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SECTION 3

STAGING AREA

3-1. Move Commitments into the Staging Area.  Go to Netterm

     and access AFCOS/HP <Enter>.  At the cursor type 

     ‘fiscal’ <Enter>.  This will take you to the Fiscal 

     Menu.  See Figure 3-1.  At the Fiscal Menu, select ‘3’ 

     for STANFINS <Enter>.
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Figure 3-1

Log in with your data base username and password.  Leave Database blank <Enter>. See Figure 3-2.
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Figure 3-2


Enter your STANFINS user password <Enter>.  This 


will take you to the STANFINS Main Menu.  At the 


STANFINS Main Menu, select ‘2’ Staging Area <Enter>.  


See Figure 3-3.
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Figure 3-3

At the Staging Area Menu, select ‘1’ Move Commitments into Staging Area <Enter>.  See Figure 3-4.
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Figure 3-4


At the Place Commitments into Staging Area Menu, press

     ‘F6’ or the <commit> key.  See Figure 3-5.
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Figure 3-5

   
Press the ‘F6’ or <commit> key a second time in

     Order to actually transfer the records into the

     staging area; and, press the ‘F6’ or <commit> key

     a third time to acknowledge message that the

     commitment files have been transferred.  See

     Figure 3-6.  Press ‘F4’ or the <commit> key to

     return to the Staging Area Menu.  
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Figure 3-6

3-2. Edit the Staging Area.  At the Staging Area Menu,
select ‘3’ Edit Staging Area <Enter>.  This will take

you to the Staging Area Edit Menu.  See Figure 3-7.

Now you can edit the records that were transferred.

At the Staging Area Edit Screen, select ‘1’ AFCOS

Commitments as the type of action <Enter>.
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Figure 3-7


The AFCOS pre-edit will run and list the batch that

contains errors as it is completed.  See Figure 3-8.
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Figure 3-8


Once the error statement appears (if errors are

present) <Enter>.  This will take you back to the

Staging Area Edit screen. select ‘6’ Exit with no 

Action <Enter>.  This will return you to the Staging

Area.  At the Staging Area screen select ‘R’ Return to

     Main Menu <Enter>.

3-3. Reports. At the STANFINS Main Menu, select ‘9’ Reports

     <Enter>.  At the Reports Menu, select ‘4’ Staging Area

     List <Enter>.  See Figure 3-9.
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Figure 3-9


At the Staging Area List Menu, select ‘1’ Staging Area 


(Commitment) List <Enter>.  See Figure 3-10.
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Figure 3-10


You will see the Reservation Master Print List.  See 


Figure 3-11.  <Enter> again to return to the Staging 


Area List Menu.  At the Staging Area List Menu, select 


‘5’ Staging Area (Commitment) Error List <Enter>.  


Again you will see the Reservation Master Print List 


<Enter>.  This will take you back to the Staging Area.   


Press ‘F4’ or the <commit> key to return to the

     Reports Menu.  
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Figure 3-11


At the Reports Menu, select ‘2’ Print View Reports 


<Enter>.  The file names and sequence numbers will 


appear.  See Figure 3-12.
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Figure 3-12


The reports that you want should be the first two  


sequence numbers.  The date and time will be displayed 


under the filename.  At the cursor select ‘S’ <Enter> 


and select sequence number ‘1’ <Enter>.  At Print or 


View Files, select ‘P’ <Enter> in order to print the 


report.  At the printer destination prompt <Enter>.  


Repeat the process for sequence number ‘2’.  After the 


reports have printed <Enter> in order to return to the 


Reports Menu.  select ‘R’ to return to the Main Menu 


<Enter>.

3-4. Review and Correct Commitments-Staging Area

   
Maintenance.  At the STANFINS Main Menu, select ‘2’

     Staging Area <Enter>.  At the Staging Area Menu,

     select ’2’ Review Staging Area <Enter>.  This will

     take you to the first of three screens that are used

     to review and correct the commitments brought forward

     into the staging area.  See Figure 3-13.
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Figure 3-13


The Staging Area Maintenance screen contains 


commitments that were moved into the Staging Area.  


This screen must be used for all corrections that need 


to be made on any commitment entry.  If the correction 


cannot be made on this screen it must be returned.  


