RETURN, CLEAR=EXIT                             

ENTER: "Y" to indicate which titles are to be printed.  Enter limits. The asterisks (*) are used as wild cards.

Agency default values for job class and print location will appear on the screen. They may be changed as needed.

ENTER:  job class

The JOB CLASS determines MAXIMUM EXECUTION TIME and COST.

CLASS
EXECUTION TIME

COST RATE FACTOR
H


1 hour



2.50

A


2 hours


2.00

D


4 hours


1.50

E


overnight


0.65

ENTER:  number of copies (01 to 99)

ENTER:  print location (may be LOCAL, RMTxx, IOF, or a cluster printer id)       (Press Enter)

"PRINT JOB HAS BEEN SUBMITTED" will appear at the bottom of the screen

Press PF3 (or PF13) to return to the TITLES FILE screen.

T I T L E S   F I L E   E X T R A C T

=== BPS1 ==================== TITLES FILE EXTRACT ================ C105B057 ===

                EXTRACT AFRS TITLES TO BPS1: _ (Y)                              

                                   BIENNIUM: 95                                 

                                 (JOB CLASS = E)                                

                   PF3=RETURN, PF5=CANCEL REQUEST, CLEAR=EXIT                   

Requesting an extract will delete all current titles and create new BPS1 titles file from AFRS, for the biennium requested.

ENTER: "Y" after EXTRACT AFRS TITLES

ENTER:  biennium  after BIENNIUM                              (press enter)

"JOB SUBMITTED FOR OVERNIGHT"  will appear

Use the PF3 (or PF15) key to return to the MAIN MENU.

NOTES

C O N T R O L  F I L E

=== BPS1 ======================= CONTROL FILE ==================== C105B058 ===

                              FUNCTION: _ (V=VIEW, C=CHANGE)                    

                          ¦=====   PGM: B  (A-E)                                

           REPORT LEVEL---¦        ORG: _  (A-E)                                

                          ¦=====  PROJ: _  (A-C)                                

                     FISCAL START YEAR: 95 (YY)                                 

                   BIENNIUM FOR TITLES: 95 (YY)                                 

           EXTRACT DUPLICATE POSITIONS: Y  (Y OR N)                             

                      ALLOTMENT OPTION: 1                                       

                 L&I EXPERIENCE FACTOR: 0.7397 (9.9999)                         

                           PF3=RETURN, CLEAR=EXIT                               

Each agency is provided with a control file, used to tailor reporting and data extraction to specific needs.

CHANGE CONTROL FILE

ENTER:  "C" after function

ENTER:  change fields as desired                              (press enter)

"RECORD CHANGED" will appear at the bottom left corner of the screen

Press PF3 (or PF15) to return to the MAIN MENU

REPORT LEVEL

Enter PGM or ORG or PROJ.  Refer to the following table.  Reports will be expanded to the full AFRS account code.

LEVEL
PROGRAM

ORGANIZATION

PROJECT
A

program

division


project type

B

sub-program

branch



project

C

activity


section 


sub-project

D

sub-activity

unit



phase

E

task


cost center

FISCAL START YEAR:

Enter the 2-digit year in which reports should start.  (If "93" is entered, reports will start in July of 1993)

BIENNIUM FOR TITLES (YY)

This date is automatically updated whenever titles are extracted from AFRS.  Under normal circumstances, this date will be the ending year of the current biennium.

EXTRACT DUPLICATE POSITIONS (Y OR N)

Enter "Y" if your agency uses duplicate position numbers, and wants them extracted from HRISD.  Otherwise enter "N".

ALLOTMENT OPTION (1 or 2)

This determines how reports are presented.  Option 1 does not tie objects to funding codes.  Option 2 specifies funding sources by object.

L & I EXPERIENCE FACTOR (9.9999)

Each January, L&I notifies all agencies of their experience factor.  The actual rate calculated for medicial aid and industrial insurance per job class is dependent upon the L&I assigned experience factor for that agency.  The absence of an experience factor will result in a default medicial aid and industrial insurance rate of $27.62/mo per eligible position (regardless of job class).

F I L E   L I S T

=== BPS1 ========================= FILE LIST ===================== C105B059 ===

  FUNCTION: _  (A=AGENCY LIST, O=OWNER LIST, P=PRINT, C=CHANGE)                 

    FILE                TITLE                 EXTRACT DATE          OWNER       

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

     __          ____________________            ______            _______      

                        PF3=EXIT, PF8=SCROLL, CLEAR=EXIT                        

The file list is used to list file statistics by agency or owner (owner identified by logon id). The list displays the file id, title, extract date,  and owner of each file in the  system. The title, extract date, and owner of a file may be updated on this screen.

Use the PF3 (or PF15) key to return to the MAIN MENU.

Use the PF8 (or PF20) key to scroll down through the list of files.

TO VIEW FILE STATISTICS:

ENTER:   "A" or "O"                                           after FUNCTION:

PRESS ENTER

A list of files for the agency (function A) or user (function O) will be displayed on the screen.  Press PF8 (or PF20) to scroll down through the list.

TO CHANGE FILE STATISTICS:

ENTER:   "C"                                                  after FUNCTION:

Make appropriate changes to file statistics lines.

PRESS ENTER

"FILE LIST CHANGED" will appears at the bottom of the screen.

PRINT

ENTER:  "P" in the field for function                         (press enter)

The screen on page 31 will appear.

A G E N C Y   F I L E   P R I N T

=== BPS1 ================= PRINT AN AGENCY'S FILES  ============== C105B060 ===

                              COPIES: 01 (01-99)                                

                           JOB CLASS: A  (H,A,D,E)                              

                          PRINTER ID: RMT75                                     

                             PF3=RETURN, CLEAR=EXIT                             

ENTER:  job class

The JOB CLASS determines MAXIMUM EXECUTION TIME and COST.

CLASS
EXECUTION TIME

COST RATE FACTOR
H


1 hour



2.50

A


2 hours


2.00

D


4 hours


1.50

E


overnight


0.65

ENTER:  number of copies (01 to 99)

ENTER:  print location (may be LOCAL, RMTxx, IOF, or a cluster printer id)

Press enter

"PRINT JOB HAS BEEN SUBMITTED" will appear at the bottom of the screen

Press PF3 (or PF13) to return to the TITLES FILE screen.

