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Section 1 Purpose of this Addendum

Section 1 Purpose of this
Addendum

The IPAC application allows users to process transactions between Federal Program Agencies by
bulk file transmission. In the past, users were limited to checking Admin Processing Status to get
a dtatus of their bulk files from the on-line application. 1PAC now includes a series of new bulk
file screensto alow bulk file submitters to monitor bulk file processing and resolve bulk file
issues. This addendum will discuss what isincluded in the new menu option.

Bulk file submitters will be able to upload their files in Secure Transport and by client software in
the same manner they have done previoudy. A new “Bulk File Status’ button has been added to
the RITSand RITS Admin Main Menus for bulk file submitters to be able to view the status of
files they have uploaded.

Bulk file submitterswill only be able to utilize the new bulk file screens and reports for files
submitted after implementation of this bulk file enhancement. Users may continue to use Admin
Processing Status to get a status of files submitted prior to implementation.

The new “Bulk File Status’ button can be accessed through the RITSand RITS Admin Menu
option on the IPAC System Main Menu shown in Figure 1.1 below.

GOATLS T
| .-I“P-.‘\E' | Accessilaliy Statement
TEAC ADMIHN We ave ceramatted to makmg elechom: and wdonnatien technolegy accessable to people wath devabibies m
atcarilanes wit Section 208 of e Belabilitanen Actef 1973 { codified w29 1080 790 61 2o ) il
_RITE | related Lass and vegnbariens oy more formnation, ces g dwaw geciom 08 gov )
M
| RITS |ADHIN The TEAT walbs site sevrally is best Vieved atc 800 5 600 veselistion waimg Tteonet Exploaes 5,0 and above,
er P I vou encoumeer diffirnltes m accessmg amy of oun materials or services due to disabdicr, please contact
| '['F.m:*-: ;s tha Fmamcial Operations Call Comter at ipac Iltlj_@l'ms.m ag.gov er DOT8TLBIT0 far assistanre.
TRACH ACMIN | 3
I—— We welcome vorw comments nnd mggestons on how we might fmiber mpreve the accessibibiny of TPAC
D-J;.;;;ERD | Please fsswaad voun covaments and seggesizons fo the [PAC Project Teun at ipac helpffms freas. gov.
Conputer Hecumiby VWniniing?
Lo Lave a¢ ceeeed a Govarnment suned or opesated compurer everein. Thig svarem ig fal nae by
amthovied ngers only, Anyomne nsmg tie yetem expre iy comgents (o having all of thei acovites o this
iy arein moniered and vecorded by systein persanme] wil 5 sdvised dat if suckh iomicoring eveals
passilale evidens o of manthorized accesa mmantbovized nee, and'or coiminal oty sock evilense may he
provided te Ime erdorceremt officinls,
15 1.8, Coale 2510
Cookie Policy-The Diepartnest of Treanmy, Fmancial Management Seivice Applic ation web stes veguire
and use a cookas for mmanutaaneg A 7 e chon Thus weszrow cookee contams a svstem ;E:l.l.ﬂ'arrlﬂf oaly, 15
etoped m memory ail aatomanically delered aben vom browsen ie claged
Lamg-terua fwistren to vongLand-diive) coolies ave alae iged o mamtan optenal prefersns sz, These
| conkigs sndy contam sucl preference setings, dey de vt costain amsgaeks idewtilomg ufonma o and e
Click Here natused fior mwackmg prposes.

Figurel.l |IPAC System Main Menu
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Section 2 Bulk File Status Inquiry

Section 2 Bulk File Status
Inquiry

This option allows users to check the status of their bulk file(s). To receive bulk file status

information, select the “Bulk File Status” button from the RI TS BaseMain M enu asshownin
Figure 2.1.

GoAIETT

| TBAC | Fetrement amd hemirance Transfer System

IBAC ADMIN |

RITE | B ayrod Ciffce
[ rroe atooy |

TRACS | =)oz [==2] epns
o i g vaiabie 781 2 and 20124 Repans [+
TRACS ADMIN | (== | Payrel CficePay Qyele == | Adion Frocessing Statss
FASIHORD | =52 |R=P="'t Fetettion Management == | Retrieve EepartTiata Fles
| === | Tasplay Mesrage: ==i: Fulk Fie Stabhs

Click here

Figure2.1  Bulk File Status button from the RITSBaseMain Menu

When you sdlect the “Bulk File Status” button, the Bulk File Status I nquiry screen shownin
Figure 2.2 will display.

RITS - Bulk File Status Inquiry

[ Sulmit ] [ Clear] | Fieturn Ta RITS Main Menu |

Secure Transport ALC: * Logon ID:
Start Date: End Date:

Start Tine: End Time:

File ID: File Mame:

[ Submit ] [ Clear] [ Feturn Ta RITS Main kMenu ]

Figure2.2 Bulk File Status Inquiry
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This screen alows you to enter specific parameters to retrieve the status of the bulk file(s)

desired. The Secure Transport ALC isthe only required field on this screen, which is denoted
with an asterisk. If you enter your Secure Transport ALC and |leave other data entry fields on this
screen blank, and select the “submit” button, you will receive bulk file status information for the
previous 100 files (25 per page) submitted by the Secure Transport ALC provided. All other data
entry fields for theBulk File Status Inquiry screen are optional fields. However, if you enter a
Start Date, you must enter an End Date.

Bulk File Status Inquiry Data Entry Fields
TheBulk File Status Inquiry screen has the following data entry fields:

Secure Transport ALC:

Thisis the Secure Transport ALC directory that can be accessed by your User ID. Thisis
not always the AL C for which transactions originate from within your bulk file.

