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SECTION 1:  INTRODUCTION

Options and methods for using the TAPS CICS Online System are divided functionally into sections within this document.  The introduction section explains what is required to access the online system, how to get into CICS and back out again, and what operations are available to you once you are in the system.

It is assumed that you have prepared your own worksheets and are using these sources for online input purposes.  Before you prepare your input worksheets, please review Section 2, Input and Error Correction.  This section contains a single input screen example which is used for both allotment and estimated revenue transactions.  It also lists all of the fields including transaction codes (with parameters for each field) that are available on the input screen.  This section could be very helpful to you in setting up your worksheets.

Since the system now operates with one main storage file (TAPS Master File) the same screens are used for both the input and error corrections functions.  This structure allows you to make instant records.  Online batches must pass all the TAPS online edits before they are allowed on the TAPS Master File.  All batches comprising a "Packet" must be entered successfully to the Master File before an agency can run complete TAPS reports.  These functions are explained in Section 2, Input and Error Correction.

When you are ready to run reports, refer to Section 3, Packet Information.  This section includes all of the report options available in the TAPS System.  Releasing Packets to OFM or directly into AFRS is also covered in Section 3.

TAPS security is explained in Section 4, Security Maintenance.  In the past this function has been handled by OFM staff.  Once all the TAPS security procedures are in place, interested agencies can control their own changes and deletions to their agency's records on the TAPS Security File.  Instructions for these levels of security are explained in Section 4.

The system controls mentioned in Section 5 will still be maintained by OFM staff.  Online error messages listed in Section 6 are expanded descriptions of error messages that you receive at the bottom of the online screens.  Section 7, Reports, includes physical examples of all TAPS reports produced by the system.

The reference tools in Section 8 are designed to ease your use of the system.  The transfer codes are used for direct transfer from one screen to another.  The Interactive Output Facility (IOF) allows you to review reports online in TSO before they have been printed into a hard copy report.

Setup Requirements, Equipment Requirements and Input Forms

OFM has total responsibility for the TAPS System.  OFM utilizes the computer at Service Center 1 (WDPSC) for TAPS and other systems managed by the agency.  In order for you to access our systems, some paperwork is required.  If you have never used a particular system before, you need to fill out a work authorization form.  This links your agency with a specific system for service center billing purposes.  If you require online access to the system, you will be required to fill out paperwork for two levels of security.  The first level allows you to access the region where the system is stored.  The second level allows you into designated areas of the specific system.  The service center handles the first level since you are accessing one of our specific systems.  The required documents and setup procedures are covered next.

Work Authorization Form

Service Center form requiring an account number 'XXXX' and a system code ('FS' for TAPS) for billing purposes.  It also includes contact person information.  One form is required per system per agency.  Call WDPSC Accounting (753-7317) if you need this form for TAPS.

ACF2 Security Form

Service Center form specifying regions and areas that the individual logon ids in your agency need to access.  For TAPS you require the CICS Production Region and TSO.  CICS PROD will allow you to get to the TAPS System.  TSO will allow you to view TAPS reports online before they have printed into a hard copy report.  One ACF2 form is required per logon ID.  Contact your agency security analyst or call the Service Center Security Analyst (753-5876) for the form.

TAPS Security Form

OFM form specifying each area in TAPS which a single logon ID is authorized to access (one form per logon ID).  Contact the OFM security analyst (664-3385) for copies of this form.  An example of the form is located in Section 4, Security Maintenance.  The same field definitions used for the online screen apply to the TAPS security form.  Review Section 4 before calling the OFM security analyst.  Also be prepared to give the analyst the information required for running your TAPS reports.  You will be asked to provide your name and telephone number; your logon ID and account code; the name, address (including mail stop), phone number and bin number of the person to receive your agency's reports.

Equipment

Contact your agency data processing division for in-house instructions for use of your internal computer equipment.  Contact WDPSC Customer Relations (753-0937) for information and training courses in relation to using IBM terminals, Harris terminals, other terminal brands and micro computers connected to the mainframe computer at the service center.

Input Forms

Source documents used for this system are up to you.  Some people use their own worksheets as source input.  Others might want to make their own paper version of the input screen or make copies of the input screen and use it as an input source.  Whatever you plan on using for input forms, it is recommended that you review Section 2, Input and Error Correction, in this manual.  This section includes parameters and definitions for all the fields on the online entry screen where you will be transferring information.

CICS/TAPS TERMINAL PROCEDURES

To Access (Logon) the online TAPS System

Enter "C" or "CICS" depending on your entry screen (Screen 1 or Screen 2).

Press the Enter key.  The CICS Welcome screen will show next.

Screen 1

Screen 2

CICS Welcome Screen

Clear the Screen

Hold down the ALT key (lower right) and press the clear key at the upper left.  (You want a blank screen.)  

Cursor to the top.  

Enter "CSSN," one space, and then your logon ID and press enter.  The password screen will appear.  

Enter your password (middle of the screen) and press enter.  A signon completed screen will appear.

Password Screen

Signon Completed Screen

Enter "FA01" in the top left corner as shown below and press enter.  (The TAPS BROADCAST MESSAGE screen will appear.)

TAPS Broadcast Message Screen

To Logoff CICS from Any TAPS Screen

Press the alt/clear keys for a blank screen.

Type in LOGOFF in the upper left hand corner of the screen and press enter.

If this does not work, check the screen for special instructions.  Follow those instructions and then blank the screen and logoff.

Taps Broadcast Message Screen

Purpose
To relay required information on a need-to-know basis for all online users 



of the TAPS System.

Types
General
Required knowledge for all users of the system 






relating to the system's operation, processing deadlines, 





reporting information, etc.



Specific
Information and reminders relating to a specific agency or a 




group of agencies.

After reading the message, press enter.  A second page of messages or the TAPS Primary Menu will appear.  Additional prompts are at the bottom of this and all subsequent screens to help direct you to all available areas.

Primary Menu

Agency

Enter your four-digit agency code as it is listed  on the AFRS D01 




Descriptor Table.

Select

Enter the function of your choice from the selections on the screen, FUNCTION

using the two-character code representing that function.  SC 




(System Control) access is limited to OFM staff.

MESSAGE LINE
Online error messages and system information for this and all ***************
subsequent screens.  Example:  The TAPS System is coming down 



at 10:15.

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

TAPS PRIMARY MENU OPTIONS





PAGE

IN


Input/Correction

PM


Packet Maintenance

SS


System Security

SC


System Control (OFM only)

SECTION 2:  INPUT AND ERROR CORRECTION

Input Correction Menu

SELECT 

FUNCTION

Choices are 1, 2 or 3.

TR


Direct transfer to other screens.  Use the transfer code (in the title 




line on the screen you want to transfer to) in this field.  Press enter.  



A list of all of the transfer codes available is located in Section 8.

SCREEN 


PAGE

CHOICES

DESCRIPTION







1
Batch Header

Maintenance
Takes you immediately to the Batch Header screen to setup a Batch Header for a specific batch within a Packet.







2
View Input

Transactions 
Allows you to view all records within a batch and to select a specific record for more detail.








3
View Entered

Batch Headers
Shows all your Batch Headers by Packet on the file.  Allows you to select a specific batch to review at a detail level.


Batch Header Input

Since Packets vary in size and complexity, batches provide a means of breaking Packets down into manageable parts.  The Batch Header, a unique identifier for each batch, helps identify and track the batch and subsequently all batches that comprise a Packet.  Each Packet requires a Batch Header whether it consists of one record or thousands of records.  The Batch Header coding is referred to as the "Batch ID" and is attached to every record in the batch.  the numbers by each Batch Header field definition correspond to the numbers on the sample screen above.  When you "A" (add) a new header, the Input/Correction screen will appear.  Although this screen is initially used for Batch Header input, it has other varied uses.  They are listed in the Batch Header field definitions under Function.

