GWA Training Guide

New Transactions
Borrowing From Treasury

Borrowing From Treasury
Supplemental I nformation
Procedures

The procedures for entering the Supplemental Information for the Borrowing From
Treasury and Repayment To Treasury applications have changed. The next several pages
go through a screenby-screen example of entering a Borrowing From Treasury
transaction in the GWA System.
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The GWA Home Page will be the first page you will see after logging into the GWA
System. To enter atransaction,

Click on New Transaction with the left mouse button.
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Next, click on Borrowing from Treasury with the left mouse button.
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Select Borrowing — Department Of Treasury or Repayment — Department of
Treasury (for this example, Borrowing — Department Of Treasury will be used) by
clicking on the radio button with the left mouse button. A black dot will appear in the
radio button to indicate your selection.
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The next step isto 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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Next, click on the desired Treasury Account Symbol within the drop down list with the
left mouse button.
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Click on the Create New Transaction button with the left mouse button to navigate to
the Borrowing From Treasury 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.
For this example, Credit Reform will be used.
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The Borrowing From Treasury - Borrowing — Credit Reform page will be displayed with
afew fields aready populated:

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

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

3. TheControl Number will be assigned by the system.

4. The Status field will display New (if the transaction is new).

5. The Transaction Date will default to the current date.

6. The Effective Date will default to the current date.

7. TheAccounting Period will be derived from the month and year of the Transaction

Date and cannot be changed directly. Changing the Transaction Date can change the
Accounting Period.
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At the bottom of the entry screen, three buttons will appear; Save | ncomplete, 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 adescription for each of the buttons:

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

Finished or Certify - Once al 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.
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Entering A New Transaction

To enter anew Borrowing From Treasury - Borrowing — Credit Reform transaction,

begin by filling out the required fields. Required fields are designated with a red check
mark (when using Internet Explorer) or ared 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.

Borrowing Amount

Begin by moving the cursor over the Borrowing Amount field and click the left mouse

button. Next, enter the Dollar Amount to borrow.
= Validations:
a Required field

b. Must be valid format (Length 17, 2 decimal places)
Cc. Must be greater than or less than zero (not equa to zero)
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Transaction Date

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 cannot be future
dated.

= Validations:

Required field

Must be equal to or less than current date.

Must be MM/DD/CCYY. Will default to current date but can be backdated.
Month and year of transaction date must be equal to or greater than the date that
the Treasury Account Symbol was established.

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

ocpoo
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Effective Date

Enter the Effective Date of the transaction. The Effective Date must be either the
beginning or the erd of the fiscal year, I.e., 09/31/XXXX or 10/U/XXXX. The Effective
Date must also be equal to or less than the Transaction Date.

= Vdlidations:

Required field
Must be valid date
Must be MM/DD/CCYY
Must be equal to or less than transaction date
Must be first or last day of fiscal year, i.e., 09/30/XX or 10/01/XX.
EXCEPTI ON - 71X4074 may use any day -- does not have to be a business day.

PaooTe

Note: For Non-Credit Reform Borrowing, the Effective Date can be any date.
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Agency Reference Number

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

= Validations:

a. Optiond field
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Comment

To enter acomment, click in the Comment box and enter the comment.
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Entering Supplemental Cohort Informationwill be covered in the next few pages of
the training guide.

Supplemental Information

To enter Supplemental Infor mation:

Click on the Supplemental 1 nfor mation Wor ksheet button with the left mouse button.
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At the bottom of the screen, five 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), Add MoreLines, Cancel and Previous Screen. Below is adescription for each of
the buttons:

Save Incomplete - A transaction can be saved and completed at alater time by clicking
the Save I ncomplete button. The saved transaction will be accessed through the Pending
Transaction area.

Finished or Certify - Once al 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, Reected or Certified/Approved
by an authorized user.

Add MoreLines— If additional lines are needed, clickingon Add More Lineswill add
10 more line. This button will always be available and line can be added indefinitely.

Cancel - The transaction can be cancelled by clicking the Cancel button - no database
updates will be made.