Start Date:

The date, to be entered in YYY'Y -MM-DD format, that the search for Bulk File Status
information is to begin.

End Date:

The date, to be entered in YYY'Y -MM-DD format, that the search for Bulk File Status
information is to end.

Start Time:

The time, to be entered in military format, that the search for Bulk File Status information is
to begin. Please reference Appendix B for amilitary time conversion chart.

End Time:

The time, to be entered in military format, that the search for Bulk File Status information is
to end. Please reference Appendix B for a military time conversion chart.

Logon ID:
The aphanumeric characters assigned to the user to uniquely identify that user. The Logon
ID of the person that submitted the file(s) should be entered in this data entry field.

File ID:
A unique number assigned by the application for each bulk file submitted.

Note: You will not know the File ID for your file until you accessthe Bulk File Status
Inquiry Results screen, shown in figures 3.1 and 3.2. Y ou may record the File 1D for your
file from the Bulk File Status Inquiry Results screen, and you can then use the File ID
number as a parameter on the Bulk File Status Inquiry screen, shown in figure 2.2, at alater
time.

Document Date: December 13, 2004 2.5
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File Name:

Thisis the name of the file that was submitted. The Bulk File Submitter namesthefile. You
may use the asterisk (*) and the percent (%) signs, as wild cards in the File Name data entry
field. For instance, if you want to retrieve all your filesthat start with the letter “T”, you
could simply enter the followingin the Fle Name data entry field: T*

Bulk File Status Inquiry Function Buttons

There are 4 function buttons on Bulk File Status Inquiry screen (Figure 2.2):

“Submit”
Accepts the information on the screen, and displays the specified results on the Bulk
File Status Inquiry Results screen shown in Figures 3.1 and 32.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed. No
data is submitted.

“Return to RITS Main Menu”
Returns you to the RITSMain M enu without generating bulk file status results.

13 Hel p”
Displays the system help information.

Selecting “ Submit” from the Bulk File Status Inquiry Results screen will display the screen
shown in Figures 3.1 and 3.2.

Document Date: December 13, 2004 2.6
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Section 3 Bulk File Status
Inquiry Results

This screen displays the results from the parameters entered on the Bulk File Status Inquiry
screen. Thefile(s) that satisfy the criteria entered on the Bulk File Status Inquiry screen will
display on the Bulk File Status Inquiry Results screen, shown below in Figures 3.1 and 3.2.

[Note: If thereare more than 25 files, the “Next” and “Previous’ button will be displayed.|

ERIT# - Bulk File Starus Bugury Resalts

| iewHigioey |[ wiewErom || viewFie || Faireen |
| MewSemich | |Mest || FAeum ToAITS Main Meru | '_H_E_Inl

Date Tiim Chnes Stame Auldichoreal Tnforimation File Iaime
2004-10-28 | 112902 Busmess Processng Completed | Business Frocessmg - Completad : With Borers FITShleforoect 22302 parang ey Eodl oo
& 2004-10-20 0 112502 Busmess Processog Cloropleted  Bumness Proceramg - Completed : Wih Berors FITSbadde 022500 bat
O 2004-10-28 0 112104 Busmess Froressng Cormpleted . Bunness Froceramg - Completed ; Wih Borors FITShleforceaiiZ 232 parsng sr_let rec
1 2004-10-20 1118071 Busmesz Processog Completed . Busness Processme - Completed ; Wihne Brrers | BITS bleforcootmeeney (02502 Mulhple 2812
O 2004-10-28 1 11:1501  Busmess Processog Clommpleied . Busaness Frocersme - Completed | Wihne Boems | FITSAleforcootmerncy02 2302 Muhple 2812

Figure31 Bulk File Satus Inquiry Results

Fie |
3ITS Main Menu

File SecureTransport Logon

itus Additional Information File Name i ALC D

weessing Completed  Business Processing - Completed | With Errors EIT=fleforcont022302_parsing err Entll rec 3687 0 e1jtt001
wocessing Completed . Business Processing - Comgpleted | With Errors EITSbadfile022302 tat 3686 0 e13tt001
ocessing Completed  Business Processing - Completed : With Errors RITSfleforcontD22302_parsmg_err st rec 3685 0 e1ytt001
ocessing Completed  Business Processing - Completed : With no Errors . RITSfleforcontingency(022302 MWMultiple2812z tt 3684 0 e1jtt001
wcessing Completed . Business Processing - Completed : With no Errors . RITSfleforconingency022302_Muliple2812s.txt 3683 0 eljtt001

Figure32 Bulk File Status Inquiry Results (continued)

Bulk File Status Inquiry Results Columns

TheBulk File Satus Inquiry Resultsscreen has the following columns:
Date:

Displays the filg(s) submission date.
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Time:
Displays the filg(s) submission time, in military time. Please reference Appendix B for a
military time conversion chart.

Current Status:
Displays the current status of files submitted. The following messages are possible status
messages for your file(s):

Fle Transfer Started

Hle Transfer Completed

Fle Storage Started

Hle Storage Completed
Business Processing Started
Business Processing In Process
Business Processing Completed

Note: The above messages can also be viewed on the ViewHistory screen, which is
discussed in Section 6 of this Addendum.

Additional Information:

Displays any additional information for your file(s). For example, if your file receives a
current status message of “Business Processing Started,” you may receive a “50%
transactions processed” message under the Additional Information column for your file, as
well as number of errorsin thefile, if any. The messages in the Additiona Information
column are designed to give you a more descriptive status of your file.

