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SUBCOURSE OVERVIEW

This subcourse presents the procedures to use to download documents, to match documents to reports, to annotate reports and documents, to forward reports with attached documents, to file documents, to distribute reports, and to mail documents to the Defense Finance and Accounting Service--Indianapolis Center (DFAS-IN).

You must complete the following prerequisite before you begin studying the material in this subcourse:

FI0184, Document-Flow Processing, Part I 

This subcourse reflects the doctrine which was current at the time it was prepared.  In your own work situation, always refer to the latest official publications.

Unless otherwise stated, the masculine gender of singular pronouns is used to refer to both men and women.

Terminal Learning Objective 

Action:
You will identify the procedures used to download documents, match documents to reports, annotate reports and documents, forward reports with attached documents, file documents, distribute reports, and mail documents to DFAS-IN.

Condition:
You will have information from Army Regulation (AR) 37-101-3 and the Automated Data System Manual (ADSM).

Standard:
To demonstrate competency of this task, you must achieve a minimum of 70% on the subcourse examination.


i
FI0185

TABLE OF CONTENTS

Section
Page
Subcourse Overview
i

Lesson:
Document Processing Procedures
1--


Part A: Process Documents
1-2


Part B: File Documents
1-20


Part C: Processing Procedures
1-22


Practice Exercise
1-31


Answer Key and Feedback
1-35

Appendix A:  List of Common Acronyms
A-1

Appendix B:  Extract of Sample Flow Charts
B-1

Use the above publication extract to take this subcourse.  At the time that we wrote this subcourse, this was the current publication.  In your own work situation, always refer to the latest publications.

FI0185
ii

LESSON

DOCUMENT PROCESSING PROCEDURES
OVERVIEW

Lesson Description:

In this lesson, you will learn to identify the procedures for downloading documents, matching documents to reports, annotating reports and documents, forwarding reports with attached documents, filing documents, distributing reports, and mailing documents to DFAS-IN.

Terminal Learning Objective: 

Action:
Identify the procedures used to download documents, match documents to reports, annotate reports and documents, forward reports with attached documents, file documents, distribute reports, and mail documents to DFAS-IN.

Condition:
You will be given information from AR 37-101-3 and ADSM.

Standard:
Your identifications will be in accordance with (IAW) AR 37-101-3 and ADSM.

References:
The material contained in this lesson was derived from the following publications:


AR 37-101-3.


ADSM.

INTRODUCTION
You must know how to download documents, match documents to reports, annotate reports and documents, forward reports with attached documents, file documents, distribute reports, and mail documents to DFAS-IN.  This subcourse provides instruction in each of these areas.
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PART A -PROCESS DOCUMENTS 
1.
Download Documents.

The determination and processing (D&P) section downloads the DFAS-IN Update reports.  The D&P section is responsible for taking action on these reports by working within the section or forwarding the reports to other sections of the finance office (FO).  Detailed procedures are provided for in the following reports:

· Document Transmittal List (DTL).

· Joint Uniform Military Pay System (JUMPS) Leave Transactions Input Report.

· Processed JUMPS Update Transactions.

· Rejected JUMPS Update Transaction/Daily Register of Rejects (DROR).

· Recycled JUMPS Update Transactions.

· Management Notices.

· One-Time Pay Authorizations.

· Transactions Originated by Others.

· Daily Register of Transactions (DROT).

2.
Request Reports.

Request UH099CA03 (Document Transmittal List) and UH099CA04 (JUMPS Leave Transaction Input Report).  Refer to the following subparagraphs for details concerning the use of these reports and how to request them.


a.
UH099CA03 Report.  Upon receipt of daily input, DFAS-IN updates the Master Military Pay Account (MMPA).  Upon conclusion of this update, execute update job to generate the report (figure 1-1).



(1)
Use.  Use the UH099CA03 report to transmit source documents to DFAS-IN in cycle number and transaction number sequence.



(2)
Course of Action.  Send the original of the DTL to the control section with documents that are identified on the DTL as DOCUMENT REQUIRED and RECYCLE.  Send these documents in cycle number and transaction number sequence.  The control section retains the DTL
FI0185
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with the attached documents in date and cycle number order for 45 days following the end of the processing
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Figure 1-1.  Document Transmittal List.



(3)
Routing.  Route the UH099CA03 report as follows:

· The D&P section sends the original to the control section.

· The control section sends a copy to the reconciliation section for research purposes.  The reconciliation section retains this copy for the current month and an additional six months.
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· The control section forwards the original with the appropriate documents to DFAS-IN 45 days after the processing month.





Note:
If coders number the documents as they input them, and stack them in sequence subsequent action to put the documents into the SSN sequence will NOT be necessary since the documents will be in the same order as they appear on the DTL.


b.
UH099CA04 Report.  Refer to the following subparagraphs for details concerning how to use and route the UH099CA04 report (LVRPT)(figure 1-2).



(1)
Use.  This report provides a list of all leave transactions, in sequence number, by input source or unit.  Distribute it to input sources as a notification of processing results.  Units use this report to ensure that correct leave information has been entered on the assigned soldier's MMPA, and to update their Unit Leave Control Logs.



(2)
Course of Action.  Send the report to the control section for distribution to the units.  The control section retains this report-in the transmittal letter (TL) folder for the current month and for an additional two months from the date of the DFAS-IN Update.



(3)
Routing.  Route the UH099CA04 report as follows:

· The D&P section sends the original and copy to the control section.

· The control section distributes the original to the unit.

· The control section retains the copy for the current month and for an additional two months from the date of the DFAS-IN Update.  After this period, the control section destroys the copy.

The reconciliation section receives DFAS-IN Update reports and other reports to assist in conducting reviews.  These reports are explained in the following subparagraphs.
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Figure 1-2.  JUMPS Leave Transaction Input.


c.
UH099CA05 (Processed JUMPS Update Transactions).  Refer to the following subparagraphs for how to use and route this report (figure 1-3).

