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SECTION |

Deployable Disbursing

System

Introduction to DDS Functions




Logging in to DDS

Step 1: Open the Deployable Disbursing System by double clicking the DDS icon found on the desktop.

Step 2: Click the ACCEPT button on the For Official Use Only DoD Warning Screen.

Step 4: Enter the password.
Step 5: Click on the OK button.
NOTE: The User ID and Password will be provided by the instructor.
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Changing Passwords in DDS

Step 1: The system will prompt you to change your password. Click OK.

‘Warning: If Passwaord is not changed now, this account will be
SUSPEMDED.  Please enter a new password

Step 2: Enter new password. The password IS case sensitive.

:‘:.":I':! Change Password

HNew Passuword: Iwwwwwwwxw

STEP§‘_>Canirm Fassword: Imrwwmmmrl
STEP4 > 0] 4 Cancel

Step 3: Enter your password a second time to confirm it.

Step 4: Click on the OK button.

NOTE: Password is case sensitive and must be 15-21 characters. Must contain at least one
uppercase character, at least one lower case character, at least one special character of
| @#$%N &*()+?<>.



DDS Main Menu

]

Filr  Primesedng Vel
1 = =

KFFT  Repirks  Syslen Sccoonling  Sceeen Wiodowe  Hedy
|

=12l x]
. ] e |
B clifel @ [ P aksln]2]

This is the
MAIN MENU
SCREEN for

access to DDS

Functions Q\’ Qllnnm
Mecord 141 |

[<05C> <DBG> |

Accessing Functions
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Deployable Disbyrsing

These “Key Words” at the top of the Main Menu Screen allow access to DDS
functions.
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Accessing Functions (continued)
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| S DDS Rel 1 - [Main]

DDS Tool Bar

oooooo

|
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ADD A NEW RECORD

EDIT A RECORD

CLOSE PREVIEWER

DELETE FIELDS

SAVE DATA

PRINT

DATA QUERY

EXECUTE QUERY

MOVE TO FIRST PAGE

PAGE BACK

> i PAGE FORWARD

MOVE TO LAST PAGE

This Tool Bar can be
accessed from all function
screens within DDS

EXIT QUERY

SEARCH

CREATE DETAILED RECORD

DELETE DETAILED RECORD

EXIT FUNCTION “RED DOOR OUT”

HELP
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System

Advance of Funds




Accepting an Advance of Funds in DDS

@ ssing STEP1 Retsarts : ot
HIWIMIHI 8 ‘»1*'—I>< o b I* IWI *!f-v}”‘l B2

Paecaiving Usar
I ing O Id: iﬂu ;
ssuing User 7S icns | J
f=———— Hame of
Issuing Usez Site. ooooL Blia g L * IFRE_E[ER THO

Hame of Issuer: AGENT DISBURSIRG

= pe STEP 6 Confirm Reject

v RAdvance £ STATEMENT OF ACENT OFFICER'S ACCOUNT
TRANGACTIONS ATFECTING AGENT OFFICER'S ACCOUNT

a. ITransaction b.lncrease c. Heg Bal d. Llecrease e, Ending Hal
(Received by {In agent's {Turned in {In agent's
agant] acoountl hy agent] acconnt )

Balance Forwazd. on I

15,325.00 I

STEP 3 | .5. Dollars: I ]
I/L Foreign mqu:vﬂentjz "-m i ] 7
J Military Payment Certificates: | -Du| I | J%(‘
2 g Collectionsa: | | I ] \O&
SR SIS | |
STEP_4>Ti HI: Tecasury Checks: i 325.00 I |
| | J

nn |

Milivary Payment QOzrders.
325.00
Business Day: ilGISUIZBDB A wugubfice Humber: ﬁ

DD Form 1081 Advance

To begin your cashier duties you will be advance money from the DO. The DO will input a DD1081 for the
advance into DDS. He will print the DD1081 and after you have VERIFIED your cash/Neg.Inst., you will sign the
DD1081 and take your cash.

After you log into DDS with your USERID and PASSWORD you will need to CONFIRM the DD1081 for the
advance. To do this you;

Step 1: From the main menu Click on REPORTS. Then click on DD1081. A message appears “Incoming
DD1081 must be processed.” Click OK. The information about your advance will be displayed on the screen.

Steps 2&3: To verify you received currency, click on the numbered buttons (2 or 3) in the center of the

screen. This will bring you to your vault access screen. (See next page of handout.) Repeat for each type of
currency.

Step 4: To verify a check was received click on line 7a. Verify the info is correct then click “OK” at the bottom
of the screen.

Step 5: Scroll to the bottom of the screen, click on line 12 (Total). This is your total advance amount. It will
also be displayed at the top of the screen in line 1.



Steps 2 and 3

ﬁa-ﬂand Amount
th| 10,000.00

quiv
1| 10, 000_00

| |
| |
| |
| |
! !

i

NOTE: Verify amount is correct for each type of currency. -]

i Dullar:| 10,000_00

Foreign Currency (O_5._ Equivalentj:]

Military Payment EertificatE3:|

T

[]
b

Cancel |

DD Form 1081 Advance — (continued)

We have chosen to look at the US Dollars first. The line highlighted in blue will
display the Currency Code, Total amount of US Dollars in the vault, Exchange rate (if
needed) and US Equivalent (if needed).

The same information will be displayed for the Foreign Currency (FC). This line will
have the Exchange and the US Equiv populated.

Click on OK for each type of currency viewed.

Once you verify the currency and click OK, the screen goes back to the main
DD1081 page where you can click on other lines.




Accepting an Advance of Funds in DDS — (continued)

Step 6: Click on the Confirm Button in the middle of the screen.

Comficm Eej=ct.

ATRTIMENT OF ACHNT OFFICIR'E ACCOOUNT
TRANSGACTIONE AFFECTIHG AGENT OFFICER'S ACCOUNT

Step 7: Once you click on confirm you will be asked to CONTINUE WITH CONFIRMATION.

Click on OK.

lomz

I \ Continue with confirmation?

ancel

b

Step 8: A screen displaying your DD1081 will automatically come up. Click on the PRINT Button to

print this report for your records.

NOTE: For training purposes DO NOT print the report.

Step 9: Next click on the RED X button to exit out of the report.

9 repo |8 Pl | ?
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222222823
o3> E LETH OT
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0039 E LOGTI
LEDLANAFULLE in
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NANT, GRADSY, 25N, TWIT ATQ@FSs
Incinde ITF Cnde/AR0 mmhar snd

IK

1072873009 1F 109148

Telsphane pomher

46243

@Fl!e Processing  Vault Check/EFT  Reports  System Accounting  Screen Windoy/ [ Heln
sla[xlold] &] Gl [ P] ehgEln f,

i z Receiving User
Issuing User Id: ]E i
# Wi Id/Site:

Name of

Issuing User Site: |gongl e ives J

Step 10: Click on the “RED DOOR OUT” button to EXIT the screen.
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Exchange Transactions - Demonstration

Now that you have been funded you can begin to process transactions. The following
Transaction will be used to demonstrate how DDS Exchange Transaction inputs are
made.

1. Azumah Jerry N 123-45-6789 wants to exchange $100.00 US Dollars for
200 Foreign Currency (FC).

2. Brown, David S 123-45-6790 wants to cash a Personal Check #301 for
$100.00 and get 200 FC.

3. Metcalf, Terry B 123-45-6796 wants to cash a Personal Check #302 for
$100.00 and get US Dollars.

4. Garza, Robert H 123-45-6800 wants to cash a Travelers Check #501 for
$100.00 and get 200 FC.

5. Edwards, Brian D. 123-45-6709 wants to cash a Travelers Check #502 for
100.00 and get US Dollars.

6. Tate Michael A 123-45-6815 wants to cash a Treasury Check #401 for
$100.00 and get 200 FC

7. Clark, Kellie A.  123-45-6702 wants to cash a Treasury Check #402 for
$100.00 and get US Dollars.

8. Haynes, Gayle N 123-45-6753 wants to cash a Money Order #601 for
$100.00 she wants 200 FC.

9. Williams, Kevin E. 123-45-6893 wants to cash a Money Order #602 for
$100.00 and get US Dollars.

10. Maynard, John L 123-45-6824 wants to add money to his Stored Value
Card #101, he gives you $100.00 US.

11. Johnson, Rebecca A 123-45-6654 is leaving the AO and wants to close out
her Stored Value Card #102. She has $100.00 US left on the card.

12. Avery, April A 123-45-2345 came in yesterday and requested a Treasury
Check #* for $325.00 be printed. She is here to pay for her check. She is
paying in US Dollars.

13. Peterson, Anthony J. 123-45-6909 Wants to cash a Personal Check # 303
for $200.00 and get $100.00 US and 200 FC.

* The check number will be different for each student. Ensure that the amount of the
check, Name and SSN match the data provided.
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EXCH

ANGE TRANSACTION - U.S. TO FC

BV &

Click Processing from Menu Bar and click Exchange Transactions from
the drop down menu.
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EXCHANGE TRANSACTION - U.S. TO FC

Step 1: Input the Soldier’s Social Security Number.
Step 2: Input the Soldier’s Last Name, First Name, and Middle Initial.
Step 3: Input the INCOMING information.

(a) Select the (*Curr Cd) as “US” ALWAYS.

(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Exchange Rate is already populated.

(d) Hit the TAB KEY.

(e) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.

(a) Select the (*Curr Cd) for the foreign currency being given out. (For training
purposes it will be “FC” ALWAYS).

(b) Number of Foreign Currency Units being given out (200), under *Amount.

(c) Exchange Rate is already populated.

(d) Hit the TAB KEY.

(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that
the information is correct click on the VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.

Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top
of the page.

Step 8: When you click on save a message box appears, click on OK.

Step 9: EXIT out by clicking on the RED DOOR button at the top of the page.

NOTE: When inputting multiple exchange transactions it is NOT necessary to exit out of
the function after each input, the screen will clear once you save the last transaction).
RED DOOR OUT button will bring you back to the main menu.

14



EXCHANGE TRANSACTION - PCFOR FC
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—

Step 1: Input the Soldier’'s Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.
Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (PC), Enter NI # (301), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
() The US Equivalent Amount will automatically populate.
Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for the foreign currency being given out. (For
training purposes it will be “FC"ALWAYS).
(b) Number of Foreign Currency Units being given out (200), under
*Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.
Step 5: Review your information to ensure it is correct. After you are SURE that
the information is correct click on the VALIDATE button.
Step 6: When you click on validate, a message box appears, click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top
of the page.

Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the
main menu.

15



EXCHANGE TRANSACTION - PCFOR US
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Step 1: Input the Soldier's Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.
Step 3: Input the INCOMING information.

(a) Select the (*Curr Cd) as “US” ALWAYS.

(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (PC), Enter NI # (302), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.

(e) Hit the TAB KEY.

(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.

(a) Select the (*Curr Cd) US currency is being given out.
(b) Enter US Dollar amount (100.00) under *Amount.

(c) Exchange Rate is already populated.

(d) Hit the TAB KEY.

(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on

the VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.

Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.

Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRAVELERS TV for FC
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Step 1: Input the Soldier's Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (TV), Enter NI # (501), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for the foreign currency being given out. (For training
purposes it will be “FC"ALWAYS).
(b) Number of Foreign Currency Units being given out (200), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.
Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.

17



EXCHANGE TRANSACTION TV FOR U.S. DOLLARS
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Step 1: Input the Soldier’s Social Security Number.
Step 2: Input the Soldier’s Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (TV), Enter NI # (502), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) US currency is being given out.
(b) Enter US Dollar amount (100.00) under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate

Step 5: Review your information to ensure it is correct. After you ensure that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.
Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRANSACTION - TCFOR FC
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Step 1: Input the Soldier’s Social Security Number.
Step 2: Input the Soldier’s Last Name, First Name, and Middle Initial.
Step 3: Input the INCOMING information.

(a) Select the (*Curr Cd) as “US” ALWAYS.

(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (TC), Enter NI # (401), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.

(e) Hit the TAB KEY.

(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for the foreign currency being given out. (For training
Purposes it will be “FC” ALWAYYS).
(b) Number of Foreign Currency Units being given out (200), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.
Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRANSACTION TC FOR U S DOLLARS
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Step 1: Input the Soldier's Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (TC), Enter NI # (402), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for US Dollars.
(b) Enter US Dollar amount (100.00), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.

Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.

Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRANSACTION MO FOR FC
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Step 1: Input the Soldier's Social Security Number.

Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (MO), Enter NI # (601), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for the foreign currency being given out. (For training
purposes it will be “FC"ALWAYS).
(b) Number of Foreign Currency Units being given out (200), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.

Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.

Step 8: When you click on save a message box appears, click on OK.
Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRANSACTION MO FOR U.S. DOLLARS

=
)
)

?]

r

Find by Sponsor SSN: (123456893 | Query | J Fndneno| 100.00
Last Name: I'i'iIIL-T_-IAME Validate Ou‘t.-qoingzl 100.00

First Name: FETHH I hece it Reameste Rumd:‘.ng:] 0.00
MI: |? Remaimnq:i e
i NI NI Exchange US Egquivalent
*Curr Cd Humber Date Rate Amount
|1:rs L] ] 602 | 10/04/2009 1] 100.00
e |
Cutgoing < Step 4
SCure Cd NI \] NI HI Exchange U5 Egquivalent
*Amount Type NHumber Date Rate Emount
us | ~| 100.00 j] | I 1] 100.00|

K

« | ] b

Step 1: Input the Soldier's Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (MO), Enter NI # (602), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for US Dollars.
(b) Enter US Dollar amount (100.00), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.

Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.

Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE U.S. DOLLARS FOR SV

i a2 I e R e el

r

Find by Sponsor SEN- (17%45FR%4 || Quary Im:‘_,-m;_| 100.00
Last Wame: F—_;m;_q;. Validara ou.,g._.._;_ug_| 100.00
First MHame:. |IJL;HN B Deceipt I . i Bnund.i.ng:| nonn
M. B e : e Rﬂuﬂ.iuing:| A nn
N =
Incoming
Step 3 q NI HIL NI Euvchanga U8 Equivalant
*Curr Cd #Amount T Humber Date Hate Amnunt
Us v 10000 | | ] 1 100.00 - |

| | | id

Step4 . St el l /7_
Outgoing /6?
NI WI NI Zxchan U5 Zquivalend
“cucz o4 TS| A = ==
s ﬂ(,f‘il lnn-nu[m_‘J 4c 101 [10/04/2003 | 1| 100.00] - |
| | | =l | 1 | | |
" b

Step 1: Input the Soldier's Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the ( *Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for US Dollars.
(b) Enter the US Dollar amount, (100.00) under *Amount.
(c) Enter the NI Type (SV), NI # (101), and NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.
Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRANSACTION SV FOR U.S. DOLLARS.

