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Ap pe n d iX C Configuring Netscape Navigator® to save PDF

files

If your Netscape Browser does not give you the option to save a .PDF file to disk, you
will need to reconfigure this file type in Navigator. Select Edit from Netscape’s Menu
Bar.

% GDALS Main Menu - Netscape

File  Edit ‘F& Go  Communicator  Help }
oW A4 &4 = = a4 @ @
it Ll c L Rlok

: Back Fanward Rl T : 1 Print Securty Shop Stop
£ w$ T Bookmarks Netsite] Click here [/ =] @I what's Related
Figure C.1  Netscape Navigator Menu Bar

A drop-down menu similar to that shown in Figure C.2 will display.
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Output Format: ]PDF -
Return To [PAC hain henu ] Help I

Figure C.2 Netscape Navigator Edit Menu
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The “Preferences” command on the Edit Menu displays a Preferences dialog box as
shown in Figure C.3

DALS Main Menu - Metscape
Fil= Edit “iew Go Communicator Help
i < & 5 | A % | ke ey & @y
Back [EREE | Freferences [ %]
«f " Boockmaks 4 Categow: ] 17 What's Relat
- Appearance Specify the home page location
. Forts |
GOALSII - Colors — Mavigator starts with
= N_avigatol £ Dlankpag Select
IEAC an?ua?es & Home page
pplications - i 15 for
pae ADuTH ‘.. Smart Browsing " |ast page visited L 21l of
e s | B Mail & Newsaroups —Home page vised that
- Roaming Access Clicking the Home buttor will take pou bo thiz page. ke and/or
BETTS [+ Composer .
[#- Offline Lacation: .
[+ &dvanced [
ETTS ADMTHN Usge Cumrent Page | Browse... | - —
L
— Histary lication
TRACH ;
History iz a list of the pages vou have previously visited. fc_n_r_ltams
_ : - ur browser
Pages in history expire after; |5 daps Clear History |
TRACZE ADMI
: )  Location Bar Histom ‘__'5:,.__'"_*-!1_
EASSWORD Clear the list of zites on the location bar: Clear Location Bar | mﬂ;‘?—h
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Figure C.3  Netscape Navigator Preferences/Navigator Dialog Box
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In the Category window, choose Navigator/Applications and a Description window will
display as shown in Figure C.4

+1;1— Report Statistics - Netscape
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Ok I Cancel Help

il | :
Figure C.4 Netscape Navigator references/Applications Dlalog Box

In the Description select AcroRd32 File (or AcroRd16 File) and click Edit.
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The Edit Type dialog box will display. Leave all of the options as you find them with the
exception of the “Ask me before opening downloaded files of this type” box. Click this
box to insert a check mark.

' Report Statistics - Metscape

File Edit Wiew Go Communicator Help
e w A D e o m oz & B B
i Back Forward Reload Hame Search  Metscape Frint Security Shop Stop
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-Eomposer
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oK | Cancel | Help
e == |

Figure C.5 Netscape Navigator Edit Type Dialog B_c>$<

Click “OK” to save your change and close this dialog box, and “OK” again to close the
Navigator/Applicator dialog box. This will return you to the main Netscape screen.
The next time you choose a PDF file as your output option from a Report Statistics
screen, you should see the Security Warning dialog box referenced the in Introduction
and shown in Figure C.6.
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Report Stati

Figure C.6  Netscape Navigator Security Warning Dialog Box
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In Microsoft’s Internet Explorer® you cannot accidentally configure the MIME type for
PDF files only to open without the option of being saved. The option “Always ask before
opening this type of file” is dimmed and the check mark cannot be removed from the
“File Download” dialog box for .pdf, .exe or .com files.

7} Report Statistics - Microsoft Intemet Explorer

] File Edit “iew Fawortes Toolz Help

‘@v*-@fﬁ

Back Faryward Stop  Refresh  Home

QD = BB IS o,

Search Favortes  History il Frint Edit

I Address |€| http: ##el ais21 4/APACH

OKl Return To IPAC hain hMenu | Helpl
Number of pages i report: 1 T =]
Output Format: I FOF
‘You have chosen to download a file from this location.
OKl Feturn To IFAC kdain kdenu | 294201 7e From elais214

‘what would pou like to do with this file?