[image: image4.png]ADSN: 5053 PROCESSED JUMPS UPDATE TRANSACTIONS PCN: UHOS9CACS PAGE: 0002

DFAS-IN UPDATE NR: 04-08 DATED: 04/01/91

CYCLE NBR: 0%

0001 0003 0004 0005 0007 0008

SUBTOTAL - TRANSACTIONS FOR CYCLE NUMBER 03: ]

Transsction 0008 reflected BDOCUMENT REQUIREL on the OTL but is not appesring on this report st

processed.

Nots:





Figure 1-3.  Processed JUMPS Update Transactions.



(1)
Use.  This report provides a list of all the transactions that actually were processed in the DFAS-IN Update.  Transaction numbers are printed in ascending sequence across the page within the cycle number.  This report is a master listing of all the transactions that are processed in cycle number and transaction number order.



(2)
Course of Action.  The D&P section forwards the original and a copy to the reconciliation section.



(3)
Routing.  The reconciliation section retains the original and the copy for the current month and for an additional two months.
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d.
UH099CA06 (Rejected JUMPS Update Transactions/Daily Register of Rejects [DROR]).  Refer to the following subparagraphs for how to use and route the UH099CA06 report (figure 1-4).
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Figure 1-4.  Rejected JUMPS Update Transactions.



(1)
Use.  This report is a list of all the transactions that are rejected during the DFAS-IN Update.  The transactions are listed in social security number (SSN) sequence within the cycle number, followed by up to six error codes.  Descriptions of the error codes are provided on the last page of the listing.  The chief, D&P section, initially uses this report to analyze and to correct coder errors and to develop training plans to increase coder knowledge and skills.



(2)
Course of Action.  The chief, D&P section or his verifiers determine the cause of the error and correct or delete the rejected transactions that are identified on this report as soon as the JUMPS Data Collection (JDC) Update is downloaded and printed.




Note: Verifiers can access error codes by means on-line inquiry.  Refer to ADSM, section 4.3.4.3, for procedures.

Processing this report is a daily priority for the D&P section.



(3)
Routing.  The D&P section analyzes the DROR, correcting or deleting the rejected transactions and annotating the code for action to resolve the reject.  Codes and descriptions for each are as shown in figure 1-5.
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Figure 1-5.  Error Codes and Descriptions.

The D&P section retains the original DROR with its annotations until the reinput transactions are reflected on the DTL.

The D&P section then forwards the annotated original to the reconciliation section for reject trend analysis.  The reconciliation section retains the original DROR for the current processing month and six additional months.


e.
UH099CA07 (Recycled JUMPS Update Transactions).  Refer to the following subparagraphs for details concerning how to use and route the UH099CA07 report (figure 1-6).
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Figure 1-6.  Recycled JUMPS Update Transactions.



(1)
Use.  This report is a list of the transactions that passed the ID edits but either require additional input or are for a future date.  These transactions are recycling against the MMPA.  The D&P section reviews this report for input that is required to clear recycles.  The chief, reconciliation section, monitors this report to determine whether there is an identifiable pattern of recycle causes that may be prevented.
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(2)
Course of Action.  Send this report to the reconciliation section.  This section reviews this report on an as-needed basis to determine trends.




Note:
This report is not an indicator of information that is absolutely negative, as the Defense Joint Military Pay System (DJMS) is programmed to recycle certain transactions until various actions occur.  Some of these actions are locally generated.  Others are system-generated actions.



(3)
Routing.  The D&P section forwards the original and one copy to the reconciliation section for review.  The reconciliation section reviews the report to determine whether any possibly negative trends are occurring.  The reconciliation section retains the report for the current processing month and an additional six months for trend analysis and audits.  Then, the reconciliation section destroys the report.




Note:
Whenever the error code RAJ appears, this recycle cannot be resolved at the local level.  All RAJ recycles must be reconciled at the central site.  There is no need to notify the central site personnel since they are provided a special daily listing of all RAJ recycles.


f.
UH099CA08 (JUMPS Management Notices).  Refer to the following subparagraphs for details concerning how to use and route the UH099CA08 report (figure 1-7).
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Figure 1-7.  Sample UH099CA08.
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(1)
Use.  This report is a list of notices to t*he finance office (FO).  It identifies pending actions that are required for certain assigned soldiers.  This list identifies soldiers in SSN sequence within format identification (ID) indicating the types of actions that are required.



(2)
Course of Action.  The D&P section establishes the suspense on management notices.



(3)
Routing.  The D&P section distributes management notices to appropriate sections for action based upon the type of transaction that is required, and on FO organizational and staffing considerations.




Note:
Refer to subparagraph 21 (page 1-12) for a description of each notice and for the procedural guidelines for various FO sections.


g.
UH099CA10 (One-Time Pay Authorizations).  Refer to the following subparagraphs for details concerning how to use and route the One-Time Pay Authorization (figure 1-8).
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Figure 1-8.  One-Time Pay Authorization.



(1)
Use.  This report identifies soldiers whom DFAS-IN has determined are due one-time payments because of special conditions.  These conditions include the following installments and payments:

· Reenlistment bonus installments.

· Continuation pay installments.

· Transition pay.

· Retroactive entitlement pay.
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(2)
Course of Action.  Distribute this report to the FIN-SVCs section for action and to the reconciliation section for review.



(3)
Routing.  The D&P section distributes the original to the FIN-SVCs section for action and one copy to the reconciliation section for review.  The FIN-SVCs section reviews the original, prepares payments as appropriate, and makes JDC III coder input.  The FIN-SVCs section retains this listing for the current month and two additional months.  The reconciliation section compares the prepaid payment vouchers with the One-Time Pay Authorization List.  The reconciliation section retains this listing for the current month and two additional months.


h.
UH099CA11 (Transactions Originated by Others).  Refer to the following subparagraphs for details concerning how to use and route the UH099CA11 (figure 1-9).
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Figure 1-9.  Sample UH099CA11.

(1) Use.  This report provides notification of transactions that are input by another FO, or by DFAS-IN, concerning soldiers who are serviced by the local FO.

