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Borrowing From Treasury transactions have been separated from the other Non-
Expenditure transactions due their uniqueness and specific audience.

The Borrowing From Treasury application automates all of the tasks required of agencies
and FMS, including providing online retrieval of the forms that are generated by the
system. The application eliminates the manual processing and approval of SF-1151
documents and provides users with the ability to transmit Borrowing and Repayment
transactions across the Internet from any location worldwide. Users are provided the
ability to track and view their transactions while they are being processed, i.e., from the
time of initial entry until the transaction is posted to Treasury’s Central Accounting
System (STAR). When the transaction is posted to STAR, the Fund Balance with
Treasury will be updated to reflect the transaction.
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Prior to entering a Credit Reform Repayment transaction, you must complete the FMS
ESSAS form that is available for download from the GOALS II Website
(http://fms.treas.gov/goals/aboutgoalsii.html). The roles that can be selected are
described below:

Agency Preparer — This role allows the user to enter a new Non-Expenditure Transfer
SF-1151 request specific to the requested application(s), edit a request that has not been
submitted to their certifying officer, monitor the status of requests that they have
completed and to respond to rejections of submitted requests.

Agency All — This user role has been defined for those agencies that have limited
resources available to separate the duties of both entering and certifying a Non-
Expenditure Transfer SF-1151 request. Approval of the request for this role for the
GWA BPD NET application is contingent upon the requestor having a current signature
card on file at the Bureau of the Public Debt for credit reform accounts.

Note: A user can only be assigned to one role per application.
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To enter a new Credit Reform Repayment transaction,

e Click on New Transaction with the left mouse button.
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e Next, click on Borrowing from Treasury with the left mouse button.
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Select Repayment — Department of Treasury by clicking on the radio button with

the left mouse button. A black dot will appear in the radio button to indicate your
selection.

Hint: The menu bar can be used to navigate to other areas of the system.

To go back to the GWA Homepage, click on Home with the left mouse button.

To go back to the New Transaction page, click on New Transaction with the left
mouse button.
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The next step is to select a Treasury Account Symbol. To do this, click on the drop
down Arrow to the right of the Select Account box with the left mouse button.
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e Next, click on the desired Treasury Account Symbol within the drop down list with
the left mouse button.
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e Click on the Create New Transaction button with the left mouse button to navigate
to the Borrowing from Treasury — Repayment — Credit Reform entry screen.

Note: Depending on the Treasury Account Symbol selected, the page for Credit Reform
or Non-Credit Reform entry will be displayed when Create New Transaction is clicked.
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The Borrowing From Treasury - Repayment — Credit Reform Page will be displayed with
a few fields already populated:

e The Treasury Account Symbol field will display the Account Symbol that was
selected on the previous page

e The Legal Authority field will display the legal authority that enables the Treasury
Account Symbol to Borrow From Treasury

e The Control Number will be assigned by the system
e The Status field will display New (if the transaction is new)
e The Transaction Date will default to the current date

e The Effective Date will default to the current date



e The Accounting Period will be derived from the Transaction Date and cannot be
changed directly. The Accounting Period can be changed by changing the
Transaction Date.

10
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At the bottom of the entry screen, three buttons will appear; Save Incomplete, Finished
(if the user is defined as an Agency Preparer) or Certify (if the user is defined as an
Agency All), and Cancel. Below is a description for each of the buttons:

Save Incomplete - A transaction can be saved and completed at a later time by
clicking the Save Incomplete button. The saved transaction can be accessed through
the Pending Transaction area.

Finished or Certify - Once all of the required fields are completed, the transaction
can be completed by clicking on the Finished button (if the user is defined as an
Agency Preparer) or the Certify button (if the user is defined as an Agency All).
Once the transaction is Finished or Certified, it can be Viewed, Rejected or
Certified/Approved by an authorized user.

Cancel - The transaction can be cancelled by clicking the Cancel button - no
database updates will be made. If the Cancel Button is clicked inadvertently, you
may use the Back feature of the web browser to return to the entry screen that will
contain all the information you had entered.

11



GWA Training Guide

ACCOLR
gm New Transactions
Mndemization Borrowing from Treasury

Credit Reform Repayment

3 D400
042002

a1 S Local ntranet

72 start | _ SsoMaidnd.. |- Snegiu3zcapt. | ) ranng_agency.. | & TGHEWCRR 2§ errowrsa Froen

Entering A New Transaction

To enter a new Borrowing From Treasury - Repayment — Credit Reform transaction,
begin by filling out the required fields. Required fields are designated with a red check
mark (when using Internet Explorer) or a red lowercase letter “a” (when using Netscape)
and must be filled out before the transaction can be successfully finished. The next
several pages describe the entry processes along with the field edits that will be applied to
the entry fields.