H R I S D  F I L E  E X T R A C T

=== BPS1 =============== EXTRACT BPS1 FILE FROM HRISD ============ C105B061 ===

       EXTRACT FILE ID: __      EXTRACT FILE TITLE: ____________________        

          PRINT REPORT: _  (Y)     EXTENDED REPORT: _  (Y)                      

                                        SORT ORDER                              

                        LIMIT        (1-5)    (A OR D)                          

             PGM INDEX: *****          _         _                              

             APR INDEX: ***            _         _                              

             ORG INDEX: ****           _         _                              

               PROJECT: **** ** **     _         _                              

       POSITION NUMBER: ****           _         _                              

         EMPLOYEE NAME:--------------> _         _                              

      JOB CLASS NUMBER: *****          _         _                              

       JOB CLASS TITLE:--------------> _         _                              

            RANGE STEP: **** **        _         _                              

                SALARY:--------------> _         _                              

        INCREMENT DATE:--------------> _         _                              

             HIRE DATE:--------------> _         _                              

                COPIES: 01 (1-99)                                               

            PRINTER ID: RMT75                                                   

                  PF3=RETURN, PF5=CANCEL REQUEST, CLEAR=EXIT                    

Employee and position data is extracted on an overnight basis directly from the HRISD database. A detail listing report may be requested at the same time, and limited and sorted by up to 5 parameters. Limiting the report does not limit the extract.

FILE ID is a 1 or 2 character identifier.  Any number(s) or letter(s), or a combination of both may be used.

FILE ID is required.

New files may be created with the extract function.  If a file currently exists, it will be deleted prior to the new extract. Position numbers which are blank at HRISD will be replaced with position number "9999z".

Use the PF3 (or PF15) key to return to the MAIN MENU

HRISD FILE EXTRACT

ENTER:  file id                             after EXTRACT FILE ID (required)

ENTER:  file title                   after EXTRACT FILE TITLE (not required)

IF A DETAIL LISTING IS NOT DESIRED PRESS ENTER

"PRESS ENTER TO CONFIRM, PF5/17 TO CANCEL REQUEST" will appear (press enter)

"PISD EXTRACT JOB SUBMITTED FOR OVERNIGHT" will appear

IF A DETAIL LISTING REPORT IS DESIRED

ENTER "Y"  after PRINT REPORT (Y)

LIMIT OPTIONS enable the user to submit a printed report for only the data needed.  For example, a user needs to see all positions which coded to project 4000 and/or program index 00010.  By indicating these parameters the printed report will only include those positions which include project 4000 or program index 00010. 

SORT ORDER allows the user to indicate the order the detail listing report is printed.  For example, to print the report enter a '1' and an 'A' after job class, and a '2' and an 'A' after employee.  as below.

ENTER:  number of copies  after COPIES (1-99)

ENTER: "LOCAL", "RMTxx", "IOF", or a cluster printer-id after PRINT LOCATION (press enter)

"PRESS ENTER TO CONFIRM, PF5/17 TO CANCEL REQUEST" will appear (press enter)

"PISD EXTRACT JOB SUBMITTED FOR OVERNIGHT" will appear

F R I N G E  F I L E  L I S T

=== BPS1 ===================== FRINGE FILE LIST ================== C105B062 ===

   YEAR: __  MONTH: 01                                                          

         ------OASI------    -----MEDICARE-----    HEALTH     MED       RET     

    MN     %        BASE        %         BASE      INS       AID      ADMIN    

    __   ______    ______    ______     _______    ______    ______    ______   

    __   ______    ______    ______     _______    ______    ______    ______   

    __   ______    ______    ______     _______    ______    ______    ______   

    __   ______    ______    ______     _______    ______    ______    ______   

         ------PERS-----                           ----JUDICIAL---     STATE    

          ONE       TWO       ----JUDGES-----       ONE       TWO      PATROL   

           A         2          C         D          M         X         B      

    __   _____     _____      _____     _____      _____     _____     _____    

    __   _____     _____      _____     _____      _____     _____     _____    

    __   _____     _____      _____     _____      _____     _____     _____    

    __   _____     _____      _____     _____      _____     _____     _____    

         ----ELECTED----      ----TEACHER----     -TEACHER/ELECTED-             

          ONE       TWO        ONE       TWO        ONE       TWO       DSHS    

           V         5          L         4          I         3         Q      

    __   _____     _____      _____     _____      _____     _____     _____    

    __   _____     _____      _____     _____      _____     _____     _____    

    __   _____     _____      _____     _____      _____     _____     _____    

    __   _____     _____      _____     _____      _____     _____     _____    

                             PF3=RETURN, CLEAR=EXIT                             

The fringe file list is used to display the fringe benefit rates used by the BPS1 projection reports. Four months of rates for a calendar year are displayed on the screen.

Use the PF3 (or PF15) key to return to the MAIN MENU.

TO VIEW FRINGE BENEFIT RATES:

ENTER:  2 digit year                         after YEAR

ENTER:  2 digit month                      after MONTH

PRESS ENTER

Four months of fringe benefit rates will appear on the screen for given calendar year.  The year must be between 93 and 99.

F I L E   C O N V E R S I O N

=== BPS1 ====================== FILE CONVERSION ================== C105B063 ===

                      FUNCTION: _ (T=CONVERT TO TSO, V=CONVERT TO VSAM)         

         CONVERT TO TSO---                                                      

                       FILE ID: __                                              

                     JOB CLASS: _  (H,A,D,E)                                    

        CONVERT TO VSAM---                                                      

                       FILE ID: __                                              

                              PF3=RETURN, CLEAR=EXIT                            

The FILE CONVERSION FUNCTION enables global changes to be made throughout a file.  For instance, an agency intends to merge pgm indexes 00010 and 00040 into pgm index 00600.  The CICS-VSAM file may be converted to ISPF-TSO where global change commands may be issued.