Important Note:  Each record transaction can contain up to 24 filled-in amount fields.  Make sure the Batch Header field titled "Entered Batch Amount" includes all amounts from each transaction record.

BATCH HEADER FIELD DEFINITIONS

FUNCTION
The function is a one-character alphabetic field.  The valid codes are:



A = 

C = 

D = 

V = 

U = 

E = 
Add this header to the file and input records.

Change this header (only biennium, number of transactions, and amount can be changed.) 

Delete this header and the batch.

View the header counts.

Update the batch detail for existing records.

Update first error transaction in the batch.



AGENCY

The Batch Agency is a four-digit alphanumeric field  supplied by the system.  The Agency Code identifies the state organization responsible for originating the transaction.  The Agency Code is three numeric digits followed by a zero or an alpha-character which identifies Sub-Agency as defined in AFRS Descriptor Table D01.

PACKET

NUMBER

The Packet Number is a four-character alphanumeric field.  OFM assigns alpha packet indicator codes for Packets requiring OFM approval.  Packets not requiring OFM approval start with number (0001).  Assigned alpha codes:

A = Allocations, belated claims, special allocations

B = Initial allotment, use once, Packet Number B001

C = Capital projects

D = Cash disbursement adjustments, separate Packet

G = Governor-directed expenditure reductions

L = Legislative changes, supplemental budget, provisos

R = Revenue adjustments, separate Packet

S = Second year allotment revisions

U = Unanticipated receipts



BATCH DATE

The Batch Date is a six-digit numeric field supplied by the system with the date the batch was input in the system in the year, month and day (YYMMDD) format.



BATCH TYPE

The Batch Type is a one-character alphanumeric field.  do not use these reserved letters:  O, P, Q and W.  The Batch Type is generally used to distinguish different types of financial transactions.  The remaining letters and numbers are assigned by each agency.  Example:  A = Allotment, r = Estimated Revenue.



BATCH NO

The Batch Number is a three-digit numeric field.  This is an agency assigned number for each batch of transactions.



BIENNIUM

The Biennium is a two-digit numeric code.  Enter the last two digits of the ending biennium year.  Example:  The 1993-1995 biennium would be coded as "95."



ENTERED TRANSACTIONS IN BATCH

The Transaction Total is a five-digit numeric field.  enter the total number of line item transactions in the batch.  Each line coded on an input form counts as one transaction with up to 24 amount fields.  This field is automatically right justified and must be present on all Batch Headers.  Agencies are encouraged to keep batches small--50 transactions or less.  Smaller batches are easier for tracking errors.



ENTERED BATCH AMOUNT

The Batch Amount is a thirteen-digit numeric field.  Enter the sum of the dollar amount and FTEs of all transactions in the batch.  Enter two zeroes at the end of whole dollar amounts or FTEs, if there are no cents.

FTEs must be included in this amount field if they are on any transaction amount fields in this batch.   One FTE would be represented as 100 in this amount field.  A 1.5 FTE would be 150. 

Input/Correction Screen

The Input/Correction screen contains all available fields used by the TAPS System.  Built-in online edits use the AFRS System Descriptor Tables as a means for verifying authorized state and agency codes as the data is being input.  Legitimate AFRS coding must be used in order for each record to be added to the TAPS Master File.  Be prepared to check with your agency's AFRS System Manager for any required changes or additions to your agency's AFRS Descriptor Tables.

Correcting transaction records consists of altering or deleting records that are already on the TAPS Master File.  Call a record up on this screen using Batch Header information and the record sequence number shown on the View Input Transactions screen,  The correction screen will appear with the record information on it.  Remember to change your batch totals if you delete records or change amount fields.

Although this screen is used initially for adding a new transaction record to the TAPS Master File, it  has a variety of uses.  They are listed in the Input Fields section under Function.  Input field descriptions can also be referenced when preparing input worksheets.

The following pages explain all fields shown on the TAPS General Budgetary Transaction Screen.  They are listed in numeric order.  There are corresponding numbers by each field on the input screen for cross reference purposes.

Input Fields

1.
FUNCTION
The Function is a one-character alphabetic field.  The valid codes are:

A = Add a new transaction record.

C = Change an existing transaction record*

D = Delete an existing transaction record*

V = View a specific record

N = View the next record in the batch

R = Reset the screen to blank fields.

*Sequence number required



2.
SEQUENCE

NUMBER
The Sequence Number is a five-digit numeric field.  This is a unique number created by the system and assigned to each record.  It is required for a change or a delete.



3.
DOCUMENT DATE
The Document Date is a six-digit numeric field.  This is the date (MMDDYY) that the document was created.  The date is used for informational purposes only.  For AFRS edits the date will be checked against the date in the Project Control and appropriation Index Tables.



4.
CURRENT DOCUMENT NUMBERS AND SUFFIX
The Current Document Number is a ten-character alphanumeric field.  If the Transaction Code requires a Current Document Number, a maximum of 10 characters is allowed.  The last two digits are available for a suffix numbering system.



5.
REFERENCE DOCUMENT NUMBER AND SUFFIX
The Reference Document Number is a ten-character alphanumeric field.  The suffix is two digits.  If the input transaction requires a Reference Document Number, enter the Current Document Number from a prior entry.  The last two digits are available for a suffix numbering system.



6.
TRANS CODE
The Transaction Code is a three-digit numeric field.  Enter the Transaction Code that uniquely identifies the budget activity.  All Transaction Codes are defined in AFRS User Documentation Volume IV, Section 3:  Transaction Code User Guide.  Codes are available for both Option 1 and Option 2 users.  All approved and adjusted Transaction Codes are detailed on charts on the last pages of this documentation.

       700 = Appropriations

       701 = Adjusted Appropriations  (numeric packet)

702-715 = Allotment Charges (Option 1/Option 2 included)

716-729 = Adjusted Allotment Charges (numeric Packet)

730-731 = Estimated FTEs

       732 = Adjusted Estimated FTEs (numeric Packet)

       733 = Estimated Revenue

       734 = Adjusted Estimated Revenue (numeric Packet)

       905 = Estimated Cash Receipts

       906 = Estimated Cash Disbursements

       908 = Estimated Encumbrances



7.
REVERSE CODE
The Reverse Code is a one-character alphabetic field.  If reversing a previously entered transaction, enter an "R."  Otherwise, leave blank.  The "R" merely reverses the original transaction.



8.
FUND
The Fund is a three-character alphanumeric field.  If the transaction is to be distributed to the fund structure, the fund must be entered on the input transaction.  If the Fund is embedded in the AFRS Appropriation Index Code, then the Fund Code will be retrieved from the appropriation Index Code.  To use this capability, the Appropriation Index Code must be defined in the Appropriation Index Code table and must contain the fund to be retrieved.



9.
FUND DETAIL
The fund detail is a two-character alphanumeric field.  If the transaction is to be distributed to the Fund Detail level, the Fund Detail must be entered on the input transaction.  If the Fund Detail is embedded in the AFRS Appropriation Index code, then the Fund Detail code may be retrieved from the Appropriation Index Code.  To use this look-up capability the Appropriation Code must be defined in the Appropriation Index Table and must contain the Fund Detail to be retrieved.  (Fund Detail is not currently available for general agency use.)