File Name:

Displays the name of thefile. This column contains the file name that was used to upload
the bulk file. This column will not contain system renamed file names.

File ID:
A unique number assigned by the application for each bulk file submitted.

Secure Transport ALC:

Thisis the Secure Transport ALC directory that can be accessed by your User ID. Thisis
not always the ALC for which transactions originate from within your bulk file.

Logon ID:

The aphanumeric characters assigned to the user to uniquely identify that user. The Logon
ID of the person that submitted the file(s) should appear in this data entry field.

Document Date: December 13, 2004 3.2
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Bulk File Status Inquiry Results Function Buttons

If you want to review processing information related to a bulk file listed on the Bulk File Status
Inquiry Results screen, you must select the option button for the status of the bulk file you want
to view. Once you have selected the bulk file, you may select the “View History”, “View
Errors’, or the “View Hle” button to get information about the file. The option buttons are
mutually exclusive and you can only select one bulk file at atime. If you want to refresh the
screen results, perform a new search, return to the Main Menu or obtain help, an option does not
need to be selected. The function buttons for the Bulk File Status Inquiry Results screen
(Fgures 3.1 and 3.2) are asfollows:

“View History”
Displaysthe ViewHistory screen. This screen is further discussed in Section 4..

“View Errors”
Displaysthe View Errors screen. This screen is further discussed in Section 5.

“View File”
This alows you to view the data contained in your file on the View File screen. This
screen is further discussed in Section 7.

“Refresh”
Updates the information for “Current Status’ and “Additional Information” to the most
current information for your file(s).

“New Search”
Returns you to the Bulk File Status Inquiry screen.

“Return to RITS Main Menu”
Returns you to the RITSMain Menu.

“Help”
Displays the system help for this screen.
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Section 4 View History

The ViewHistory screen displays the current status and the status history of your bulk File. To
display the View History screen (figure 4.1), select the file you want to view from the Bulk File
Status Inquiry Results screen (figures 3.1 and 3.2) and select the “View History” button.

RITS - View History
[ Download Submitted File ] [ Fieturn to Bulk File Status Inquiry Results ] [ Feturn To RITS kain kenu ]

Submitted Date: 2004-10-28 File TD: 3681
Submitted Tune: 11:00:02 File Name: BEIT S fileforcontingency022302 fizt
Logon ID: e1;tt001 Cwrrent Status: Business Processing - Completed
Stage Status Date Time  Additional Information
File Transfer Started 2004-10-23 110002
File Transfer Completed 2004-10-28 11:00.02
File Storage Started 2004-10-23 110002
File Storage Completed 2004-10-28 11:00:03  File Storage 15 100% complete.
Busmess Processmg Started 2004-10-28 11:01.01 PBusmess Processing - Started
Staging Completed 2004-10-28 11:01.01 Stagmg - Completed : With no Errors

2812 Processing  Started 2004-10-28 11:01.01 2812 Processing - Started

2812 Processing  In Process 2004-10-28 11:01:01 SF2812 PayrollOfficellumber=36000200PayCycleType=E 02| OESEFlag=l|DatePayrollP ad=2004
2812 Processing  Tn Process 2004-10-28 11:01:01 T - Successfilly loaded the 2812 with batch data

2812 Processing  In Process 2004-10-28 11:01:01 I- 2812 processed with no errors

2812 Processing  Completed 2004-10-28 11:01:01 2812 Processing - Completed : With no Errors

Business Processing Completed 2004-10-28 11:01:01 Business Processing - Completed : With no Errors

Figure41l ViewHistory

View History Header Information

Submitted Date:
Displays the submission date of your file.

Submitted Time:
Displays the submission time of your file, in military time. Please reference Appendix B
for amilitary time conversion chart.

Logon ID:
Displays the Logon ID of the person that submitted the file.

File ID:
A unique number assigned by the application for each bulk file submitted.

File Name:
Displays the name of thefile. This column contains the file name that was used to
upload the bulk file. This column will not contain system renamed file names.

Current Status:
Displays the current status of files submitted. The following messages are possible
status messages for your file(s):

Hle Transfer Started
Hle Transfer Completed
Hle Storage Started
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Hle Storage Completed
Staging Started

Staging Completed

Business Processing Started
Business Processing In Process
Business Processing Completed

Stage Status Date Time  Additional Information

File Transfer Started 2004-07-21 15:44:05

File Transfer Completed 2004-07-21 15:44:05

File Storage Started 2004-07-21 15:44.05

File Storage Completed 2004-07-21 15:44:05  File Storage is 100% complete.
Staging Started 2004-07-21 154501 Staging - Started

Staging Completed 2004-07-21 1545:01  Staging - Completed : With no Errors

Business Processing Started 2004-07-21 1546:01 Business Processing - Started
Business Processing In Process 2004-07-21 15:46:01 I - Processing 2812 for Payroll Office MNumber 17062381 Pay Cycle ID 183 Pay Cycle Code BO1
Figure42 ViewHistory Columns

View History Columns

Stage:
The ViewHistory screen provides you with the current stage of your file. The four
possible stages of afile are as follows:

File Transfer Secure Transport accepts thefile.

File Storage Secure Transport writes the file to the application database.

Staging Required intermediary pre-processing before business
processing is initiated

Business Processing The application processes the file.