The command: "C 153 157 '00010' '00600' all" would change all records with a pgm index of 00010 to 00600.

After editing is complete, the file is converted back to CICS-VSAM.  This second step is submitted as an overnight job.

CONVERT FILE TO TSO:

ENTER:  "T"                          after FUNCTION:

ENTER:   file id to be converted     after FILE ID

ENTER:   job class                   after JOB CLASS       (press enter)

("FILE HAS BEEN CONVERTED TO ISPF" will appear at the bottom of the screen)

Press PF3 (or PF15) to return to the MAIN MENU.

Logoff from CICS.

Logon to TSO:  See page 37 for instructions.

NOTE:  The JOB CLASS determines MAXIMUM EXECUTION TIME and COST.

CLASS
EXECUTION TIME

COST RATE FACTOR
H


1 hour



2.50

A


2 hours


2.00

D


4 hours


1.50

E


overnight


0.65

CONVERT FILE TO VSAM:

ENTER:  "V"                          after FUNCTION:

ENTER:   file id to be converted     after FILE ID

("VSAM CONVERSION JOB HAS BEEN SUBMITTED FOR OVERNIGHT" will appear at the bottom of the screen)

Press PF3 (or PF15) to return to the MAIN MENU.

NOTE:  If the job does not run due to invalid data or the shifting of data into the wrong columns, a report will print, listing the records in error and the reason.  Make corrections and resubmit the job.

TO EDIT THE BPS1 PAYROLL/POSITION FILE USING ISPF

ENTER:  "LOGON" your LOGONID                               (press enter)

("ACF82004  ACF2, ENTER PASSWORD -" will appear on the screen)

ENTER:   your PASSWORD                                     (press enter)

If "READY" appears on the screen:   ENTER:  "ISPF"         (press enter)



OR

If "***" appears on the screen:     PRESS ENTER

The following ISPF PRIMARY OPTION MENU will appear on the screen.

ISDF/PDF  P R I M A R Y  O P T I O N  M E N U

 -----------------------  ISPF/PDF 3.3 --- OPTION MENU  ---- SPIFFY VERSION 4.0 

 OPTION  ===>                                                                   

    0  ISPF PARMS  - Specify terminal and user parameters    USERID   - JSAC105 

    1  BROWSE      - Display source data or output listings  TIME     - 09:08   

    2  EDIT        - Create or change source data            TERMINAL - 3278    

    3  UTILITIES   - Perform utility functions               PF KEYS  - 12      

    4  FOREGROUND  - Invoke language processors              PREFIX   - ACC105  

    5  BATCH       - Submit job for language processing      DATE     - 94/02/18

    6  COMMAND     - Enter TSO Command, CLIST, or REXX exec  JULIAN   - 94.049  

    C  CHANGES     - Summary of changes for this release     PROC     - PROD1   

    T  TUTORIAL    - Display information about ISPF/PDF                         

   DC  CONTACTS - DIS Contact List         D  DOCSYS   - DIS Document System    

    F  FILE-AID - Dataset UTILITIES        I  IOF  - Interactive Output Facility

   IC  INFO-CTR - Information Center       P  PAN/SPF  - Panvalet/SPF system    

   PL  PLIST    - Personal Dataset List    U  USERDIAL - Your private dialogs   

   12  VIEW     - Browse/EDIT ability      V  VMCF - Monitor/Control printers   

    W  Misc     - DIS/Vendor Options       S  Storage Management Software       

  X,XL EXIT(LOGOFF)- Terminate ISPF using log/list defaults,(LOGOFF if XL)      

 Enter END command to terminate ISPF.                                           

  F1=HELP      F2=SPLIT     F3=END       F4=RETURN    F5=RFIND     F6=RCHANGE   

  F7=UP        F8=DOWN      F9=SWAP     F10=LEFT     F11=RIGHT    F12=RETRIEVE  

ENTER:  "f.2"                                              (press enter)

One of the following EDIT-DATASET MENUS will appear on the screen.

EDIT - DATASET MENU

1.

 SPF/E-L1 ------------ EDIT - ENTRY PANEL --------------------------------------

 COMMAND ===>                                                                   

 Press HELP for a list of commands available under this panel                   

 ISPF LIBRARY:                                                                  

   PROJECT ===> SVC105                                                         

   GROUP   ===> BPS2      ===>           ===>           ===>                    

   TYPE    ===> DATA                                                            

   MEMBER  ===>          (Blank or pattern for selection list. Example:JSA%10*) 

 Other data set, or PANVALET library:                                           

   DSNAME or LEVEL ===>                                                         

   VOLUME SERIAL   ===>          (For uncataloged data sets)                    

   PASSWORD        ===>          (If password protected)                        

 Execute TAILOR    ===> N        (Y=Yes ,N=no, D=define commands)               

 Default process   ===> E        (B=browse, V=view, E=edit)                     

 EDIT parameters:                                                               

   PROFILE NAME    ===>          (Blank defaults to data set type)              

   INITIAL MACRO   ===>                                                         

 National Language Support Parameters:                                          

   FORMAT NAME     ===>          MIXED MODE  ===> NO    (YES or NO)             

  F1=HELP      F2=SPLIT     F3=END       F4=RETURN    F5=RFIND     F6=RCHANGE   

  F7=UP        F8=DOWN      F9=SWAP     F10=LEFT     F11=RIGHT    F12=RETRIEVE  

OR

2.
 SPF/E------------- Personal Data Set List - Selection Enter "A" for assistance 

 COMMAND    ===>                                               SCROLL ===> PAGE 

 Default PLIST:EDWK17                                                           

 Main commands: S=Select a PLIST, L=Locate PLIST, SORT=Sort the list            

 Line commands: S=Select a PLIST, D=Delete PLIST, NXT=Next PLIST to invoke      

 Create a new PLIST by typing over an existing name.                            