10.
APPN INDEX
The Appropriation Index is a three-character alphanumeric field.  If the financial transaction involves an Appropriation, the AFRS Appropriation Index Code affected must be entered on the input transaction.  The appropriation Index code must be defined in the Appropriation Index Table.



11.
PROGRAM INDEX
The Program Index is a three-character alphanumeric field.  If the transaction is to be distributed to the programmatic structures, then the AFRS Program Index Code must be entered on the input transaction.  The Program Index Code used must be defined in the Program Index Table.



12.
PROJECT
The Project is a four-digit numeric field.  If the transaction is to be charged to the project level and the project data is not referenced by the Organization Index, enter the project number.  This number uniquely identifies each individual project on an agency's file.  This may be a capital project, a federal grant , or a special operating project.  An agency may use only those projects or grants that are defined in the AFRS Project Control Table.



13.
SUB-PROJECT
The Sub-Project is a two-digit numeric field.  If the transaction is to be distributed to the Sub-Project level and the Project data is not referenced by the Organization Index, enter the Sub-Project.  This two-digit Sub-Project Number identifies a further division within a project or a grant.  This field is optional and can be used only when additional levels of information within a project or grant are defined in the AFRS Project Control Table.



14.
PROJECT PHASE 
The Project Phase is a two-digit numeric field.  If the transaction is to be distributed to the Project Phase and the Project data is not referenced by the Organization Index, enter the Project Phase Number.  This two-digit Project Phase field can identify a further division within the Sub-Project.  This element may be used only when the Project has been defined in the AFRS Project Control Table.



15.
ORG INDEX
The Organization Index is a four-digit numeric field.  If your transaction is to be distributed to the organizational structure (or Project if embedded) the Organization Index must be encoded.  The Organization Index Code must be defined in the AFRS Organization Index Table.  Agencies using Budget Unit must use the "Org Index" Code to define their Budget Units.



16.
COUNTY
The County is a three-digit numeric field.  If the transaction is to be distributed to a particular county and the county data is not referenced by the Organization Index, the County Code must be entered on the input transaction.  County Codes are statewide defined and may be found in the state's Policies, Regulations and Procedures manual or in AFRS Statewide Descriptor Table (D37).



17.
CITY/TOWN
The City/Town is a four-digit numeric field.  If the transaction is to be distributed to a particular city or town and the city or town is not referenced by the Organizational Index, the City/Town Code must be entered on the input transaction.  City/Town Codes are statewide defined and may be found in the state's Policies, Regulations and Procedures manual or in AFRS Statewide Descriptor Table (D38).



18.
WORKCLASS
The Workclass is a two-digit numeric field.  If the transaction is to be distributed to a Workclass, enter the two-digit Workclass Number.  The Workclass must be defined in the AFRS Descriptor Table (D40).



19.
SUB-OBJECT
The Sub-Object is a one or two-character alphabetic field.  If the transaction is to be distributed to a Sub-Object level, the Sub-Object Code must be entered on the input transaction.  Sub-Objects are statewide defined and may be found in the state's Policies, Regulations and Procedures manual or in AFRS Statewide Descriptor Table (D11).



20.
SUB-SUB-OBJECT
The Sub-Sub-Object is a four-digit numeric field.  If the transaction is to be distributed to a Sub-Sub-Object level, the Sub-Sub-Object Code must be entered on the input transaction.  The Sub-Sub-Object must be defined in the AFRS Descriptor Table (D12).



21.
MAJOR GROUP
The Major Group is a two-digit numeric field.  If the transaction is to be distributed to a Major Group, the Major Group Code must be entered on the input transaction.  Major  Group Codes are statewide defined and may be found in the state's Policies, Regulations and Procedures manual or in AFRS Statewide Descriptor Table (D34).  If the Source is required on a transaction, the Major Group and Major Source must also be encoded.



22.
MAJOR SOURCES
The Major Source is a two-digit numeric field.  If the transaction is to be distributed to a Major Source, the Major Source Code must be entered on the input transaction.  Major Source Codes are statewide defined and may be found in the state's Policies, Regulations and Procedures manual or in AFRS Statewide Descriptor Table (D34).  If the Source is required on a transaction, the Major Group and Major Source must also be encoded.



23.
SUB-SOURCE
The Sub-Source is a two-digit numeric field.  If the transaction is to be distributed to the Sub-Source Level, the Sub-Source Code must be entered on the input transaction.  The Sub-Source must be defined in AFRS Descriptor Table (D36).  If the Sub-source is entered, the Major Group and Major Source must also be encoded on the transaction.



24.
AMOUNT
The Amount is a thirteen-digit numeric field. The amount of the transaction, whether it represents money or FTEs, is input into this field.  Cents or portion of FTEs are entered with a decimal point and filled in.  (Example:  $150.80 = 150.80; FTE 1.5 = 1.50)  If you have whole dollars or numbers, put the whole amount in without a decimal or 00.  The system will right justify whole amounts (Example:  $40,000.00 = 40000; FTE 17.00 = 17).  There are 24 amount fields, one for each month of the biennium.  Amount fields 1-12 are allowed only during the first fiscal year.

View Input Transactions

This screen shows all transaction records within a specific batch with pertinent information for each record.  

Fill in the required Batch Header information and put "F" for the first page in the function field and then press enter.  

If you require more information about a certain record, enter a "S" in the left-hand column titled SEL(ect) and press enter.  The detail record screen (input screen) will appear with the record information on it.  

When you are done with the detail screen just enter IN.2 in the transfer field (TR:) to return to this screen.

FIELD
TITLE




SEL
Select

SEQ
Sequence Number

TC
Transaction Code

R
Reverse Code

APP INDX
Appropriation Index

FND
Fund

FD
Fund Detail

INDX
Organization Index

PRG INDX
Program Index

SUB OBJ
Sub-Object

SB-SB-OBJ
Sub-Sub-Object

ST
Status = individual record (E for error or blank)

CURRENT DOCUMENT
Current Document Number Plus Suffix

View Entered Batch Headers

This screen is a control screen which shows all of an agency's Packets currently on the TAPS Master File and the current status of each.  It also shows all batches within the Packet identified by batch date, type, number and biennium.  The other fields shown are included in the breakout below.  If all records are not on the first screen ("F" in the function field) enter "N" in the function field and press enter for additional screens of header records.

Enter "S" for Select to the left of Packet number (PACK) in the SEL(ect) column by one of the batches you wish to view and press enter.  The View Input Transactions screen will appear with selected information for each record in that batch.  Follow the screen instructions on the preceding page.  Field abbreviation s and their meanings are:

FIELD
TITLE




SEL
Select = S

PACK
Packet

B DATE
Batch Date

TYP
Batch Type

NUM
Batch Number

ST
Batch Status (E for error or blank)

ERROR COUNT
Number of Errors

BI
Biennium

ENTER COUNT
Transactions Entered

ENTERED AMOUNT
Entered Amount

L-SEQ
Line Sequence Number




SECTION 3:  PACKET INFORMATION

Packet Maintenance Menu

Once all transaction records for a designated Packet are in the TAPS Master File, several options relating to Packets are available.  

To access the Packet options, enter "PM" on the TAPS Primary Menu.  The Packet Maintenance Menu including all Packet options will appear on your screen.  

Function choices 1 through 4 are described below as screen choices.

SCREEN 


PAGE

CHOICES

DESCRIPTION







1
Request Reports
Select one or more available reports for one Packet at a time.







2
Delete Packets
Totally delete all records for a certain Packet off the TAPS Master File.








3
Packet Release View/Change
View the status of each non-approved Packet currently stored on the file or release Packets to OFM or AFRS.