Status:

The ViewHistory screen provides you with the status of your file. The statusis
directly related to the stage of the file. For instance, the stage of your file may be “File
Storage’” and the status may be “ Started,” which means the File Storage process of the
file has started. This can aso be interpreted as Secure Transport has begun writing your
fileto the database. The four possible statuses are as follows:

Started The beginning of stage(s) “File Trandfer,” “File Storage”
and/or “ Business Processing.”

Completed The completion of stage(s) “File Transfer,” “File
Storage” and/or “Business Processing.”

In Process The stage “Business Processing” isin process. Note:
The stage “Business Processing” is the only stage that
can have an “In Process’ status.

Restarted The stage “Business Processing” hasrestarted. Thisis
may be due to a problem in processing the file. The stage
“Business Processing” is the only stage that can have a
“Restarted” status. The “ Restarted” statusin not included
in figure 4.2.
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Date:
The date of a specific stage/status of your file.

Time:
The time of a specific stage/status of your file. Thistimeis displayed in military time,
please reference Appendix B for a military time conversion chart.

Additional Information:
This displays vauable information about your file.

Bulk File Status Inquiry Function Buttons
There are 4 function buttons on View History screen (Figure 4.1):

“Download Submitted File”
Allows you to download the file submitted in a zipped (compressed) format. File compression
reduces the size of the file and the time it takes to download. To view compressed files, you
need a compatible decompression program that can read the zipped file and convert it back to its
origina form. WinZip is an example of decompression program. However, there are numerous
freeware, or shareware zip file decompression programs that are readily available on the Internet.
When you select the “Download Submitted File” button you may receive the following Window
Internet Warning Dialogue Box, shown in figure 4.3.

File Download X

] Some files can harm vour computer. [F the file infarmation below
""-\I", looks suzpicious, or you do not fully trugt the zource, do not open or

zave thiz file.
File name: SubmittedFileDownload, zip Remember to
File type:  WinZip File save thefile with
Frorm: elwas305 a .Z_Ip extension
So it can be

unzipped for use.

Wwould pou like to open the file or zave it to your computer?

[ Open ] [ Save ] [ Cancel ] [ kare Info

Blwayz azk before opening this type of file

Figure43 Windows Internet Warning Dialogue Box

Y ou can choose the “Open it” option from the Windows Internet Warning Dialogue Box, which
will zip and open the file using your zip file decompression program. 'Y ou may aso choose to
“Saveit to disk,” which will save the file on your computer using a standard Windows program.

Document Date: November 8, 2004 4.3



Administrative Bulk File Processing
RITS Base User Manual Addendum

Section 4 View History

“Print”

Allows you to print the Bulk File History Report, see Figure 4.7 for a sample report.
“Return to Bulk File Status Inquiry Results”
Returns you to the Bulk File Status Inquiry Resultsscreen.

“Return to RITS Main Menu”
Returns you the RITS Main Menu screen.

“* Hel p”
Displays the system help information.

Bulk File History Report

From the View History screen, shown in figure 4.1, you may print your results. To print the
Bulk File History Report, select the “Print” function button from View History screen, and the
Bulk File Report Request screen will display, shown below in figure 4.4.

Bulk File

[ Clear ] [ Return To RITS Main Menu ] ’ Help ]

Report File

|Bample Bulk File View History Report
Description:

Footer Comments: Sample Footer Comments|

[ Clear ] [ Return To RITS kain kenu ] ’ Help ]

Figure44 Bulk File Report Request Screen
Bulk File Report Request Data fields

There are two data entry fields on this screen. It is not mandatory that you complete either field,
but it is highly recommended the Report File Description field be compl eted.

Report File Description

Thisfield is used to name and/or describe the report. It will be this name or description
that displays in the system when areport is later retrieved for viewing, printing or
deleting. This description does not print on the report itself.

Footer Comments
Thisfield is printed on the bottom of each page of the report.
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Bulk File Report Request Function Buttons

There are 4 function buttons on the Bulk File Report Request screen.

" OKH
Accepts the report description and footer comments on the screen, extracts the report
contents from the database and displays the Report Format shown in Figure 4.5.
“Clear”
Resets the data entry fields to their values the last time the screen was displayed. No
data is submitted.

“Return to RITS Main Menu”

Returns you to the RITSMain Menu.
“Help”

Digplays the system help for this screen.

Selecting “OK” from the Bulk File Report Request Screen will display the Report Format
screen shown in Figure 4.5. This screen provides you with a drop-down menu option of output

formats. Select the down next to the Output Format: box to display the format menu, as shownin
figure 45.

Report Format
[ Feturn To RITS hain henu ] [ Help ]

Chatput Format: FOF w

HThL

[ Feturn To RITS kMain kdenu Zipped PDF

Figure 45 Report Format Screen Output Format Menu

Report Output Menu Options

HTML (Hyper Text Markup Language)
The document format used on the World Wide Web. Choose this option to view the
report immediately. Thisis the default choice. The report is generated in HTML
format and displays in the IPAC Report Viewer.

PDF (Portable Document Format)
A file format, read with Adobe Acrobat™ Reader, for saving the report to be viewed or
printed on-line. The Acrobat reader must be available to view or print the report.
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Zipped PDF (Compressed Portable Document Format)
A compressed file format which must be “unzipped” or decompressed before being read
or printed with the Adobe Acrobat Reader.

Report Format Function Buttons

“* OKH
Begins generation of the report in the specified format and displays the Report Status
screen shown in Figure 4.6.

“Return to RITS Main Menu”
Returns to the RITSMain Menu without further action.