Ed21Ed (%) ?
e r
Find by Sponsor SSN: (123456654 | Query | I Trceming: | 100.00
Lo
Laat Name: |50}m53}1 Validate Dutgu:i_ng:| 100.00
First Neme: |;3335m [ Beceiph Dartuated Rnu.nd:i_ng:] g.0a
MI: I;T [ et e . el Rema:i.ning:| g.0a
i~ Incoming
NI Exchange TS Equivalent
S el Date Rate Amount
s v| | : 102 | 10/04/2009 | 1 10000
-1 | | | i
Outgoing
” NI NI NI Exchange US Egquivaleng
e O *Imount Type Number Date Rate Amount
us v 10000 Step4 ] | 1| 100.00| |
N
£ | | | | _
4 | 3

Step 1: Input the Soldier's Social Security Number.
Step 2: Input the Soldier's Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($100.00), under *Amount.
(c) Enter NI type (SV), Enter NI # (102), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for US Dollars.
(b) Enter US Dollar amount (100.00), under *Amount.
(c) Exchange Rate is already populated.
(d) Hit the TAB KEY.
(e) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.

Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.

Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE TRANSACTION U.S. DOLLARS FOR TC

Step 1: Input the Soldier’s Social Security Number.

Step 2: Input the Soldier’s Last Name, First Name, and Middle Initial.
Step 3: Input the INCOMING information.

(a) Select the (*Curr Cd) as “US” ALWAYS.

(b) Dollar amount of US Currency taken in ($325.00), under *Amount.
(c) Exchange Rate is already populated.

(d) Hit the TAB KEY.

(e) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.
(a) Select the (*Curr Cd) for US Dollars.

(b) Enter the US Dollar amount, (325.00) under *Amount.
(c) Enter the NI Type (TC).
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EXCHANGE TRANSACTION U.S. DOLLARS FOR TC (Continued Part 1)

@Traasurylfheck o]

NI Last Exchan

NI Numher Date Amount Hame BN
10 78-0CT-2003 3':5.nu];mn? ] U111 ]

| —

‘E) Infarmation: Double click ko select the check,

ET e
0K

Step 4(d) Click OK in the box.

@Traasurylfheck o]
ae
oxe? NI Last Exchan
NI Numher Date Amount Hame BN
10 78-0CT-2003 ] 3':5.nu];mn? U111

@ Is AVERY 10 325 correct?

ho | Cancel |

Step 4(e) Double left click on the check # (NI #). If more than one check appears double click
on the correct check # for this customer. A message box will appear. Click YES. This takes you
back to the exchange screen.
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EXCHANGE TRANSACTION U.S. DOLLARS FOR TC (Continued Part 2)

(e Pelola] &] afels] <[ P| ags[EK swe

Step 1 —
Find by Sponsor SSN: (123452345 Query | ]| 325.00

Step 2

Lzst Name: |y;gg‘g uutgm-_ng:] 32500
First Name:lgngL o-oo
0.00

MI: l},_

Incoming
U5 Equivalent

*Corr Cd Amount
Step3 » [ Bl = d}é’o | ] 1| 325.00

| - |l \"‘L | 1 | E

Step 4 f-g futgeing | & S =
iz NI NI Zxchange US Equivalent

*Amount [Type Nurber Dzate Hate Emouny

ITJE _] ] 225 00 1:_-” 1c-|1_-aze._:c-:l_-=| :L| 325.00]
i |

\l) Information: Yalidation successful, Sawve transaction, @ FRIM-40404: Database apply complete: 3 records applied,

-

Step 4(f) The NI Number and NI Date will be filled in.

Step 4(g) Exchange Rate is already populated.
Step 4(h) The US Equivalent Amount will automatically populate.

Step 5: Review your information to ensure it is correct. After you are SURE that the information
is correct click on the VALIDATE button.

Step 6: When you click on validate, a message box appears, click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button at the top of the page.
Step 8: When you click on save a message box appears, click on OK.

Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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EXCHANGE PC FOR U.S. DOLLARS & FC (SPLIT DISBURSMENT)

2
Ll
F
Find by Sponsor SSN: (123456909 Query | J Incmq:| 200.00
Last Name: rTzason Validate Outgeing: | 200.00
: ) ~ . 0.00
FEC JI.F.}H'I-IuNEE [ Beceipt Beguested # :an.j
MI: F i : L . Remaini.ugzi g.q0
Step 3 "
I::: Incoming m
NI NI NI Exchange U5 Eguivalent
*Corr Cd *Amount Iype Humberx Date Rate Amount
us j | 2Dﬂ-ﬂﬂ|p(:j ans‘mmuznns] 1| 200.00
i [T I 1 ‘ | |
| —I | I |
\Ml/ Outgoing
NI NI NI Exchange U5 Equivalentg
s 2 0E 2 i B
*Amount Type Humbezr Date Hate Emount
s v | 100.00[ - | | 1] 100.00
Hre ~|1] 200.00) | | | 2| 100.00

Step 1: Input the Soldier’s Social Security Number.
Step 2: Input the Soldier’s Last Name, First Name, and Middle Initial.

Step 3: Input the INCOMING information.
(a) Select the (*Curr Cd) as “US” ALWAYS.
(b) Dollar amount of US Currency taken in ($200.00), under *Amount.
(c) Enter NI type (PC), Enter NI # (303), Enter NI Date (10/04/2009).
(d) Exchange Rate is already populated.
(e) Hit the TAB KEY.
(f) The US Equivalent Amount will automatically populate.

Step 4: Input the OUTGOING information.

(a) First Line: Select the (*Curr Cd) for US Dollars.

(b) Enter US Dollar amount (100.00), under *Amount.

(c) Exchange Rate is already populated.

(d) Hit the TAB KEY.

(e) The US Equivalent Amount will automatically populate.

(f) Place your curser in the body of the second line and double click the line will turn blue.

(g) Select the (*Curr Cd) for “FC”.

(h) Enter FC amount (200.00) under *Amount.

(i) Exchange Rate is already populated.

() Hit the TAB KEY.

(k) The US Equivalent Amount will automatically populate.
Step 5: Review your information to ensure it is correct. After you are SURE that the information is correct click on the
VALIDATE button.
Step 6: When you click on validate, a message box appears (see next page), click on OK.
Step 7: SAVE the transaction by clicking on the BLUE floppy disc button atthe top of the page.
Step 8: When you click on save a message box appears (see next page), click on OK.
Step 9: You are now ready to input the next exchange transaction or EXIT to the main menu.
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ACCESSING THE DD FORM 2664

W5ystem Accounting Sceen Window  Help

m File  Processing

MEJ__

De

[ 1081 - Staternent of Agent Cfficer’'s Account

Remaote File Transfer [

DD 2665 - Daily Agent Accountability Summany

NIQ) sewwe—4rSiNg

DD 2663 - Foreign Cumency Control Record r Report Progracs =)
e Iraiaiizineg repaoit
Print Yeuchees =
Re-pant Vouschers ! ¥
Chenl Activily  Sewen Aty
Re-print &ccountahility Repartc STEP4 & u'm'

Reprint Miscellaneous Repnts :
e | Cancel report
{- i
*Business Date: [EFAEH . m

@File Processing Yault Check/EFT Reports System  Accounting  Screen ,\Windnw Help

*zer Code: MK *

Filz  “iew Help

=z B P e

Step 1: From the main menu select the REPORTS tab.
Step 2: From the drop down menu select DD2664 - Currency Exchange Record.
Step 3: A menu appears asking to verify the business date and user code. Click OK.

Step 4: Areports message box appears stating that the form is being prepared. Once the form is
complete, it is displayed.

Step 5: To print the report click on the PRINTER button at the top left of the screen.

Step 6: You can exit the report by clicking on the red X. (It is not required to print the report before
exiting out).

Step 7: When you exit the report you are brought back to the menu at step 3. EXIT to the main menu by
clicking on the red door button.

NOTE: For training purposes we will not print the forms.
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Completed DD FORM 2664
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SECTION IV

Deployable Disbursing

System

Collection Transactions
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Collections

There are two types of Collection transactions. They are manual and using the DD Form 1131. Each
collection has three collect types (actions) which are refund, receipt, or reimburse. The DD Form
1131 is also used as a receipt for the Savings Deposit Program (SDP) money collected.

The remitter will be either a person or an institution. Collections can be made by US Currency, Foreign
Currency or by check. SDP collections can only be in U.S. Dollars and in $5.00 increments up to
$10,000.00. The collection process happens in three steps: Input the data, certify the collection
(Manual Collections DO NOT have to be certified), and collect the funds. Under normal operating
conditions each step would be completed by a different individual. Input would be made by an input
clerk, certification by the supervisor, and collection by the cashier. The cashier could also act as the
person inputting. However, the collection would be “SYSTEM CERTIFIED ONLY” by the supervisor.

NOTE: For “TRAINING PURPOSES ONLY,” you will complete all three steps.
You will “EXTERNALLY CERTIFY” the collections.

DD1131 Collections

To access DD1131 Collections from the main menu; Click on Processing, then Collections and
select DD1131- Cash Collection Vouchers.

Inputting the DD 1131 Collections is a three step process.

First: The Cash Collection Voucher information is INPUT into the system. This
screen is broken down into two tabs DD1131 and Remitters. Both tabs must
be completed before saving the transaction.

Second: After all DD1131’s have been input for the business day they must be
CERTIFIED by the DO or deputy (NCOIC).

Third: After the DO or deputy certifies the DD1131'’s, then the cashier must go
back and COLLECT the DD1131’s.

NOTE: The cashier can externally certify collections with the approval of the DO.
For classroom purposes you will be allowed to externally certify DD1131 collections.
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Collections and Accounting Classifications

. Last First Collect IPAC Currency
Remitter Type Name Name MI SSN Type Collection Code o CK#
Person Manual Orton Kyle B US $100.00
Person Manual Vasher Nathan E Check $100.00 205
Person Manual Scott Tan U FC $200.00
Savings
Deposit
123-45- P
Person | DD1131 Doe John E e (ré’g;)m N Us $350.00 | 125
OR
Receipt
Institution DD1131 AAFES Receipt N [SN) $100.00
Institution | DD1131 Dinning Faculty Refund N Us $100.00
Institution DD1131 Postal Reimburse N US $100.00
The address used for all collections is as follows:
23" INF Division
APO, AE 09808
ACCT CLASS for Manual Collections
US | DOC MTL | MTL
FY| APC | EOR EQ | REF IBOP |(ODC cD QTY DISC
7 0202 1199 Blank us 1 Blank Blank N
ACCT CLASS for DD 1131 Collections
uUusS | DOC MTL MTL
FY| APC | EOR EQ REE IBOP | ODC cD QTY DISC
7 0716 1198 Blank us 2 Blank Blank N

NOTE: For training purposes, we will only show one example of each collection. The

steps can be followed for all manual and DD1131 collections with minor variations.
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Manual Collections — Input and Collect

7 A
,,!,,IISTEPIO }IEI J JIIE--- |F%=| 4 H [-, ]\[g; I "’“i”} 7l E STEP 15
+*Hemitter

STEP1 )% parsom  ( Lnstitution ] Collect m
Last Mame Firat Hame 55N

fraseER pATEAN | [1z3as6915 v|| Query |

ﬂ

~

STEP3 )=.88 ( Fussign
“Collect Type: |RECTIET |

|
I Contzact Muskaz: |Optional @
| ' |

[ =] L
*IcrLl::l: Collection STEP 6a —
cd *05 Equivaleng Type NI Humber NI Date Name On Instrumentc
STEP 6 |“5LJ [ 100 01 [p.; L” zar.] 10/0%/2009 le.:m:m E. VASIER
| I | [ =l |
| -IN | N

-

y Tnfurmation; COLLECTION YOUCHER CREATED # D0000Z
100.00

STEP 7

J z
Hd
0
i
|:
E
2
-
E
i
B
-
=
i
W

o [
BOoD

CD FY onc Cd

r_. rﬂ_. @ FRM-40406: Transaction complete: 3 records applied; all us I 1 f

l‘— . recards saved. (] [_‘ | @ Record saved and commitked
Jo ) | J

1. Input Data

Step 1: Select whether this is a Person or an Institution.

Step 2: Input the full name and SSN if a Person or company name if an Institution.

Step 3: Select whether a US or Foreign address and then input the address.

Step 4: Using the drop down menu select the collect type (i.e. Refund, Receipt, or Reimbursement).

Step 5: Enter the Contract Number (THIS FIELD IS OPTIONAL).

Step 6: Enter the information for currency or NEG. INS.

Step 6a: For a NEG. INS. Enter the type, number, date and name of the remitter (who gave you the item).
Step 7: Click on the Accounting Lines button.

NOTE: See Page 36 for Steps 8 and 9.

Step 10: SAVE the transaction by clicking on the blue disc at the top of the screen.
Step 11: You will get a message that states the records applied. Click OK.

2. Collect the funds:
Step 12: Click on the COLLECT button at the top right of the screen.
Step 13: You will get a message “Collection Voucher Created #------ ." Click OK.

Step 14: You will get another message “Record saved and committed.” Click OK.
Step 15. Screen will go blank, input another manual collection or click on the “red door” to EXIT.
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Manual Collections (continued)

Accounting Line Input

Step 8: You will be brought to another screen where you will enter the accounting class information

using drop down menus. The accounting class information for this transaction is found in a note on
Page 34.

Step 9: Once the accounting class information is entered click on the OK button at the bottom of the
screen.
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Input DD1131 Collections — Recelvmg Office Info

daalt: Theck/EFT  Renoits stern & it irig creen Window i_;f':-

BD1131 Bemitters

Fs
“Collection Type: |RECEILT j =]
Cash Collection Voucher Brihnssing. WEtice ‘ _‘ o
Collection Voucher No.
Beceiving Gffice ‘ OPTTONAL _‘
Collection Voucher No.
Activity (Name & Location) @n Received and Forwarded By
" [ Person (+ Institution {Printed name, title
e Institution and signature)
T p RAFES Query :
IF| +gs i Foreign  STEP4
;‘T Yamp 1w DIvIsTON EEI'} Title
52 o o !DPIIGNM
5] | Date Heceived
e sz _-|jossos m If different H *
E—
1. Input Data

Step 1: Select Collection type. Use the drop down menu to select Receipt, Refund or
Reimbursement.

Step 2: Disbursing Office Collection Voucher Number cannot be changed. Receiving Office Voucher
Number is an optional input.

