JSS PAYROLL DISBURSING








Payrolls should be processed no less than two days after receipt of 110 reports.





Identify payrolls involved and pull copy of voucher that was provided by Military Pay from the payrolls basket, and attach to the voucher provided with the 110 report.





Some 110 reports will be assigned daily business vouchers by the DSSN 5570.  These documents will need a five DCN assigned and manually punched.  Some will be on automated batches with DCNs like 7B1J4.  There is minimum information provided to research these documents with.  If the daily business voucher concerns 0930s the 0930 clerk will research and punch.  The payroll vouchers are processed as an automated batch using DCNs like B70K4.  There can be several 110 reports received for DSSN 5570. Ensure the 110 report balances and clears the 304 report. The SUMU should be loaded using the total dollar amount of all 110 reports citing DSSN 5570.  





	Login to OK3.





	Choose option #1.  Press Return.





	Login again using appropriate passwords.





	Choose option #2 at the Sabers Main menu.





	Choose option #1 at the second menu.





	Type the DSSN number, TL number, and dollar amount cited on the 110 report.  Press the F6 key to commit the transaction.





	Press F4 to exit the SUMU screen.





	Type 88 to exit the second menu.





The TL number will need to be changed on the DCNs like B**** and 7B***.  The TL number loaded into the system during the upload (See SOP2) is a generic number, i.e. J1000.  This is all right to update in the posting, but doesn’t provide a good audit trail for research.





	Choose option #28.  Press return.





	Fill in the information requested on the screen.  Press F6.  Wait.  Press return.  Press F4.





The 110 report needs to be logged in the Disb log.  The log is self explanatory, and kept by the control clerk.  Examples are found in SOP1, Logs.





Edit the payroll DCN like B**** and 7B***.  Research all errors on the edit list, make appropriate annotations and correct the payroll transactions.  110s that have been assigned a 5 DCN will have to be punched using the Non-Automated Disbursement instructions found in SOP3.  After the transactions have been input the 5**** DCN must also be edited.





	Choose option #5.  Press return.





	If the batch passes edit, list and print the DCN.  If the batch does not pass edit, write down the print number, and print the edit listing.  Correct the errors identified. The following are some items to look for on the edit list.





	Travel advance collections should be updated on the write up sheets attached to the advance found in the advance tub.





		Incap pay can be researched using the obligation documents found in the payrolls basket on the control clerk’s desk.





	Most errors will have to be researched using the orders uploaded to the CD ROM.  The references numbers can have one digit off in the order number.  A female may have gotten married, so the obligation was done under the maiden name, the disbursement done under the married name.  An alpha character may not have been used in the last digit of the reference number.  Or the obligation was never created.





	Reedit the DCN.





	When the DCN passes edit, list and print the DCN.





		Choose option #4.  Press return





		Type in the DCN.  Press F6.





		Write down the print number.  Choose option #14.  Press return.





		Type fis1.  Press return.  Type in the 4 digit print number.  Press F6.  Retrieve listing off printer.








*  See attached for examples of paperwork received and used for researching payrolls.