Previous Screen— By clicking on this button, the user will return to the Borrowing From
Treasury - Borrowing — Credit Reform entry page. The next two pages will give an
example of using the Previous Screen button.
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To return to the Borrowing From Treasury - Borrowing — Credit Reform entry page, click
on Previous Screen with the left mouse button.
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To return to the Supplemental information entry screen, click on the Supplemental
I nformation Wor ksheet button with the left mouse button.
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The Maturity Date(s), Cohort Y ear(s), Sub Cohort(s) and Amount(s) must be entered.
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The next several pages describe the edits that will be applied to the fields for the
Supplemental Information.

Maturity Date(s)

= Validations:
b. Required field
c. Must bevalid date
d. Must be MM/DD/CCYY
e. CCYY must be equal to or greater than Cohort Y ear
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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

op oo
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Sub-Cohort (s)
= Validations:

a. Optiond field
b. Fiddislimited to 6 characters
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Amount(s)
= Validations:

a Required field

b. Must be valid format (Length 17, 2 decimal places)
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Amount(s) - continued

= Validations:

a. Thesum total of the Amount(s) that are entered must equal the amount entered in

the Borrowing Amount field.
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A feature has been added to allow the user to populate one or al of the fields on

subsequent lines (with the exception of the Amount) without entering information into
the fields. The entry of the Amount will “trigger” the population of the fields.

Example 1

In this example, Maturity Date, Cohort Y ear and Subcohort have not changed. $100.00 is
entered into the Amount field on the second line.




GWA Training Guide

T Chae vty Foogns [ iy - Polcrinel Bk T rigHoastn

Fie BN W RS TR HeD

= 0= Q@ [HB 4 | a4 @@

] £
[T 0 Zm FAabmbh  Homs
L= .ﬂ,ld:u.m*bgq;udﬁ“'_r?n'ﬂq:p:w:!-ml =p

Sath Fevrtss  Feda Moy

i Barrowing From Treasury - Borrowing - Credit Reform

New Transactions
Borrowing From Treasury

=lals

o oa

mslass Ogriane | 1o 5 ppn

| Troasu sunt Symbed: (PIIILALIZ
| Harrommgg e =i nh
Haterity Dabe Eofhert Foar Su b olvart e o Lnk
[1xroi-mans FITH [AECL23 [ FITH L
[imni-znna HIH [uEciza I L0, 10
[ [ f ! i
I I | |
| | | |
| | | I
| | [ I
[ — [ | [
| | | | ]
[ [ I I
anit | 0. i
=

Example 1 - continued

The Maturity Date, Cohort Y ear and Subcohort are carried forward to the second line.
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Example 2

In this example, the Cohort Y ear has changed and entered on the third line. In addition,

$100.00 in entered in the Amount field.




GWA Training Guide

New Transactions
Borrowing From Treasury

= § =1oj =
M BN MW POMDSE TOES HOED -
e s Q@ 1B 4 a4 @ #® 3 B = =
[T 0 Zm FAabmbh  Homs Sath Fevrtss  Feda Moy Pl Cuoum At
-l“i‘ﬁ-.ﬂ,ld:c.m*bgq;udﬁ“'_ﬂn'n'ﬂq:p:w:!-ml =p 3 I""r':'
' ]

i Barrowing From Treasury - Borrowing - Credit Reform

i Tramsury Accaunt Symbel: (98104022 lizsnha e dgrrar L-I Ik ) Eapai.
Harromag Amesst =i nh
Haterity Dabe Eofhert Foar Su b olvart e o Lnk

[1xroi-mans FITH [AECL23 [ FITH L
[imni-znna HIH [uEciza I L0, 10
[12-01-za04 IR PS¥F | 100. 10,
I I | |
| | I I
| | ] I
I I I I
[ — i | H|
I I I I ]
| | !

s 1 400 g

L 5ot inconoiore | [ _tetre ] L 64 ore Laes ] AT L #essions borean ]
ey By
=

Example 2 - continued

The Maturity Date and Subcohort are carried forward to the third line.
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Example 3

In this example, the Maturity Date and Subcohort have changed and entered on the forth
line. In addition, $100.00 in entered in the Amount field.
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Example 3 - continued

The Cohort Year is carried forward to the forth line.
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Once the user is done entering the information, they can continue saving or finishing the
transaction by clicking the Save Incomplete, Finishor Certify buttons.
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Upon executing Save | ncomplete, 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 Incompleteis
executed, the status will change to Saved