Step 3: Select whether a Person or an Institution and input the name/SSN.
Step 4: Select whether a US or Foreign address and input the address.
Step 5: Received By; Name is automatically populated, Title is optional.
Step 6: Date Received only needs to be input if different than today’s date.

Step 7: Scroll down to the Disbursing Office Data.
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Input DD1131 Collections — Dis

bursing Office Info

I

Input Data (continued)

Step 8: Disbursing Office name is automatically populated.

Step 9: Disbursing Officer Name is automatically populated.

Step 10: DSSN is automatically populated.

Step 11: Date Received is automatically populated.

Step 12: Period From and To fields are optional inputs.

Step 13: Input the currency (US or Foreign) or NEG. INS. Information.

Step 14: Click on the Remitters tab.
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Input DD1131 Collections - Remitters Tab

DD1131 | Hemitters

Remitter Total: | 100.00 €TEP 19| | STEP 2(> Pemitter 1 af S

Date Hepeiwed: | 10/30/2003 ‘F . L
Detail Description of
*Name of Remitter @m Purpcse for which

Description of Hemittance Collections were received

ARFES J OVERDAYMENT OF COIN EZXCHANGE _J
Forms EJ

_J ] @ FRIM-40404: Database apply complete: 2 records applied,
STEP @
Accounting Lines ‘
el Document Mat Mzt
CD FY APC EGCRH U5 Eguivalent Beference IBOR ODC 2 Cd gty DISC
[ o [tesafiise] 100.00 | ESH EN B | b ||

Input Data (continued) - Remitters Tab
Step 15: Enter date collection received.
Step 16: Enter Name of Remitter.

Step 17: Enter description of collection. For training purposes it will always be the same as in
this example.

Step 18: Click on Accounting Lines Button. Enter the accounting class for this type of collection.
(See page 34).

NOTE: When inputting data in the accounting lines you need to use the “TAB KEY” to move through
the fields. If you don’t, your data will not be saved.

Step 19: Remitter total will auto populate.

Step 20: Remitter — of — will auto populate.

Step 21: SAVE the transaction (Blue Disk).

Step 22: You will get a message “Database apply Complete”, click OK.
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Certlfy DD Form 1131 Externally

F 2% ?
Ll
D111 Remitters |
STEP 23 Certify Beject |
F
*Collection Type: |REEEIPT j =
Cash Collection Woucher gifﬁurs%ng Effiie - | _| cw
o ectlon ouCher (=
Deceiving Office | _ |
Collection Woucher No.
AegdvlEy (leme & LoesEaem| Beceiwved and Forwarded By
= " Persom f+ Institution {Printed name, title
g o Institution and signatures) g
lnaFES Hame
EF Query —
I F i« Uz ( Foreign |‘UL
v I :
230D INF DIV Ticle - 5
Ic | @l’_'ertrf'_.rmg Officer |_§E |
n E [MATH I¥
e | Date Be : : ;
|.ﬁ.PI:I |AE leBSDS Enter Certifying Officer's Name
*Lzst Name *First Name: MI
*Curr *Exch NI HUSES, TANY J_
Cd * A ot Date TS Ecquiwv Type
100,00 1 lo0o.00
|US_:J| | | —:J| STEP 26 OK Cancel
orms % _]_ -
l,ﬂ,' Choose a Certification Method: . o
k. Externally certify the DD1131 being displayed?

§j,f§temV External I] Cancel

2. Certify the DD 1131

Qancel‘ %.5.; E‘% step27]. M M Page:’1_ ?

CASH COLLECTION VOUCHER

DTEET

RECE

NOTE: For TRAINING PURPOSES ONLY you will do an external certification.

Step 23: Click on the Certify button.

Step 24: FOR TRAINING PURPOSES ONLY choose EXTERNAL certification method.

Step 25: Message; “Externally certify the DD1131 being displayed", click OK.

Step 26: A Certifying Officer window will appear. Type the name of the certifying officer. FOR
TRAINING PURPOSES use “Tony L. Dungy” as the Certifying Officer.

Step 27: Reports menu will open and display a completed DD1131.
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Collect DD Form 1131 - After Certification

STEP 31

LD11z1

LA

Bemitters |

*Collection Type:

Cash Collection ¥oucher a S Slng WE e | _| Cy

Collection Woucher No.

Beceiving Dffice | _ |
Collection Woucher MNo.

AEplFElEy (HEmE 6 hosEEaen] Peceived and Forwarded B

B - Parson + Institution (Printed name, title
g o Institution and signature) i
N
E § AFES uery m;?:s
I F (¢ 18 (  Foreign |‘E“zl
T‘IF E |z21p INF DIv Ticls
N B MATH PH |
e | Date Receiwved
lapo |ag _~||jposos |
-
*Curr *Exch NI NI
cd *Am ot Bate s Equiw Type Numher NI Date Name
|U5 v” 1|:u:|.|:u:|| 1 1|:||:|.D|:|| v” | |

t Confirm Voucher. Signing =

':0] Infarmation: Youcher Mumber 000001 assigned.
@ Has the current 001131 voucher been signed? =

STEP 30 >
STEP 29 ) il L

3. Collect DD Form 1131

Step 28: Click on the “Collect” button.

Step 29: You will get a message asking “Has the current DD1131 voucher been signed?” Click “YES”
Step 30: You will get another message stating “Voucher number ------ assigned.” Click OK

Step 31: After the voucher is collected you may exit “Red Door Out” or input another DD1131.

NOTE: You MUST close out of the current window before opening a new window.
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Savings Deposit Program (SDP) — Input Collections
|

2

*La Hame *First MName MI *55M P =i fa | A |
]'303 IJDI-]N |3 |1234a?812 _vJ Cuery |E |

Address STEP 2

Z3BD INF DIV
|‘ *Bl: ¢ Of Service: ]IP—_QHY j
| m *Pay Erade: |(ENLISTED E4 j
| 1
a aE v|0s808
b c | —] d
*Curr NI
cd *hmount Type NI Humber HI Date Name On Instrument
| U ] 35n.nan¢; v” 125] 10/2n/2008 i,mHN E DOE _{

[ 2] | |
5 ] | | -

| Total: 35000

Becounting Lines . STEP6
N

1. Input Data for SDP

Step 1: Enter the Last name, First name, MI, SSN.

Step 2: Enter the street, city and zip code. State can be selected from the dropdown menu.
Step 3: Select the Branch of Service from drop down list.

Step 4: Select the Pay Grade from drop down list.

Step 5: Enter the collected item(s).

NOTE: If the selected NI was processed through the Paper Check Conversion Over the Counter (PCC OTC)
application, the scanned check information will be displayed and the Check Amount, NI Type 'PC', Check Number,
and NI Date cannot be changed.

(a) Clicking the Currency Code field, the US will automatically populate and cannot be changed.

(b) Enter the amount being collected.

(c) Select the NI type if the collection will be non-Cash.

(d) Enter the check number. This field must be filled, if NI Type is non-Cash. If the NI type is "SV", the SVC card
number must be entered.

(e) Enter the date on the check. This field must be filled if any negotiable instrument field has data.

(f) Enter the Name. This field must be filled if any negotiable instrument field has data. The total block is system
generated based on the collection(s).

Step 6: Click on Accounting Lines Button. Enter the accounting class for this type of collection. (See page 51 of the
Cashier Input Guide.

Step 7: Click “Save” on the toolbar to the created Savings Deposit Program collection. The user can click “ Collect”
without saving to collect immediately or click on the toolbar to save and collect at a later time.
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Savings Deposit Program (SDP) Certify Collection

S P [ e ?
SDE
*“Laat Name *First Name MI *H35N e Certify Il Collact ‘
jpoz JOHN | £ [123457812 »|| guery |
Address
e -
1‘32? ke *Branch Of Service: IPGHY

Ledle

| *Pay Grade: IENLIS‘IED E4

|
iAPD ]EjGSBGB

*CHre NI
Cd *Emount Type NI HNumber NI Date Name On Instrument
us 3:50.'0['4]9{: j] 125] 16/20/2008 ].mmq E DOE b=

1

Chaoose a Certification Methaod: |

I STEP9‘/ Total: 250.00 _.
[ System Exterral | Cancel | -

Zecounting Lines | : r:: %:% B u@ . E| |r|'-| | Page: 1 ?

@ Certifying Officer |_

Enter Certifying Officer's Name

*Last Mame “First Nams: -MT e s
]:‘UNGY |IDNY I_ bigdd ot Lo Mo it

am:el J BECELVED AND FORGIRLED BY (Frinted pame, Citle &nd signaturs)

2. Certify SDP DD Form 1131

Step 8: Click Certify button.

Step 9: FOR TRAINING PURPOSES ONLY choose EXTERNAL certification method. A Message
asking “Externally certify the DD1131 being displayed"”, click OK.

Step 10: A Certifying Officer window will appear. Type the name of the certifying officer. FOR
TRAINING PURPOSES use “Tony L. Dungy” as the Certifying Officer.

Step 11: Reports menu will open and display a completed DD1131. Exit by clicking on the Red X.

NOTE: For training purposes do not print.
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Savings Deposit Program (SDP) Collection

@

Al

Collect I

| STEP 12 }

T
li Cnery | 1

*Branch Of Service: JBRMY

*Pay Grade: 1ENIIEE'E-'_" E4

il
£

Confirm Collect

Is the curren

t bavings Deposit the one being collected?

STEP 13

(o] % | Cancel

oo |2= =]osz0s
“Curs NI
Cd =Emount Type NI Humli
us | 350.00 [pc - || 3
| Frirraz I m—
|

o

i o LA

N—
STEP 14 ij

Inforrnation: COLLET TION YOUCHER CREATED = D000

Total: ] 35000

4[] [M] | Page

I
&
DISBURSING OFFICE COLLECTION VOUCHER. NUMBER
000007 —
CASH COLLECTION VQUCHER
-Eﬂ | Forms =
Forms &3
——
ACTIVI] = g FRM-10407: Transaction comgpletes applied records
6 FRM-40404: Database apply complete: 1 records applied. saved. [
) .
] [ox]
24 [RECETVE @ o . STEP18 |
0 | = A
g O : ——— 1 | I

3. Collect SDP DD Form 1131 (Once certified)

Step 12
Step 13

Step 15
Step 16
Step 17
Step 18

symbol

. Click on the “Collect” button.

: You will get a message asking “Is the current Savings Deposit the one being collected?” Click “ YES”
Step 14: You will get another message stating “COLLECTION VOUCHER CREATED ######" Click OK.

: You will get a message “Database apply Complete: # records applied”, click OK.

: The SDP DD 1131 Form will be displayed to print.

: Click the Red X to exit the SDP DD Form 1131 form.
: When the form is exited and/or after printing the form a message box will appear stating “Transaction complete
applied records saved.” Click OK. The Name and Address in the 'Receiving Office' section of the DD1131 voucher will

be blank.
Step 19: After the voucher is collected you may exit “Red Door Out” or input another DD1131 using the green plus

on the shortcut buttons.
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SECTION V

Deployable Disbursing

System

Disbursement Transactions
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Disbursements

There are five different types of disbursements. We will look at each different type of
disbursement separately.

1. Military Payments
2. Manual

3. SF1034

4. SF1049

5. SF44

Disbursements, like collections are entered in three phases, Input of data, Certify and Pay.
However, the manual disbursement DOES NOT need to be certified. Under normal operating
conditions each step would be completed by a different individual. Input would be made by an
input clerk, certification by the supervisor, and payment by the cashier. The cashier could also act
as the imputer. However, the collection would be “SYSTEM CERTIFIED ONLY” by the
supervisor.

NOTE: For “TRAINING PURPOSES ONLY", you will complete all three steps. You will
“EXTERNALLY CERTIFY” the disbursements.

Military payments are the most common form of disbursement that a cashier will input. The
Military Payment input is used to record Advance and Casual payments made to military
members. Military Payments are input based on Branch of Service (Army, Navy, Marines, or Air
Force), Duty Status (Active, Reserve, or National Guard), Pay Grade (Officer / Enlisted), and
Payment (Casual or Advance). For Reserve and National Guard the length of time on active duty
is broken down into two categories they are Active Duty more than 30 days and Active Duty less
than 30 days. Military Payments can be given either in Cash (US Currency or Foreign), by Stored
Value Card (SVC), Check or EFT.

The format for the input is the same for all military payments, only the data input will change.

Manual Disbursements. This is the ONLY type of disbursement that does not have to be
certified. Manual disbursements are entered into DDS when the disbursement document has
already been physically generated and certified from an external source. Since that external
source has already certified the legitimacy of the payment, the cashier is just inputting that
payment into DDS and paying it. During the manual process an actual voucher is not physically
generated through DDS. An Example of a Manual disbursement is a SF44. The agent goes out
and purchases goods locally. Since the agent does not have a computer available the SF44 is
manually filled out and signed by all parties involved. This document is considered to be certified.
Input and pay the payment manually.

Each disbursement type will have its own accounting classification. As stated earlier manual
disbursements are the only type of disbursements that do not have to be certified.

To access manual disbursements from the main menu: Click on processing, then
disbursements and then manual.
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Casual and Advance Payments Flow Chart

Branch of Service
(Army/Air Force
Navy/Marines)

Active

Duty Reserve

Officer Enlisted Officer Enlisted

Active Duty Active Duty
-30 days +30 days

NOTE: It is very unlikely that a Reserve or National Guard Soldier who
is on active duty less than 30 days would be authorized a casual pay.
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DISBURSEMENT ACCOUNTING CLASSIFICATIONS

The accounting lines you will use for training purposes are shown below.

Manual Disbursement Accounting Classification:

uS | boC MTL | MTL
FY| APC | EOR EQ | REF IBOP | ODC CD QTY DISC
7 | 1812 | 11B1 Blank us M Blank | Blank N

SF 1034 Accounting Classification:

uS | boC MTL | MTL
FY| APC | EOR EQ | REF IBOP | ODC CD QTY DISC
7 | 2032 | 11B2 Blank KU C Blank | Blank N

SF 1049 Accounting Classification:

uS | boC MTL | MTL
FY| APC | EOR EQ | REF IBOP | ODC CD QTY DISC
7 | 2033 | 11B3 Blank us K Blank | Blank N

SF 44 Accounting Classification:

uS | boC MTL | MTL
FY| APC | EOR EQ | REF IBOP | ODC CD QTY DISC
7 | 2109 | 11B4 Blank us F Blank | Blank N
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DISBURSEMENTS — MILITARY PAYMENT WITH CASH

@ File  Pror s Vault = JEFT Reports  Systemt  Accounting
+l§ﬁ|ﬂ|@] Ei:igiil _ - ; :

Military Payment |_

Certif Beject Pasy - Pa

STEP2 > Person |F 1| = y || e | B /|I

Last Hame Firat Name MI S5 : *Payment Type: |CasH < STEP 4
STEP 3 )|~ - e A e

f—'ILMDR; |J1:_5._,.N I !1-’-34~='E9':'ﬂ ﬂ “Branch of Service: Ig_q;.ﬂ { STEP5

REddress
(* Us [ Foreign *Buty Status: |ACTIVE DUTY ON MILDAY STEP 6 |
—
|23nD INF DIV Rsanieamme 10T ADDLICARLE
| *Pay Grade: |oFFICER 03 STEPE

£3
aro |2z v |loss0s Hayar,  Casual " Advance
*Besscn Pay Category Code N *Amount

1|Casual Pay STEP9 > LJ | 100.00 m

*Recipient Cd: |

Recounting Lines

Input a Military Payments

Step 1: Ensure you have the Military Payment Tab open.
NOTE: DD117 and Milpay Interface tabs will not be used for training.