(2) Course of Action.  Distribute this report to other sections of military pay as directed by the FO.




Note:
A copy of this report can be furnished to the reconciliation section and retained for the current month and six additional months.
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(3)
Routing.  The D&P section reviews-, files, and destroys this report after the processing month if the FO does not direct that the report be destroyed sooner.


i.
Daily Register of Transactions (DROT).  Refer to the following subparagraphs for details concerning how to use and route the DROT.



(1)
Use.  This report provides transactions that are processed, rejected, and recycled.  These transactions are listed by input source.  The DROT is used to provide units with a record of transactions input pertaining to assigned soldiers.



(2)
Course of Action.  Distribute this report to the control section for distribution to units and for filing.



(3)
Routing.  The D&P section distributes the original and one copy to the control section.  The control section distributes the original to the units for review.  The control section maintains the copy in the TL file for the current month and two additional months.




Note:
The reconciliation section receives DFAS-IN Update reports and other reports to assist in the conduct of reviews.  Refer to part A, subparagraphs 2j through 21, of this lesson for explanations of these reports.


j.
Transition and Expiration Term of Service (ETS) Report.  Refer to the following subparagraphs for details concerning the use and the routing of the transition and ETS report.



(1)
Use.  Use this report to identify soldiers' ETSs and dates of separation (DOS) and to schedule their pre-transition reviews.



(2)
Course of Action.  Annotate the listing with the date that the pre-transition reviews were completed.  Do not make any annotations until all necessary reviews are completed and it has been determined that an indebtedness exists.  If indebtedness does not exist, then ensure that all actions are taken to make collection prior to soldiers' DOSs.



(3)
Routing.  Annotate a new listing with necessary information from the old listing.  Then, destroy the old listing.


k.
Voucher Balancing and Merged Accountability and Fund Reporting Reconciliation Report (MP-19-173).  Refer to the following subparagraphs for details concerning the use and the routing of the voucher balancing and merged accountability and fund reporting reconciliation report (MP-19-173).
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(1)
Use.  Use this report to ensure the proper and timely posting of payment and collection transactions.



(2)
Course of Action.  Review the report to determine the status of payments and collections input to Joint Uniform Military Pay System-Active Component-Defense Joint Military Pay System (JUMPS-AC/DJMS).

Review Section I (VOUCHER DATA) to ensure that identified out-of-balance vouchers have had the necessary JDC III input made to correct differences.

Do not use Sections II and III of the MP-19-173.

Review the DROR to ensure that rejected transactions have been corrected.

Make any necessary input to correct a voucher number or to balance any voucher that is shown as out of balance.  Use the disbursing section's DROT to verify the input.

Refer to the "Voucher Balancing" chapter of ADSM for detailed procedures for voucher balancing.



(3)
Routing.  Maintain this report for 12 months.  Destroy the report at that time if all out-of-balance conditions have been corrected.


l.
Management Notices.  Use these notices to provide a listing of the source documents in cycle number and transaction number sequence.



(1)
Use.  Management notices are notices to the FO that identify pending actions that are required for certain assigned soldiers.  Use this list to identify soldiers in SSN sequence within format-ID and -o indicate the types of actions that are required.



(2)
Course of Action.  Ensure that management notices -are processed promptly and are returned to the D&P section by the required suspense date.



(3)
Routing.  Figure 1-10 shows a recommended distribution matrix.

The D&P section receives management notices as part of the DFAS-IN Update and establishes suspenses on management notices.
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Figure 1-10.  Recommended Distribution Matrix.

The D&P section distributes management notices to appropriate sections for action that is based on the following:

· The type of the transaction that is required.

· FO considerations.

· Organizational and staffing considerations.

The normal suspense period is two days for action and notification back to the D&P section.




Note:
The D&P, the finance services (FIN-SVCs), the control, and the reconciliation sections each take various actions concerning management notices.  These management notices are described in the following subparagraphs.  These subparagraphs also explain the actions that are to be taken for each notice.
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(4)
Determination and Processing Section Actions.  The D&P section is responsible for taking action on the following management notices:

· UI -indicates when an assistant secretary of Defense/Office of the Secretary of Defense (ASD/OSD) entry is closed and flight pay is stopped.  Review the MMPA to ensure that this is correct.

· UM -indicates when 1201 is changed to report the date of 30 September.

· XH -indicates that MG/MH has processed the adjustment.  Check the record for possible foreign duty pay.

· X401 -indicates that the soldier draws dual incentive pay.  Verify his entitlements.



(5)
Finance Services Actions.  The FIN-SVCs section is responsible for taking action on the following management notices:

· UA through VIP input -indicates that medical or dental pay has not been established.  The FO must input the appropriate transaction.

· U2 -sent to the FO when the basic allowance for quarters (BAQ) rate changes and the CLOST-BAQ-DEPN equals "B." Verify the child-support payment per Department of Defense Military Pay and Allowance Entitlements Manual (DODPM), paragraph 30226.

· UC -sent to the FO when a housing entitlement transaction is received, no BAQ is established on the M/PA, and the housing transaction is not compatible.  Verify and update the BAQ> The housing transaction recycles for nine days.  It then rejects if the BAQ is not updated.  This management notice must be processed within 48 hours.

· UF -the amount of the BAQ has changed and the soldier receives the BAQ for an illegitimate child.  The FO must remind the soldier that the amount of support is increased per DODPM.

· UG -when a soldier is assigned an inadequate BAQ rate and DH changes and his CLOST-BAQ-DEPN equals "I" or
FI0185
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"W." Verify and adjust the fair rental value percentage for both the soldier and his spouse.

· UH -sent to the gaining FO when a permanent change of station (PCS) transaction processes and the period between the PCS departure and the soldier's arrival cannot be accounted for on the MMPA.  The FO must verify the PCS days with the travel documents and correct the MMPA.

· UL -a terminal leave transaction has been processed for a transitioning soldier.  Verify that travel time is excluded from terminal leave.