" Open thiz file from its current location

o

¥ Alinays ask before apenitig this bipe of fle

0K I Cancel Mare Infa

Figure C.7  Microsoft Internet Explorer File Download Dialog Box
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Ap pe n d iX D Configuring Browsers to Accept Cookies

What are Cookies?

A cookie is a file sent to a web browser by a web server. It is used to store information
about users and their preferences so the server does not have to repeatedly request the
information. When the browser requests additional files, the cookie information is sent
back to the server.

The name “cookies” comes from "magic cookies" which are tokens used in the UNIX
operating system. (An alternate theory is that the name comes from the story of Hansel
and Gretel, who marked their path through the woods by dropping crumbs along their
trail.)

Session cookies reside in your computer's memory until you close your browser. Long
term cookies are written to your hard drive. Cookies can store information that you enter
during your browser session, but they cannot read information stored in your computer.

Cookies are simple text files and cannot execute programs on your computer. You can
use a text editor to view cookie files. In Netscape® Communicator 4.75, the file is called
cookies.txt and is located in the same folder as Netscape. Macintosh users can find it in
the Netscape folder in the System/Preferences folder. Internet Explorer creates
separate files for each cookie and stores them in folders named Cookies or Temporary
Internet Files.

What are the IPAC System Cookie Requirements?
The IPAC System Cookie Policy, as stated on the IPAC System Main Menu is:

Cookie Policy: The Department of Treasury, Financial Management
Service Application web sites require and use a cookie for maintaining a
connection. This session cookie contains a system generated ID only, is
stored in memory and automatically deleted when your browser is closed.

Long-term (written to your hard-drive) cookies are also used to maintain
optional preferences. These cookies only contain such preference
settings; they do not contain uniquely identifying information and are not
used for tracking purposes.

To access the IPAC applications, cookies MUST be enabled. The default value for
most browsers, including Microsoft® Internet Explorer 5 and Netscape®
Communicator 4.75, is that cookies are enabled. If you receive a error message
regarding cookies when trying to access the IPAC applications on the Internet, check
your browser settings to be sure that cookies are enabled.
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If you or your agency are uncomfortable with having cookies enabled in your browser,
you may choose “Prompt” as your cookie setting in Microsoft Internet Explorer 5.0 (see
Figure D.4) or “Warn me before accepting a cookie” in Netscape Communicator 4.75
(see Figure D.7). You must still accept any cookies sent by the IPAC applications, but
the warning will remind you of your cookie setting when you are accessing other sites

through your browser. (This warning can quickly become irritating, so use this setting
only if required by policy.)

Controlling Cookies in Microsoft® Internet Explorer 5

To configure your cookie settings, open Internet Explorer and from the menu bar, select
Tools > Internet Options as shown in Figure D.1

/3 IPAC Login (FOR TESTING runroSES OMLY) - Microsoft Internet Explorer

J File Edit Miew Favortef | Tools |Help | il

Mail 2 W News » = =
e s R & B 3 v .
Back. Forward Stop 5 Farch | Favoites  History (GET Print Edit
“windows Update
| Agdiess [&] huprietaiztadpar————— -] @6 H Links >
o et 1
Favorites T S . ;I
P r— M | Click here h
o I |
] Channels T W | \
2] Imported bookmarks \l
[Z Links . |
0 i Then click here |
(1 Sothware Updates 0K HElpI
@] IPAC Loginon 214

Figure D.1  IE5 Enabling Cookies--Step One

On the Internet Options window click the Security tab as shown in Figure D.2
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| Inteinet Dptions K E3
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[ oe ] caed | s |

Figure D.2  IE5 Enabling Cookies--Step Two
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On the Internet Options Security window click the Custom Level button. As shown in
Figure D.3.

Intesnet Ophons BHE

General Seounby |l:-:-nl:art| Conrections | Programe | Advanced |

Selact auﬁn CORLENT Z0NE L0 SpEcily s securiby selings.

O @

Trished sies Riazlictad
akEa

Local antramel

@l | Thi 20ne containe 2l 'web shes that B
5 AE QN POW orpariEalion's miranak =

Securh, levd Far thiz zore
Morve the zider bo zet the securby leve For s zone.
- | - Medium
- Safia brovwsing and 2l functionz

" - Prompks bebone domrloading potenball uraofe conbent
- Unzgred dchveld conhiob wil nat be downloaded

-1 - - dhppiopiate o sk nlermel sies
Click here

Cutomlevel . | Defoutlewd |

[ ok | cames | e |

Figure D.3 IE5 Enabling Cookies--Step Three
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In the Settings window:

1) Scroll down to the Cookies area.