 Your PLISTS reside in 'JSAC105.PLIST.LIBRARY'                                  

 CMD NAME                 DESCRIPTION            ENTRIES CREATED     UPDATED    

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

 ___ EDWK1                                             4 94/02/17 94/03/23 09.24

 ___ EDWK11                                            6 94/02/15               

 ___ EDWK17                                           17 93/04/29 94/01/21 16.23

 ___ ZDWK1      workbench panel datasets 1            17 93/04/12 94/02/11 13.58

 ___ ZDWK17                                            4 93/08/10 93/08/11 16.04

 ___ ZDWK2      workbench panel datasets 2             8 93/04/12 93/09/17 16.08

 ___ ZDWK3      workbench panel datasets 3             2 93/04/12 93/07/16 14.54

 ___ ZDWK4      workbench panel datasets 4             6 93/04/12 93/05/21 11.04

 ___ ZDWK5      workbench panel datasets 5             0 93/04/12 93/04/13 10.46

 _S_ ZDWK6      workbench panel datasets 6             0 93/04/12 93/04/13 10.46

 ___ ZDWK7      workbench panel datasets 7             0 93/04/12 94/02/11 14.00

  F1=HELP      F2=SPLIT     F3=END       F4=RETURN    F5=RFIND     F6=RCHANGE   

  F7=UP        F8=DOWN      F9=SWAP     F10=LEFT     F11=RIGHT    F12=RETRIEVE  

 SPF/E PLIST (V) ----------- workbench panel datasets 6 ------  ROW 1 TO 9 OF 9 

 COMMAND    ===>                                               SCROLL ===> PAGE 

 PLIST NAME ===> ZDWK6    (or BLANK for selection list)                         

 TSO PARMS  ===>                                                                

 COMMAND   MEMBER   NUM  DATA SET NAME                                  VOLUME  

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

   E                   1 'SVC105.BPS2.DATA'                                     

                       2 _____________________________________________          

                       3 _____________________________________________          

                       4 _____________________________________________          

                       5 _____________________________________________          

                       6 _____________________________________________          

                       7 _____________________________________________          

                       8 _____________________________________________          

                       9 _____________________________________________          

                         ---------------- END OF LIST ----------------          

  F1=HELP      F2=SPLIT     F3=END       F4=RETURN    F5=RFIND     F6=RCHANGE   

  F7=UP        F8=DOWN      F9=SWAP     F10=LEFT     F11=RIGHT    F12=RETRIEVE  

Screen #1


(position the cursor after PROJECT)

ENTER    YOUR AGENCY CODE AND NUMBER   (e.g. svc105)


(position the cursor after LIBRARY)

ENTER:  "BPS2"


(position the cursor after TYPE)

ENTER:  "DATA" (press enter)

If the job has completed, the version will appear on the screen.

If "DATASET NOT CATALOGUED" appears in the upper right corner of the screen, the job has not completed.  Wait a few minutes and press enter again.

Screen #2


Select a PLIST by placing an S in the CMD column next to the PLIST name.


Add the dataset name 'SVC105.BPS2.DATA' to the list.


Edit the dataset by placing an E in the COMMAND column next to the dataset name.

HOW TO USE THE ISPF EDITOR

HELP
The PF1/13 (help) KEY may be used at any time to obtain more detailed information regarding the use of ISPF commands.




SCROLL
Use the PF7/19 (up)  and PF8/20 (down) KEYS.




POSITION THE CURSOR
Use the TAB and ARROW KEYS.




CHANGE A FIELD
Position the cursor over the field and re-enter.




ADD A LINE
Position the cursor in the leftmost number-position of the line previous to the addition.


Enter:  "R"  (for REPEAT)                       (press enter)


The line will be repeated.  Make changes to this new line.




DELETE A LINE
Position the cursor in the leftmost number-position of the line


you wish to delete.   Enter:   "D"   (FOR DELETE)             (press enter)




FIND A FIELD
Position the cursor after "COMMAND INPUT ===>"


Enter:     F XXXXX      or      F 'XX XX'      (press enter)


The X's represent the field you want to find.  Notice the quotes if blanks are included in the field.  After a find command is entered, the PF5/17 key may be used to find the next occurance, without re-entering the Find command.




GLOBAL CHANGES
Position the cursor after "COMMAND INPUT ===>"


Enter:     C 'XXXXX' 'ZZZZZ'                   (press enter)


Field XXXXX will be changed to ZZZZZ.  PF6/18 may be used to 


repeat the change.  To change ALL program index codes 00030 TO 00040,   Enter:  C  147  149  '00030'  '00040'  ALL       (press enter)




SAVE COMMAND
Enter:  "SAVE"  after  "COMMAND INPUT ===>"   (press enter)


This should be done periodically if you are working on your file for an extended period of time.




SERIOUS ERROR
Enter:  "CANCEL"  after  "COMMAND INPUT ===>" (press enter)


This will negate ALL THE CHANGES you have made in this session


since the last "SAVE" command was entered.




END OF THE SESSION
Press the END KEY (PF3/15).  (returns to the EDIT-DATASET menu).  Press the END KEY (PF3/15) again (returns to the ISPF MENU)




LOGOFF
After ending the session,     Enter:  "XL"          (press enter)

BPS1   RECORD  LAYOUT (ISPF format)


The data is formatted to facilitate field identification.