· UT -the soldier receives BAQ and family separation allowance (FSA).  The FO must reverify the soldier's FSA entitlement.

· UV -a housing transaction has been processed.  Verify the soldier's entitlements to FSA Type I.

· U4 -generated on the 90th day of appellate review leave.  Contact the judge advocate general (JAG) and the soldier's unit to determine the soldier's status.

· XG -the soldier's youngest child has reached age 21.  The FO must stop BAQ unless the soldier is entitled to it because the child is handicapped or is entitled to it for some other valid reason.

· XI -generated after as PCS transaction has been processed to alert the gaining and the losing disbursing station symbol numbers (DSSNs) of the soldier's departure date and of his projected arrival date.  This management notice is for information only.  No action is required.

· XJ -the soldier's allotments have been stopped due to a transition or an absent without leave (AWOL) transaction.  This management notice is generated when the projected transition is canceled or when a soldier becomes AWOL.  This --management notice requires the FO to contact the soldier and to advise him that his allotments have been stopped and must be restarted.

· XK03 -Notice of an expired ETS.  The FO must review and make input if the soldier is separated or has reenlisted or extended his enlistment.
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· XK04 -generated when a recycling or an unposted PQ payment is present and a transaction has been corrected and reinput.  The FO must review the input to ensure that the reenlistment or the transition transaction was input and that the rejected transactions have been corrected and reinput.

· X103 -generated when a grade correction is processed to alert the FO to verify pay and entitlements.

· XP -generated when the FAO must determine the difference and put in the missing exception posting data to balance the payroll submission.

· XS -generated within 10 days of a soldier's DOS to alert the soldier of any projected indebtedness.  The FO must advise the soldier of t: he projected indebtedness.

· XW -generated when a PCS transaction is received for a soldier who is departing Officer Candidate School (OCS) who has not been promoted to 01 or demoted co s4 or below.

· XZ -generated to the field each time that a JUMPS transaction rejects that has been input by other than the servicing FO.  These management notices are for information only; however, they can provide assistance when pay inquiries are researched.

· X102 -a BAQ transaction was processed on a soldier who receives an overseas housing allowance (OHA).  Review and restart the housing allowance if necessary.

· X103 -a BAQ transaction was processed on a soldier who receives an OHA, Review and restart the housing allowance if necessary.

· X104 -a BAQ transaction was processed on a soldier who receives a housing allowance.  Verify his entitlements, Correct any inconsistencies.

· X9 -a PCS arrival transaction has stopped BAQ for soldiers E4 (over four years) and above without dependents.  The FO must review the soldier's PCS status and determine whether BAQ
FI0185
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adjustments are necessary and, if so, make the required input.



(6)
Control Section Actions.  The control section is responsible for taking action on the following management notices:

· UD -when a debt stop or cancel transaction is processed by the Army and Air Force Exchange Service (AAFES).  Notify the soldier.

· UF -when the amount of the BAQ has changed and the soldier receives the BAQ for an illegitimate child.  Forward the original to the FIN-SVCs service section, and notify the soldier.

· UN -when a debt for a Report of Survey (R/S) is collected fully.  Forward a copy to the R/S monitor to annotate the R/S register with the uncollected amount.

· UO -when a soldier transitions with an uncollected balance for an R/S.  Forward a copy to the R/S monitor to annotate the R/S register with the uncollected amount.

· UP -when a debt starts for R/S.  Notify the R/S monitor to annotate the R/S register.

· U4 -the 90th day of a soldier's appellate review leave.  Forward a copy to the JAG and another copy to the soldier's unit.

· UR -advises the FO that a collection action has been input by the AAFES, Dallas, Texas (TX).

· US -when the AAFES changes or corrects a debt.  Notify the soldier.

· UU -when basic allowance for subsistence (BAS) type K is stopped.  Verify BAS type K.  Notify the soldier.

· XD -when the DFAS-IN automatically restarts a suspended debt because the soldier now has pay available.  Consider changing the repayment schedule.

· XW -when a PCS transaction is received for a soldier who is going from OCS and who has not been promoted to 01 or demoted to 34 or below.
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Forward an annotated copy to PCS to provide notice that transition, reentry, or demotion input is required.  If the soldier's normal grade is higher, then notify DFAS-IN by message to process the PCS transaction manually.  Forward the original to the FIN-SVCs section.

· XY -when a soldier's status or entitlement change was received, causing the soldier's pay to go below zero and a debt to become established for the negative amount.  This management notice also is generated when a debt collects (DQ only) and the soldier's pay increases by at least $100.  Consider changing the repayment schedule.

· X803 -when a soldier is in excess leave status, BAQ is automatically not paid.  Soldiers in the grade of E4 who have four or fewer years of service and who have dependents are authorized BAQ with the dependent rate during excess leave status that is not to exceed 60 days (unless it is anticipated that the soldier will not return to duty--i.e., appellate review leave).  The FO must determine whether BAQ should be credited.  If applicable, he must also input the BAQ with the dependent rate.



(7)
Reconciliation Section Actions.  The reconciliation section is responsible for taking action on the following management notices:

· XB -The Army Shred-Out Program satisfies this requirement.  DO NOT PROCESS.

· XS -is sent to the FO at the DOS minus 10 days or as an advance notice of transition indebtedness.  Use this notice in the pre-transition reviews.

3.
Verification.

Verifiers in the D&P section perform the following actions:

· Receive a data diskette from each section for each cycle number that is issued.  They also receive a listing of all the transactions.  The transactions are listed by cycle number.  In addition, they receive matching documents.

· Verify that all the documents are present.
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· Sign onto the JSS terminals using their passwords, IDs, and ADSN numbers.

· Verify and edit transactions that are input by the coder using the cycle number, comparing the documents to the listings to ensure accuracy and completeness.

· Upload the transactions to DFAS-IN to update the MMPA.

· Check the data, on line via Customer Information Control System (CICS), for name or SSN mismatches.

Note:
The verifier resolves any discrepancies before he releases the transactions for the DFAS-IN update window.