4
View Approved Packets
View a listing by Packet Number of all Packets that have been approved.


Request Reports

To run reports enter "S" for submit in the Function field.  If your agency is broken out by sub-agency enter a "R" for rollup submit in the Function field.  

Enter the Packet Number of the Packet the reports will be for.  Or, if you want the reports sorted by Program or Organization Index (budget unit), enter the Program or Org Index you want on the reports.  Put "S" after each report option you want.   

The remaining screen options are required for running any report.

JOB CLASS
Enter the one-character job class field from choices below:

H = fastest turnaround (Caution:  size/time parameters.)

A = two hours (for short reports, quick turnaround)

D - during day (for longer reports, 4-hour turnaround)

E = overnight (lengthy or detail reports)

S = weekend (no emergency, cheapest option)



COPIES 
Enter two-digit number of copies.  Remember that this number applies to all report numbers selected on this screen.



PRINT
Print location:

LOCAL = page Printer/WDPSC

RMTxx = Agency's own remote printer number

CLUSTER = Agency's own cluster printer number



IOF
Copy of reports selected move to the Interactive Output Facility (IOF) region in TSO for originating agency to view the reports online.  Reports in IOF can be viewed, canceled, and/or released to print locally.  If you want to select the IOF option but would like more information, go to Section 8.



LOGONID
Enter LOGONID authorized to view reports in IOF.

Delete Packets

An agency can delete any of their Packets on the file that do not have a status flag of P or A.  An agency might choose to view the Packet records before a final decision is made to delete the entire Packet.  If so, enter the Packet Number and "V" for view in the function field.  For deletion of an entire Packet, enter the Packet Number and "D" for deletion in the Function field.

If you need one or more batches deleted or single records deleted from batches, transfer to the Input/Correction section of the system.

REMEMBER to adjust the Batch Header count and amount fields if you delete records out of a batch.

Packet Release View/Change

This screen can be used to view the current status of all Packets stored on the TAPS Master File.  It is also used to release Packets for further processing either to OFM or directly to AFRS.

FUNCTION
The Function codes for this screen refer to:





V =
View the current status of all Packets on the TAPS Master File.






N=
Next screen of Packets.  You can press enter after each screen of Packets is shown until you reach the end of the Packets on the file.






R =
Release Packets to OFM/AFRS.  Replace whatever letter is currently in the status field with a "P" for every Packet that is to be release.  As a precaution, use the view function again after the release function.  All the Packets you released should now have a "P" in the status field.  Once a Packet has a "P" for status it is frozen.  Reports can be run but no changes can be made to the Packet or any records within it.






T =
Test balance.  To test balance a Packet, enter "T" in Function and "T" in STATUS next to Packet.  This will allow an agency to test balance a Packet as batches are being added.  Agencies can use this feature to find out which batches are causing an out of balance situation before the Packet is complete.





View Approved Packets

Every Packet that has made it successfully through the approval process is listed on this screen.  They are listed by Packet Number and Date of Approval.  If all Packets are not on the first screen ('F" in the function field), enter "N" in the function field and press enter for additional Packets to be displayed.  Repeat this process until you have reached the end of the approved Packets on the file.

SECTION 4:  SECURITY MAINTENANCE

Introduction

This section includes general information and specific instructions for maintaining TAPS internal system security.  The TAPS System has two required levels of security -- the internal security package for the system and the ACF2 security package required by the service center for all systems run through their computer.

All aspects of the internal security process are included in this document.  It is designed to be used by OFM administrator, the OFM system manager of each agency, and agencies' financial systems security officers.

The ACF2 Package is supported and maintained by service center personnel.  All ACF2 logon ID requirements must be met before an individual can get into TAPS.  Once an agency's logon ID setup procedure has been completed, the service center personnel will notify the OFM security administrator.  The OFM security administrator is responsible for adding all logon ID security records to the TAPS security file for all authorized agencies.

The administrator cannot add any logon ids to the security file until the TAPS security form has also been completed.  When the OFM security administrator has received the completed TAPS security form from the agency's OFM system manager, an on-line security record for that logon ID is started for the specified system's security file.

At this point the administrator contacts the agency's financial systems security officer, informing him/her that the record has been added on-line and is available to fill in the agency's section of the security record called "Agency Security Maintenance."  The security officer uses a second copy of the security form filled out by the OFM system manager to complete the agency portion of the on-line security screen.  The OFM security administrator acts as the financial systems security officer for those agencies that do not have one.

When all the agency security maintenance information is on-line, the security officer informs the OFM system manager that the logon ID security record is done by the agency's security officer.

A security report listing all agency logon ID records can be produced from the TAPS security file.  This report includes the current status of all fields shown on the input screen.  How to produce this report and an example of the report are included in this manual.

All agency OFM system managers and agency financial systems security officers are encouraged to call the OFM security administration if they require any assistance with these security processes.

System Security Maintenance Menu

Function
Enter 1 for the SYSTEM SECURITY screen.



Enter 2 for the VIEW SYSTEM SECURITY RECORDS screen.

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

SECURITY OPTIONS







PAGE

System Security

View System Security Records

CAUTION:  It is highly recommended that users change and delete their records with extreme caution.

System Security Maintenance

The Security Maintenance Screen shows all fields available for each logon ID record.  Descriptions of each field follow the Security Form.

The above screen is used by the OFM security administrator and agency financial systems security officers.  The section of the screen that is the responsibility of the agency begins with the NAME field and ends at the section titled System Control Maintenance Flags.  System Control Maintenance Flags are the responsibility of the OFM security administrator.

An agency TAPS security officer coming to this screen to complete a logon ID record would do the following:

1.
View the record.  Enter "V" in the function field and enter the operator ID for that logon ID (forwarded by the OFM security administrator).  Press Enter.



2.
Change the record.  Enter "C" in the function field and, using the information starting with NAME on the TAPS security form, A67, enter all the information on the form in the matching fields on the Security Screen.  Press Enter.  "MESSAGE:  RECORD CHANGED" would show at the bottom of the screen.



3.
Use this same method for all new logon IDs and any changes to existing logon IDs.  Use a delete "D" to delete any logon ID that is no longer in use.



Note:
All functions except add "A" are available for agency use, if an agency has an assigned security officer.

Taps Security Form

TAPS Security Input Fields

FUNCTION
The function is a one-character alphabetic code which determines the action to be taken on this agency's security record.  The valid function codes are:



A =

V =

C =

D =

N =

S =


Add a new logon ID record.  (On the A67-A Form)

View a specific security record already existing on the file.

Change an existing security record.  (Form and screen.)

Delete an existing security record.  (Form and screen.)

Next record on the file is shown.

Search for a specific record by agency and logon ID if the opid is an unknown.



AGENCY
The Agency/Sub-Agency number previously entered on the Primary Menu is displayed on this screen.  For filling out the security form, enter the agency code listed in the AFRS D01 Descriptor Table.




OPERATOR ID
Operator ID (opid) is a three-character alphanumeric code assigned by the service center to each logon ID.  The OFM security administrator enters this field.




LOGON ID
Logon ID is a seven-character alphanumeric field.  The last three digits are the agency code of the logon ID.  The OFM security administrator enters this field on-line.  The system manager enters this field on the TAPS Security Form.




TAPS SECURITY
A one-digit numeric field which establishes the level of security for accessing the TAPS Security File.  The OFM security administrator enters this field on-line.  On the security form the agency system manager would write a "0" or a "1."  The valid values are:



0 =
No access


1 =
Agency financial systems security officer access


2 =
OFM security administrator



NAME
Name refers to the person's name that is most commonly associated with this logon ID or possibly a work unit.