Repayment Amount

e Begin by moving the cursor over the Repayment Amount field and click the left
mouse button. Next, enter the Dollar Amount to borrow.

Validations:

e Required field
e Must be valid format (Length 17, 2 decimal places)
e Must be greater than or less than zero (not equal to zero)
Note: There will be an edit in the future to prevent amounts less than zero.

12
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Transaction Date

e The Transaction Date will default to the current date. If it is necessary to change the
Transaction Date, move the mouse over the Transaction Date field and click the
left mouse button. Change the date by entering a new date in the proper format
(MM/DD/CCYY). The Transaction Date can be backdated, however it cannot be
future dated.

Validations:

e Required field

e Must be equal to or less than current date.

e  Must be MM/DD/CCYY. Will default to current date but can be backdated.
[ J

Month and year of transaction date must be equal to or greater than the date the
Treasury Account Symbol was established.

e Month and year of transaction date must be less than 48 months ago

Example: If this is October 2001, the Transaction Date may be no earlier than
October 1997.

13
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The Effective Date will default to the current date. To change the Effective Date,
move the mouse over the Effective Date field and click the left mouse button.
Change the date by entering a new date in the proper format (MM/DD/CCYY). The
Effective Date must be either the beginning or the end of the fiscal year, i.e.,
09/30/XXXX or 10/1/XXXX. The Effective Date must also be equal to or less than
the Transaction Date.

Validations:

Required field

Must be valid date

Must be MM/DD/CCYY

Must be equal to or less than transaction date

Must be in the same fiscal year as the transaction date

Must be first or last day of fiscal year, i.e., 09/30/XXXX or 10/01/XXXX.
EXCEPTION - For exempt accounts, this validation does not apply.



Agency Reference Number

e Enter an Agency Reference Number if your agency uses this option. This field
allows the user to provide information for their agency’s own tracking purposes.

Validations:

e Optional field

15
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Entering information in the Supplemental Information and Comment boxes will be
covered in the next few pages of the training guide.

To enter information in the Supplemental Information box:

e Click in the Supplemental Information box with the left mouse button.

e Enter the Maturity Date(s), Amount(s), Cohort Year(s) and Sub Cohort(s).
Note: This information must be entered in the format indicated in the formatting

instructions.

e To view the formatting instructions, click formatting instructions appearing above
the Supplemental Information box with the left mouse button.

16
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ach field name has a set
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numbser appended, and elds are by = 5, There ks no semi at the end
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|-BJ % Local rtrarmt |

& o Local niranst
| | . Jor 113D AM

74 start s B Maklng . | Snegiazeapt. [ ) reneg_sgency... [ 4 TeEWCRR T Borowng From... TR Suppkmental In

e Maturity Date(s), Amount(s), Cohort Year(s) and Sub Cohort(s) must be entered in

the Supplemental Information box in the format indicated above.

Hint: To help ensure the accuracy of the information entered, you can copy and paste the

above format into the Supplemental Information box and edit the fields as required.

The next few pages will show you how to do this.

17
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Multiple sets of the fekds above may be entered using the following format:

Note: There are no spaces or line breaks In the string of characters, each Miekd namTEEERY
has a sat number appended, and folds am separatod by semi-colons. Ther |s no

semi-colon at the end of the string. Multiple year Cohort Years can use the format; 904
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it
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To begin copying, drag the cursor over the area to be copied. Start at the top left and
drag the cursor over the area to be copied while holding down the left mouse button.

Next, press the right mouse button and select copy.
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Supplemental Information includes the following fiel

Maturity Date
Amount
Cohort Year
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B Multiple sets of the flelds above may be entered using the following format:

N HaturityDatel=09-30-2002:Amount 1=450,000,00:CohortYearl=2001:5ubCohort 12001,
<] HaturityDateZ=09-30-2003 :Ancunt2=300,000.00;:CohortYesr2=2001 :SubCobort 2=2000

5 Note: There are no spaces o line breaks in the string of characters, each field name
. has a sat number appended, and fields are separated by semi-colons. There is no
semi-colon at the end of the string. Multiple year Cohort Years can use the format:

. 200042001
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Close the Supplemental Cohort Information window by clicking the Close button.
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To paste the entry format in the Supplemental Information box,
e C(Click in the Supplemental Information box.

e Press the right mouse button and select Paste.
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The format in which the Supplemental Information must be entered is now pasted into
the box. You now can add additional multiples of information, delete multiples of
information that are not needed and modify information as required. The next several
pages describe the edits that will be applied to the fields for the Supplemental
Information.

