SCHEDULING/EXECUTING POSTING (FIS50)                                                  31 Oct 01

Perform the following procedures when running an update to SABERs:


At Main Menu click Schedule Update


At SABERs Update Menu click Schedule DCNs for Update


Type each DCN # turned in to be posted on this screen


Click Commit


Click OK

NOTE:  If a DCN fails to process and commit on the Schedule DCNs for Update screen, return to clerk assigned to work the DCN, and re-edit the DCN.  After re-editing the DCN try to commit the DCN for update again.


At SABERs Update menu click Schedule Reports with Update

NOTE:  In a normal daily posting the following reports are requested for update:


304 Trial Balance


Interfund


Obligate Reservations


Reservation Master Listing


#3 Financial Plan/Status

NOTE:  The following reports are requested as needed:


Reserve Civ Pay


Unliquidated Listings


Auto Obligation Adjustment Listings


At the Schedule Reports or Tasks with Update screen click each report as identified/required above for processing through the update


Click Commit


Click Exit

NOTE:  To validate the items requested to be scheduled in the update click List Reports Scheduled with Update at the SABERs Update Menu.  Validate information found on screen.  Click Exit.


Click Return to Main Menu


At Main Menu click Execute Update


Click Execute


Click OK

NOTE:  Lower SABERs window to view the foreground option of the Update schedule running.  When finished the view will identify the update as complete.

When the update is completed perform the following procedures to save/download the batrun.50 and reports created during the posting:


Click FTP Icon


Click Session Profile option that will open the hard drive and SABERs directories (each update/posting is saved on the hard drive encase the data base crashes and research is required for EOM and EOY processing.)


On Local System side create directory to download reports created in posting.  EX:  C:\Acct Reports\1304 (the 1304 directory name identifies the julian date the posting was created)



Click MkDir



Type 1304 in window that appears



Click OK



Open the new directory


On Remote System side open the bin directory


When open arrow down to file batrun.50


Click to highlight batrun.50


Click View


Annotate print numbers needed to print hard copies of the reports


Ensure batrun.50 file is highlighted


Click Binary


Click Transfer Arrow


On Remote System side open prt directory


Arrow down and find the print numbers identified on batrun.50 file


Highlight print numbers


Click Binary


Click Transfer Arrow


Click Close


Click Exit

To complete the posting process the needed reports for the day must be printed and distributed.


At Main Menu click Print


Type VIC or VAN


Type Print number


Click Commit


Click Exit

Distribute as identified below:


Status All Report – Basket on Credenza


Interfund Register – Lead Clerk


DCN Update – Control Clerk


Financial Plan/Status



Mr. Dudley – 2



Julia –1



Basket on Credenza – 1


Interfund Auto Adjust – Lead Clerk


TBO Auto Adjust - Teneshea