HEADING

DATA



RECORD

FIELD

DECIMAL 

CODE 

TITLE



COLUMNS

SIZE 

PLACES  
AGY


Agency-subagency Number
1 - 4


4

FL


File Identifier


6 - 7  


2

POS #


Position Number 

9 - 13


5

EMP NAME

Employee Name

15 - 33


19

CLASS

Job Class Number 

35 - 39


5

TITLE


Job Class Title


41 - 56


16

RNG


Pay Range


58 - 61


4

ST


Pay Step


63 - 64


2

SALARY

Salary Rate


66 - 72


6

2

PT %


Part Time Percent

194 - 197

4

1

RU


Rate Unit


199


1

PC


Pay Code


201


1

RC


Retirement System

203


1

MS


Merit System


205


1

OA


OASI system


207


1

MD


Medical Aid


209


1

HL


Health insurance

211


1

PE


Project Employment

213


1

ML


Management Level

215


1

A


Affirmative Action

217


1

RISK


Risk factor


219 - 222

4

INCRDT

PID - Next Increment Date
224 - 229

6

HIREDT

Hire Date


231 - 236

6

TERMDT

Terminate Date

238 - 243

6

PTHOURS

Part time hours

245 - 280

2

OTHOURS

Overtime hours

282 - 317

31

SUR


Salary Survey Range

319 - 322

5

0

VY


Salary Survey Step

323 - 324

5

0

SOCSECNO

Social Security Number
326 - 335

5

2

PCNT


Percent Proration

337 - 341

5

2

PGM


Program Index 

343 - 347

5

ORG


Organization Index 

349 - 352

4

PROJ


Project 


354 - 357

4

SB


Sub-Project


359 - 360

2

PH


Phase



362 - 363

2

OB


Object



365 - 366

2

AP


Appropriation Index 

368 - 370

3

B6f


B6-Fte



372 - 374

3

1

B6ACT

B6-Actual


376 - 380

5

0

TC


B5-2 Type Of Change 
382 - 383

2

ACT


B5-2 Activity


385 - 387

3

NOTES

B 6  F I L E

=== BPS1 ========================== B6 FILE ====================== C105B064 ===

                              1 -  B6 SALARY                                    

                              2 -  B6 RETIREMENT                                

                              3 -  B6 INSURANCE                                 

                         SELECT OPTION: _                                       

                            PF3=RETURN, CLEAR=EXIT                              

OPTION       is required

1 = B6 SALARY


page 46

2 = B6 RETIREMENT 

page 49

3 = B6 INSURANCE 


page 51

NOTES

B 6  S A L A R Y  F I L E

=== BPS1 ===================== B6 SALARY FILE ==================== C105B065 ===

 FUNCTION==> (V=VIEW, A=ADD, C=CHANGE, D=DELETE, M=MERGE, R=REPORT)             

        S   JOB  FUND/                                                          

 F  PGM OB CLASS TYPE  YR    FTE        SALARY      YR    FTE        SALARY     

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

 _  ___ __ _____ ____   1 _________ ______________   2 _________ ______________ 

                        3 _________ ______________   4 _________ ______________ 

                 PF3=RETURN, PF7=UP, PF8=DOWN, CLEAR=EXIT                       

The B6 SALARY FILE screen is used to view, add, change, delete, merge, and print records.

VIEW

ENTER "V" at the beginning of the line of inquiry             (required)

ENTER PGM, Sub-Object, JOB CLASS and/or FUND/TYPE             (press enter)

(optional and one line only)

The records will be displayed to the right of the code.

ADD

ENTER: "A" at the beginning of the line to be added

Enter: the code(s) to be added, followed by the corresponding

fte and salary figures                                 (press enter)

"RECORD(S) UPDATED" will appear

CHANGE

ENTER: "C" at the beginning of the line(s) to be updated

Enter: the new fte and salary figures in appropriate fields.  (press enter)

"FILE CHANGED" will appear

DELETE

ENTER: "D" at the beginning of the line(s) to be deleted      (press enter)

"RECORD DELETED" will appear (the record(s) still show on the screen, but the data has been deleted.  This can be confirmed by changing function on this record to "V" and pressing enter.  The system will show the next sequential record after the record just deleted).

MERGE

Allows the user to combine the two identical records into one, and delete the record which has been 'merged' in one step.

ENTER: "M" at the beginning of the line(s) to be merged

Enter: the new code(s)                                        (press enter)

"RECORD(S) UPDATED" will appear

REPORT

A report, which includes totals by program, may be requested by entering a "R" on any function line.

ENTER: "R" at the beginning of any line                       (press enter)

A new screen will appear requesting the number of copies, job class, and printer id.

ENTER:  number of copies,  job class, and  printer id         (press enter)

"REPORT HAS BEEN SUBMITTED" will appear

NOTES

B 6  R E T I R E M E N T  F I L E

=== BPS1 ===================== B6 RETIREMENT FILE ================ C105B066 ===

 FUNCTION==> (V=VIEW, A=ADD, C=CHANGE, D=DELETE, R=REPORT)                      

       RET   FUND/   ----------YEAR 1-----------    ---------YEAR 2------------ 

  F    SYS   TYPE       FTE           SALARY           FTE           SALARY     

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

  _    __    ____    _________    ______________    _________    ______________ 

                     PF3=RETURN, PF7=UP, PF8=DOWN, CLEAR=EXIT                   

The B6 RETIREMENT FILE screen is used to view, add, change, delete and print records.

VIEW

ENTER "V" at the beginning of the line of inquiry               (required)

ENTER RET SYS and/or FUND/TYPE (optional and one line only)     (press enter)

The records will be displayed to the right of the code.

ADD

ENTER "A" at the beginning of the line to be added

ENTER the code(s) to be added, followed by the corrsponding fte and salary figures                                (press enter)

"RECORD(S) ADDED" will appear

CHANGE

ENTER: "C" at the beginning of the line(s) to be changed

Enter: the new fte and salary figures in appropriate fields.  (press enter)

"RECORD(S) CHANGED" will appear

DELETE

ENTER: "D" at the beginning of the line(s) to be deleted      (press enter)

"RECORD(S) DELETED" will appear (the record(s) still show on the screen, but the data has been deleted.  This can be confirmed by changing function on this record to "V" and pressing enter.  The system will show the next sequential record after the record just deleted.

REPORT

ENTER: "R" at the beginning of any line                       (press enter)

A new screen will appear requesting the number of copies, job class, and printer id.

ENTER:  number of copies, job class, and printer id           (press enter)

"REPORT HAS BEEN SUBMITTED" will appear

B 6  I N S U R A N C E   F I L E

=== BPS1 ===================== B6 INSURANCE FILE ================= C105B067 ===

     FUNCTION==> (V=VIEW, A=ADD, C=CHANGE, D=DELETE, R=REPORT)                  

                    ELIG    FUND/    -------HEAD COUNT-------                   

               F    STAT    TYPE       YEAR 1         YEAR 2                    

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

               _     __     ____     _________      _________                   

                   PF3=RETURN, PF7=UP, PF8=DOWN, CLEAR=EXIT                     

The B6 INSURANCE FILE screen is used to view, add, change, delete and print records.