2) In the "Allow cookies that are stored on your computer" section, choose “Enable,” or
“Prompt.”

3) Inthe "Allow per-session cookies (not stored)" section, choose “Enable,” or “Prompt.

4) Click “OK” to close the Security Settings window.

H Internet Ophons K E r

General  Sacurly ] El:rllu'll:l Enrrlu:lil:n:l F"u:gr.:rn:l .ﬁd'-'.:rl:uﬂl

ol e s s |
Bl S ocuiily 5 allinge h 7| =] |!

Ei Sellings

Ir i Dizeble |

1) Scroll down

i Erable

| O Fromal /
. (] Cookizs _f/

gﬂ &] Aow conkies bt ae ghored an pour compuber

€Y Disable
& Eratle
] O Fromgt
| ¥ &] Alow percestion conkies o
| €Y Disable
S & Enable,
¥ Piomat
- | |=5 Downloads
i %54 Fin bt

2) Select Enable or Prompt

/ 3) Click

Aezet cuziom seihngs

Beeattor [Madurm b

Figure D.4 |E5 Enabling Cookies--Step Four

Click “OK” to close the Internet Options window.
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Controlling Cookies in Netscape® Communicator 4.75

To configure your cookie settings, open Netscape Communicator and from the menu
bar, select Edit > Preferences as shown in Figure D.5

auALy rlain Menu - Netscape

=— Click here

N 2 w3 & B B

Home Search  Metscape Print. Security Shop
e: [ hitpr /e ais214:80APAL/ -] @07 what's Fielated
wehSeal IPAC Wl eather Dictionary TimneSite Thesauns Refdesk Hicrosaft ‘Weather Googls |:|' Channels

Select All Chil+4,

o A o s

Find in Page...  Chl+F

Gl

Search Intemat i irning!
_MJ Then click here

oo ermment owned or operated computer system This systemn is for use by
IPAC ADMIN authonzed users only Anyone using this system expressly consents to having all of their activities on this
system monitored and recorded by system personnel and is advised that if such monitoring reveals
RITS possible evidence of unauthorized access unauthorized use andfor criminal activity such evidence may

be provided to law enforcement officials.

BITE AT 18 U.S. Code 2510

TRACS Cookie Policy: The Department of Treasury Financial Management Service Application web sites
require and use a cookie for maintaining a connection. This session cookie contains a system generated
TRACE ADMIN IO only,is stored in memany and automatically delsted when your browser 15 closed.
Lang-term(written to your hard-drive) cookies are also used to maintain optional preferences These
PASSWORD cookies only contain such preference settings;they do not contain uniguely identifying information and

are not used for tracking purposes

Figure D.5 Netscape Enabling Cookies--Step One
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In the Preferences window, click the Advanced category as shown in Figure D.6.
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Figure D.6
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In the Preferences, Advanced window, under Cookies select “Accept all cookies” or
“Accept only cookies that get sent back to the originating server” as shown in
Figure D.7.

Preferences i
Cateqan:
AT R o 5
=l Appearance : fﬁ:f}'ﬁhgeﬂrei'erences that affect the entire product
© - Fonts o
‘. Calars
r_J M avigatar IV aAutomatically load images
- Languages W Enable Java
Applications :
Wil ; ¥ Enahble Javascript
- Smart Browszing
- Mail & Newsgroups [¥ Enable JavaScript for ail and Mews
(/- Roaming Access ¥ Enable style sheets
[+ Composer ;
Gl [ Send email address as anorymous FTP password
— Cookies
Select one P+ Accept al cookies

1 Y Accept only cookies that get sent back to the ariginating server

" Disable cookies

Click here (also) if you
need notification of ¥ wamn me before accepting a cookie

cookies.