" Hel p”
Displays the system help for this screen

Report Status
[ Return To RITS Main benu ] [ Help ]

The report you requested has been submitted for processing.
You can remain at this screen until your report has been processed. Your report will execute normally
IFyou choose not to watt, you can return to the Ian Menn and select the Eetnieve Reports/Tata Files option to checlk the status of your report.

Report Execution Time: 00:00:00 (HHMIES, this time is automatically refreshed every 10 seconds)

| Figturn To RITS kain kenu | [ Help ]

Figure46 Report Status

The Report Status screen displays when the |PAC application begins report generation.

Y ou can remain at this screen until your report has been completed, and the report will execute
normally. The Report Execution Time is displayed on this screen, which is the elapse time it
takes the application to generate your report. The Report Execution Time is shown in
(HH:MM:SS) format, which stands for Hour(s):Minute(s):Second(s). Thistime is automatically
refreshed every 10 seconds. If you choose not to wait, you can return to the Main Menu and
select the “Retrieve Reports/Data Files’ option to check the status of your report. For asample
of the Bulk File History Report, see figure 4.7.

Report Format Status Buttons

“Return to RITS Main Menu”
Returnsto the RITSMain Menu without further action.

“Help”
Displays the system help for this screen.
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Sample Bulk File History Report

Bulk File History Report

Submitted Date: 05/05/2004
Submitted Time: 14:37:02
Logon ID: e1ncal01

File ID: 1224

File Name: RITSfileforcontingency022302.txt

Current Status: Business Processing Completed

Stage

File Transfer

File Transfer

File Storage

File Storage

Staging

Staging

Business Processing

Status

Started

Completed

Started

Completed

Started

Completed

Started

05/05/2004

05/05/2004

05/05/2004

05/05/2004

05/05/2004

05/05/2004

05/05/2004

Start Date / Time

14:37:02

14:37:02

14:37:02

14:37:02

14:38:02

14:38:02

14:39:02

End Date / Time

05/05/2004

05/05/2004

05/05/2004

05/05/2004

05/05/2004

05/05/2004

05/05/2004

14:37.02

14:37:02

14:37:02

14:37:02

14:38:02

14:38:02

14:39:02

Additional Information

File Storage is 100% complete.

Staging - Started

Staging - Completed : With no Errors

Business Processing - Started

The report contains information smilar to the View History screen.

Figure47 SampleBulk File History Report

Bulk File History Report Header Information

Submitted Date:
Displays the submission date of your file.

Submitted Time:
Displays the submission time of your file, in military time. Please reference Appendix B
for amilitary time conversion chart.

Logon ID:

Displays the Logon ID of the person that submitted the file.

File ID:

A unique number assigned by the application for each bulk file submitted.

File Name:

Displays the name of thefile. Thefileisnamed by the Bulk File Submitter and not by
the application.
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Current Stage/ Status:
Displays the current stage and status of file submitted.

Bulk File History Report Columns

Stage:
TheBulk File History Report provides you with the current stage of your file. The
three possible stages of afile are as follows:

File Transfer Secure Transport accepts the file.

File Storage Secure Transport writes the file to the application database.

Staging Required intermediary pre-processing before business
processing is initiated

Business Processing The application processes the file.

Status:

TheBulk File History Report provides you with status of your file. The statusis
directly related to the stage of the file. For instance, the stage of your file may be “File
Storage” and the status may be “ Started,” which means the File Storage process of the
file has started. This can also be interrupted as Secure Transport has begun writing your
file to the database. The four possible statuses of afile are asfollows:

Started The beginning of stage(s) “File Trandfer,” “File Storage”
and/or “Business Processing.”

Completed The completion of stage(s) “Fle Transfer,” “File
Storage” and/or “Business processing.”

In Process The stage “Business Processing” isin process. Note: The

stage “Business Processing” isthe only stage that can
have an “In Process’ status.

Restarted The stage “Business Processing” has restarted. This is
may be due to a problem in processing the file. Note:
The stage “Business Processing” is the only stage that
can have an “Restarted” status.

Start Date:
The beginning date of a specific stage/status of your file.

Start Time:
The beginning time of a specific stage/status of your file. Thistimeisdisplayed in
military time, please reference Appendix B for a military time conversion chart.

End Date:
The end date of a specific stage/status of your file.
Start Time:

The end time of a specific stage/status of your file. Thistimeis displayed in military
time, please reference Appendix B for a military time conversion chart.
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Additional Information:

This displays valuable information about your file. For example, the additional information
column may display the following message: 100% transactions processed, as well as any

errorsin fileif any. This particular message lets you know that all of transactions in your
file have processed.

Document Date: November 8, 2004 49



Administrative Bulk File Processing
RITS Base User Manual Addendum
Section 5 View Errors

Section 5 View Errors

The View Errors screen dlows you to view the errorsin your file. It gives you valuable
information that will help you to identify where errors are located in the file. 'Y ou can display the
View Errors screen (figures 5.1 ), from the Bulk File Satus Inquiry Results screen (figures 3.1
and 3.2) . The application edits files for format errors first, and then it checks for business errors.
An example of aformat error would be alphanumeric data incorrectly entered in a numeric field.
Format errors aways start with “Invalid Format of .....”. Please take note that since the
application checks for format errorsfirst, if there are format errorsin your file, the application
will display those format errors on the View Error screen and no business errors will be
provided. You will need to correct the format errorsin your file and resubmit it, so the
application can edit the file for business errors. If your file does not contain errors, you will
receive the following error message: “ There are no errors for thisfile’.