Step 2: Select Person and input full name and SSN.

Step 3: Select address type and input full address.

Step 4: Select Payment Type (cash).

Step 5: Select Branch of Service ( Army, Navy, Air Force, or Marines).

Step 6: Select Duty Status (Active, Active more than 30 days/less than 30 days).
Step 6a: Select sub comp if applicable (Reserve or National Guard).

Step 7: Select Pay Grade.

Step 8: Select Payment (Casual).

Step 9: Select Reason Pay Code from drop down menu (for CP’s only one choice, Casual Pay,
for AP’s, select the code based on reason for advance, i.e. BAH, BAS, OHA etc.)For AP’s input
the number of months Input the number of months deferred (if needed).Input the collection start
code (if needed). See page 76.

Step 10: Input the Dollar Amount.

Step 11: Click on Accounting Lines Button.
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Military Payments with Cash (Continued)

NOTE: All areas are pre-filled except the
amount and the ODC. The ODC For all
payments will be “P”

= = =
= = =
= = =

=] ]| =

Accounting Line

Step 12: FY, APC, EOR, and IBOP will be automatically populated. Input the dollar amount.
Step 13: Input the ODC from drop down menu. For Payments use “P”.

Step 14: Click on OK.
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CERTIFYING - MILITARY PAYMENTS

=% ol Gemlels] <[ P &k

v Ferson i
Last Hame First NHame MI 55N

1|:—'IL1~IORE |JI§EDN ’_]1&4;'5901: v

Address ;
GFus Foreign

{23RD INF DIV
|
|

Hi].'i.ta.l:]r Bayment | DOI17 | Milpay Interface |

- Certify Beject

“Payment Type: ll:nSH

| 4

*Branch of Service: Jp,_qlﬂ

*Duty Status: |A{:1‘Iu"‘:. DUTY ON MILBAY
*3ub Comp: |‘ ADELICABLE

ENIERIE

*Pay Grade: |DFFIEE.T{ 03

| 4

*Dayment

[apo |2z N | CEELE {* Casual (" hdvance
*Beason EBay Category Code *Amount
190.00
E Certifying Officer 'i—i J
L
o Enter Certifyd Offi 's N
\lj) (Chaose a Certfication Method: R e A S .
#Last Name *First Name: MI \y Information; Record has been Externally Certified
: DUNGY froR ]_L'
i External‘
STEP 18 ! Cancel
/] Q

il View Help

5 2.8 @b &)

3] v Page:IT_ ?

1. DEFARTHENT
ARITY

MILITARY PAY VOUCHER

Certify a Military Payment

Step 15: Save the data (Blue Disc Button).

Step 16: Certify the input. Click on the “certify” button.

Step 17: FOR TRAINING PURPOSES ONLY choose EXTERNAL certification.

Step 18: A Certifying Officer window will appear. Type the name of the certifying officer.
FOR TRAINING PURPOSES use “Tony L. Dungy” as the Certifying Officer.

Step 19: Message will state record certified, click OK.

Step 20: Reports menu will open. For training purposes DO NOT Print. To Exit, click on red X.
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PAYING - MILITARY PAYMENTS

i 4 | ; Hhal L,
& Blelsl ¢ <> [P | €] 0|2
Military Fayment DOI17 | HMilpay Interface |
- 7| Certity Bz

* Persen @i F il 1 — - J - int
Last Name First Name MI SEN *Payment Type: ]L’:?-L_SH ¥
|I:'II"1'K:IRE ]JP‘SDN I 1123455906 L] *Branch of Service: j_p,_:g_h{‘f -
i hAddress i i
# us { Foreign Duty Statust (ACTIVE DUTY ON MILERY [
238D 1NF DIV “Sib Compe{NoT ADTLICASLE
I *Pay Brade: 1DFFII:ER 03 |7
F—
b‘m ]E ‘L_“CIEIECIE { SEEmet. {* Casnal " advance

*Reason Pay Category Code *Amount m
1Casual Day L] ] 100.00

*HRecipient Cd: _J

Acecounting Lines

@ Does this Youcher have a Signature?

Pay a Military Payment

Step 21: Pay the disbursement. Click on the Pay Button.
Step 22: Message asks, “Voucher signed?” Click YES.
Step 23: Message, Voucher Number------ , click OK.

Step 24: Exit (Red door out) or input another payment.
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MILITARY PAYMENTS - SVC DISBURSEMENT

uy
i

Gl ¢ ¢ P | €| B2

Military Pa}.mentll'? | Milpay Interface

T T i |

* Derson i ¢ |r i | : — {
Last Name First Name  MI 5SN a Pa‘.mEﬂt Type: |sve

k]
T TN —— ! T "~
}“L‘LM}'“ |z'j'“: R 123443001 I:—:STEP 5>*Eranch of Service: {212 FORCE j
Address
¢ U5 ( Foreign ‘Duty Status: |ACTIVE DUTY ON MILPAY |
{2380 INE DIV 4SaCamp 0T 2ooiTcanre -]
k1

|:STEP3 > STEP7 > *Pay Grade: {:HLISI:D 2z

i
LF*.FD iE ;i |'IIEIEI'IIS STEP 8 > *Fayment (" Bdvance

*Beason Pay Category Code

A N *Amount
casusal pay \'ﬂ/ ~|| 100.00

*Recipient:Cd: I _]

I Accounting Lines

Input SVC Disbursement

Step 1: Ensure you have the Military Payment Tab open. NOTE: DD117 and Milpay Interface tabs
will not be used for training.

Step 2: Select Person and input full name and SSN.

Step 3: Select address type and input full address.

Step 4: Select Payment Type (SVC).

Step 5: Select Branch of Service (Army, Navy, Air Force, or Marines).

Step 6: Select Duty Status (Active, Reserve or National Guard).

Step 7: Select Pay Grade.

Step 8: Select Payment (Casual).

Step 9: Select Reason Pay Code from drop down menu.

Step 10: Input the Dollar Amount.

Step 11: Click on Accounting Lines Button. When inputting data in the accounting lines you need
to use the “TAB KEY” to move through the fields. If you don’t, your data will not be saved. The
accounting class will change based on the Branch of Service and the Duty Status entered.

Step 12: FY, APC, EOR, and IBOP will be automatically populated. Input the dollar amount.

Step 13: Input the ODC from drop down menu. For Payments use “P”.

Step 14: Click on OK.

Step 15: Save the data (Blue Disc Button).
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CERTIFYING MILITARY PAYMENTS WITH SVC

..............

*|A %O

Military Payment

BDILT | Milpay Interface |

Certify Beject Dasy
{+ s pann O e ' ‘
First Name MI a5N | gl

*Payment Type: ]svc:

Last Name 1 _:J
[ALEXANDER ERIC 3 [123243001 L] *Branch of Service: (a1 FomcE B
Eddress :
U8 [ Foreign *Duty Status: ,IAE'II'F_ OUTY ON MILEAY j
2380 INF DIV #Sub Comp: [icT 2roricasrs Ra
I *Pay Grade: J“NLISI" Ed _v_j
lzro |az JE | CEERE ki * Casual (" Advance
*Beagon Pay Category Code *Amount
|Casual Pay _v_] | 100.00
ST BR| Certifying Officer =2 |
= Entar Certifying Officer's Hame
e ) VI t Cd y -
l,ﬂ,l Choose a Certification Method: ["..I.-“T- Hama rrﬂﬂ"- tizme |“i J
i b i DOMCY oMY L
— EEr)
— STEP 18 . 5
sy | ptemar | conce ey
Forms L] Pl Vew Hep

8 S 43 e

':o:' Information: Record has been Externally Certified

L. DEPARTHENT

E] Ay MILITARY PAY VOUCHER

Certify the payment

Step 16: Certify the input. Click on the certify button.
Step 17: FOR TRAINING PURPOSES ONLY choose EXTERNAL certification.

Step 18: A Certifying Officer window will appear. Type the name of the certifying officer. FOR

TRAINING PURPOSES use “Tony L. Dungy” as the Certifying Officer.

Step 19: Message will state record certified, click OK.

Step 20: Reports menu will open. For training purposes do not print. Exit, click on red X.
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INPUT SVC NUMBER AFTER CERTIFICATION

|G| 4[4 ¥ [P | e %

( STEP 23

e

Militery Payment | DB1lYy | Milpay Interface

[+ Darson [ e non |t’ |

Last Name First Name  MI 11 “Bayment Iype: |svC j
]zu_zxmmz; ERIC A |123443001 | | sBranch of Sezvice: |a1n ronce v
— Lddress

U5 [ Foreign *Duty Status: ]amzw DUTY N MILPAY j
232D INF DIV £8ub Campelyior AppLICAELE B
| “Eay Grade: IZNT_ISIZ} EZ L]

| .
o Sl | [ e S

*Beason Pay Category Code *Amount #5VC Number
|Cas|uel Bay 1] | 100.00 Z18

A
Forms | il Forms e

_ =

lol Information: Voucher Mumber iz 650002

"8:' Does this Voucher have a Signature?

m} v | o |

Input the SVC Number

Step 21: After certification is complete you need to input the SVC Number being issued. Click on
Edit to add the information to the screen.

Step 22: Input the SVC Number.

Step 23: Save the transaction again.

Pay the payment

Step 24: Pay the disbursement. Click the Pay Button.

Step 25: Message asks, “Voucher signed?” Click YES.

Step 26: Message, voucher number------ , click OK.

Step 27: Exit (Red door out) or input another payment. You MUST close out of the current window
before opening a new window.
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MILITARY PAYMENTS - ADVANCE PAY

Hf x| ol|| @] Glislt] @ ey [P ] &l

[

filirary Daymant I DOILT i Milpay Interfaca I
i+ person o et i' Kol 2 I . E
Last liame Firsu Name MI 55N g *Paymont Type: |IZ.'AE|‘H :_J
|s:rz:m:u: ].::Fr:m: | 3 i::::;-:.ﬂn'?c- j *Branch of Sezvice: |ammy |
Addw
f+ ug “1': Toreign “Duty Status: |‘:e=:.=.‘=‘5'-.'—-' PAY MORE THAN 20 DAYS LJ
l23np 1vF DIV 4Bub Comp: |Em‘:mﬂ:ﬂ. GUARD -
I ‘Pay Grade. |snLisTzD E6 ~|
[aro |ax = ||ozz0e “Raywant  Casual * advance
*Roason Pay Category Codae *Rmount
|EIaE|i:: Allowance for Subsistence 'I | 375.00
STEP 9 I “Nbr of Months Hepay:| 1 MNbr of Months Deferred: Collection Start Code :I L I
&0 | AN ]
O *Roecipient Cd:
£ e &8 Lo =]
) S <&
Accounting Lines I S
DET Documesnt Mat Mat
€D FY APC EOR US Egquivalenc Reference IBOF QDG cd Ry DISC
| o [w1s6farao | 275 _oo | |lus | » | | b -]
[

/i | I | | I I |

NOTE: The only change for an AP is the Reason Pay code, number of months
repay, deferred, and collection start code. Input as needed.

Military Payments - Advance Pay

All information is input the same for advances as it is for casual payments with the exception of
Steps 9a-9c.

Step 9: The reason pay code will change based on the reason for the advance i.e. BAH, BAS, OHA
etc. that was not paid correctly.

Step 9a: When inputting an advance payment include the number of months for repay. Normally
this is one month for payment of retroactive entitlements and travel advances.

Step 9b: Enter the number of months deferred (if needed).

Step 9c: Input the collection start code (if needed). When repay is one month the number of
months deferred and collection start codes are grayed out, no input is needed.
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MANUAL DISBURSEMENT - Input and Pay

4
V
Exchange *Payment- | | *Vourcher
Rate: @ Type: |""!"'5H ﬂ Series: MsC ¥ Bay

Pavee e ilahie Load | Reuove Losd |
v Derson (- Institution |

I *Contract/Requisition Nbr: |W‘1':'Fl"-'-[ 0g P DO35 AL
Last Name First MNome MI SSH
lH'}'AME iMICH}_.T'I_ J1£343q3£g J ﬂ;uery *“Contract/Bequisition Date: (10/10,/2009 @*I

Addrass Confim Invoice Number: |:|:1‘T'“'123"1
* us (" Foreign *Invoice Dave: | 10/25/2003 @|

238D INF DIV i Make Payment?

| [STEP 10 > *Amaunt: | 100.00
| Total US Equiv: | 100.00
[2ro .

|J.1_ i '
Deployable Disbursing System

0 Voucher Number 700001 assigned,
Accounting Lines ‘ ‘ -
=

?

=
i)

Input and Pay Manual Disbursement
To access manual disbursements from the main menu: Click on processing, then disbursements
and then manual. NOTE: Manual Disbursements DO NOT have to be certified.

Step 1: Input the Currency Code.

Step 2: Input the Payment Type (cash or check).

Step 3: Input the Voucher Series. For training purposes use “MSC” for all transactions.

Step 4: Select Payee (Person or Institution) and enter name/SSN.

Step 5: Select address (US or Foreign) and enter complete address.

Step 6: Input the Contract number/Requisition number

Step 7: Enter the contract date.

Step 8: Enter Invoice Number

Step 9: Enter Invoice Date

Step 10: Enter disbursement Amount.

Step 11: Click on Accounting Lines.

Step 12: Enter correct accounting classification from page 47 of the Cashier Input Guide. After the
accounting classification is input the Total US Equivalent will auto fill. Click OK to return to previous
screen.

Step 13: SAVE the transaction (Blue Disc).

Step 14: Click on the PAY Button.

Step 15: Confirm. Make Payment, click on YES.

Step 16: Voucher Number ------ assigned, click on OK.