Then click here > 0K Cancel Help

Figure D.7 Netscape Enabling Cookies--Step Three

Click “OK” to save your new configuration and close the Preferences window
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Ap pe n d iX E RITS Roles and Functions

User Role

Function Performed

RITS Accountant

Report retention management
Display messages

Access to the following reports:
Available 2812 and 2812A Reports
Enrollment (Health Benefit) Codes
Holiday Schedule

Retrieve report / data files

Bulk File Submitter - Submit bulk
2812s

Report retention management
Display messages
Retrieve report / data files

RITS Payroll Admin

2812 (cannot create estimated or model estimated — can
create an original and supplemental, can also edit an
original or supplemental prior to drawdown)

Payroll office / pay cycle (can’t add payroll office)
Report retention management

Display messages

Access to the following reports:

Available 2812 and 2812A Reports

Enrollment (Health Benefit) Codes

Holiday Schedule

Retrieve report / data files

RITS Payroll Clerk

2812 (cannot create estimated or model estimated — can
create an original and supplemental, can also edit an
original or supplemental prior to drawdown)

Report retention management

Display messages

Access to the following reports:

Available 2812 and 2812A Reports

Enrollment (Health Benefit) Codes

Holiday Schedule

Retrieve report / data files

RITS System Log

Admin processing status

119




RITS User Manual
Appendix E RITS Roles and Functions

This page intentionally left blank.

120



RITS User Manual
Appendix F Military Time Conversion Chart

Ap pe n d iX F Military Time Conversion Chart

Military Time Conversion Chart

24 hour clock 12 hour clock
(Military Time)
0100 1:00am
0200 2:00am
0300 3:00am
0400 4:00am
0500 5:00am
0600 6:00am
0700 7:00am
0800 8:00am
0900 9:00am
1000 10:00am
1100 11:00am
1200 12:00pm
1300 1:00pm
1400 2:00pm
1500 3:00pm
1600 4:00pm
1700 5:00pm
1800 6:00pm
1900 7:00pm
2000 8:00pm
2100 9:00pm
2200 10:00pm
2300 11:00pm
0000 12:00am

*Transactions, reports and data files will be time stamped Eastern Standard Time.
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Ap pe n d iX G Glossary of Terms and Acronyms

Accomplished Date The date a RITS transaction was successfully processed by RITS.
Accounting Date The date a RITS drawdown was accomplished.
Agency Federal Government Agency

ALC (Agency Location Code) A 3(RFCs), 4(DOs) or 8 (use RFCs for disbursement) digit
identifier assigned by FMS for Treasury reporting purposes. The first two digits
on the 8-digit ALC identify the department of agency, the third and fourth digits
identify the particular bureau within the department, and the remaining four digits
identify the particular agency account section within that bureau.

Annuitant A retiree receiving an annuity (pension).

Browser A software package used to display documents on the Internet. RITS has been
designed and tested with both Microsoft Internet Explorer and Netscape
Navigator.

Contact Phone The complete telephone number including area code (and country code
if outside) of the Payroll Office contact.

Contribtuions The portion of the benefit cost paid by the employing agency.
CSRS (Civil Service Retirement System)

CSV (Comma Separated Values) (comma delimited) A file format that separates data
fields with commas. The character data is usually surrounded by quotes. This
file format is frequently used to import and export data between different
programs.

Days Past Ending Date The number of days past the ending date of a pay period that
a payroll is paid. If a weekly payroll ends on Saturday and the employees are
paid on the following Thursday, the Days Past Ending Date for that payroll is five.

DO Symbol (Disbursing Office Symbol) A five character identifier automatically assigned
when a Payroll Office is established in RITS. Each Payroll Office has a unique
DO Symbol for RITS. RITS DO Symbols start with an “R”.

Drawdown The process by which OPM accesses the RITS data and transfers funds.
The funds are transferred from the agengy’s account to the OPM account

Enroliment Code A three character alphanumeric code that identifies a category of
health benefit plan. The first two characters specify the benefit provider and the
last character identifies the option. Health benefit funds that are reported on the
2812Are broken down on the 2812A by Enrollment Code. This is the basis for for
OPM'’s payments to the health benefit providers.

FERS (Federal Employees’ Retirement System)
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FMS (Financial Management Service) The U.S. Government’s financial manager, central
disburser and collections agent as well as its accountant and reporter of financial
information. FMS is a bureau of the Treasury Department.

FPA (Federal Program Agency)

GOALS Il (Government On-Line Accounting Link System Il) The telecommunications
network that provides automated financial reporting directly to FMS.