VIEW

ENTER "V" at the beginning of the line of inquiry               (required)

ENTER ELIG STAT and/or FUND/TYPE (optional and one line only)   (press enter)

The records will be displayed to the right of the code.

Enter ELIG STAT and/or FUND/TYPE on one line then press enter

ADD

ENTER "A" at the beginning of the line to be added

ENTER the code(s) to be added, followed by the corresponding head count figures                                          (press enter)

"RECORD(S) ADDED" will appear

CHANGE

ENTER: "C" at the beginning of the line(s) to be changed

Enter: the new head count figures                             (press enter)

"RECORD(S) CHANGED" will appear

DELETE

ENTER: "D" at the beginning of the line(s) to be deleted      (press enter)

"RECORD(S) DELETED" will appear (the record(s) still show on the screen but the data has been deleted.  This can be confirmed by changing function on this record to "V" and pressing enter.  The system will show the next sequential record after the record just deleted.

REPORT

ENTER: "R" at the beginning of the any line                   (press enter)

A new screen will appear requesting the number of copies, job class, and printer id.

ENTER: number of copies, job class, and printer id            (press enter)

"REPORT HAS BEEN SUBMITTED" will appear

D E T A I L  L I S T I N G  R E P O R T S

=== BPS1 ================= DETAIL LISTING REPORTS ================ C105B069 ===

                   FILE ID: __      EXTENDED REPORT: _ (Y)                      

                                            SORT ORDER                          

                            LIMIT        (1-5)    (A OR D)                      

                 PGM INDEX: *****          _         _                          

                 APR INDEX: ***            _         _                          

                 ORG INDEX: ****           _         _                          

                   PROJECT: **** ** **     _         _                          

           POSITION NUMBER: *****          _         _                          

             EMPLOYEE NAME---------------> _         _                          

          JOB CLASS NUMBER: *****          _         _                          

           JOB CLASS TITLE---------------> _         _                          

                RANGE STEP: **** **        _         _                          

                    SALARY---------------> _         _                          

            INCREMENT DATE---------------> _         _                          

                 HIRE DATE---------------> _         _                          

                    COPIES: 01 (1-99)                                           

                 JOB CLASS: A  (H,A,D,E)                                        

                PRINTER ID: RMT75                                               

                           PF3=RETURN, CLEAR=EXIT                               

The DETAIL LISTING REPORT displays the following BPS1 record fields.

Report contents and sequence are specified by the user.

Position number

Employee name

Job class number - Title

Range - Step - Salary

Part-time percent

Codes: Rate, Pay, Retirement, Merit System, Underfill, Project, ONA

Increment date (PID)

Hire date

Terminate date

Seasonal start and fte months

Salary survey amount

The following fields are listed for each account code proration:

Proration percent

Appropriation index

Program index

Org index

Sub-object

B6 Fte and Actuals

B5-2 Type of change (TOC) and Activity (ACT)

TO SUBMIT A DETAIL LISTING REPORT:

ENTER:   1 or 2 character file id                           after FILE ID

ENTER:   "Y"    (only if extended report desired)           after EXTENDED RPT

ENTER:   job class                                          after JOB CLASS

ENTER:   number of copies                                   after COPIES

ENTER:   "LOCAL", "RMTxx", "IOF", or a cluster printer id   after PRINT LOCATION

* LIMIT OPTIONS: The LIMIT field is an output limiter.

ENTER:   a specific pgm index  after PROGRAM INDEX

TO LIMIT THE LISTING TO ONE PROGRAM INDEX.

Additional fields may be limited in the same way.

Asterisks (*) are used as wild cards.

('1****' will select all PGM INDEX that begin with a '1')

* SORT OPTIONS: The SORT ORDER and A OR D fields control the sort sequence.

ENTER:  "1"                    after field to be used as PRIMARY sort

UNDER SORT ORDER (EG. SEE JOB CLASS NUMBER)

AND

ENTER:  "A" or "D"             after PRIMARY sort field

UNDER A OR D

to designate ascending or descending sort

ENTER:  "2"                    after field to be used as SECONDARY sort

UNDER SORT ORDER (EG. SEE EXAMPLE - RANGE-STEP)

AND

ENTER:  "A" or "D"             after SECONDARY sort field

UNDER A OR D

to designate ascending or descending sort

Continue entering SORT ORDER and A OR D up to a maximum of 5 sorts.

PRESS ENTER

("REPORT JOB HAS BEEN SUBMITTED" will appear at the bottom of the screen)

(The sample screen would produce a report for pgm index 00010, listing range and step in decending order, within ascending job class.)

A L L O T M E N T  R E P O R T S

=== BPS1 ==================== ALLOTMENT REPORTS ================== C105B070 ===

                           FILE ID: __                                          

       REPORTS==> ALLOTMENT DETAIL: _  (Y)  ALLOTMENT SUMMARY: _  (Y)           

                 FISCAL START YEAR: 95 (94 = THIS BIEN; 96 = NEXT BIEN)         

                       START MONTH: 07 (07 = JULY)                              

        COMPARABLE WORTH INCREASES: Y  (Y)                                      

                   MERIT INCREASES: Y  (Y)                                      

                  SALARY INCREASES: Y  (Y)                                      

    OASI, MED, HLTH, RET INCREASES: Y  (Y)                                      

           SALARY SURVEY INCREASES: Y  (Y)                                      

            ¦==  PGM: B (A-E)           ¦==  PGM: ___   SPGM: __   ACT: __      

    LEVEL---¦    ORG: _ (A-E)   LIMIT---¦    DIV: __   BRNCH: __  SECT: __      

            ¦== PROJ: _ (A-C)           ¦== PROJ: ____  SPRJ: __  PHSE: __      

                            COPIES: 01 (01-99)                                  

                         JOB CLASS: A  (H,A,D,E)                                