Maturity Date(s)
Validations:
e Required field
e Must be valid date
e Must be equal to or greater than the Transaction Date
e Must be MM/DD/CCYY
e CCYY must be equal to or greater than Cohort Year
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The valid amount format (containing only 2 decimal places) should be entered in the
Amount Field.

Amount(s)
Validations:

e Required field

e The sum total of the Amount(s) that are entered must equal the amount entered in

the Repayment Amount field.
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Cohort Year(s)
Validations

Required field

Must be valid year

Must be CCYY

Must be equal to or less than current fiscal year
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Validations:

Optional field
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Comment

To enter a comment, move the cursor into the Comment box and press the left mouse
button. You can now enter a comment. The comment will be saved with the
transaction, but will not appear when the SF1151 format is printed.

Validations:

e Optional field
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After the Borrowing From Treasury - Repayment — Credit Reform page is completed, the
following actions may be taken by clicking on the buttons on the bottom of the page:
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A transaction can be saved and completed at a later time by clicking the Save
Incomplete button. The saved transaction can be accessed through the Pending
Transaction area.

Once all of the required fields are completed, the transaction can be completed by
clicking on the Finished button (if the user is defined as an Agency Preparer) or the
Certify button (if the user is defined as an Agency All). Once the transaction is
finished or certified, it can be Viewed, Rejected or Certified/Approved by an
authorized user.
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The above screen is an example of the Borrowing From Treasury - Repayment — Credit
Reform entry screen that an Agency All user would see. The only difference between the
entry screens for an Agency Preparer and Agency All are the buttons at the bottom of
the screen.

e An Agency Preparer would see the Finish button along with the Save Incomplete,
and Cancel buttons.

e An Agency All would see the Certify button along with the Save Incomplete, and
Cancel buttons.

27



ACCOUNTING & REPORTING GWA Training Guide

w New Transactions
Wecemizaion Borrowing from Treasury

Credit Reform Repayment

3 view Fending Transaction Detalls - Microseft Internet Explorer

Fle Edr View Favorites Tooks Help ar
ek - x] 2] €0 SO sewch glrFaverites @PMecn &) 3T An - S 3
48] it igwiescl 1/ qwatr sryNET GWAPncingVkw. asp S tatLs =08 Controhiam ={ D7AA ZE40-83E 3-4 20C -A595-EBCECOFEFADE ) ~ Eeo

Transaction Saved.

Borr ing From T ¥ Tr. tion D
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Bupplamantal Cohart Information MaturityDate1=09/30/2002; Amount 1= 100.00; Cohort Year 1 =200 1; SubCohart 1=2001;
MaturityDateZ=09,30/2003; Amount2=200.00; Cohort Year2=2001; SubCohort2=2000
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Upon executing Save Incomplete, Finish or Certify the above screen will be displayed
if the transaction passed all validations. If the Finish or Certify is executed, the status
will change from New to Finished or Certified, respectively. If Save Incomplete was
executed, the status will change to Saved.
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Error Conditions

Upon executing Save Incomplete, Finished or Certify, the information entered by the

user will be validated. If invalid conditions are found, error messages will be displayed.

The information in error must be corrected before continuing. In some instances,

warning messages will be displayed to alert the user of an exception. The next several

pages describe some of the errors a user might encounter and corrective actions they
should take.

Please refer to the Entering A New Transaction section for a detailed description of

the edits.

Repayment Amount
Error: Amount cannot have more than 15 digits before the decimal point
Corrective Actions:
1. Click OK in the pop-up box

2. Correct the Repayment Amount
3. Execute Save Incomplete, Finished or Certify again
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Transaction Date
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Error: Invalid Date Format
Corrective Actions:
1. Click OK in the pop-up box

2. Correct the Transaction Date
3. Execute Save Incomplete, Finished or Certify again
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Treasury Account Symbaol Legal Authordty Gontrol Number Status
{O5)11X4122 104 ETAT 1388-613 {FNAO4B80-011A-43CE-A4RS-304CERIFRA20} SAVED
» Indicates Required Fleld Supplemental Cohort Information:
» Repayment Amount: "UU o0 Haturicybarel=08/31/2005; krount 1=400.00; Cohort Tear =