Step 17: Screen will clear automatically. You may input another Manual Disbursement or EXIT (Red
Door Out).
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INPUT A SF1034 DISBURSEMENT

Gl « ¢ |» [P

lez| B2

Certify ‘ Deject | Pay

*Currency Ende:l‘.-??: ﬂ Exchange Rate: Z Payment: Types|CLEH @ *niirher Seriea-|Man -

H

PUBLIC VOUCHER FOR PURCHASES AND

Etandord Form 1034 . CES L

Date Vonchar Draparad Srhadiniese Mumher
U_.5. Department, Bureau, or Establishment e —
[ sTEP 5 [ 1073072003 | Optional

t < STEP4 | paza Oy
FL COLTS ROCE Contract MNumbar and Data

|IH'DIAKAPGLI5 IN 48

£ selH S0 STEP 6 i
[HB'.'I";I SEIH 51 | ] _ii A
l TE11 '

l TEP 7-8 Reguisition NHumber and Date

Date
ManTMTO2122 hinsizes i
[II‘TD‘IME.EDLIE T |-15215 PN |11f'“"”“:' _i_i 10rZ8/2005
SDAYEE'S (" person  {* Idstizucion sDate Invoice Deceived
HAME Hame 10/30/2009 |.|
AND AR DTTET T : = F=i
C CONSTRUCTION Quezy
E
RDDAERS Bddreaa
m oo S Foreign Discount Terms
|1.n,'_':m
1123 €TH STREET

!E-’.'G'IAZI CITY, HUWAIT o X =
ayee"=s Roccount mber
I Optional

Shipped From Tn HWaighn =ZBEL Ho
|E~‘.‘L-‘;T:—_:T CITT, ETHAIT [BAGHDAD, IRAQ STEP 14 pptional |Optiona|

Input the data

Step 1: Enter Currency Code (FC for training).

Step 2: Enter Payment type (cash or check).

Step 3: Enter Voucher Series (MSC).

Step 4: US Dept will auto fill.

Step 5: Voucher date will auto fill with current business date.

Step 6: Schedule Number is optional.

Step 7 and 8: Contract Number or Requisition Number dates are required if MSC is used for voucher
series, otherwise optional.

Step 9: Paid by blocks will auto fill.

Step 10: Enter Payee’s Name and Address data. (Person or Institution)

Step 11: Date Invoice Received will auto fill; cashier can change it, if applicable.

Step 12: Enter Discount Terms if applicable.

Step 13: Payee’s Account Number is optional.

Step 14: Enter the location the goods were shipped from and where they are going be delivered,
weight and GBL# (all are optional).
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ﬂ SF1034 DISBURSEMENT (continued part 1)

Order : Date *Dt of Del @ B ' Unit Pricel
of Drder oty Amount
5|

Humber or Sve *Articles or Services *Cost *Der
012345 |1nfnz;2nn9 |La/30/2008 IHIDGETS | 40.00 IEA | Zo0.00 “ |
| | | | | | |
| | | | | | | |
| | | | | | | -
Total: | 200.00
+Pam_an_t ADDROVED FOR EXCHRNGE BATE MFFEH_ENCES u.s.
{ Brovisional Explanation Bmount Equiv.
Ft:| 20000 =$| 100.00 ﬁ| 2 =£1.00 | | | J
(" Complete
{Bartial | | | —J
Amount ified =
{" Progress T:8. Equiwv.: | 100.00

 meE e *Titla: |IC'NY 1 DUNGY

Pursuant to authority vested in me, I certify that this voucher is correct and proper for paym<:|
: : - STEP 21

atell {Authorized Certifying Officer) (Title)
cocounting Lines |

Step 15: Enter the data about the item(s) ordered.

a. Enter the order number.

b. Enter the date order was placed.

c. Enter date of delivery, normally this is the same date it is paid.

d. Enter the description of the articles or services received.

e. Enter gty of items received, this could be different from the number
ordered.

f. Enter the unit cost of each individual item.

g. Enter the Price Per, this auto defaults to each, it can be changed.

h. The amount will auto fill after qty, unit cost, and price per are entered.

Stepl6: Enter the Payment data, the system auto defaults to Final, cashier can change it if needed.
Step 17: Amount Approved for will auto fill.

Step 18: Exchange Rate will auto fill.

Step 19: Approved By/Title will auto fill, it can be changed if needed.

Step 20: Differences, if what was ordered or paid is different than what the contract states, enter
amount and/or reason for difference here.

Step 21: Amount verified correct for will auto fill.

Step 22: “Pursuant to...... ", disabled, will auto fill when voucher is certified.
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SF1034 DISBURSEMENT (continued part 2)

Step 23: Click on Accounting Lines.

NOTE: When inputting data in the accounting lines you need to use the “TAB KEY” to
move through the fields. If you don’t, your data will not be saved.

Step 24: Enter correct accounting classification from page 47 of student Cashier Input Guide.
Step 25: Paid By is disabled.

Step 26: SAVE the transaction (Blue Disc).
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CERTIFY AND PAY A SF1034 DISBURSEMENT

STEP 34-35 - FLe
—?T—qﬁlalﬂi @| o =
Reject | Pay
ACurrancy Cndn:ipc j Exchanga I:Lntn:{ ? | CALT - *Toucher Egries: |[MEC W |
PUBLIC VOUCHER FOR DURCHASES AMD
Standard Form 1034 : i
. | Dace Woucher Prepared Schedule Numbmes
U:%. Department, Bureau, or Establishment
: 10/30/2005 |
Puu:x Forms
Faid By
|1 corzs mock ract Wumber and Date

[.l:nnxmnmz.zs IM 45

[f899 ® seTH ST |, SF034 Signed? | 3| DasoH

| [1111
1iaition Kumher and Dats

I — Uate

[TNDTANAPOLTS STEP 32 Cancel FMIO0S12% l10/12/2008 éi 10/28/2009

TS Forms l i
- — — — J|*Date Ilnvoice Heceiwved
= l 107307009 j.i

[0] Choose a Certification Method: Information: Record has been Bxtemnally Cerified

1scount Terma
Eic--za
N
% External Cancel
— Payee's ARccount Humbex

]

File  Wigw Help

228 rﬂ 06 Rl |2

':0] Infermation: Youcher Number 700002 assigned.

- Ctandard Form 1724
—— Revised Detober 1957 PUBLIC VOUCHER FOR PUR(
\ Departuat cfthe Treasury SERVICES OTHER THAN E
1 TF4-2000

[T TRTEETWERT, FITEEAT

Certify the SF 1034 disbursement

Step 27: Click on the Certify Button.

Step 28: FOR TRAINING PURPOSES ONLY Choose EXTERNAL certification.

Step 29: Externally certify SF1034, click OK.

Step 30: The reports menu will open and display a completed SF1034. NOTE: For training purposes
do not print. Exit, click on red X.

Pay the SF 1034 payment:

Step 31: Click on the PAY Button.

Step 32: SF1034 Signed? Click OK.

Step 33: Voucher number------ assigned, click OK.

Step 34: Screen will clear automatically. You may input another SF1034 Disbursement or exit. To
exit, click on cancel then;

Step 35: Click “OK” in the message box.

Step 36: Click on the exit button (Red Door Out).
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INPUT A SF1049 DISBURSEMENT

AR S
S Bree2 | | SATER
Currancy Code: |LTS j Exchange Rate: r 1.00 s*pavmant ITvyvpa: |C.‘-¢5H j sUguehar Seorias: |.‘.4.'5E j

Svandaxd Form 104% FUBLIC VOUCHER FOR REFUNDS STEP 4 >Wouches Hao: Disabled

STEP 5 Optional Bchimdule He:
EI’EPG > Wousher prapared 'F.I'.NL'IJLJ'I.HA.I.‘GL.EB, FT7] |.1-_|faf_|r"f_ll.'5 !'[

{Give place and date)

sl e
[Departmant or Estaplishmént, Bucréau or UEfica)
Becsunviig Finas) |

ORI Documant Hat Mat
Cly F¥ APC EOR UE Eguivalent Haferancea LBOR oDe Cd oEy DIBC

| = Eeoszhaiss| 100 00 | [ios- [ x | [ pr |

=7 | ] | [ [ e o |
=l =il = I [ i e I | - |

[z = zozo 11Dz oo oooo oooooogodoo 1ADd US 2odz 092002 et e | 100.00

Equivalant:
+THE UIMITED STATES, DR Paid Dy
 Pacmon f* Imsrirucion [_
1 COLTE ROCK

Hama H
[psz. TOR D Quer

|'run'rmrh POLTIA, TH

Address
s i* Foreign I‘nssm‘ 1131

[zorp IHFT DIV

|cRup vrcToRY [fassaszaas
[pacHDAD, TRAGD

i

To access SF 1049 disbursements from the main menu: Click on processing, then disbursements
and then SF 1049.

Input the data:
Step 1: Enter Currency Code.
Step 2: Enter Payment Type (cash or check).
Step 3: Enter Voucher Series (MSC).
Step 4: Voucher Number is disabled.
Step 5: Schedule Number is optional.
Step 6: Voucher prepared auto fills.
Step 7: voucher date defaults to current business date, it can be changed.
Step 8: U.S. Dept auto fills.
Step 9: Click on Accounting Lines. When inputting data in the accounting lines you need to use the
“TAB KEY” to move through the fields. If you don’t, your data will not be saved.
Step 10: Enter correct accounting classification from page 47 of Cashier Input Guide.
Step 11: Select Person or Institution and enter name/SSN.
Step 12: Select address type and enter complete address.
Step 13: Paid By block auto fills.
Note: Scroll down to view other areas of the form.
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INPUT A SF1049 DISBURSEMENT (continued)

Statement of deposit(s) received and applied:

Contzact Numbez: | W4OFMT09P0200

Dat=: [10/28/2009 & |

A0 15
*Date of “Articles or \ﬂ\/ S’W—? Balar
Deposit ;eceipt Humber Services ‘ *Amount Depﬁsited| Applied Charges| Depod
\En!snfznns 3 |[r1234 BLOGS 100.00
20 g S N S | N 14~
e

| D ) BN e
‘| b
Total | 10000 | | 100.00

I certify that the ebowve statement of depositis) of the payee or depositor is correct and that the sum

of % 100_00 ig due said depositor.
*ipproved and refund authorized for % ‘ 100.00 |
{Sign original only):
US Equiv: | 100.00  Title: |

Check No.

100_00 on 10/30/Z0085 Signatice |
Refund Cash ¢ ‘ = FaRs2 of payee
by {5ign original only)
EFT:% ‘

Step 14: If the voucher series is 'CAL' or 'MSC', the 'Reason for Payment' will be enabled and
"Contract Number" and "Date" is a mandatory field. Contract/Requisition Number Field is a
alpha/numeric input and will not except special characters with the exception of dashes.

Step 15: Contract Date is optional, however if you input a contract number you also input a date.
Step 16: Enter the data about the item(s) ordered. Use tab key to move through the fields.

a. Date of Deposit, defaults to current business date, it can be changed.
b. Receipt number, is optional.

c. Articles or services enter description of items.

d. Enter amount.

e. Applied Changes, enter any change information here.

f. Balance due auto fills.

g. Notations enter any notes here. Press the TAB Key.

NOTE: After you press the TAB Key the final section will auto fill.
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CERTIFY AND

PAY A 5F1049 DISBURSEMENT

N
STEP 27 E

CRKELER] [ P ek lRe==] e 2

Currency

I E Carvcel Daka Enterod?

Code:z |O5S - Exchange Bate:

STEP 18 )] Certify Beject Pay

0 Choosc a Certification Mcthod:

system | | Bxtemal | < sTEP 19 |
é. 2

1.0U  #pPayment Type: |CASH j *Voucher Series: |5¢55 L[
PUBLIC VOUCHER FOE EEFUNDS Voucher Ho:
ﬁ Externally Certify SF10437 hos30/2003 | )
STEP 20 > oK I SF1049 Signed?
Ent. I!I;'::ﬁ::u ox DEfice] |STEP 2[3/ QK Eﬂﬂtf'

lol Information: Voucher Number 700003 assigned.

L043-105-¢

File ‘iew Help
@:.5.; E'X % [¥] [ Page:h_ ?
N—
e L i PUBLIC VOUCHER FOR REFUNDS

Step 17: SAVE the transaction (Blue Disc).

|'®I FRM-40400: Transaction complete: 2 records applied and
L7 g saved,

Certify the SF 1049 Disbursement gKIl { STEP 26

Step 18: Click on Certify.
Step 19: FOR TRAINING PURPOSES ONLY choose EXTERNAL certification.

Step 20: Externally certify SF1049, click OK.

Step 21: The reports menu will open and display a completed SF1049. For training purposes do
not print. Exit, click on red X.

Pay the SF 1049 Payment

Step 22: Click on Pay Button.

Step 23: SF1049 signed? Click OK.
Step 24: Voucher Number ------ assigned, click OK.
Step 25: 1 record applied, click OK.
Step 26: Transaction complete, applied records saved. Click OK.

Step 27: Screen will clear automatically. You may ADD another SF1049 Disbursement or exit. To
exit, click on cancel then;
Step 28: Click “OK” in the message box.

Step 29: Click on the exit button (Red Door Out). You MUST close out of the current window
before opening a new window.
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INPUT A SF44 DISBURSEMENT

STEP 1 7
|:L\ =Curr Code: |1n ;[ Exchangs Rarte: ' 1 sApaymant Typa- [-:‘.A:".u < STEP 2 Lj lousher  Bariee: i!-.e':u
o 0 Gowvernmant ? 3
[STep s SEURURMNNN o s =, o008 [ S—
*Print Hame and Rddrass of Sallaex *Furnish Supplias or Serviceas To
@ Pacacn T Institutian & Dareson T Inasitution
Lamae B Fivsec MNawms B MT Eogoa | Timmt T msras Firmr Hame MI asw
TED TNA frEcTOR | » [izaas702s syl e T — | 1 =
~ U8 T 5 i re TGS LK i
STEPG} ----------- i STEP 7 jgesttSistl lmusts
97 MOHAMMED ST FRR0D AUH RDE
[razHDAD, TRAG [Farn TwF pIv
| I
I I = fro e 8 | CFTTT,
STEP8>*$upp1:.q- or Ssrvicas =Cnuancicy =Unic Price
UHOER ZHAK1G | :5| 1-::::;
' I [
| a | b | c [ d
| _ L L | |
Agancy Wama and Ailling Address
- = rosar: | 1
[1"1 Cﬂﬂ.-':fﬂ' Rr.h:‘lt i ‘U_S- Egquivalansc: I 1
{= BUEIEE S evr o mjﬂ} Discount Terms: [
larss = s&TH 8T
| maﬂ} lavoics Number: [
I [1i/10/2010
[iﬂﬂfm i ETW ;”“14! Trivm aice Bereived Date 1170072011 _*_.