Holiday Handling Flag
Pay cycles contain a Holiday Handling Flag. This flag is used to change the
normally scheduled pay day to an adjusted pay day when the normally scheduled
pay day falls on a weekend or a holiday. This will be the pay date that RITS is
looking for the 2812 report and the pay date that the payroll offices should indicate
on their transmissions. The holiday flag is determined at the time the pay cycle is
established. Values for the Holiday Flag are P (Prior) and S (Subsequent). For
example:

e If the normally scheduled pay day falls on Monday, May 28" (Memorial Day)
and the Holiday Handling Flag is “P”, the adjusted Pay Date will be Friday,
May 25" (the “P’rior work day). If the Holiday Handling Flag is “S”, the
adjusted Pay Date is Tuesday, May 29" ( the “S”ubsequent work day).

e |f the normally scheduled Pay Date falls on a Saturday or a Sunday and the
Holiday Handling Flag is a “P”, the adjusted Pay Date would be Friday. If
Friday is a holiday the adjusted Pay Date would be Thursday. If the Holiday
Handling Flag is “S” the adjusted Pay Date would be Monday. If Monday is
a holiday the adjusted Pay Date would be Tuesday

HTML (HyperText Markup Language) The document format used on the World Wide
Web.

IPAC (Intra-governmental Payment and Collection System) An Internet based GOALS I
application for interagency transactions.

Login ID The 8 alphanumeric characters assigned to the user to uniquely identify that
user.

OPM (Office of Personnel Management) The agency of the U.S. Government
responsible for maintaining the Federal benefit programs for Federal employees.

Optional Address Optional address field which is used to enter an optional street
address (different from the postal mailing address) or a second line, before the
city and state, of the first address.

OWCP (Office of Workers’ Compensation Programs) The Division of Federal
Employees' Compensation of OWCP administers the Federal Employees'
Compensation Act (FECA). The purpose of FECA is to provide Federal
employees who sustain work-related injury or disease with benefits for medical
care and wage loss replacement. This field is also used in RITS to identify Payrol
Offices that report withholdings and contributions for Federal retirees.

Pay Cycle A regular, repeated sequence of pay dates. In RITS, a Pay Cycle is defined
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with a Pay Cycle Description, Pay Cycle Type and a Pay Cycle Start Date and is
identified by a Pay Cycle ID. A Pay Cycle contains individual Payrolls.

Pay Cycle Description A functional description used by a Payroll Office to identify a
Pay Cycle. Descriptions should be explanatory, such as “Monthly Executive
Payroll” or “Hourly Non-Exempt Payroll” to aid in identification.

Pay Cycle ID An identification number assigned by RITS to a Pay Cycle when that cycle
is first entered in the system.

Pay Cycle Type The length of time between payroll ending dates. The Pay Cycle Types
available in RITS are Bi-weekly (B), Four-weekly (F) Monthly (M) Semi-monthly
(S) and Weekly (W)

Pay Date The date on which a payroll check is made available to an employee or a
direct deposit of funds for a payroll amount is made to an employee’s account.

Payroll The period of service for which an employer pays wages to its employees. A
RITS payroll is defined by a combination of a Pay Cycle ID and a Pay Date.

PDF (Portable Document Format) A file format, read with an Adobe Acrobat® reader,
which allows documents to be displayed identically between different operating
system platforms. There are Acrobat readers available for DOS, Windows, UNIX
and mainframe operation systems.

Report Number The report number is eight characters in length and is named using the
following formula:

1 Pay Cycle Type B (for Bi-weekly)
2 Fiscal Year 1

3-5 PayCycle ID 127

6-7 Sequential No. 04

8 Report Type | (for Original)

RITS (Retirement and Insurance Transfer System) an Internet based IPAC application to
automate the transfers of Federal employees’ health benefit, retirement and life
insurance program information and payments to OPM.

TFM (Treasury Financial Manual) The official publication on Treasury procedures for
financial management and reporting. The TFM is available online at:
www.fms.treas.gov/tfim

TSV (Tab Separated Values) (tab delimited) A file format that uses tab characters (ASCII
9) as separators between fields. Unlike comma delimited (CSV) files, the
character data is not usually surrounded by quotes. This file format is used to
transfer data between different programs.

URL (Uniform Resource Locator) Specifies the location of a resource residing on the
Internet or an intranet. A complete URL consists of a scheme (such as HTTP or
FTP), followed by a colon, a server name, and the path of a resource (for
example: http.//www.fms.treas.gov/tfm).

Withholdings The portion of the benefit cost that is withheld from an emloyee’s pay to
cover the cost of benefits.
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