LU0 BRCohoE L LTI00s:
Haturicybatel=10/31/2006; kmount2=100.00; Cohort Year
2=2001;FubCohort2=2000

v Transaction Date (MM/DD/CCTY) Iu.rulr 2000

+Effective Date (MM/DD/CCYY): Inr’lr"'ll’ll

» Arnunting Perind(MMCCTY Y ):

Microsefl Internet Explarer =
anency Reference Numhber: E?f]??
!E Effective Date must be less than o equal to Transaction Date.
0K I

Accessibility | Cantacts | Privacy Paolicy

U. 8. Department of Treasury - Financial Management Service
] hitp 11} NET JGWAC = P Local mibranet

Effective Date
Error: The Effective Date must be less than or equal to than the Transaction Date
Corrective Actions:
1. Click OK in the pop-up box

2. Correct the Effective Date or Transaction Date
3. Execute Save Incomplete, Finished or Certify again
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Microsoft Internet Explorer
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Effective Date

Error: The Transaction Date and the Effective Date must be in the same fiscal
year. .

Corrective Actions:
4. Click OK in the pop-up box

5. Correct the Effective Date or Transaction Date
6. Execute Save Incomplete, Finished or Certify again
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Maturity Date 13/31/2005% is not a valid date.
Wo 13/31 /2006 is not a valid date.

Borrowing From Treasury - Repayment - Credit Reform

Treasury Account Symbal Legal Authority Control Number Status
{95)11¥3122 104 STAT 13008-617 {FOA93BAD-911A-43CE-A4RS5-104CERIFBERAZ0} SAVED

« Indicates Required Field

¥ Repayment Amount: 50000
« Transaction Date (MM/DD/CCYY 10012001

« Effective Date (MM/DD/CCYY): |1|1!CI,'2IJEII

» Accounting Perind(MMCOYY ): 10200 !,,U””"P”r_ ﬂ

sformalion:
unt.1=400. 00 ; Cohort Year =

unk 2 =100, 00 Cohor LY ear

Agency Reference Number: ABIC123 =

F3] i % Local intranet

Supplemental Information
Maturity Date

Error: The Maturity Date recorded in the Supplemental Information box
is not valid.

Corrective Actions:

1. Correct the Maturity Date
2. Execute Save Incomplete, Finished or Certify again
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 ——
« Rupayment Amount: B00.00 Maturityhate1=11/30/ 200 mount 1-300. 00 ) ohor L Year -]
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« Transaction Date (MM/DD/CCYY )| TOT 00 Mturi b yDateg=-11/ 304200 @ roloct: Tear
v Elfactive Date (MM/DD/CCYY Y [10/401,2001 2=2001; FubCohor tZ=2000 J
» Accounting Period(MMCCYY): 102001 Comment-

Agency Reference Number: E‘ C1E3 =

Accessibility | Conlacts | Privacy Palicy

P Local mibranet

Supplemental Information

Amount

Error: Amounts supplied in Supplemental info do not add up to the total
borrowing (repayment) amount

Corrective Actions:

Correct either the Amount(s) entered in Supplemental Information box

or the Repayment Amount
2. Execute Save Incomplete, Finished or Certify again

1.
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Home > | | Tre > Bor g From Treasury
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Borrowing From Treasury - Repayment - Credit Reform

Treasury Account Symbaol Legal Authority Control Number Status
{95)11x4122 104 STAT 1388-612 {FDG69488D-911A-43CE-A4B5-394CEB3FEB20} SAVED
« Indicates Required Field Supplemeantal Cohort Information: | —

« Repayment Amount: 500.00

« Transaction Date (MM/DD/CCYY ):|10/01,2001 X 3 ' 1||.f25||'m,- AmoaunlZ =100 (0 Sohor LY ear

« Effective Date (MM/DD/CCYY):  [10/01/2001 2 =2001; SukC -
» Accounting Period{(MMCCYY ): 102001 Comment:

Agency Relerence Number: |ABC‘123 A

sibility | Contacts | Privacy Policy

B T B et

Supplemental Information
Cohort Year

Error: Cohort Year entered in the Supplemental Information box must
be less than or equal to current fiscal year

Corrective Actions:

1. Correct the Cohort Year entered in the Supplemental Information box
2. Execute Save Incomplete, Finished or Certify again
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36

Cohort Year
Error: Maturity Date 08/31/2000 must be greater than or equal to the
Cohort Year 2001.