Oxdexad By (Signarouze spd Title)
Ordersa My [sc.n'.:.t.'.' LYNN JOHHASON, LTC

STEP 14 >

TiEles |F|.hTT;I. LION COMMANDER

To access SF 44 disbursements from the main menu: Click on processing, then disbursements and

then SF 44.

Input the SF 44 data

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:
Step 7:
Step 8:

Enter Currency Code.

Enter Payment Type (cash or check).

Enter Voucher Series (MSC).

Enter date the order was placed. If no order number is input, leave the date blank.
Enter an Order Number, optional.

Input the Name and Address of the seller.

Input the Name and Address of the receiver of the goods/services.

Enter information about the supplies or services here.

a. Description of items.

b. Quantity received.

c. Unit price, for each individual item.

d. Total price will auto fill.
Step 9: Agency Name and Billing Address auto fills.
Step 10: Total auto fills.
Step 11: U.S. Equivalent auto fills.
Step 12: Enter Discount Terms, if applicable.
Step 13: Invoice date auto defaults to current business
Step 14: Ordered By is optional.

date.

Step 15: Title is optional. Note: Scroll down to view the other areas of the form.
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INPUT A SF44 DISBURSEMENT (continued)

g2

Beeounting Lines |
DPI Document Mat Mat
CDr FY AEC EOR U5 EquivalentBeference IBCE ODC Cd Gty DISC
| |9 J1oafiia| 100.00 | [os | = [ | ||
5= === | T =
0 i | T T | -
|21 9 Z020 11B4 00 0000 00000000000 11B4 U5 2108 028013 i 100.00

Equivalent:

STEP 18 > Purchaser - To Sign Below for Over The Counter Delivery of Items

a Received by: |
b >‘l'i1:le: ] |1> Date- 10_:’28_:’2‘009.‘5

Seller - Please Read Instructions on Copy 2

[ Payment Received: |C35H ] lo0-00 [ Payment Regquested: |‘195H | 100.0a

STEP 19 > Seller By:

Ho Further Invocice Need be Submitted

Date:

@ FRM-40404: Database apply complete: 5 recards applied,
/1\ STEP 21

Step 16: Click on Accounting Lines. NOTE: When inputting data in the accounting lines you
need to use the “TAB KEY” to move through the fields. If you don’t, your data will not be saved.

Step 17: Enter correct accounting classification from page 47.
Step 18: Enter purchaser information.

a. Received By; enter name of person receiving items.

b. Title; enter person’s title.

c. The date auto fills with current business date, it can be changed.
Step 19: Seller: data auto fills.

Step 20: SAVE the transaction (Blue Disc).

Step 21: Database apply complete, 5 records applied. Click OK.

65



N

CERTIFY AND PAY A SF44 DISBURSEMENT

S'II'EP29 Q|| EI t;i*lixll 4 |{ |'> ]i>> | o ,?] ﬁil I.E.I| <;:|TEP31

x

Certify

Beject ‘ |

“Cure Cuoade. Excheanye BRalbe. 1 =payment Iype: | CASH

us g i

ﬂ *Voucher Series: I:‘"?

U.5. LGovernment
DURCHASE ORDER - INVOICE - VOUCHER

Drdexr Date: | 107172003 Jrl Urder Humber: [10001

“Print Hame and Address of Sellec

*Furnish Jupplies o Jercvices To

' Institution

% Person ' institution * Parson
Last Nams First MName M1 55H Last Name First MName MI 55N
|pzron [HomMER | 1 [1z3as7017 - |guery| | | L]
MEDINA HECTOR |  liz3as7029 =|& *.us (  Forsigm
sz Ergns aun pow
0 {hoosz a Certification Method: : @ Externaly certify the SF44 being displayed?
¢ AE = |jozEos
STEP 23 Etemat || Cancel @‘D POk f Cancel i DS e
1.00 |
[ 3 e - ——I—
Q Has the cument SF4 voucher been signed? == l
STEP 25 ) M b Page |l ? i —
STEP27 >|
1.5, GOVERNHENT \—> te o |
PURCHASE ORDER - INWOICE - VOUCHER
DATE TF TEDER TOIR - 0 Information: Voucher number assigned is TOO0D.
04/1/2007 Loool T

oK =]

Certify the disbursement

Step 22: Click on the Certify Button.

Step 23: FOR TRAINING PURPOSES ONLY choose EXTERNAL certification.
Step 24: Externally certify SF44? Click OK.

Step 25: The reports menu will open and display a completed SF44. NOTE: For trai
not print. Exit, click on red X.

Make the Payment

Step 26: Click on the Pay Button.
Step 27: Has SF44 been signed? Click YES.
Step 28: Voucher Number assigned. Click OK.

ning purposes do

Step 29: Screen will clear automatically. You may ADD another SF44 Disbursement or exit. To exit,

click on cancel then;

Step 30: Click “OK” in the message box.

Step 31: Click on the exit button (Red Door Out). NOTE: You MUST close out of th
before opening a new window.
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MISCELLANEOUS TRANSACTIONS IN DDS

Backout Function:

This allows a cashier to backout (erase) a transaction that has
been input incorrectly or should not have been input at all. When
using the Backout Function a supervisor with administrator
capabilities will need to approve the backout function.

Check Privileges:

This function allows the cashier to input information for a specific
person. It establishes check cashing limits and authorizes other
family members to negotiate checks on behalf of the person. This
function is also used to notify the cashier when a customer has
been placed on the Bad Check List for having a check returned for
Non-Sufficient Frinde
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BACKOUT FUNCTION

Last

Bepn

Doool IEYHES CATLE ILT 173456753 IN_

1lz3456824

| oooaol |HETI2ALF |TERRY FB_| 123456796 IN_
| Doool ||:LARR |I-(ELLIE |L_| 173456702 IN_
| ooool IBRDI-]‘H IDATJID |s_| 123456790 Fj
Details
IO Curr NI NI NI Exchange TE Ecpaiwvalent
IdCd Amount Type Manber Date Bate A ot
STEP2 |I_|E| 100.00 |_| | | 1] 100.00
|D_|E| 100,00 |ﬁ| 101 30-OCT-2009 ] 1 | 10000

L] ——
User Id:| y Infarmation: BACKOUT AUTHORIZATION GRANTED J
Password: Ii EBackout STEP 3
i 0l
Cancel

ExchangesL =t First Bep

S:Lt.e Id Name Hame MI BEN Id

STEP 6 [mrﬁ.mus (GAYLE |LT| 123456753 F‘

| 00001 P{ETEALF |TERRY IE_| 123456795 Pq_

| 00001 ‘ELARK IRELLIE |L_| 123456702 Pq_

| 00001 Pnuw IDMFID |s_| 123456790 Pq_

| 0000l ‘EDILTARDS IBRIP.N |D_| 123456709 Fj

Backout Function

When the screen opens all transactions input for the current business day will be displayed. Scroll
through the transactions by using the tool bar on the right. When you locate the transaction you wish

to backout:

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:
Step 7:
NOTE:

Highlight the transaction you want backed out.

Review the Details of the transaction to ensure you have selected the correct one.
Click on the Backout Button at the bottom right corner of the screen.

Have your Supervisor input his/her USERID and PASSWORD.

You receive a message stating “Backout authorization granted, Click OK.

The screen will flash and the transaction you backed out will no longer be showing.
You can backout another transaction or EXIT (Red Door Out).

You MUST close out of the current window before opening a new window.
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CHECK PRIVILEGES

T|3‘giﬁi 'ﬁ'] %|i§ §“§<i = I§ |§' ig}} | @ e B STEP 16

Check Cashing Priwvileges Il Comments/Power of Attorney IQ
[STEPI + Derson
_l/>

[sT

(" Imstitation
. r o = i i =
*Last Name First Hame M1 *5E5H | Td- li
EMITH MICHAEL | ¥ |1z3987654 - || Find - E e
N Eddress
STEP 2 >|"=' - . Check Cashing STEP 14 Nl Comments,/Power of Attorney
Us i Forei
T 2 l/
II—IHC 3IBRD BDE
Comment fPower of Attorney
|zzmD INF DIV
| 1. [SPOUSE CAN CASH CHECES AGRINST HIS ACCOUNT | Tnactiwve Indicstor
z.|
inpo
Nl
Bersonal Info 4.|
*Military/Civilian
Home Phone® |S15- 45112349 f« Military
*Work Phome: |315-431-9874 " Ciwilian
STEP 4 ; : :
Driver's License = p—
- .. [Ta325487wW Rank/Erade: [zz -
State- |Tx_-| m *DEROS- [07/15/2010

Work Info

*Organization/Location: II—]HC 3RD BDE /]—l

Fhone:

Rranch OFf Service: |za_:uv{'f SERS "'l 4
upervisn:lr Mame: |SFC WEST, DANIEL SupSEvise=stS [315-431-6542 < STEP10)
Check

Limit
Ik = : = DEROS Warning
EP11 > { Daily { Weekly (+* Monthly { None Nmmber et e |':'
STEP 12 D Amount: | Z£00_800 T Dighonored Check Indicator
|

Input Check Privileges

When you access this function the screen shows two tabs. Ensure that you are on the Check
Cashing Privileges Tab.

Step 1: Select “Person” and input the name/SSN.

Step 2: Select Address type and input the complete address.

Step 3: Input the contact phone numbers for home and work.

Step 4: Input the Drivers’ License data.

Step 5: Input whether Military or Civilian.

Step 6: For Military input pay grade.

Step 7: Input the customers Date of Estimated Return from Overseas (DEROS) .

Step 8: Input the Unit and branch of Service for military and the Employer’s Name for civilians.
Step 9: Input the Supervisor’'s Name, if supervisor is military include the rank.

Step 10: Input Supervisor’'s Phone number.

Step 11: Check limit, indicate whether check cashing limit is for a “Daily”, “Weekly”, or “Monthly”
basis. “None” if no limit exists.

Step 12: Enter the Amount of the check cashing limit.

Step 13: Click on the Power of Attorney Tab.

Step 14: Enter any other information regarding family members here.

Step 15: SAVE the transaction (Blue Disc).

Step 16: If inputting another transaction click on the ADD green plus sign or EXIT (Red Door Out).
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END OF DAY REPORTES

At the end of the business day you be required to balance and finalize your
reports. There are four reports that you must print and finalize, they are; DD
Form 2664, DD Form 2659 (2), DD Form 1081 (Return), and DD Form 2665.

DD Form 2664:

This is a form that all the exchanges transactions were listed on as you input
them into DDS. See page 31.

DD Form 2659 (2):

This is the Voucher Control Log. The system creates two logs, one for
collections and an other for disbursements. It lists by voucher number all
collections and disbursements input for an entire site ID. It is NOT cashier/agent
specific. Ensure you print both the control logs before exiting the report.

DD Form 1081:

At the end of the business day you will turn in ALL Negotiable Instruments,
Collection Vouchers, Paid Vouchers, and SVC Sales. You may also be required
to turn in currency if you are over your cash holding limit. All of these things are
listed on the DD Form 1081 and presented to the DO along with the items.

DD Form 2665:

This form is your accountability for the days business. All transaction input by
you will be reflected on this report. It is your proof the you accounted for all
items in your care. It is also used by the DO for their accountability.

We will look at each one of these forms in detail. To access these reports;
FROM THE MAIN MENU, Click on Reports, select the report desired.
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DD FORM 2664

A% ol @] ] <[4 ] 7] L.._F.]ISTEE. 2

*Business Bate:l n,un 00 &

A
(swa Nzl dx|82]

E;

HELLBD UF LHDLVIDUAL EXUCHANGE THANSALTILE

L. DIEEUREINC OFFICER DESICHATION |2Z. RATES OF EXCHANCE
TONY DONGE ipar 2 = 51.00
IONY 1 DONCY

8833 E 56TH 8T

INDIXMADOLIE IN 4&£249

h RECETVEN FROM CIISTAARER 7. NTSRIRSEN ™ CIISTER

2. TiPFE (0 b. c d a. b e,
HEGOTIADLE U.5. FOREICH TOTAL 0.5 TOREICH TOREIGH
THSTRIREN| CIRAFHCY FTRRENCY CIRRENCY CITRRENY CITRREM
RECEIVED | AND COIF AND COIH

(Ferazcnal

check,

atc.
100.00 100.00 200

DD Form 2664

Step 1: Ensure that the business date is correct.
Step 2: Input cashier’s initials.

Step 3: Click on OK.

Step 4: The report will open. At this time you would print the report. However for training

purposes DO NOT print.
Step 5: Exit out of the form. Red X.

Step 6: EXIT out to the main menu, Red Door out.

NOTE: You MUST close out of the current window before opening a new window.
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DD FORM 2659 - Voucher Control Log.

[ STEP3 >

DD Form 2659

Step 1: Ensure the date is correct.
Step 2: Ensure the site is correct.

Step 3: Click on OK.
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czzy) ] XEYI= MY PR el

DD Form 2659 Voucher Control Log — Collections & Disbursements

|_1P% @ W86 || ?
WOUCIIER CONTROL LOG B WAIR
I Rite Td: -'I-‘|-"|.'::‘I FORLECTIONS 1n/30/2009 B
HEE
4 _ YVOUCIIEER L. PRYEE (Disbursementa) ¢. AMOUNT T-FORM OF PANGENT OR REMITTANCEH]
HUMBER REMITTER {Cullecticns) 2.ChER b CHECK | e. EFT d.CTHER
anannt | AAFES 100 KK
00000Z | DINING FACILIY 100.00
000003 | POSTAL 100,00 K
000004 | VAEHER, MATHAM E. 100.00f X
annnos | CRATON, EYLE R TOHI IHY
000006 | SCOTI, IRAN U. 100,00
000007 | OE, JOIN E. 350,00 X
gogopa | WOIDED o.00]
nonnng | v nen o nof
000013 | VOIDED 0.001
220011 | VOIDED 0.00(
Sita Total 50,00

e e L .mssuas:ghgﬁnﬁzgs 3. DATE
I Site Id: 00001 I » copIECTIoNg | 1073072009 &
4. VOUCHER 5. DAYEE |Disbursements) . RMOUNT R DY R OF AR T
NIMEBER REMITTER (Collecticns) 2.CRSH p.CHECE | c.EFT d.0THER
150001 | STEWERT, JEFFERY J. sl oz
£50001 | GIIMORE, JASON I. 100.0 i
§30002 | ELEXENDER, ERIC &. 100.00 1
700001 | BAYNES, MICHAEEL 5. 0000  x
700002 | 2BC CONSTRUCTION 00l =
700003 | DAL FOR U ol x
700004 | DEROT, HOMER I. 100l x
Site Total §75.00

Step 4: Block 2 for collections automatically is checked and the document will be filled out.