                    PRINT LOCATION: RMT75___                                    

                            PF3=RETURN, CLEAR=EXIT                              

The ALLOTMENT DETAIL REPORT  and the ALLOTMENT SUMMARY REPORT project 2 fiscal years of BPS1 data by month, and display the following data elements:

FTE'S, with totals

Salaries by subobject, with totals

OASI

Retirement plans

Health insurance, medical aid and industrial insurance

Total fringe benefits

Sources of funds by fund/appropriation

LEVEL
PROGRAM

ORGANIZATION

PROJECT
A

program

division


project type

B

sub-program

branch



project

C

activity


section 


sub-project

D

sub-activity

unit



phase

E

task


cost center

TO SUBMIT ALLOTMENT REPORTS:

ENTER:   1 or 2 character file id                   after FILE ID

ENTER:  "Y"                                         after each desired report (Both reports may be submitted at one time)

ENTER:  2-digit start year                          after START YEAR (Reports will start at the start year)

ENTER:  2-digit start month                         after START MONTH (Reports will start at the start month of the start year)

ENTER:  "Y"   (to include comparable worth)         after COMPARABLE WORTH INCR..

ENTER:  "Y"   (to include merit increases)          after MERIT INCREASES

ENTER:  "Y"   (to include salary increases)         after SALARY INCREASES

ENTER:  "Y"   (to include OASI, etc)                after OASI,MED,...

ENTER:  "Y"   (to include Salary Survey increases)  after SALARY SURVEY INCREASES

ENTER:   job class                                  after JOB CLASS

ENTER:   number of copies                           after COPIES

ENTER:  "LOCAL", "RMTxx", "IOF", or a cluster printer-id   after PRINT LOCATION

REPORT LEVEL may be changed. (see levels on page 55)

PRESS ENTER

("REPORT JOB HAS BEEN SUBMITTED" will appear at the bottom of the screen)

A L L O T M E N T  R E P O R T  C O D E S

CODE

ABBREVIATION

EXPLANATION
FTE EXEMPT

All FTES coded as AC or AD under sub-object

FTE CLASS


All FTES coded as AA or AB

FTE SPECIAL

All FTES coded as AE or AF

FTE COMM


All FTES coded as AG or AH

FTE FTE


TOTAL of ALL FTES

OBJ AA thru AK

TOTAL SALARIES and WAGES for EACH CLASSIFICATION

OBJ A-TOT


TOTAL of all SALARIES and WAGES

OBJ BA


OASI

OBJ BB-1


Public employees RETIREMENT SYSTEM EXPENSES: PLAN A






(includes DRS administrative charge)

OBJ BB-2 


Public employees RETIREMENT SYSTEM EXPENSES: PLAN 2

OBJ BB-3


Public employees RETIREMENT SYSTEM EXPENSES: ALL OTHER 




PLANS

OBJ BB


TOTAL public employees RETIREMENT SYSTEM EXPENSES

OBJ BC


MEDICAL AID and INDUSTRIAL INSURANCE

OBJ BD


HEALTH, LIFE, and DISABILITY INSURANCE

OBJ BH


HOSPITAL INSURANCE (MEDICARE)

OBJ B TOT


TOTAL employee BENEFITS

F/A



SOURCE OF FUNDS by fund/appropriation

NOTES

B U D G E T   R E P O R T S

=== BPS1 ====================== BUDGET REPORTS =================== C105B071 ===

                            FILE ID: __                                         

                ¦===     B-6 SALARY: _ (Y)  BUDGET DETAIL BY POSITION: _ (Y)    

      REPORTS---¦     B-6 INSURANCE: _ (Y)     BUDGET DETAIL BY CLASS: _ (Y)    

                ¦=== B-6 RETIREMENT: _ (Y)                                      

                  FISCAL START YEAR: 95 (92 PRINTS FY92, FY93, AND FY94)        

                   COMPARABLE WORTH: Y (Y)                                      

                    MERIT INCREASES: Y (Y)                                      

                   SALARY INCREASES: Y (Y)                                      

            SALARY SURVEY INCREASES: Y (Y)                                      

         ¦==  PGM: B (A-E)            ¦==  PGM: ___   SPGM: __   ACT: __        

 LEVEL---¦    ORG: _ (A-E)    LIMIT---¦    DIV: __   BRNCH: __  SECT: __        

         ¦== PROJ: _ (A-C)            ¦== PROJ: ____  SPRJ: __  PHSE: __        

                             COPIES: 01 (01-99)                                 

                          JOB CLASS: A  (H,A,D,E)                               

                         PRINTER ID: RMT75____                                  

                           PF3=RETURN, CLEAR=EXIT                               

The BUDGET DETAIL BY CLASS AND BUDGET DETAIL BY POSITION REPORT project 3 fiscal years of BPS1 data by year, and display the following data elements:

Job class code and title

Salary range

Obj/sub-object codes

FTE and salary dollars

Source of funds

LEVEL
PROGRAM

ORGANIZATION

PROJECT
A

program

division


project type

B

sub-program

branch



project

C

activity


section 


sub-project

D

sub-activity

unit



phase

E

task


cost center

TO SUBMIT BUDGET REPORTS:

ENTER:   1 or 2 character file id                   after FILE ID

ENTER:  "Y"                               after each desired report (All 5 reports may be submitted at one time)

ENTER:  2-digit start year                          after START YEAR (Reports will start July 1, of start year)

ENTER:  "Y"   (to include comparable worth)         after COMPARABLE WORTH INCR..