RITS - View Firors

Wiew Error Record

[ Feturn to Bulk File Status Inquiry Results ] [ Fetun To RITS kain Menu ]
Submitted Date: 2004-10-28 File ID: 3686
Submitted Time : 11:25:02 File Name: RITShbadfle022302

Logon ID): e1;1t001

Start Colmnn  End Colunn  Ervor Message Data Value
O 13 24 Invalid format of EnrollmentAmount 00011453 5¢
[ Fieturn to Bulk File Status Inguiry Results ] [ Fietum To RITS kdain Menu ]

Figure51 ViewErrors

View Errors Header Information

Submitted Date:
Displays the submission date of your file.

Submitted Time:
Displays the submission time of your file, in military time. Please reference Appendix B
for amilitary time conversion chart.

Logon ID:
Displays the Logon ID of the person that submitted the file.

File ID:
A unigque number assigned by the application for each bulk file submitted.

File Name:
Displays the name of thefile. Thefileis named by the Bulk File Submitter and not by
the application
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Note: If there are more than 25 rows on this screen, the “Next” and “Previous’ button will be
displayed.

View Errors Function Buttons
The function buttons on the View Errors screen (Figure 5.1) are as follows:

“View Error Record”
After you select an error record on the View Error sscreen, and select the “View Error
Record,” the View Error Record screen isdisplayed. The View Error Record screen,
shown in figure 6.2, allows you to view a specific error in thefile.

“Print”
Allows you to print the Bulk File Error Report, see figure 4.7 for a sample report.

“Next” /" Previous”
If there are more than 25 error records, a“Next” button will display and this button will
bring up the next 25 filesor less. A “previous*“ button will display when needed to
allow you to navigate between the View Error screens.

“Return to Bulk File Status Inquiry Results”
Returns you to the Bulk File Status Inquiry Resultsscreen.

“Return to RITS Main Menu”
Returns you to the RITSMain Menu.

" Hel p”
Displays the system help information.

View Errors Columns

All bulk files have to be in a specific bulk file format to processin the IPAC system. For more
information, the |PAC Bulk File Formatsdocument for Federal Program Agenciesis currently
on the IPAC Web page: www.fms.treas.gov/goalg/ipac/index.html. The View Errors data
columns are based on the bulk file format.

Start Column
The first column that contains the error.

End Column
The last column that contains the error.

Error Message
A message that describes the type of error.

Data Value
The data within the file that isin error. Using the start column and end column
information displayed for a specific error record can identify the invalid data value.
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Bulk File Error Report

The View Error screen, shown in figure 5.1, allows you to print your results. To print the Bulk
Fle History Report, select the “Print” function button from View Error screen, and the Bulk File
Report Request screen will display, shown below in figure 5.2

Bulk File
[ Clear ] [ Feturn To RITS hain kdenu ] [ Help ]

Report File RITS Bulk File Error Report
Description:
Footer Comunents: Foaoter

[ Clear ] [ Feturn To RITS Main Menu ] [ Help ]

Figure5.2 Bulk File Report Request Screen
Bulk File Report Request Data fields

There are two data entry fields on this screen. It is not mandatory that you complete either field,
but it is highly recommended the Report File Description field be completed

Report File Description
Thisfield is used to name and/or describe the report. It will be this name or description
that displays in the system when areport is later retrieved for viewing, printing or
deleting. This description does not print on the report itself.

Footer Comments
Thisfield is printed on the bottom of each page of the report.

Bulk File Report Request Function Buttons

There are 4 function buttons on the Bulk File Report Request screen.

“ OKH

Accepts the report description and footer comments on the screen, extracts the report
contents from the database and displays the Report Format shown in Figure 5.3,

“Clear”

Resets the data entry fields to their values the last time the screen was displayed. No
data is submitted.

“Return to RITS Main Menu”
Returns you to the RITSMain Menu.

“Help”
Displays the system help for this screen.
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Selecting “OK” from the Bulk File Report Request Screen will display the Report Format
screen shown in Figure 5.3, This screen provides you with a drop-down menu option of output
formats. Select the down arrow next to the Output Format: box to display the format menu, as
shown in figure 5.3,

Report Format
[ Return To RITS Main Menu ] [ Help ]

Chatput Format:

[ Feturn To RITS Main kMenu

Zipped POF

Figure 5.3 Report Format Screen- Output Format Menu

Report Output Menu Options

HTML (Hyper Text Markup Language)
The document format used on the World Wide Web. Choose this option to view the
report immediately. Thisis the default choice. The report is generated in HTML
format and displaysin the IPAC Report Viewer.

PDF (Portable Document Format)
A file format, read with Adobe Acrobat™ Reader, for saving the report to be viewed or
printed on-line. The Acrobat reader must be available to view or print the report.

Zipped PDF (Compressed Portable Document Format)
A compressed file format which must be “unzipped” or decompressed before being read
or printed with the Adobe Acrobat Reader.

Report Format Function Buttons

113 OKH
Begins generation of the report in the specified format and displays the Report Status
screen shown in Figure 5.4.

“Return to RITS Main Menu”
Returns to the RITSMain Menu without further action.

" Hel p"
Digplays the system help for this screen.
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Report Status
[ Feturn To RITS Main Menu ] [ Help ]

The report you requested has been submitted for processing.
Tou can remain at this screen untl your report has been processed. Your report will execute normally.
[f you choose not to wait, you can return to the Main Menu and select the Retrieve ReportsiData Files option to checle the status of your report.

Eeport Execution Time: 00:00:10 (HEWLIE, this time 12 automatically reffeshed every 10 seconds)

[ Return To RITS Main kenu ] [ Help ]

Figure54 Report Satus

The Report Status screen displays when the IPAC application begins report generation.