· View the JUMPS File Transfer Report.  This report indicates the number of transactions that have been passed to the JDC Update.  It also indicates the number of transactions that contain errors regarding the basic ID (name and SSN).

· Print the JUMPS File Transfer Report, if necessary.  By doing so, the verifiers obtain a listing of the basic ID errors.

· Correct or delete, as appropriate, any mismatched data.  The verifiers can correct all basic ID errors before the update.

Note:
The verifiers have until DFAS-IN runs the update cycle to make changes to the input.

· Line out transaction numbers on documents that are reinput.  The verifiers also line out transaction numbers on documents that enter with new, system-generated transaction numbers.

Note:
The documents may contain transactions for more than one soldier.  If so, then reproduce the document.  Annotate the new transaction number by the appropriate soldier's name.

· Suspend documents for report download.

· Download the DFAS-IN update and appropriate records.

· Extract DROT data from the DTL.

· Retain documents in the D&P until the next DFAS-IN update reflects that the transactions have been accepted.  The
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verifiers process all documents that have been accepted by returning them to the control section through the chief, D&P section.  The control section files these documents by cycle number and date.

· Research rejects that are identified on the DROR.  The verifiers reinput these rejects.  if reinput is required.  They annotate the DROR and identify the action that is taken.

· Return voided or deleted documents to the control section with DA Form XXXX (Source Document Reject Control Slip) attached.

· Review the recycles to ensure that any necessary action is taken.

· Suspend and distribute management notices to appropriate sections of the military pay branch.  The verifiers refer to the "Reports" chapter of the ADSM for guidance.

· Distribute One-Time Pay Authorizations according to the procedures in the "Reports" chapter of the ADSM.

· Safeguard passwords.

4.
Forward Reports and Documents.

Use the following steps to forward reports and documents:

· Reject and recycle them for resolution.

· Send management notices to the appropriate sections.

· Prepare a Unit Commanders Finance Report (UCFR) and leave reports to distribution.

· Prepare the DTL for filing.

· Send the One-Time Pay Authorization to FIN-SVCs.

PART B -FILE DOCUMENTS
1.
Substantiating Document File.

This is a file of the original substantiating documents that are processed during a processing month.  The documents are filed with the DT; in update number sequence, by cycle number, and by transaction number.  Documents are kept for 45 cays after the end
FI0185
1-20

of the processing month.  Then, they are sent to DFAS-IN.  The DTL has DOCUMENT-REQ or RECYCLE printed on the report.  This identifies all documents that are required to be forwarded to DFAS-IN.  All other documents are destroyed at the end of the 45-day period.

2.
Substantiating Documents.

Various sections take specific actions concerning various substantiating documents.

The D&P section returns all pay-related documents that have been assigned substantiating document numbers to the receiving unit with the DTL.  The receiving unit takes the following actions:

· Examines the DTL to determine whether the attached documents require further processing.  If so, forward the documents to the appropriate section.

· Reviews the substantiating documents and ensures that the number is correct.  For each cycle number, the D&P section ensures that each document is annotated with the update number, the DSSN, the cycle number, and the transaction number.

· Files the processed documents, with the corresponding DTL, in update number sequence by cycle number and by transaction number in the substantiating document file pending mailing to DFAS-IN.

Upon receipt of a request for a substantiating document or a group of documents, the receiving unit takes the following actions:

· Reproduces documents and mails them to the requester if the request is received from an external site within the time frame that the document is in the file.  Otherwise, the receiving unit sends a request for them to DFAS-IN.

· Prepares Optional Form (OF) 23 (Chargeout Record) for documents that are requested internally to put into file in place of the withdrawn documents.  The receiving unit sends the document to the proper section.

Periodically during the processing month (but no -fewer than one time every two weeks), the documents in the file are reconciled to ensure that the substantiating document numbers that are assigned to the documents and to other data agree and that no documents have been removed without using OF 23.  It is absolutely ESSENTIAL that the proper document is present for each substantiating document number 
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that is used.  If a transaction is indicated on the DTL and the document is not present, then every action to locate the document must be taken.

The substantiating documents are mailed to DFAS-IN not later than 45 days after the end of the processing month.  Prior to mailing, ensure that
· DA Form 3952 (Transmittal of Money Account Papers) is prepared in an original and two copies showing the DSSN, the period that is covered, and the total number of the documents.  The original and one copy is included at the front of the documents for submission to DFAS-IN.

· The originals of the DTLs are included, showing the cycle and the transaction numbers for every document that is forwarded to DFAS-IN.

Note:
Mail documents for transactions on the DTL showing DOCUMENT REQUIRED and RECYCLE.  The remaining documents must be withdrawn and destroyed before the mailing.

· The substantiating documents are in numerical sequence.

Send all requests 'for source documents that already have been mailed to DFAS-IN by means of electronic mail (e-mail) or written request.

The DFAS-IN e-mail address is "Dept 62." The DFAS-IN mailing address for document requests is Director, DFAS-IN, ATTN:  Dept. 62, Indianapolis, IN 46249-0001.

All requests for source documents must contain the following information:

· Input DSSN.

· Update number of the DTL on which the transaction appears.

· Transmission cycle number.

· Transaction number.

· Soldier's SSN.

· Soldier's full name.

· Format ID and action indicator.

· Effective date(s) of transaction (if applicable).

PART C -PROCESSING PROCEDURES 
Appendix B at the end of this subcourse shows sample flow charts.  These flow charts illustrate the procedures that the various
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sections use to process various types of documents other than miscellaneous pay documents (MPDs).

These flow charts address the following:

· DOV and voucher balancing (appendix B, page B-1).

· Reject report processing (appendix B, page B-2).

· Reenlistment, extension, and bonus payments (appendix B, page B-3).

· Transition processing (appendix B, page B-4).

The following paragraphs and subparagraphs provide a step-by-step summary of the actions that take place during the processes that are illustrated in the sample flow charts in appendix B.