Corrective Actions:

1. Correct the Cohort Year entered in the Supplemental Information box
2. Execute Save Incomplete, Finished or Certify again
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In some instances, multiple errors will be detected.
Corrective Actions:
1. Click OK in the pop-up box

2. Correct all error indicated in the pop-up box
3. Execute Save Incomplete, Finished or Certify again
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Once all invalid conditions are corrected, you can continue saving finishing or certifying
the transaction by clicking the Save Incomplete, Finish or Certify buttons.

38



GOV
ACCOUNTIN

i GWA Training Guide
w New Transactions
Modernization

Borrowing From Treasury
Credit Reform Repayment

=18 x1

File Edt  View Favorles Tools  Hep

R~ I N N NE~ - - NEE S -/ B I A~ B A

Slop  Refresh  Home | Sesrch Favoriles  Medis  ibory Msl  Pint  Edt s Resloom  Copy

Address (] P i JNET)G giew. asp st sbusm DB Cordrobam= {FOSOMBA0-01 1 A+ 3CE - 4465~ 394CEEIFAB20}

arcoi

Transaction Saved.

View Pending Transaction Details

Treasury Account Symbal Legal Authority Gontrol Number Status
(98114122 104 STAT 1388-613 {FOBG4A80-011A-43CE-A4BE- FINISHED
JH4CERIFBRZ0 |
Repayment Amount: S00.00
Transaction Date {(MM/DD/CCYY): 10/1/2001
Effective Date (MM/DD/GCYY): 10/1/2001
Agency Reterence Number: ABC123
supplemental Gohort Information: MatuntyDate1=11/30/2005; dmount1=400.00; CohortYearl=2001; SubCohort1=2000;

MatuntyDate2=11/30/2006; Amount2=100.00; CohartYear2=2001; SubCohort2=2000

Accounting Period: 102001

EC.’

Accessibility | Contacts | Privacy Policy

Upon executing Save Incomplete, Finish or Certify the above screen will be displayed
if the transaction passed all validations. If the Finish or Certify is executed, the status
will change from New to Finished or Certified, respectively. If Save Incomplete is
executed, the status will change to Saved.

e From this screen, the transaction can be viewed in the 1151 format by clicking on the
View Form button.
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T} Mon-Expenditure Transfer Authurization - Microsoft Intermet Enplorer INEIES |

. > .0 3 A| @ @ B 3 B I H.EH DD Y% B @
ik et Stop  Refrech Madls Edk: Dlccucs  Real.com  Copy Gk Factn

Hame: Semch  Favorites Hiskary Ml Brint

=
NONEXPENDITURE TRANSFER AUTHORIZATION
Transfer From: Transfer To:
Diwpit: Dipt :
Bureau: Bureau:
Account Symbol: Amount: Account Symbol: Amount:
[95)11K4122 S00.00 20AB0BS S00.00
Transter FROM Total: 500.00
Transter TO Total: 500.00
Transaction Initiator: BNTAPODL
Agency Approving OFficer:
AUTHORITY
104 STAT
1386-613
The sbove transferis proper under the suthority ited ;l
[ b Towiar - T P Lol mtrenet

After the View Form button is clicked, a new window showing the Non-Expenditure
Transfer Authorization will be displayed.

From this screen,
e The 1151 can be printing using your web browser’s print facility.

e To close the window, click on the X at the top right corner of the screen.
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After Save Incomplete, Finished or Certify is executed, the View Pending Transaction
Details screen will be displayed.

e From this screen, comments can be viewed by clicking on the View Comments
button.



Error! Not a valid link.

After the View Comments button is clicked, a new window showing the comments will
be displayed. The Transaction Control Number, Posted Date and Time, Transaction
State Code, User Name and Comment Text will be populated with information
associated with the transaction.

Note: Every time a user initiates an action (Save Incomplete, Finished, etc) for a
transaction, the contents of the comment box on the entry screen will be associated with
the transaction and saved. If no comment was entered on the entry screen, the Comment
Text area of the pop-up window will be blank. The above screen shows an example of
this.

From this screen,

e The comments can be printed using your web browser’s print facility.

e To close the window, click on the X at the top right corner of the screen.
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The menu bar can be used to navigate to other area of the system.
e To go back to the GWA Homepage, click on Home with the left mouse button.

e To enter a new transaction, click on New Transaction with the left mouse button.
This will take the user to the New Transaction page.

e To log off the GWA system, click on the LOG OFF button that appears in the top
right corner of the screen.
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