You can remain at this screen until your report has been completed, and the report will execute
normally. The Report Execution Time is displayed on this screen, which isthe dlapse time it
takes the application to generate your report. The Report Execution Time is shown in
(HH:MM:SS) format, which stands for Hour(s):Minute(s):Second(s). This time is automatically
refreshed every 10 seconds. If you choose not to wait, you can return to the Main Menu and
select the “Retrieve Reportg/Data Files’ option to check the status of your report. For a sample
of aBulk File Error Report, see figure 5.5.

Report Format Status Buttons

“Return to RITS Main Menu”
Returns to the RITSMain Menu without further action.

" Hel p”
Digplays the system help for this screen.
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Sample Bulk File Error Report

Bulk File Error Report

Submitted Date: 10/27/2004 File ID: 3648
Submitted Time: 11:11:01 File Name: RITSbadfile022302 xt
Logon ID: e1jt001

Columns Error Message Data Value
13-24 Invalid format of EnrollmentAmount 00011453 5{

Figure55 SampleBulk File History Report

The report contains information similar to the View Error screen.

Bulk File Error Report Header Information

Submitted Date:
Displays the submission date of your file.

Submitted Time:
Displays the submission time of your file, in military time. Please reference Appendix B
for amilitary time conversion chart.

Logon ID:
Displays the Logon ID of the person that submitted the file.

File ID:
A unigue number assigned by the application for each bulk file submitted.

File Name:
Displays the name of thefile. Thefileisnamed by the Bulk File Submitter and not by

the application.

Bulk File Error Report Information

Columns
The first and last column that contains the error.

Error Message
A message that describes the type of error.

Data Value
The data within the file that isin error.  Using the start column and end column
information displayed for a specific error record can identify the invalid data value.
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Section 6 View Error
Record

The View Errors screen, shown below in figures 6.1, dlows you to view a specific error record
by selecting the “View Error Record “ button. The option buttons on this screen are mutually
exclusive and you can only select one error record at atime.

RITS - View Firors

Wiew Error Record

[ Fetum to Bulk File Status Inquiry Results ] [ Return To RITS kain Menu ]
Submitted Date: 2004-10-28 File ID: 3685
Submitted Tome : 11:21:04 File Name: RIT3fleforcont022302_parsing_err_1st_rec

Logon ID: e1jtt001

Start Colmmn  End Colmem  Ervor Message Data Value

® 14 25 Inwalid format of DatePayrollPaid 111902

O 25 31 Invalid format of PayPenodStart 011302

& 31 37 Inwralid format of PayPeriodEnd 012600

O 27 48 Inwralid format of Basic WithholdingAmount 14685766E00
O 48 59 Inwalid format of Basic Contribution Ameutt 07242825100

O 5% 70 Inwalid format of Standard WithheldingAmount 010004 %0E00
O 0 21 Invahd format of AddiionalWithholdingAmount 19686634E00
O 21 92 Tnwalid format of FamilyWithholding Amount 01330424(00
& 92 103 Inwalid format of PostRetirement Withholding Amount 00000000 {00
O 103 114 Tnwralid format of TotalLife Withholding Ameunt 36703315E00
O 114 125 Inwalid format of TotalLife ContributienAmount 07242825100

Figure6.1 View Errors
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Selecting the “View Error Record” button from the View Errors screen, the View Error Record
screen (Figure 6.2) will display.

RITS - View Error Record

[ Return to View Errors ‘ [ Feturn to Bulk File Status Inguiry Results ]
[ Feturn To RITS Main Menu ] ’ Help ]

. 2 3 4 = 3 o =1 9
123456789012345673901234567890123456789012345678901234567590123456780901234567890123456780012
281201360002 002 ID‘}llTSDZDllSDZDlZ 600146585766 E0007342625I0001000490E0019656034E0001330424{ 000

Date Format Error %

[ Feturn to View Errors ] [ Feturn to Bullk File Status Inguiny Results ]
[ Feturn To RITS Main tenu ] [ Help ]

Figure6.2 ViewError Record

The View Error Record screen displays the error record using a bulk file format ruler.
In the above example, the first line of numbers (1-9) on the bulk file ruler represents columns
(20,20,30,40,50,60, 70, 80 and 90). The second line of numbers are whole numbers.

View Error Record Function Buttons

“Return to View Errors”
Returns to the RITS Main Menu without further action.

“Returns to Bulk File Status Inquiry Results”
Returns to the Bulk File Satus Inquiry Results screen.

“Return to RITS Main Menu”
Returnsto the RITSMain M enu.

“Help”
Displays the system help for this screen.
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Section 7 View File

The View File screen alows you to view the datain your file on the screen. Thescreen is limited
to viewing 50 rows of your file. However, you do have the option to download the entire file
from this screen as an dternative. To display the View File screen, shown below in figure 7.1,
select your file from the Bulk File Status Inquiry Results screen (figure 3.1 and 3.2) and select
the “View Hle” button.

[ Diorwnload Submited File I I Fiedurn to Bulk File Statu= ngury Fesuks ] I Fedum To RIS Main kMenu I | Help ]
Fubuaireed Dhate: 2004-10-28 Fale IDx: 35385
Submatted Tume: 112704 File Name: BETTSHfcr contl22302 parsng e Ist rec
Logon IT: elmt0071 Cwrrent Statas: Pusmess Frocessmg Complet=d

WViesr iz feited to the first 50 mes of the subetted Ble.