PHONE
Phone is a seven-digit optional numeric field for the phone number of the person or work area using this logon ID.




SSN
Social Security Number (SSN) is an eleven-digit optional numeric field for the SSN of the person using this logon ID.




STOP USE DATE
Stop Use Date is a six-digit optional numeric field designating the date you want this logon ID deleted from the system.




REGION
Which region of CICS.  This field is only on the form.



P = 
Production


T =
Test


D = 
Demo



TRANSACTION INPUT
Transaction Input refers to entering allotment or estimated revenue transactions into TAPS.  The valid codes are:



0 =
No access


1 =
View entered transactions


2 =
Enter general budget transactions



REPORT REQUEST
Report request refers to requesting TAPS reports.  Choices are:



0 =
No access


1 =
View report request screen


2 =
Submit request for reports from the Request Reports Screen.



PACKET DELETE
Packet Delete refers to deleting agency Packets on the TAPS Master File.  Choices are:



0 =
No access


1 =
View Packet delete screen


2 =
Delete Packets on file



PACKET RELEASE
Packet release refers to releasing Packets to OFM or the AFRS System.    Choices are:



0 =
No access


1 =
View Packets on file officer access


2 =
Release Packets to OFM/AFRS



BROADCAST MESSAGE
OFM staff.  Message screen maintenance.



0 =
No access


1 =
View current messages


2 =
Update message



ACTION LINE
OFM staff.  Message line maintenance.



0 =
No access


1 =
View current message line


2 =
Update action message line



JOB CARD
OFM staff.  Job card maintenance.



0 =
No access


1 =
View current agency job card information


2 =
Update agency's job cards

View System Security Records

A list of the agency's security records included on the TAPS Security File is shown on this screen.  

To view additional records, enter "N" for next screen of records in the function field.  Remember that the general rule for the codes is "0" = No access; "1" = View access; and "2" = Complete access or full capability.

A list of the vertical code abbreviations follows:

FIELD
TITLE




TAPS
TAPS security maintenance level

TRAN
Input transactions

RREQ
Request reports

DLET
Delete Packets

RELS
Release Packets to OFM/AFRS

BROD
Broadcast message (OFM only)

ACTM
Action message (OFM only)

JOBC
Job card (OFM only)

SECTION 5:  SYSTEM CONTROL

System Control Maintenance Menu

SELECT FUNCTION
Choices are 1, 2 or 3.  This section is used by OFM staff only.  If is an on-line maintenance area for TAPS systems controls.

SCREEN 


PAGE

CHOICES

DESCRIPTION







1
System Broadcast Message


Create up to two-page message on TAPS message screen.  Update daily.


2
System Action Message


Create single-line emergency message shown once per logon ID.


3
Job Card
Set up, change or delete an agency's job card for running batch reports from an on-line system.


System Broadcast Message Maintenance

Enter the complete message within the space available and press enter.  Take a screen print of the new add and file in the message book.  A second page is available for continued or additional messages.  Press the PF12 key to verify that the message has gone to the message screen successfully.  Logoff.

System Action Message Maintenance

Enter a brief message to alert users of system action that is taking place.  Use the broadcast screen for further elaboration if necessary.  Press enter after you have completed the message, making sure you have the proper letter in the function field (A = Add).

Job Card Maintenance

Information for this screen comes from the users when they are initially set up on the TAPS system.  The sub-agency code can be different from the initial 4-character agency code for billing purposes.

FUNCTION
The valid Function codes are:



A =
Add a new job card record for a new agency.


C =
Change an existing job card record.


D =
Delete an existing job card record.


V =
View a specific agency's job card before making changes.



JOB NAME
TAPSFSXXX XXX = agency code on AFRS D53 Table.




ACCOUNT
Account Code given by agency to service center for billing.




BIN
Agency's service center bin number or bin number 21 = other.




SUB-AGENCY
Agency's sub-agency code given to service center for billing.




CONTACT
Person's or group's name on report banner.




CLASS
Default job class for running reports.  Class d = default.




PRINT
Default print destination.  LOCAL = Default.




NOTIFY 
Single logon ID used to view reports in IOF.


SECTION 6:  ONLINE ERROR MESSAGES

Allotment and Estimated Revenue input transactions are entered and edited directly online.  Transactions must pass the online edits before they are added to the TAPS Master File.  Error codes and messages for online editing are provided below and are followed by an explanation of each error condition.  A transaction which is rejected by the online edits must be corrected while performing online data input.

Error Codes Descriptions

Codes





B10
MESSAGE
BATCH-NUMBER MUST BE > ZERO

BATCH NUMBER MUST BE NUMERIC


EXPLANATION
Each input record must have a valid three-position Batch Number consisting of data (0-9).  If no Batch Number or an invalid one is entered, the input is flagged with a B10 error code.



B14
MESSAGE
BATCH TYPE MUST BE ALPHANUMERIC AND NOT = TO "O, P, Q OR W"


EXPLANATION
Batch Type must be an alphanumeric value from 0-9 or A-Z with no special characters.  If no Batch Type or an invalid one is entered, the input is flagged with a B14 error code.



B22
MESSAGE
BIENNIUM MUST BE ENTERED

INVALID BIENNIUM

BIENNIUM MUST BE NUMERIC


EXPLANATION
The Biennium Year encoded in the Batch Header is neither the current or prior biennium in the system management file.  The correct biennium date is the last two digits of the last year in the biennium.  If the above conditions are not met, the input is flagged with a B22 error code.



B36
MESSAGE
NUMBER OF TRANSACTIONS MUST BE NUMERIC


EXPLANATION
The number of transactions input on the Batch Header must be numeric and greater than zero.  If the number of transactions is not both of these, the input is flagged with a B36 error code.



B37
MESSAGE
BATCH AMOUNT MUST BE NUMERIC AND > 0.


EXPLANATION
The batch amount input on the Batch Header must be numeric and greater than zero.  If the batch amount is not both of these, the input is flagged with a B37 error code.



EA3
MESSAGE
UNAUTHORIZED TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that certain transaction codes are restricted and are used by OFM or the State Treasurer.  If an agency attempts to use these codes, the transaction is flagged with an EA3 error code.



EA4
MESSAGE
TRANSACTION CODE NOT FOUND


EXPLANATION
The Transaction Code entered in the transaction must match an entry in the Transaction Code Decision Table.  If no match is found, the transaction is flagged with an EA4 error code.



EA5
MESSAGE
ALLOT/EST REV MUST BE ENTERED FROM ALLOTMENT SYSTEM


EXPLANATION
Transaction Codes 700-734 are allotment and estimated revenue transactions and cannot be entered directly into AFRS.  These transactions must be entered through an allotment system.



ED2
MESSAGE
VALUE ENTERED FOR DOC-DATE NOT VALID


EXPLANATION
An invalid document date has been entered.  Month must be a value from 01-12, day must be a value from 01-31, and year must be numeric.  Valid format is MMDDYY.



EF3
MESSAGE
FUND NOT ON FILE


EXPLANATION
The three-digit fund code on the input transaction cannot be found in the Fund Descriptor Table (D22).  Therefore, the transaction is flagged with an EF3 error.



EH2
MESSAGE
ORG-INDEX NOT ON FILE


EXPLANATION
The required or optional Organization Index Code entered must match an entry in the organization index table.  If no match is found, the transaction is flagged with an EH2 error code.