ENTER:  "Y"   (to include merit increases)          after MERIT INCREASES

ENTER:  "Y"   (to include salary increases)         after SALARY INCREASES

ENTER:  "Y"   (to include salary survey increases)  after SALARY SURVEY INCREASES

ENTER:   job class                                                   after JOB CLASS

ENTER:   number of copies                                       after COPIES

ENTER:  "LOCAL", "RMTxx", "IOF", or a cluster printer-id   after PRINT LOCATION

REPORT LEVEL may be changed. (see levels on page 58)

PRESS ENTER

("REPORT JOB HAS BEEN SUBMITTED" will appear at the bottom of the screen)

9 0 0  R E P O R T S

 === BPS1 ======================= 900 REPORTS ===================== C105B072 ===

                                  FILE ID: __                                   

           ¦===== 904  RETIREMENT CONTRIBUTION CHNG: _ (Y)                      

 REPORTS---¦      905   CARRY FWD 7/94 HEALTH INSUR: _ (Y)                      

           ¦      906             OASI BASE CHANGES: _ (Y)                      

           ¦===== 907    COST OF MERIT SYSTEM INCRE: _ (Y)                      

   FISCAL START YEAR: NN  (USE 95 FOR 904, 905)                                 

                          (USE 96/97 FOR 906, 907)                              

           ¦==  PGM: 7 (A-E)            ¦==  PGM:       SPGM: __  ACT: __       

   LEVEL---¦    ORG: _ (A-E)    LIMIT---¦    DIV: __   BRNCH:    SECT: __       

           ¦== PROJ: _ (A-C)            ¦== PROJ: ____  SPRJ: __ PHSE: __       

      COPIES: 01 (01-99)   JOB CLASS: _ (H,A,D,E)   PRINTER ID: ________        

                            PF3=RETURN, CLEAR=EXIT                              

The 900 REPORTS project costs of changes in compensation for 2 fiscal years including:

1)
904 Report:  BPS2 version 20 (yr1 and yr2) retirement contribution changes

2)
905 Report:  BPS2 version 10 (yr1 and yr2) Cost of 7/1/94 health insurance decrease

3)
906 Report:  BPS2 version 20 (yr1 and yr2) Oasi base changes

4)
907 Report:  BPS2 version 20 (yr1 and yr2) Cost of merit system increases including benefits

TO SUBMIT 900 REPORTS:

ENTER:   1 or 2 character file id                 after FILE ID

ENTER:  2-digit start year                          after START YEAR (Reports will start July 1, of start year)

ENTER:   job class                                    after JOB CLASS

ENTER:   number of copies                        after COPIES

ENTER:  "LOCAL", "RMTxx", "IOF", or a cluster printer-id   after PRINT LOCATION

REPORT LEVEL may be changed. (see levels on page 58)

PRESS ENTER

("REPORT JOB HAS BEEN SUBMITTED" will appear at the bottom of the screen)

B 6  P R O C E S S

=== BPS1 ======================= B6 PROCESS ====================== C105B073 ===

           PROCESS TYPE: _  (S=B6 SALARY, R=RETIREMENT, I=INSURANCE)            

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

           EXTRACT B6 PROJECTION DATA: _  (Y)                                   

                              FILE ID: __                                       

                                  PGM: ___                                      

          ENSUING BIENNIUM INCREMENTS: _  (Y)                                   

                           (JOB CLASS: E )                                      

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

                      PRINT B6 REPORT: _  (Y)                                   

                                  PGM: ___                                      

                            JOB CLASS: A  (H,A,D,E)                             

                               COPIES: 01 (1-99)                                

                           PRINTER ID: RMT75___                                 

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

               RELEASE B6 DATA TO OFM: _  (Y)                                   

                            JOB CLASS: A  (H,A,D,E)                             

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

            DELETE B6 PROJECTION DATA: _  (Y)                                   

                                  PGM: ___                                      

                           (JOB CLASS: E )                                      

                           PF3=RETURN, CLEAR=EXIT                               

The B6 process enables the user to:


Extract B6 salary, retirement, or insurance projection data from one or more BPS1 files


Print B6 reports for review and editing purposes.  Option 9 from the main menu (B6 File Update) may be used to change data


Create a B6 file (salary, retirement, or insurance) for release to OFM


Delete B6 data in order to reextract

TO EXTRACT B6 PROJECTION DATA

ENTER:   "S", "R" or "I" (to select sal,ret,                             after B6 SAL, RET, INS.. OR INS)

ENTER:   "Y"                                                                      after EXTRACT B6 PROJ.

ENTER:   program code   (if extract is to be limited              after PGM 





TO ONE PROGRAM)

ENTER:   "Y"            (if ensuing biennium                             after ENSUING BIEN




increments were used in the 




budget process)

TO PRINT B6 REPORT

ENTER:   "Y"                                                                       after PRINT B6 REPORT

ENTER:   program code   (to limit report to                          after PGM





ONE PROGRAM)

ENTER:   number of copies                                                  after COPIES

ENTER:   job class                                                               after JOB CLASS

ENTER:  "LOCAL", "RMTxx", "IOF", or a cluster printer-id   after PRINT LOCATION

TO RELEASE B6 DATA TO OFM

ENTER:  "Y"                                                              after RELEASE B6 DATA.

ENTER:   job class                                                     after JOB CLASS

TO DELETE B6 PROJECTION DATA

ENTER:  "Y"                                                              after DELETE B6 PROJ...

("PRESS ENTER AGAIN TO CONFIRM DELETE" will appear at the bottom of the screen)


PRESS ENTER

NOTES

S Y S T E M   D O C U M E N T A T I O N

This user should call OFM staff to request a copy of the new documentation, which is no longer maintained on the mainframe at DIS.  It is maintained in Microsoft WORD.  A diskette version is also available.

TO USE IOF AS A PRINT LOCATION:

ENTER:   "IOF"                       after PRINT LOCATION:  on any report screen

After the job is finished running, the output may be viewed on the terminal.

LOGON TO TSO (see page 37)

At the ISPF PRIMARY OPTION MENU:

ENTER:  "I."                                                       (press enter)

ENTER:  your jobname                 after JOBNAME ===>             (press enter)

(all BPS1 jobs for your agency have the same 8-character jobname

The job steps will be numbered on the screen:

ENTER:  the number of the last job step   after COMMAND INPUT===>   (press enter)

SCROLL through the output: use the PF7 and PF8 keys.

BACK OUT: use the PF3 key.

PRINT the output: after backing out, enter a "P" to the left of the jobname and enter "LOCAL" or "RMTxx" beneath "DEST".      (press enter)

CANCEL the output: after backing out, enter a "C" to the left of the jobname.                   (press enter)

LOGOFF: use the PF3 key to return to the ISPF MENU, enter "XL".     (press enter)
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