RITZSLZ i
2912013600000 2I04LL190201130201L2 5001468576 6E0D0TI 42825 ID00L00D490E00 196EE53 2 E00013204241 000
28120201162 11038 I02 714908 50C00C0000000( 0000000000{ 0116211038102 714950350003 877018933 B00E02 3546
28120300222 21000002 97189181 EA0C0000000 [ 0300000000( 00000 653 260000152496 1EA00001 6070100013 1666
Z312A01EA1  00000OFSTSIAAE  OQOOOD2D111R

2013A01AH1 O00000ORS00LAHE 0O0ODI4B64E

CO1ZADIADE 0000013 1E64HAN] OOCOD0Z104(

ZO12A01AVZ OO0OCOEEZBHATL  OOCOIDTITIZ

Z912A01K32 OO00O7LELERIAT1 OOODZBSEETA

ZH1ZA01ATZ DOO01145375(EJ1 OOCOD3IBE115]

281ZA01ETZ  O00019ESIIDCKL  QOCODE1DTIC

Z312A0ICEK2  O0000245YETBCYL  0OCO&217TTRE

Z913A01CT2 0001670410041 OOCODOSSSEH

TO12A0IC42  0000CEOIBEIBAL  OOOOE1S512D

ZO1ZAD1DAZ O000J6G7410DF1  OCCDLZS103D |
£ *

Figure7.1l ViewFile

Note: Netscape wraps the detail record on this screen after 1,025 characters. However, Internet
Explorer displays the entire length of the detail record on one line.

View File Header Information

Submitted Date:
Displays the submission date of your file.

Submitted Time:
Displays the submission time of your file, in military time. Please reference Appendix B
for amilitary time conversion chart.

Logon ID:
Displays the Logon ID of the person that submitted the file.

File ID:
A unique number assigned by the application for each bulk file submitted.
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File Name:
Displays the name of thefile. Thefileisnamed by the Bulk File Submitter and not by
the application.

Current Status:
Displays the current “stage” and “status’ of your file.

View File Function Buttons

“Download Submitted File”
Allows you to download the original file submitted in a zipped (compressed) format.
Fle compression reduces the size of the file and the time it takes to download. To
view compressed files, you need a compatible decompression program that can read the
Zipped file and convert the back to its origina form. WinZip is an example of
decompression program. However, there are numerous freeware, or shareware zip file
decompression programs that are readily available on the Internet. When you select the
“Download Submitted File” button you may receive the following Window Internet
Warning Dialogue Box, shown in figure 7.2.

File Download X

L ] Some files can harm vour computer. [F the file infarmation belaw
x._‘:l./ look.s sugpicious, or you do nob fully trust the source, do not open or

zave thiz file.
File name: SubmittedFileDownload, zip Remember to
File type:  WinZip File Save file with
Fram: elwasa0s 'ZIP extension
so it can be
unzipped for
use.
Wiould you like to open the file or zave it to your computer?
[ Dpen ] [ Save _] [ Cancel ] [ b ore Info

Always azk before opening this tupe of file

Figure7.2 Window Internet Warning Dialogue Box
Y ou can choose the “Open it” option from the Windows Internet Warning Dialogue Box, which
will zip and open the file using your zip file decompression program. Y ou may aso choose to
“Saveit to disk,” using a standard Windows Program.

“Returns to Bulk File Status Inquiry Results”
Returns to the Bulk File Status Inquiry Results screen.
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“Return to RITS Main Menu”
Returnsto the RITSMain Menu.

13 Helpll
Displays the system help for this screen.
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Appendix B 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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Appendix C File Compression
Utilities

Information in ltalics is quoted from the web site listed for the Software

For your convenience, thisisabrief list of some of the file compression utilities available on the
World Wide Web which are compatible with the ZIP file compression used by the IPAC system.
This list has only afew of the many programs available and inclusion in thislist isin no way
meant to be an endorsement of any of the products listed,

Commercial Utilities

WinZip™
Thisis one of the most widely used file compression utilities. It is available as
shareware and can be registered for aminimal cost. The site listed below aso has some

good, basic information on ZIP file.

Download WinZip here:
http://www.winzip.com/info.htm

PKZip ™

Thisisthe origina “ZIP’ file compression utility and still widely used. Itisaso
available as shareware and may be registered for under $50.00

Download PKZip here:
http://www.pkware.com/

PowerZip ™

PowerZip is an award winning compression program for Windows 9x/Me/NT/2000. I
you use the Internet, Power Zip will certainly save you time, money and effort as you
communicate with your friends and colleagues or download files fromthe Net.

Download PowerZip here:
http://www.powerzip.net/
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Freeware Utilities

Stufflt Expander™

FREE file expansion. Siufflt Expander gives you the easiest way to open your Internet
downloads and email attachments. Access sit, Zip, rar, and more! Free, with no nags!

Download Stuffit here:
http://www.stuffit.com/downl oads.html

EasyZip 2000™

Thisfreeware utility isa powerful, easy-to-use FREE zip and unzip utility. It offersall
the features you'd find in the commercial compression prograns.

Download EasyZip 2000 here:
http://www.aaafreebies.com/easyziplll.htm

HJ-Zip™

Why pay money for programs like Winzip when you can get HJ-Zip for free? HJ-Zip is
areliable and easy to use zip/unzip program with full Windows user-interface. It also
enables you to create self-extracting archives.

Download HJ}Zip here:
http://freebyte.com/hjzip/

UltimateZip™
UltimateZip the freeware archive utility for the new millennium.

Download UltimateZip here:
http://www.ultimatezip.com/
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