EH3
MESSAGE
APPN-INDEX NOT ON FILE


EXPLANATION
The required or optional three-position Appropriation Index Table Code entered in the transaction must match an entry in the Appropriation Index Table.  If no match is found, the transaction is flagged with an EH3 error code.



EH4
MESSAGE
FUND-DETAIL NOT ON FILE


EXPLANATION
The required or optional two-position Fund Detail Code entered in the transaction must match an entry in the Fund Detail Descriptor Table (D23).  If not match is found, the transaction is flagged with an EH4 error code.



EH5
MESSAGE
PROG-INDEX NOT ON FILE


EXPLANATION
The required or optional three-position Program Index Code entered in the transaction must match an entry in the Program Index Table.  If no match is found, the transaction is flagged with an EH5 error code.



EH6
MESSAGE
PROJECT NOT ON FILE


EXPLANATION
The required or optional four-position Project Code entered in the transaction must match an entry in the Project Descriptor table (D42).  If no match is found, the transaction is flagged with an EH6 error code.



EH7
MESSAGE
SUB-OBJECT NOT ON FILE


EXPLANATION
The required or optional two-position Sub-Object Code entered in the transaction must match an entry in the Sub-Object Descriptor Table (D11).  If no match is found, the transaction is flagged with an EH7 error code.



EH8
MESSAGE
MAJ-GROUP NOT ON FILE


EXPLANATION
The required or optional two-position Major Group Code entered in the transaction must match an entry in the Major Group Descriptor Table (D34).  If no match is found. the transaction is flagged with am EH8 error code.



EH9
MESSAGE
MAJ-SOURCE NOT ON FILE


EXPLANATION
The required or optional two-position Major Course Code entered in the transaction must match an entry in the Major Source Descriptor Table.  (D35).  If no match is found, the transaction is flagged with an EH9 error code.



E01
MESSAGE
INVALID POSTING MO


EXPLANATION
The posting month must be numeric within the range 01-24.  During the second year of the biennium, 13-24 are the only valid fiscal months.



E03
MESSAGE
INVALID REVERSE CODE


EXPLANATION
When entering reverse code, the only valid value is R.  If any other value is entered, the input is flagged with an E03 error.



E04
MESSAGE
TRANSACTION CODE IS REQUIRED


EXPLANATION
All transactions entered on this screen require a Transaction Code.  The codes are listed in the Transaction Code Decisions Table.



E07
MESSAGE
COUNTY NOT ON FILE


EXPLANATION
The County Code which is input must match an entry in the County Descriptor Table (D37).  If no match is found, the transaction is flagged with an E07 error code.



E08
MESSAGE
INVALID AMOUNT


EXPLANATION
If an element other than 0-9 is entered in the transaction amount filed, the transaction is flagged with and E08 error code.



E10
MESSAGE
WORKCLASS NOT ON FILE


EXPLANATION
The Workclass Code which is input must match an entry in the Workclass Descriptor Table (D40).  If no match is found, the transaction is flagged with an E10 error code.



E13
MESSAGE
SUB-SUB OBJECT NOT ON FILE


EXPLANATION
The four-position Sub-Sub-Object Code in the input transaction must match an entry in the Sub-Sub-Object Descriptor Table (D12).  If no match is found, the transaction is flagged with an E13 error code.



E14
MESSAGE
CITY-TOWN NOT ON FILE


EXPLANATION
The City-Town Code which is input must match an entry in the City Descriptor Table (D38).  If no match is found, the transaction is flagged with an E14 error code.



E16
MESSAGE
SUB-SOURCE NOT ON FILE


EXPLANATION
The Sub-Source Code which is input must match an entry in the Sub-Source Descriptor Table (D36).  If no match is found, the transaction is flagged with an E16 error code.



E40
MESSAGE
MAJ-GROUP NOT ALLOWED FOR THIS TRANSACTION COD


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction a major group should not be input.  If one is entered, the transaction will be flagged with an E40 error code.



E42
MESSAGE
MAJ -GROUP REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction a major group is required.  If one is not entered, the transaction is flagged with an E42 error code.



E51
MESSAGE
APPN-INDEX REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the three-position Appropriation Index Code is required.  If one is not entered, the transaction ifs flagged with an E51 error code.



E53
MESSAGE
APPN INDEX NOT ALLOWED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction a Fund Code should not be input.  If one is entered, the transaction is flagged with an E54 error code.



E57
MESSAGE
FUND REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
If the Transaction Code Decision Table indicator for fund is required and the fund is not on the input transaction and is not embedded in the Appropriation Index Code the transaction is flagged with an E57 error code.



E58
MESSAGE
FUND-DETAIL NOT ALLOWED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction a Fund Detail Code should not be entered.  If one is input, the transaction is flagged with an E58 error code.



E60
MESSAGE
FUND DETAIL IS REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the two-position Fund Detail Code is required.  If one is not entered, the transaction is flagged with an E60 error code.



E64
MESSAGE
PROG-INDEX REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the three-position Program Index Code is required to be in the input transaction.  If it is not present, the transaction is flagged with an E64 error code.



E66
MESSAGE
SUB OBJECT NOT ALLOWED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the two-position Sub-Object Code should not be input.  If one is entered, the transaction is flagged with an E66 error code.



E68
MESSAGE
SUB-OBJECT REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the two-position Sub-Object Code is required.  If it is not entered, the transaction is flagged with an E68 error code.



E70
MESSAGE
MAJOR-SOURCE NOT ALLOWED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the Major Source Code should not be input.  If one is entered, the transaction is flagged with an E70 error code.



E72
MESSAGE
MAJOR-SOURCE REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the two-position Major Source Code is required.  If it is not entered, the transaction if flagged with an E72 error code.



E74
MESSAGE
PROJECT NOT ALLOWED FOR THIS TRANSACTION CODE


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the Project Number should not be input.  If one is entered, the transaction is flagged with an E74 error code.



E76
MESSAGE
PROJECT REQUIRED FOR THIS TRANSACTION CODE


EXPLANATION
If the Project Number Transaction Indicator = "R" in the Transaction Code Decision Table, but the project, sub-project and work phase are blank on the accounting transaction, then the transaction is flagged with an E76 error code.



E93
MESSAGE
CURR-DOC-NO REQUIRED FOR THIS TRANSACTION


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the ten-position Current Document Number (the last two positions of which are the suffix) is required.  If it is not entered, the transaction is flagged with an E93 error code.



E95
MESSAGE
REF-DOC-NO REQUIRED FOR THIS TRANSACTION CODE TRANSACTION


EXPLANATION
The Transaction Code Decision Table indicates that for this transaction the Reference Document Number and suffix must be input.  If it is not entered, the transaction is flagged with an E95 error code.

E99
MESSAGE
PACKET OR TRAN CODE INVALID


EXPLANATION
When entering transactions into TAPS, only approved allotment transaction codes may be entered with alpha Packet numbers; only adjustment allotment transaction codes may be entered with numeric Packet numbers




S02
MESSAGE
USER UNAUTHORIZED TO USE THIS PROCESS


EXPLANATION
User does not have security to use this process.  Contact your agency's AFRS system manager.




S03
MESSAGE
INVALID FUNCTION


EXPLANATION
An invalid character was entered in the screen function field.  Only A, C, D, V, N or S are valid. 




S04
MESSAGE
VIEW UNAUTHORIZED


EXPLANATION
You do not have the security level required to use the view function.  Contact your agency's AFRS system manager.



S05
MESSAGE
ADD UNAUTHORIZED


EXPLANATION
You do not have the security level required to use the add function.  Contact your agency's AFRS system manager.