You may return any commitment to AFCOS by entering ‘Y’ 


into the Return to AFCOS block.  In addition, you can 


query up any entry by placing the screen in query 


mode, press ‘F11’or <End> key.  Enter the APC, PM, 


AMSCO, etc. into the appropriate block on the screen.  


Select the ‘Find Key’ (‘F12’) or <Home> key in order

     to display the entries found by using this query.

     Make corrections or return the entries to AFCOS.

     Select the ‘F6’ or <commit> key to commit any

     corrections or changes made. The ‘Page Down’ key will

     take you forward to the second screen, Return Error 

     Commitments to AFCOS.

3-5. Return Error Commitments to AFCOS.  The Return Error

   
Commitments to AFCOS screen will display all errors

     that must be reviewed and corrected or returned

     before the report can be sent to ODS. See Figure 3-        

     14.
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Figure 3-14

The corrections must occur on the Staging Area Maintenance screen.  You can return any error entry to AFCOS by entering ‘Y’ at the cursor and pressing ‘F6’or the <commit> key.  The ‘Page Down’ key will forward you to the third screen, Return Commitments to AFCOS.

3-6. Return Commitments to AFCOS.  The Return Commitments

     to AFCOS screen is where you can review and return

SATO travel itineraries or other reservations for 

which there are no documents on hand.  See Figure 3- 

15.
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Figure 3-15


To return SATO travel itineraries, go to query mode.  


Enter ‘21T1’ into the EOR block and press the ‘F12’ or 


<Home> key.  The SATO itineraries will be displayed 


that are in the staging area.  If you want to query in


smaller quantities, use an alpha character with the 


percent sign and press the ‘F12’ or <Home> key.  


Dollar amount corrections to the SATO itinerary must 


be made on the Staging Area Maintenance (Commitment) 


screen.  If you do not have the SATO itinerary select 


‘Y’ + ‘F6’ to return the SATO itinerary to AFCOS.  


After the review and all errors corrected press ‘F4’

     or the <commit> key to return to the Staging Area. 

     Select ‘3’ Staging Area Edit <Enter>.  Edit the

     Staging Area before you prepare to send files to ODS.

     The Staging Area Edit procedure will need to be

     repeated for AFCOS commitments.  This edit will update

     the error corrections and returns.  Select ‘F4’ or the

     <commit> key to return to the STANFINS Main Menu.  At

     the STANFINS Main Menu, select ‘9’ Reports and at

     Reports select ‘4’ Staging Area List <Enter>.  At the

     Staging Area List, select‘1’, Staging Area Commitment

     List <Enter>.
See Figure 3-16.  
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Figure 3-16


This will display and show the file that is being

sent to ODS.  See Figure 3-17.  <Enter> to return

to the Staging Area List.  Select ‘R’ to return to

the STANFINS Main Menu.
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Figure 3-17

3-7.
Commitment File Transmission to ODS.  After all


Staging Area files have been reviewed for documents, 


returned, and all errors corrected or returned to 


AFCOS, send files to ODS.  At the STANFINS Main Menu, 


select‘5’ Make ODS File <Enter>.  See Figure 3-18.   
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Figure 3-18

  At the Make ODS File Menu, select‘3’ Make ODS

Commitments File <Enter>.  See Figure 3-19.
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Figure 3-19


Select ‘F4’ or the <commit> key to return to the

     STANFINS Main Menu.  At the STANFINS Main Menu, Select

     ‘3’ Send File to ODS <Enter>.  The files to be sent to

     ODS will appear on the screen.  See Figure 3-20.  
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Figure 3-20

At the prompt select the first sequence number <Enter>.  The first file created and prepared to send

      to ODS will appear on the screen.  See Figure 3-21.
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Figure 3-21


Enter your ODS user name and FTP password <Enter>.  

   The file will transfer to ODS.  See Figure 3-22.
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Figure 3-22

The system will process the file and display a message stating that the file transfer is complete.  If this message does not appear, an error has occurred.  Review for what error has been made, correct and resubmit.  See Figure 3-23.
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Figure 3-23


<Enter> to return to the STANFINS Main Menu. Repeat

     the transfer process for the second file or until all

     files have been sent to ODS.  After all files have 

     been sent to ODS and at the STANFINS Main Menu, select

     ‘X’ Exit Menu System.