1.
Disbursing Officer Voucher and Voucher Balancing Procedure.

The disbursing officer voucher (DOV) and voucher balancing procedure consists of four sequences.  Each of these sequences contains a number of specific steps.  The sequences and the steps are discussed in the following subparagraphs.


a.
Start Sequence.  This sequence consists of the following five steps:

Note:
The start sequence (part C, paragraph 2a) corresponds to the line of rectangles introduced by the "Start" box in the flow chart shown in appendix B, page B-1.



(1)
Step One.  The control and the FIN-SVCs sections process payments to the disbursing section.



(2)
Step Two.  The disbursing section receives cash collection vouchers that are related to military payments.



(3)
Step Three.  The disbursing section prepares DD 117 (Military Pay Voucher) for DOV.  Disbursing section personnel send the DOVs, DD Forms 117, and the Cash Collection Vouchers (CCVs) by TL-number to the control section.



(4)
Step Four.  The control section processes the TL.



(5)
Step Five.  The control section forwards the payment documents and the CCVs to the D&P section.
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b.
Sequence A.  Sequence A consists of the following five steps:

Note:
Sequence A corresponds to the line of rectangles introduced by the circled letter "A" in the flow chart shown in appendix B, page B-1.



(1)
Step One.  The D&P section expedites the input but processes it as MPDs are processed.



(2)
Step Two.  After the vouchers are input, D&P section personnel input a PZ03 (Report Payment Voucher Totals) or a C903 (Report Cash Collection for Indebtedness) transaction.



(3)
Step Three.  The D&P section ensures that the totals agree among the documents, the P2 input, and the C9 input.



(4)
Step Four.  D&P personnel resolve any input errors and any DD Fore 117 errors.



(5)
Step Five.  Verifiers process the documents.


c.
Sequence B.  Sequence B consists of the following three steps:

Note:
Sequence B corresponds to the line of rectangles introduced by the circled letter "B' in the flow chart shown in appendix B, page B-i.



(1)
Step One.  After the results of the update are processed, D&P personnel forward disbursing DROT payment documents and CCVs to the reconciliation section.



(2)
Step Two.  The reconciliation section ensures that the DROT and all documents are input correctly.



(3)
Step Three.  Reconciliation section personnel resolve any errors with the chief, D&P section.



(4)
Step Four.  The D&P section sends a duplicate DROT and all attached documents back to the disbursing section.


d.
Sequence C.  The last sequence in the DOV and voucher balancing procedure consists of the following-four -steps:

Note:
Sequence C corresponds to the line of rectangles introduced by the circled letter "C" in the flow chart shown in appendix B, page B-1.
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(1)
Step One.  The original disbursing DROT is filed in the DOV suspense file pending the receipt of the merged accountability and fund reporting (MAFR) from DFAS-IN.



(2)
Step Two.  Once the MAFR is received, the reconciliation section ensures that the DROTs and the MAFR agree.



(3)
Step Three.  After the MAFR is reconciled, the DROT and the MAFR are filed in the voucher balancing file.



(4)
Step Four.  The MAFR and the DROT are kept on file for one year.

2.
Reject Report Processing Procedure.

The reject report processing procedure consists of three sequences during which the following sections perform various actions:

· D&P.

· Control.

· Reconciliation.

Each of these sequences contains a number of specific steps.  The sequences and the steps are discussed in the following subparagraphs.


a.
Start Sequence.  The start sequence in the procedure that is used to process reject reports contains the following three steps:

Note:
The start sequence corresponds to the line of rectangles (and the diamond) introduced by the "Start" box in the flow chart shown in appendix B, page B-2.



(1)
Step One.  The D&P section verifier requests the update results on CICS.



(2)
Step Two.  The verifier receives the original and one copy of the DROR.



(3)
Step Three.  The verifier determines whether a prior cycle number was listed on the DROR.




(a)
Prior Cycle Number NOT Listed.  A prior cycle number may not have been listed on the DROR.  In this case, the duplicate is destroyed.  The original is used in the D&P section.  Next, prior cycle rejects are circled and forwarded to the control section so that the appropriate documents may be pulled, the same as if the
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prior cycle number had been listed (part C, subparagraph 2a(3)(b)).




(b)
Prior Cycle Number Listed.  Prior cycle rejects are circled and forwarded to the control section so that the appropriate documents may be pulled.


b.
Sequence A.  This sequence consists of the following four steps:

Note:
Sequence A corresponds to the line of rectangles introduced by the circled letter "A" in the flow chart shown in appendix B, page B-2.



(1)
Step One.  Rejected documents are pulled from the DTL.



(2)
Step Two.  For the documents that are pulled, the transaction numbers are lined through and the dispositions are annotated.



(3)
Step Three.  The D&P verifier ensures that all the rejects that are listed on the DROR are recorded.



(4)
Step Four.  The duplicate copy of the DROR is destroyed.


c.
Sequence B.  The last sequence in the reject report processing procedure consists of the following four steps:

Note:
Sequence B corresponds to the line of rectangles introduced by the circled letter "B" in the flow chart shown in appendix B, page B-2.



(1)
Step One.  The verifier corrects and annotates on the DROR the action that is taken for each reject.



(2)
Step Two.  The rejects are held for the next update.  The verifier ensures that all rejects are accepted.



(3)
Step Three.  The original DROR is forwarded to the reconciliation section.



(4)
Step Four.  Reconciliation personnel may perform a monthly analysis of errors to show training needs.

3.
Reenlistment, Extension, and Bonus Payments Processing Procedure.
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The reenlistment, extension, and bonus payments processing procedure consists of three sequences.  Each of these sequences contains a number of specific steps in which FIN-SVCs personnel perform various actions.  The sequences and the steps are discussed in the following subparagraphs.


a.
Start Sequence.  The first sequence consists of the following two steps.

Note:
The start sequence corresponds to the two lines of rectangles and diamonds introduced by the "Start" box in the flow chart shown in appendix B, page B-3.