S06
MESSAGE
CHANGE UNAUTHORIZED


EXPLANATION
You do not have the security level required to use the change function.  Contact your agency's AFRS system manager.



S07
MESSAGE
DELETE UNAUTHORIZED


EXPLANATION
You do not have the security level required to use the delete function.  Contact your agency's AFRS system manager.



S08
MESSAGE
NEXT UNAUTHORIZED


EXPLANATION
You do not have the security level required to use the next function.  Contact your agency's AFRS system manager.



S09
MESSAGE
LOGONID REQUIRED


EXPLANATION
When using "S" (search) for the screen function you must enter the specific logon ID that you are searching for.



S10
MESSAGE
AGENCY NOT ON D53 OR = ANY


EXPLANATION
The agency code entered is not recognized by the system as a valid agency code.



S11
MESSAGE
AGENCY REQUIRED


EXPLANATION
This is a required field.  It is part of the record key.  This record cannot be added to the TAPS security file without an operator ID in this field.



S12
MESSAGE
OPERATOR ID REQUIRED


EXPLANATION
This is a required field.  It is part of the record key.  This record cannot be added to the TAPS security file without an operator ID in this field.



S13
MESSAGE
LOGONID MUST BE ENTERED


EXPLANATION
This is a required field.  It is part of the record key.  This record cannot be added to the TAPS security file without an operator ID in this field.



S14
MESSAGE
INVALID SECURITY FLAG


EXPLANATION
The TAPS security field which designated the level of security for this logon ID is numeric and must be either a 0, 1, or 2.



S15
MESSAGE
NAME REQUIRED


EXPLANATION
This is a required field.  It can be an individual's name or an organization name.  It is used a a contact point for emergencies.



S16
MESSAGE
INVALID PHONE


EXPLANATION
Only numerals are acceptable for phone number.



S17
MESSAGE
PHONE REQUIRED


EXPLANATION
Phone number is a required field.  It is used a a contact point for emergencies.



S18
MESSAGE
SOC SEC MUST BE ENTERED AND NUMERIC


EXPLANATION
All nine social security digits must be numeric.



S19
MESSAGE
INVALID DATE


EXPLANATION
The system will only accept the date field in the order of YYMMDD.



S20
MESSAGE
TRANSACTION INPUT INVALID


EXPLANATION
This field is numeric and must be entered.  The only numbers acceptable are 0, 1 or 2.



S21
MESSAGE
REPORT REQUEST INVALID


EXPLANATION
This field is numeric and must be entered.  The only numbers acceptable are 0, 1 or 2.



S22
MESSAGE
PACKET DELETE INVALID


EXPLANATION
This field is numeric and must be entered.  The only numbers acceptable are 0, 1 or 2.



S23
MESSAGE
PACKET RELEASE INVALID


EXPLANATION
This field is numeric and must be entered.  The only numbers acceptable are 0, 1 or 2.



S24
MESSAGE
BROADCAST MESSAGE INVALID


EXPLANATION:
The only numbers acceptable are 0, 1, or 2.





S25
MESSAGE:
ACTION MESSAGE INVALID


EXPLANATION:
The only numbers acceptable are 0, 1, or 2.



S26
MESSAGE:
JOB CARD INVALID


EXPLANATION:
The only numbers acceptable are 0, 1, or 2.

SECTION 7:  TAPS REPORTS

All of the existing TAPS reports are listed below.  The first title for each report represents how it is shown on the Request Reports screen.  The second title is the report heading title shown on the actual report.

REPORT NO.


TITLE

09



Fund/Object Balance





Fund To Object Balance Report

10



Error Listing





TAPS Error Listing

11



Allotment Summary





Allotment Summary Report

12



FTE Summary





Estimated Allotment Summary Report






(FTE:  Program/Sub-Program)

13



FTE Detail





Estimated Allotment Charges Detail Report (FTE)

14



Object/Source Summary





Estimated Allotment Summary Report (Program/Sub-Program)

15



Object/Source Detail





Estimated Allotment Charges Detail Report


16



FTE Program Summary 





Estimated Allotment Summary Report (FTE:  Program)

17



Object/Source Program Summary





Estimated Allotment Summary Report






(Object/Source:  Program)

18



FTE Organization Index Summary





Estimated Allotment Summary Report (FTE:  Org Index)

19



Object/Source Organization Index Summary





Estimated Allotment Summary Report






(Object/Source:  Org Index)

21



Revenue Summary





Estimated Revenue Summary Report

22



Revenue Detail





Estimated Revenue Detail Report

31



Amendment





Request for Amendment of Allotment Report





SECTION 8:  REFERENCE TOOLS

TAPS Screen Transfer Codes


IN

INPUT/CORRECTION MENU



IN.1

- Batch Header



IN.2

- View Input Transactions



IN.3

- View Entered Batch Headers


PM

PACKET MAINTENANCE MENU



PM.1

- Request Reports



PM.2

- Delete Packets



PM.3

- Packet Release View/Change



PM.4

- View Approved Packets


SS

SYSTEM SECURITY MAINTENANCE MENU



SS.1

- System Security Maintenance



SS.2

- View System Security Records


SC

SYSTEM CONTROL MAINTENANCE MENU



SC.1

- Broadcast Message



SC.2

- System Action Message



SC.3

- Job Card

TSO Terminal Procedures

To LOGON to TSO:

ENTER:  'L' or 'LOGON' depending on your entry screen (SCREEN 1 or SCREEN 2) and press the Enter Key.  The following screens are presented in the order that you will see them online.

Screen 1

Screen 2

This screen starts with just a request for a password.  Once you have entered your password, it requests your agency assigned account number.  When you have entered your account number, it welcomes you and the three asterisks (***) indicate to press enter.

This is the primary menu for TSO.  You can branch to any of the areas included in this application by using the above menu.  IOF is located in Option 3, UTILITIES.  IOF instructions are next.

INTERACTIVE OUTPUT FACILITY (IOF)

IOF TERMINAL PROCEDURES

To Reach IOF in TSO

ENTER:  'L' or 'LOGON' depending on your entry screen (Screen 1 or Screen 2 shown on page 49) and press the Enter Key.  Continue through the TSO logon process until you reach the ISPF/PDF PRIMARY OPTION MENU shown below.  Enter =3.I where it says OPTION and press enter.  The IOF screens are presented on the following pages in the order that you will see them online.

** NOTE = The TSO logon process is included in this document in case your are unfamiliar with it or need a refresher.  Turn to page 49.

ISPF/PDF Primary Option Menu

This is the first IOF screen.  Enter your JOBNAME that is assigned to your job in the JOBNAME --- field (towards the middle of this screen) and press enter.  

IOF Option Menu

To view a report, you will find it in area number 7 called PRINTER.  Put the letter 'S' in front of the word PRINTER (as shown below) and press enter.  You will see a segment of your report on the next screen shown.

IOF Job Summary

In order to view all of your report, you will need to use PF keys (on your terminal) for scrolling in different directions.  The scroll commands and the keys they are assigned to are:


UP

(PF7/PF19) 
- To scroll towards the top of the data


DOWN
(PF8/PF20) 
- To scroll towards the bottom of the data


LEFT

(PF10/PF22)
-  To scroll towards the first column of data


RIGHT
(PF11/PF23) 
-  To scroll towards the last column of data

When you are done reviewing your report, decide what you want to do with it.  In IOF you have a choice of printing or deleting once you are done viewing.  Press the end key (PF3/PF15) and the next IOF screen will appear allowing you to Print 'P' or 'C' Cancel the report job.  Enter the letter in front of your jobname as shown below.  It is always wise to keep track of your jobnumber (JOBID) in addition to the jobname since more than one job can have the same jobname but only one jobnumber.  This allows you to make sure that you print or cancel the right report.  Jobs will print (LOCAL) at the Service Center.