3-8. Review Funding Transactions.  Funding transactions

     should be reviewed in the STANFINS Staging Area for

     errors prior to transmitting to ODS.  From the  

     STANFINS Main Menu, select ‘2’ Staging Area <Enter>.

     See Figure 3-24.
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Figure 3-24


At the Staging Area Menu, select ‘2’ Review Staging 


Area <Enter>.  See Figure 3-25.
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Figure 3-25


Page down to the Staging Area Error Maintenance (SABS) 


screen.  This screen automatically populates with any 


funding transactions with errors.  Records in this 


area must be updated and edited prior to sending the 


file to ODS.  See Figure 3-26.
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Figure 3-26


[image: image26.wmf]Page down to the Staging Area Maintenance (SABS) 


screen to make the final changes before sending the 


file to ODS.  All changes in funding amounts should be 


made through SABS to ensure all systems remain in 


balance.  See Figure 3-27.

Figure 3-27

3-9. Funding File Transmission to ODS.  After reviewing

     funding transactions in the Staging Area, select ‘F4’

     or the <commit> key to return to the STANFINS Main

     Menu.  At the STANFINS  Main Menu, select ‘5’ Make ODS

[image: image27.wmf]     File <Enter>.  See Figure 3-28.

Figure 3-28


At the Make ODS Funding File screen, select ‘1’ Make 


ODS Funding File.  See Figure 3-29.  You are now ready 


to create the funding transaction file to submit to 


ODS.  Once the file is complete notify Fiscal 


Accounting that a funding file is prepared and ready 


for transmission to ODS.  This file should be 


transmitted prior to the 1400 cutoff in order to make 


the bridge to STANFINS.  Accounting will download 


updates from ODS the following morning.
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Figure 3-29

3-10.Revokes File Transmission to ODS. At the STANFINS

     Main Menu, select ‘2’ Staging Area <Enter>.  At the

     Staging Area Menu, select ‘3’ Edit Staging Area

     <Enter>.  In order to edit the Revokes select ‘2’ 

     Deobligations as the type of action.  See Figure 3-
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Figure 3-30


The AFCOS pre-edit will run and list the batch that 


contain errors.  Once the error statement appears (if 


errors are present) <Enter>.  This will take you back 


to the Staging Area Edit Screen.  See Figure 3-31.
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Figure 3-31


[image: image31.wmf]At the Staging Area Edit screen, select ‘6’ Exit With 


No Action <Enter>.  This will return you to the 


Staging Area.  At the Staging Area Edit screen, select 


‘2’ Review Staging Area <Enter>.  Press the ‘Page 

Down’ key seven times in order to get to the Staging 


Area Error Maintenance (Revocations) screen.  See 


Figure 3-32.

See Figure 3-32


If the statement ‘Not in STFUNLIQ’ or ‘APC/FY-Not in 


Master’ appears, delete by pressing the <Esc + R> key 


simultaneously.  Repeat this process for each entry 


that has this statement.  Research all other 


revocations to determine if deletion is required.  If 


the original order was published after the duty date, 


a commitment/reservation was not established.  If a 


revoke order is in the order registry, a deletion is 


authorized.  After research is complete, select ‘F6’

     or the <commit> key to commit the deletions.  Select

     ‘F4’ or the <commit> key to return to the Staging 

     Area.  Select ‘3’ Edit Staging Area <Enter>.  


After the edit run is complete select ‘R’ to return to 


the STANFINS Main Menu.  At the STANFINS Main Menu, 


select ‘5’ Make The ODS File <Enter>.  At the Make ODS 


File screen, select ‘2’ Make ODS Revocation File 


<Enter>.  See Figure 3-33.
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Figure 3-33


After the update is complete the file name will appear 


on the screen.  Select ‘R’ to return to the STANFINS 


Main Menu.  Select ‘3’ Send File To ODS <Enter>.  


Select the appropriate file name and sequence number 


<Enter>.  Enter your ODS user name and password 


<Enter>.  You should receive a statement acknowledging 


that the file has been sent to ODS.  <Enter> to 


return to the STANFINS Main Menu.
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