(1)
Step One.  Upon the receipt of the proper documents, determine whether the soldier just reenlisted or extended his enlistment.




(a)
Reenlistment or Extension.  If the soldier did reenlist or extend his enlistment, then input an E603 (Reenlistment) transaction to post the event to the MMPA.  Proceed to step two (part C, subparagraph 4a(2).




(b)
No Reenlistment or Extension.  The soldier may not have reenlisted or extended his enlistment.  In this case, determine whether this is his first bonus payment.

· If this is NOT the soldier's first bonus payment, then determine whether an early payment has been authorized.  If so, then input a 3313 (Report SRB Bonus) transaction on JDC III to post the event to the MMPA.  Then, proceed to sequence A (part C, subparagraph 3b).  If not, then proceed to the sequence B in the procedure (part C, subparagraph 3c).

· If this is the soldier's first bonus payment, then proceed to sequence A in the procedure (part C, subparagraph 3b).



(2)
Step Two.  Determine whether the soldier is authorized a selective enlistment bonus (SEB) payment.




(a)
Selective Reenlistment Bonus Payment NOT Authorized.  An SEB payment may not be authorized.  In this case, determine whether an accumulated payment is authorized.  If not, terminate the procedure.  If an SEB payment is authorized, then proceed with sequence B (part C, subparagraph 3c).
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(b)
Selective Reenlistment Bonus Authorized.  If the soldier is authorized an SEEB payment, then proceed to sequence A (part C, subparagraph 3b).


b.
Sequence A.  Make the appropriate input on JDC III.  For a selective reenlistment bonus (SRB) payment, use a 3303 transaction screen.  For an SEB, use an E403 (Report Final Separation) transaction.  For a broken service/SRB (BSSRB), use an EC03 (Report Broken Service/SRB) transaction.  Proceed to sequence B (part C, subparagraph 3c).

Note:
Sequence A corresponds to the line of rectangles introduced by the circled "A" in the flow chart shown in appendix B, page B-3.


c.
Sequence B.  Sequence B in the procedure for processing reenlistment, enlistment extension, and bonus payments consists of the following five steps.

Note:
Sequence B corresponds to the line of rectangles introduced by the circled "B" in the flow chart shown in appendix B, page B-3.



(1)
Step One.  Await a PL11 (One-Time Pay Authorization) and/or a PQ61 transaction.



(2)
Step Two.  Generate the payment 10 days prior to the due date.



(3)
Step Three.  Once the authorization is received, prepare payment for the due date.



(4)
Step Four.  Make the payment on the due date, and forward it to the disbursing section.



(5)
Step Five.  Proceed to the DOV and voucher balancing procedure (part C, paragraph 2) to finish processing.

4.
Transaction Processing.

The transaction processing procedure consists of two sequences.  The first sequence contains a number of specific steps in which FIN-SVCs section personnel perform various actions.  The second sequence consists of a number of specific steps in which reconciliation section personnel perform various actions.  The sequences and the steps are discussed in the following subparagraphs.


a.
FIN-SVCs Start Sequence.  The FIN-SVCs start sequence of the transaction processing procedure consists of the following seven steps:
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Note:
The sample flow chart on page B-4 of appendix B shows two sequences.  Each sequence is introduced by a "Start" box.  To distinguish between these two sequences, the first is called "FIN-SVCs start sequence," and the second sequence is referred to as "reconciliation section start sequence." 
Note:
The FIN-SVCs start sequence corresponds to the two lines of rectangles and diamonds introduced by the circled first "Start" box in the flow chart shown in appendix B, page B-4.



(1)
Step One.  Personnel determine whether the soldier's ETS is an early one.




(a)
Early Expired Term of Service.  The soldier's ETS may be early.  In this case, personnel accelerate the processing steps..  However, they maintain their sequence.




(b)
Non-Early Expired Term of Service.  The soldier's ETS may NOT be early.  In this case, personnel receive the X003 (management notice) 150 days before the soldier's DOS.



(2)
Step Two.  Personnel receive the soldier's separation orders and X003.  They input E403 or E503 (Report Final Separation) transaction data 120 days before the soldier's DOS.



(3)
Step Three.  Personnel receive an XS03 notice and accelerate debt collection 90 days before the soldier's ETS.



(4)
Step Four.  Personnel request the following pre-separation and separation worksheets 30 days before the soldier's DOS:

· WB7.

· WN7.

· WD7.

· WR7.



(5)
Step Five.  Nine days prior to the soldier's DOS, personnel compare the worksheet to the PQ61 transaction data or the what-if statement.



(6)
Step Six.  On the DOS, personnel process the soldier's voucher and input P003 or C203 (Report Cash Collection for Indebtedness) and MN03 (Separation Confirmation) transactions.
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(7)
Step Seven.  Twenty or more days after the soldier's DOS, DFAS-IN personnel review the soldier's account.  They make adjustments as necessary.


b.
Reconciliation Start Sequence.  The reconciliation section start sequence in the transaction processing procedure consists of the following four steps:

Note:
The reconciliation start sequence corresponds to the line of rectangles introduced by the second "Start" box in the flow chart shown in appendix B, page B-4.



(1)
Step One.  For early separation, reconciliation section personnel accelerate the processing steps.  However, they maintain the sequence of the steps.



(2)
Step Two.  Reconciliation personnel receive the soldier's X003 transaction data and review them 150 days prior to his DOS.



(3)
Step Three.  Personnel complete a pre-separation audit of the soldier's account 90 days prior to his DOS.



(4)
Step Four.  Reconciliation personnel audit the PQ61 transaction or what-if statement with the pre-separation worksheet nine days prior to the soldier's DOS.

Note:
Appendix B, page B-4, shows a separation time line.  This time line represents the days before (and after) the soldier's DOS during which personnel must perform particular actions regarding transaction processing.  For details, refer to this appendix.
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LESSON

PRACTICE EXERCISE

The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation: You are downloading documents, matching them to reports, annotating reports and documents, forwarding reports with attached documents, filing documents, distributing reports, and mailing documents to the DFAS-IN.  Use this situation to answer questions 1 through 10.