IOF Job List Menu

When you are done printing and/or canceling your jobs, enter = XL after COMMAND.  This will take you completely out of TSO and back to your original entry screen.

LOST???

If you should end up on a screen that you don't recognize, just press the PF3/PF15 key repeatedly until you see a screen that looks familiar.  When you know where you are at, follow the instructions from that screen back to where you want to be.  If screen says READY, type SPF and press enter.  The primary TSO menu will appear.
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What is TAPS Batch Interface?

The TAPS Batch Interface consists of a JCL procedure that will pick up a disk or tape file from a user, perform edits on it, and load it to a holding file area.  Any interface records that do not pass the edits will be flagged as error records and appear on a batch error listing.  The interface will be run with the agency's own job card information and the agency will be charged directly by the Department of Information Services. Then, in the evening (8 p.m. Monday through Friday), the TAPS daily process will pick up the agency interface data from the holding file and process it.  The interface will only "add" records. Changes, deletes, and error correction will be handled through the online process.  

Staff to Contact

Agency personnel interested in using the TAPS interface process will need to contact staff as follows:

Agency Data Processing Staff

Prepare agency's records using TAPS record layout, control record layout, and JCL to move the records to the holding area or staging instructions (instead of the JCL) for tape interface.

OFM Staff

Contact OFM Security Analyst for security to access JCL for interface and for online access.  Contact OFM customer support for any further help or assistance with the TAPS system.

I/O Control Staff at Service Center No. 1

Tape users send staging instructions with labeled tape(s) to this area of the Service Center.  I/O staff transfer the tape records to an online file and submit the JCL, which forwards the file to the holding area for TAPS.  For additional tape user steps, see page titled "TAPS Interface Instructions for Tape Users."

JCL

You will need to use your own job card.

//JOBXX999 JOB (9999,99-0), 'NAME 9999 T', CLASS=D,REGION=2000K, TIME=4,

//       MSGCLASS=T, NOTIFY=USERID

/*ROUTE PRINT LOCAL

/*JOBPARM LINES=300

//PROCLIB
DD DSN=USER.PROCLIB,DISP=SHR.

//

UNIT=3380,VOL=SER=338005

//INTRFACE EXEC TAPSINTR

//TAPSIN.CONTROL DD DSN=NAME.OF.YOUR.CONTROL.RECORD.FILE.

//

DISP=(OLD,KEEP,KEEP)

//TAPSIN.INTRFACE DD DSN=NAME.OF.YOUR.DATA.FILE.

//SYSOUT
DD SYSOUT=*

//SYSPRINT
DD SYSOUT=*

//SYSUDUMP
DD SYSOUT=*

//ABNLDUMP
DD SYSOUT=*

TAPS Interface Instructions for Tape Users

Included with these instructions, on page BI-4 is a staging instruction form for TAPS interface tapes.  Please fill in the "XXX" areas for IO control.  Page BI-5 is a staging instruction form you may use as a master.

Each individual agency is responsible for their own tapes and data.  

The data record layout is the only layout that should be used for TAPS data.  This layout is very similar to the one that is used for AFRS. The only difference is that the Packet Number for TAPS is in the field that is used for the Reference Document Number by AFRS.  The control record layout (page BI-4) is used for the single-control record allowed per tape.

Before the tape is sent it must be labeled.  Each tape that is sent must have a 6-character individual tape number assigned by the agency on the front and on the side of the tape for identification purposes.  The front of the tape must also include agency number, bin number or return address.  The retention date is optional.  The agency number must be four 4 characters long (for example:  The Evergreen State College agency number would be 3760).  If the agency does not have a bin number assigned by the Washington Data Processing Service Center (WDPSC), then the return address must be listed on the front of the tape.  The retention date must be a Julian date.  If no retention date is used, the tape is returned as soon as it is processed.

The staging instruction form must be completed before the tape can be processed.  The tape number on the form must match the one on the tape, and the control information must be identical to the control record included on the tape.  Also, remember to complete "Transferred by" so WDPSC knows who to contact if there is a problem with the tape.  Keep the attached staging instruction form for your original since the agency will have to provide their own copies to the WDPSC.

Once the tape and the staging instruction form are ready, send both directly to  WDPSC for processing.  The mailing address is:

WDPSC

I/O Control Room 25

12th and Franklin

Olympia WA  98504

If for some reason the tape is a "bad tape," (for example:  tape is dirty or damaged), WDPSC will contact the person listed on the staging instruction form under "Transferred by."  The agency may then be required to send a new tape.  Once the tape is processed or the retention date has expired, the tape will be returned to the name and address listed on the bottom of the staging instruction form.

Example 1:  (Control Record)


TAPS INTERFACE FOR


AGENCY NAME XXXXXXXXXXXXXXXXXXXXXXX AGENCY (XXX)


(ALLOTMENT TRANSACTIONS)


STAGING INSTRUCTIONS

TO:

I/O Control

SUBJECT:
Standard Labeled Tape from Agency XXX



External Label/Tape Number: XXXXXXXXXXXXX




       Transferred By: XXXXXXXXXXXXX




          Received By: XXXXXXXXXXXXX

Upon receipt of the Tape and Staging Instructions from Agency XXX


Edit Member:  'UCC70105.AFRS021.SCHEDULE(XXXAF105)'

Enter C 'Old Tape Number'  'New Tape Number'  ALL

CHANGE CONTROL INFORMATION:

       Enter the following information on line 39:


1 1


1 2 3 4 5 6 7 8 9 0 1


X X X X X


_
_
_
_
_
_
_
_
_
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Demand the job through UCC7.

File the Staging Instructions.

When the job is completed:

    
Route the SYSOUT and TAPE to:  Bin # XXX   

Thank You.


TAPS INTERFACE FOR


AGENCY NAME ____________________ AGENCY ______ 


(ALLOTMENT TRANSACTIONS)


STAGING INSTRUCTIONS

TO:

I/O Control

SUBJECT:
Standard Labeled Tape from Agency ______



External Label/Tape Number: _________________________




       Transferred By: _________________________




          Received By: _________________________

Upon receipt of the Tape and Staging Instructions from Agency: ________


Edit Member:  'UCC70105.AFRS021.SCHEDULE(AGYAF105)'

Enter C 'Old Tape Number'  'New Tape Number'  ALL

CHANGE CONTROL INFORMATION:


Enter the following information on line 39:


1 1


1 2 3 4 5 6 7 8 9 0 1


X X X X X


_
_
 _
_
_
_
_
_
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Demand the job through UCC7.

File the Staging Instructions.

When the job is completed:

    
Route the SYSOUT and TAPE to:  Bin #_______

Thank You.

***************************************************

*  MEMBER NAME:  IINTAPE                                    *

*                  USE:  INPUT TRANSACTION RECORD    * 

*            LENGTH:  130                                          *

***************************************************
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Common Interface/Error Report

When a batch interface job is submitted to TAPS, Report TPD100 (Common Interface/Error Report) will be run. It will be received with your job turnaround information.  If the interface job is submitted early in the day, you may receive this report in time to find out if you have any problems with your data prior to the TAPS nightly update process.

If your data has only minor errors, you may decide to correct them using online TAPS the next day.

If your data has major errors requiring resubmission of the job, use a different BATCH TYPE for the new job.  This will enable you to easily identify and delete any batches with major errors (from the first job) using online TAPS the next day.