Step 5: Print the report. NOTE: For training purposes DO NOT print.

Step 6: Exit the report, red X.

Step 7: Block 1 for disbursements is automatically checked and the document will be filled out.
Step 8: Print the report. NOTE: For training purposes DO NOT print.

Step 9: Exit the report, red X.

Step 10: Exit the report, “Red door out.” You MUST close out of the current window before opening
a new window.

NOTE: DD Form 2659 is used to list ALL Vouchers used for the entire site ID. It is not broken down by
cashier/agent.

75



DD FORM 1081 - RETURN

[

et | ale|v P &5 B2
. _ RBeceiwving User
I=ssuing User Id: ETH Tdsgsite- | STEP 1
T ) o - ) MNams of
ssuing User Site: |1 Eeceiver. |[PETTON W MANMNING
Mame of Issuer: |u.q_'1"1' T EEMNSETH
STEP 2 >i+ Return [ |
f= Full STEP 3 STATEMENT OF AGENT OFFICER'S ACCOUNT
TRANSACTIONS AFFECTING AGEMT OFFICER'S ACCOUMT
a. Transaction b.Increase c. Eeg Eal d. Decrease 2. Ending EBal
(Received by iIn agent's {Turned imn iIn agent's
agent ) aco ot ) by agent ) account )
P | oo | 15,325.00 | .oo | 15,325 00) ~
U.5. Dollars: | -0o | -ao | -0o | - 00
3 Foreign Curr (0. 5. Ecuivalent): | -oo | - oo | -oo | oo
STEP 4
4 Military Payment Certificates: | -0o | -aa | -0o |
z Collections: | -0o | -ao | -0o | - 00
3 Deposits: | -0o | -ao | -0o | - 00
3 Ta NI: Treasury Checks: | -0o | -aa | -0o | -00
Military Payment Orders: | -ao | -ao | - oo | - 0o -
Busine=ss Day: (0471272007 B Sequence Number: (1

DD Form 1081 Return

Step 1: Select the receiving user from the drop down menu (DA100001).
Step 2: Select Return.

Step 3: Select Full.

Step 4: Scroll down the form to view the remaining lines of the DD1081.
Step 5: Click on Line 2 for U.S. Dollars in the middle of the screen.

NOTE: Steps 5-10 will be discussed in detail. They cover lines 2, 3, 5, 7¢3, 8, and 12 of
the DD1081. These are the only lines you will need to fill out for your return.
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LINE 2 -DD Form 1081

STEP 5b -
U.S. Currency
Ganoal
7 A, TOO. 00 | &
[ ———
l 250 L, 000, 00
BO BOOD.00
u.s. lerrer-icy STEP 5o 10 50000
Denominations
Calculator
STEP 5d
7 I\
\
STEP 5e
ok gancel Cisar

Line 2 of the DD 1081 is used for US Currency.

Step 5a: Curr Code, On Hand, and Exch Rate will auto fill.

Step 5b: Click on the Green Safe.

Step 5¢: Currency Denominations Calculator. Enter the bill count or the dollar amount of each
type of bill/coin to be returned. You do not have to enter the bill count, you can TAB over and enter
the dollar amount instead.

Step 5d: Total Currency Amt: and Total US Equiv: should be equal.

Step 5e: Click on OK.
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LINE 2 (continued) — DD Form 1081

U.S. Currency

Step 5f: Verify US Equiv is equal to the On Hand amount.

Step 5g: Click OK.
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LINE 3 - DD Form 1081

Foreign

Currency

Foreign Currency

STEP6C o

Denominations
Calculator

Step 6: Click on Line 3 for Foreign Curr (U.S. Equivalent) in the middle of the screen.

Step 6a: Curr Code, On Hand, and Exch Rate will auto fill.

Step 6b: Click on the Green Safe.

Step 6¢: Enter the bill count or the foreign amount of each type of bill/coin to be returned. You do
not have to enter the bill count, you can TAB over and enter the dollar amount instead.

Step 6d: Total Currency Amt: is in foreign units and Total US Equiv: is the dollar value.

Step 6e: Click on OK.
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LINE 3 - DD Form 1081

Collection Vouchers

Line 3 (continued)

Step 6f: Verify US Equiv is correct based on exchange rate for On Hand amount.
Step 69: Click OK.

Line 5is used to record Cash Collection Vouchers.

Step 7: Click on Line 5. Verify that all collections for the day are showing then click OK.
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LUAYT A AUA

STEP8a f Select Al |

Line 7c3is used to record negotiable instruments.

Step 8: Click on Line 7c3. Verify that all negotiable instruments for the day are showing.
Step 8a: Click the “ Select All” Button.
Step 8b: Click on OK.

Note: Agent must click 7c3 to attach checks to Outgoing DD 1081.
' 2l S| BlE[G] w e[y > | £f<j5] B(2]

Paid Vouchers

Line 8 is used to record Paid Vouchers.

Step 9: Click on Line 8. Verify that all Paid Vouchers for the day are showing then click OK.
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LINE 12 - Ending Balance

Hame of Issuer: }C&SHIER THO

(v Beturn [ RUET

B izl " Full

STATEMENT OF AGENT OFFICER'S RCCOUNT
TEANSACTIONS AFFECTING AGENT OFFICER'S ACCOUNT

|STEP 1o§|

Business Day: (10/30/2005 & Sequence Number: 12

8. Tramsaction b.Increase c. Beg Bal d. Decrease e. Ending Bal
|Beceived by {In egent’'s {Turned in {In agent's
agent) account) by agent) account)

Paid WVouchers: | -"-'”:'l .00 875_00 | .IIIEII

Incorrect Vouchers Ret: | -"-'”:'] -"-"!'-"I -aa | .aa

Overdrafta: | -00 l -00 I i} | .aa

Loss of Funds: | -Dﬂ] -UD] -nn| 0o

Tranafers In and Out: | -0g -"-"!'-"I s L] | .00

Stored Value Card Load: | 200.00 .00 | -aa | .aa

Stored Value Card Salea: ‘ -"-'”:" -00 | log.00 | .aa
Total Funds: | 00| 16,475.00 | oo

NOTE: Ending Balance should be ZERO for a FULL RETURN.

Line 12 shows the Total Funds on ending balance after the return.

Step 10: Click on line 12 Button (total Funds). This will recalculate the cashiers’ accountability.

Step 10a: The Ending Balance Total should be ZERO since this is a FULL return.

Step 10b: SAVE the data.
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DD Form 1081 — Ending Balance

E(I:l ﬂ%@l: M| §

SEQUEHCE + 1L/31/3018 13:36:18
DISSURSING CETICEN'S NAME, AMNBESE, ANGENT OFTLICEN'S FAMI, GRALE., 33N, THIT AOREZ2Y
CISEURELNG ETATIGN EYMBGL ESMEZA [Znulute BIF Cinde/APD nimber sl Telephoss ssberi
TONY T. DURGY CASHIER THO
ey E LLETH ST FdTITTETE
INDIAKAPOLIS IN 46245 BES3 E GETH T
DESKN 1111 INDIANARPOLLE IN aLTan
THEEHIACTIONT AFFECTING ACEHT OFFICER 'S ACCOUHT
AN AL T TLI: TRCTIERTE [TNIEC: E BErT T TIE: W% LA FELERATE TN DA AR
a (Becesved by Ageet) [ir Agert's Aecoass) [Torred is by dgeet) {ir Agert's Acesurs)
N o o -
[T SGALARGCE Eoirmaue ZE & 3
B e 15, 315.90 16,476 . 00
TR TOT IR T 1
B FUOMEICH CURHERTY ., 108.00
B HILITARY TAYMENT TERATIFICATE i
COLTETT IO LD, 00
FTEeEITE
ARG ITRINLE IHGLRIMENT o
TTIENETRT CRECEE
B HTCTITARY TAYSENT OEDERS 1
T UTHEN [Ppecily) (EPT Tar thu. dizhnrd 05K 2. 480.00
T PATD VOUCHERS e
] TRCOREEETT VINICHIERETS SR TSR EDE
[E0. THE 1T99of DURDNET . T o
T, TR, T DT T
i1 OTORED TALITE TAED TALEDN T
[ To7kL FuRod IN JOOIOF GF JGENT GEFLL - 3
- s 1€, 475.900 a0
STATEMENTS
DISBURSING OFFICER AGENT OFFICER
OH ADVANCZ: I HAVE ENTOUSTED FUNDS CH ADVAMCE: I, AS MGENT OFFICER, HAVE
AND/OR OTHER ITZME AS INDICATED IN RECEIVED FUNDS AND/OR OTHER ITEMS AS
THIZ ETATEMENT TO THE AHOVE KAMED AS IKDICATED ABOVE. I HAVE ABSUMED
ACENT OFFICER. PECUNIARY RESPONSIBILITY THEREFCRE. I
NILL HOTIFY THE DISDURSLNG CFFICIR
IMHEDIATELY UPCH DISCOVERY OF ANY LOSS
OR SHORTAGE, AND I HAVE SECEIVELD AMD
UHDERSTOOD WRITTEH INSTRUCTIONZ
CUNCERANING MY DUTIZE AND
RESPCMSIBILITIES A5 AN AGEWT OFFICER.
DRI MIGHATLSE 8 I GIOa T Hie O F ILRR LIRTE | Dl alATITAE OF RRENT TOFFICE 4
STEP 10c i RETUAN: I HAVE REcEIvED fim| STEP 10c Dl O REIUAN: THE ABOVE STATEMEHT OF
THER ITEMS AS INDICATED CH TH ACCOUNT I3 CORRECT.
STATEMENT FAOM THE ABOVE NAMED ACENT
FFICER.
<o Input By: JACKIDDWESL1S5E kandra.arling
BXTE [ ETEHATINE OF DIENIERTHE OFFICES TETE [ EIGHATUNE OF SEENT OFFTCED 1
10/30/2009 | Tony L. Dungy 10/30/2009 Tony L. Dungy

Step 10c: The report for the DD1081 will open. Verify that the RETURN blocks are checked and
your DDS and physical ending balance are equal.

Step 10d: Print two copies of the report, one for the cashier and one for the DA/DDO.

Step 10e: Exit out of the report, red X.
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DA Confirms the DD Form 1081

Processing  Voult  Check/EFT R ik ccounting - Screen Wind
ik @] STEP1>I 4 (4[> Iﬁ‘ll £l-sls| B2

Receiving Daaer
Issuing T Id: " 4
STEPS A I it sA1o9001 -]
3a-3e : Hame wof = e em——
Issuing User Sice: |po0o0l SecEivar . Eﬁh’:m N SHLEET NG
¥ame of TESuer: [CACHIER TWO
& - STEP% Coanfirm |I Hajert
- | 'O SIATEMENT OF AGENI CFFICER'S ACCOUNT

THANSACT IUNS AFFECTING AGENT OFFLCEH'S ACUUUNT

&. Transaction b.Incresse c. Beg Bal d. Decrease €. Ending Bal
Recgiyved by Lln ggegt's ilurned in Llg agent's
=08
o Forms ﬁ
& = Paid Vouchers. |
|
3 I Incorract Vouchezs Bet:

0 Information: Incoming DD1081 must be processed ‘

0.1 Overdrafts:
STEP 4 < T 0.3 Loas of Fanda: @
10 .3| Transfers In and Cut:

Stored Valuoe Card Load:

= T
Formas | &2

Stored Value Card Jales:

Total Fuondse:
Business Day. |1ﬁf$ﬂf!ﬂ-ﬁ5 A —_—
T I

Once logged in as the DA clicks on Reports and selects DD 1081-Statement of Agent Officer’s Account.
The DD Form 1081 screen populates with the oldest unconfirmed DD1081. If there are more than one
outstanding DD1081

L

I Cantinue with cantirmation? ‘

Step 1: Click any of the arrows from the toolbar to navigate through unconfirmed DD1081s.

Step 2: The information message "Incoming DD1081 must be processed. OK" will be displayed. Click the
OK button to either Confirm or Reject the DD1081. Click Confirm.

Step 3: Verify the following:

(a) Issuing User Id: C## (Should be your cashiers User ID)

(b) Receiving User Id/Site: JR1111111 (Should be the DA'’s information)
(c) Issuing User Site Number: 0001 (Your site ID)

(d) Name of Receiver: Agent Disbursing (DA1)

(e) Name of Issuer: Cashier # (C##)

Step 4: Verify the totals in blocks 1 through 12 scrolling through and clicking the corresponding number(s).

(a) The DA/DDO wiill click on blocks 2, 3, 5, 7c3, 8, and 12 of the DD1081 to verify the agent/cashiers
returns.

Step 5: Once the DD Form 1081 is reviewed, if correct the DA will select the “Confirm” button to accept the
DD Form 1081.
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DA Verifies the Vault

Step 6 (continued):

(a) If the Vault user clicks the “Confirm” button on the CASH returned
DD1081, the Vault Denomination Component screen will be opened for the
first currency. The Vault user must distribute cash by denomination.

(b) If the Vault user Confirms more than one currency, by clicking the OK
button in the denomination screen, another currency Denomination screen will
be displayed. Clicking the Cancel button in the Vault Denomination
Component screen will cancel the entire currency denomination process and
return to the DD1081 screen.
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DA Verifies Currency Denominations (US and FC)
A x|ofE] & Glefy] 4]y ] 2F] E]?)

IFNIH'-FE MMEI&P*’—= “uol Code: [+

Correney A=t Emtared for Taule: B,200.00 & Eguiv Entered For Vasle:

4, 400,08

DA/DDO FC
<€
Jepominracions | Before gy [_ Afcer (oy AEOURT
0 MAMALTL ZINERS emonn| I Y T T 7 = X
| T RN T = T ETILTE
[1: WWATTT DOMARE | ﬂ,m,m'u|
|‘1 T . £0, 080, 840 | Iu'nn:l: Id:ﬁ; Currency I:ud.n:r!'E I | =
| : mm o I : = i i [, i Ammint
.26 ETWAITI DTHRAS | 1 |2|Er mnnxn::rms ' ' T [ ":'é-i-'-:".'a'-:u- = |
10 KUNAITL DINARS | 1 [0 ¥IWATTT DINARS &0 200.00
[Fos ATt onass [ n|_ [ mmaTrT orwans [ oo 10600
-0 wmaarrs orses | of | | wowaTIz B [ [ |
OIMARS ] 5 ] [
FUHAITI DINARS | .25 | |
Total Cuzransy Aet Entarsd: B, | T T DIEE ] II T | |
|.|:|5 FUWAITI DIMARS | I ‘ns| |
|.|:u FUHAITI DINARS ] I _u1| |
L:’:l:u } / i I I
ILATED .01
Cashier/AgentFC | ! | | | |
>
Total Currency Amt:l 0,000:00 Total US E.q-u.&.v:l 4,400.00
Cancal Clear I

Step 6 (continued):

(a) If the Vault user clicks the “Confirm” button on the CASH returned DD1081, the
Vault Denomination Component screen will be opened for the first currency. The
Vault user must distribute cash by denomination.