Situation: The Update job is executed to generate the DTL after the receipt of DFAS-IN in the MMPA.  The control section receives the original of the DTL with the attached documents in update and cycle number order.  Use this situation to answer question 1.  


1.
The control section retains the DTL with the attached documents for how many days following the end of the processing month?



A.  15.


B.  30.



C.  45.



D.  60.
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Figure 1-11.  Rejected JUMPS Transactions.


2.
Which of the following individuals initially uses the report that is shown in figure 1-11 to analyze and to correct coder errors?



A.  Chief, control section.



B.  Chief, D&P section.



C.  Chief, FIN-SVCs section.



D.  Chief, reconciliation section.


3.
The report that is shown in figure 1-11 also is used to accomplish which of the following actions?



A.  Develop training plans to increase coder knowledge and skills.



B.  Determine whether there is an identifiable and preventable pattern of recycle causes.



C.  Identify soldiers who DFAS-IN has determined are due one-time payments because of special conditions.



D.  Provide units with a record of transactions input pertaining to assigned soldiers.


4.
To indicate that a transaction is erroneous and that it is NOT to be resubmitted, D&P section personnel use which of the following error codes?



A.  1.



B.  2.



C.  3.



D.  4.
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5.
D&P section personnel receive a UI management notice. What action do they take?



A.  Verify BAS type K and notify the soldier.



B.  Review and restart the soldier's housing allowance if necessary.



C.  Verify that travel time is excluded from the soldier's terminal leave.



D.  Review the MMPA to ensure that an ASD or OSU entry has been closed and that flight pay has been stopped.


6.
An X102 management notice shows that a BAQ transaction was processed on a soldier who receives an OHA.  Which of the following sections takes action concerning this management notice?



A.  Control.



B.  D&P.



C.  FIN-SVCs.



D.  Reconciliation.


7.
The substantiating document file is a file of the original substantiating documents that are processed during a processing



A.  week.



B.  month.



C.  year.



D.  period.


8.
To identify the number of transactions that have been passed to the JDC Update, verifiers in the D&P section consult which of the following reports?


A.  JUMPS Leave Transactions Input Report.



B.  Rejected JUMPS Update Transaction/DROR.



C.  Recycled JUMPS Update Transactions.



D.  JUMPS File Transfer Report.

Situation: The D&P section verifier is processing reject reports.  He requests the Update results on CICS.  He receives the original and one copy of the DROR.  He determines that a prior cycle number was NOT listed on the DROR.  Use this situation to answer question 9.
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9.
The D&P section verifier takes which of the following actions?



A.  Prepares DD Form 117.



B.  Files the original DROR in the suspense file pending the receipt of the MAFR.



C.  Destroys the duplicate and uses the original in the D&P section.



D.  Notifies the chief, D&P section.


10.
FIN-SVCs section personnel are processing transitions.  They determine that a soldier's ETS is NOT an early one.  Which of the following actions do they take?



A.  Accelerate the processing steps but maintain their sequence.



B.  Cancel the transaction process.



C.  Receive the X003 management notice 150 days before the soldier's final DOS.



D.  Prepare a pre-separation worksheet.
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LESSON

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback

1
C.
45.



The control section retains the DTL with the attached documents in date and cycle number order for 45 days following the end of the processing month.  (page 1-2, para 2a(2))


2.
B.
Chief, D&P section.




This report is a list of all the transactions that are rejected during the DFAS-IN Update.  The transactions are listed in SSN sequence within the cycle number, followed by up to six error codes.  Descriptions of the error codes are provided on the last page of the listing.  One of the uses to which the chief, D&P section, puts this report is to analyze and to correct coder errors.  (page 1-6, para 2d(1))


3.
A.
Develop training plans to increase coder knowledge and skills.




Another use to which the chief, D&P section, puts this report is to develop training plans to increase coder knowledge and skills., (page 1-6, para 2d(1))


4.
C.
3.




Figure 1-5 shows the error codes that D&P section personnel use to annotate rejected transactions to show what action to take to resolve the reject.  According to this figure, the error code 3 indicates that a rejected "transaction is erroneous" and is not to be resubmitted.  (page 1-7, figure 1-5)


5.
D.
Review the MMPA to ensure that an ASD or an OSD entry has been closed and that flight pay has been stopped. 




A UI management notice indicates when an ASD/OSD entry is closed and that flight pay is stopped.  D&P section personnel review the MMPA to ensure that this is correct.  (page 1-14, para 21(4))
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6.
C.
FIN-SVCs.




An X102 management notice indicates that a BAQ transaction was processed on a soldier who receives an OHA.  FIN-SVCs section personnel review and restart the housing allowance if necessary.  (page 1-16, para 21(5))


7.
B.
month.




The substantiating document file is a file of the original substantiating documents that are filed during a processing month.  The documents are filed with the DTL in transaction number sequence, by cycle number, by DFAS-IN update number.  Documents are sent to DFAS-IN after being kept for the required number of days.  (page 1-20, para 1)


8.
D.
JUMPS File Transfer Report.




View the JUMPS File Transfer Report.  This report indicates the number of transactions that have been passed to the JDC Update.  It also indicates the number of transactions that contain errors regarding the basic ID (name and SSN).  (page 1-19, para 3)


9.
C.
Destroys the duplicate and uses the original in the D&P section.




The D&P section verifier must determine whether a prior cycle number was listed on the DROR.  If one was not listed, then the verifier destroys the duplicate and uses the original in the D&P section.  Next, he circles prior rejects and forwards them to the control section so that the appropriate documents may be pulled.  (page 1-25, para 2a(3)(a))


10.
C.
Receive the X003 management notice 150 days before the soldier's final DOS.




FIN-SVCs section personnel determine that a soldier's ETS is 1E-2 an early one.  In this case, they receive the X003 management notice 150 days before the soldier's DOS.  (page 1-29, para 4a(1)(b))

FI0185
1-36