(b) If the Vault user Confirms more than one currency, by clicking the OK button in t
he denomination screen, another currency Denomination screen will be displayed.
Clicking the Cancel button in the Vault Denomination Component screen will cancel
the entire currency denomination process and return to the DD1081 screen.
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DA Verifies NI Checks from Agent/Cashier

C | — . )| P FEPmem (|| e | | P T P Jh| .
i_ ' q g ¢ | LRED EQONE | @ B f CHLITHLETH] wCred 8 | = H i

= .~y = .~y = .~y i~y =
it Check N Curr HI v

Code Trarer Hbr| Date Code AmountEZxch Hate U8 EquivIype Payee 55N
DA « |3I:|‘3 ZUlE100e F | 200 oo P. ZU00.ap E‘_P:'El EHSUN, ANTHUNY J [1234-555 1 )- S
na jkﬂi 20091004 E| 100001 10000 Er:rm MICHBEL 2 [iz3a5e815

DA = |Fﬂ'l 20081004 Es | mu_nut_'n_

100_00 IEFI.ARK KELLIE L flz:a-:ss'mz
100.00 FF&:&[, BOEEDT H t:l.:?issunn

a0z 20051004 IF| 10000 |;L

STEPS =
7a-7k z

|
|
|
|
|
—j|125 20091030 IE| 350.00[1 I 350.00 I;TFIDEH E DOE |
|
|
|
|
|
|
|

j|5nz Z0091004 E| lﬂﬂ_EIEIP 10600 ITT[g::mRDE BETAN D [1234551&5
DA j|5ﬂ1 Z0091004 F| mu_unlfi 100_00 Ffm.ms GAYIZ W [123455753
2 ~|[e0z 20031004 E| 100.00f1 100.00 Frﬂmuus EEVIN E 1123456233

o v |2&5 lz0051002 E| J.lnn_nnfl
pa ~|[801 20051004 E| lﬂﬂ_ﬂl}tl

EHEHJE 0091004 IJF| 1nu_uu|1 100.00 IPT?EMLE TEZRY B [123455795
_-J |—| l Forms lﬁ'
|5} [ |

L3 ] | o

‘_JI— il | !\ Continue with confirmation?

& | [

] |

- |

ml:u_nul.p_c |rmt_1:am E. VESHER [

10000 [BC Faaniu DAVID 5 [123455?50

[

|_| \k/ @ Il Cancel

Select RI1 - ] OF

Step 7: After all currencies have been confirmed, if there are Negotiable Instruments attached, the
'‘Accept NI Checks' screen will be displayed. Verify the following:

(a) Vault Code - Select Vault Code from the drop down menu.

(b) Check/Trace Number - Check number will be displayed.

(c) Date - Date of Negotiable Instrument will be displayed.

(d) Currency Code - Currency code of Negotiable Instrument will be displayed.

(e) Amount - Amount of Negotiable Instrument will be displayed.

(f) Exchange rate - Exchange rate of Negotiable Instrument processed will be displayed.
(9) US Equivalent - US Equivalent of Negotiable Instrument will be displayed.

(h) NI Type - It will indicate Treasury Check for Cash, EFT for Cash, Dishonored or NI
Check.

(i) Payee - Name to whom check is written will be displayed.

(j) SSN - SSN will be displayed.

(k) Click the OK button and the "NIs" will be stored in the selected Vault.

Step 8: Once the “OK” button has been selected on the NI Checks screen by the DA/DDO the
message “ Continue with confirmation” will be displayed.” Click the “OK” button.
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DA Confirms the DD Form 1081 Return from AGENT
abha skloa Eams el |2

SEQUENCE f\\ STATEMENT OF AGENT OFFICER'S ACCOUNT  1vsusssoos 13:13:us

DISOHORITING OCTICER"2 WRME,
DISECREING FIATION FOMBOL
IUORY L DUNLCY

889% E BETH ST BEEEEEEEE

INDIAHADOLIS In 2288 E BETH ET

DISH 1111 INDIANAFOLIS IN 4GZ243

RETNT OCTICER"I NRME, SRAIT, IO0W, THNIT RIDELI2
[Include FIF Cuwle/AR0 wusber ol Teloidbwes senler)
CASHIEHR FIVE

TRANSACTTONS AFFRL.TTINI. ALEHT DFFTLER 5 ACITHINT

TERHERCTIONE IRCEEREE | BEECINWNINC BEALRHC] DECFEREE [ ENOIRC BRLEACE |
= [Rocsived by Bgyent) {1e Agesr's Mavweny) [Tuiced is by Bagest) {In Bgeer's Bewwant)
L o d ]
—EECANCE - FONN RN oo 18.338.00
- O-§. DOLTKuN i il i
FOREIEH CURRENTY 5, ooo0_on
BT MICITARY VATHENT CESTIFICKAIE
T COCCECTIONE
[-_TEFoaITE
MEOOTTANEE NN THONENTYE
E. THEASORY CHECKE =TT
NI TRNY TATHINT IO
- THEN TFr=i FyF [EPT Tes ThL diskemd ThET
TR UOOCHERY
THCONEECT OO i L O
0 o TENTY OONIROY. LSP. YPEN. BT AN
I ETOOED TELTUE TEND BELEN
T TOTIL FONDE TN OGN OF LEOeT GFFTOEN TETTRT TR
ETﬂTa-‘IEN‘TE i . .
BIERORSTHG OGPV Iomi ARURHT GPFPFICER
il ACFVANCE I HAVE ENTHUSTED Fnkiba i ADVANCE: I, AS AGENT GFFICER, HAVE
AND/0O# COTHER ITEMS AS INDICATED IN RECEIVED FUNDS AND/OR OTHER ITEMS AS
THIS STATEHENT TT THE ABOVE HAMED AS INDICATED ADOVE. I HAVE ASSUMED
ACEMT OFFICEN PECUMIARY AENPOMNEIRILITY THEAEFORE. I
HILL MOTIFY THE DISEURSIHG OFFICES
INHEDSTIATELY UPOH DISCOUVERY oOF AWY LOSS

OR SMORTAGE, AND I HAVE aAECEIVED AMND
UHOERSTOOD WRATITTEM IMSTROSTIONS
COHNCERMNING MY DUTIES AND
AESDOHETEILITIES AS AN ACEMNT SrFrrricEn

SIGNATURE OF AGENT OFFICER SIGNATURE OF AGENT OFFICER

Ol RETU&EN I MAVE RECEIVED FUNDM AND
STHER ITEME AS INDICATED oM THIS
BETATENENT Aok THE ADNYE HAMED AMENT

QM RETURN THE ARDVYE SETATEMENT OF
| RECGUNT I8 CORBREST
OFFICER.

Step 9: Select the, “Printer” button, on the tool menu to print two copies of the DD Form 1081.
NOTE: For classroom purposes you will NOT print the form.

To continue closing out the business day on the DD Form 1081. Re-log in to DDS as the Cashier
(C##). and ‘CONFIRM’ the DD Form 1081 from the Disbursing Agent (DA1) . If the DA made an
error and receives the DD Form 1081 rejected back from the cashier, the Disbursing Agent must
reject the DD 1081 in DDS and back out the input under the Cashier login. (See slides 101 — 107
for the DA Confirm DD Form 1081)

Re-log in to DDS as the Disbursing Agent (DA1) and ‘CONFIRM’ the DD Form 1081 from the
Cashier (C##). If the Cashier makes an error and receives their DD Form 1081 rejected back
from the DA, the cashier must log back into DDS and back out the input under their login.
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DA Rejects the DD Form 1081 from AGENT

i Heceiving User
Issulng User Id. =015 I
ot | e (BLF Id/Gite: DALOLDOL
. — —  Nams of
Iasuing User Site: ||:| oool R A b.GE.'IIT DISODURSING

o

- 0

Hame of Issuerc: I'IﬁEHIER IWD

Conficm

A

STATEMENT OF AGENT OFFICER'S ACCOUNT

TRAMSACTIONS AFFECTIMNC RCENT OFFICER'S ACCOUNT

Dusiness Day:

10/30/2000 A

]I Batecs : STEP3

Continwe with reject?

a. Transaetion b.Inczeasa c. Beg Bal d. Decrease e. Ending Bal
{Received by [In agent's [Tarned in {In agent's
Agent) BCCOUNEG) by agent) ACccOountc)
£ B l Paid Voucvhers. =g -
% ali vuchers Tomis |_,_<_ | J
9 l Incorrect Vouchara Ret: z
141 Overdrafeos: 0 Information: Incoming DOL081 must be procesced
g 10.2 Less of Fundas: [_
10.3 Tranafera Tn and Out-
F Etored Value Card Lpad: -
| ' —_—
Stored Value Card Salea: Forms ---E—
Iotal Funds: | ol

Rejecting the DD Form 1081:
Once logged in as the DA, click on Reports and select DD 1081-Statement of Agent
Officer’s Account. If there are more than one outstanding DD1081 the screen populates with
the oldest unconfirmed DD108L1. If there are more than one outstanding DD1081

Step 1: Click any of the arrows from the toolbar to navigate through unconfirmed DD1081s.
Select the correct DD Form 1081.

Step 2: The information message "Incoming DD1081 must be processed. OK" will be
displayed. Click the OK button to either verify the Incoming DD Form 1081.

Step 3: Click the Reject button.

Step 4: The message "Continue with reject? OK or Cancel" will be displayed. Click the OK
button, and the accountability will not be updated.
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SAMPLE: DA Rejected the DD Form 1081 from AGENT

223 =Hx @ | W 5 [ Pagel ?
e e e
sEQUEMCE T A STATEMENT OF AGENT OFFICER'S ACCOLUNT 134192011 18337402
AGENT OFFICER'® JNAME, GRADE, 33N, TEIT ADIRESS
i sde ZIF CodesrARC maumbes and __-I;-Ph:lﬂ- nunber
OHE
1 N 44245
REJECT
THAMIUALTIONS AFFBRECTING ALEBNT OFFICER "3 ALLLUNT
THAMNMLIALCTIONEG PR IREpAN . E Ny ) BEAGIHNING BAlLAMUE uBCRUASLE BHDING BALMANUEA
- (Rsrmbvwd by Mguat) | (B dgent s Sooonn T B e . e e T
B - [- o -
| AT~ FE FEAELAES 1E.32E.0 LE. 528 a0
. 0.8, DOLLRES
3. IoREIGH TTRRENCY
- MITITARY PAYHENT CERTITIFICATE
L] COLLECT TOMNS S99 @9
G aEFQaATTS
I~ HEGOGTTABLE THNATAOMENTA
= - ATTRY CHEOMR
2 MITITARY PAYHENT CRDERN
= STHER ."‘n-. r_-.- IErT P Chl dll akhmad Thk
= FPAID VOICHERS
B THSARREST VTOIMMCMERS RETIIRMED
CK TASDOFE OWVRERTFT. ZOF STRN; =T TOAD
I1. STORES VELDE TARE SELES
5 =TOTAL TIIIEDS IN NAMDS OF AGENT OFFICER 1E. EDE. Q0 LE.T2E._ a8
STATEMENTS
DISDORSIMNG OFFILCER
=) DURNCE 1 = HAVE ENTRUSTED FUMD3 X ik HALTE
PN B OFTHEA STEMA AS INBICATED Im AECELVED PFVNDE AND/SUR THER ITEHNE AR
THIE® 8 TEHEHNT T2 THE ABDVE HAHED AE HY TED ABOVE. I HATE ABATHED
AGENT OFCICER. ARY REIFOMIAIBILITY
EATE BEICHATUNE &F DISBUREINRC OFFICEN SATE BICHATUORE OF ACENT SFFICER
P RNETURN: a HAAYVE PEQELVED FVHSS MAND (S22 N PAETURHAE: FHE ARAUVE BTATEMENT OF
W STHER ITEHE AS INDICATED OH THIE 8 ATSOTHT IE CORLECT.
ATATEHERT FROM TIHE ADBOWE HAHED AGENT
arrIcer
Snpuas Ep: SASETODHEELESS kandra.aziimg
ERTE Sz ATORE aOfF EZSOORSING OTFZCER HSATE SioHAITORE oF RSENT CETICCR
1173177520313 TEEY L DUNGY ik /1T 52081 CABMIFEN SHE
DD Form 1081, MAY 75

NOTE: The originator of the DD1081 will have to delete it and create a new one.

Step 5: A print preview of DD1081 with the “Rejected” label will display on the screen. Select the,
“Printer” button, on the tool menu to print two copies of the REJECT DD Form 1081.

NOTE: For classroom purposes you will NOT print the form.

91



Deleting a DD Form 1081

[= | ﬁ| %|%|%|I<ﬂ |< |> |'>>I @|

Lo

Issulng User Id.

"_‘ Heceiving User li
Id/Sive: DeLLED

Hame

of

|

Ele

Incorrect

Pald Vouchers.

Vouchara Ret:

|

Iasuing User Site: ||:| oool R A b.GE.'IIT DISODURSING
Hame of Issuerc: I'IﬁEHIER IHO
-~ l Conficm I Beject
= {s m;rmn“mm
TRRMSACTI i Y
T -orms =t
a. Transaetion b.Inczeal = E
{Receive] .
I 0 Information: Incoming DOL081 must be procesced

Dusiness Day: |1Dfﬂﬂ;‘20ﬂ5 A

1in 1[ Overdrafea:
2 1l0.2 Loss of Funda:
10.3 Frarat e v TH: and Oans ! Contimue with delele?
F 1 - ~ ¥ > -~ i
Stored Value Card Load: | | STEP 4 Ganeel |
Stored Value Card Salea: e == —
Iotal Funds: | | J'G"".'II":""BE| I -29 -

Sequance Number: la

Once logged into DDS, Click on Reports and select DD1081 — Statement of Agent Officers Account.

Step 1: Select the appropriate DD1081 for deletion. The screen populates with the oldest rejected or
unconfirmed DD1081. Clicking any of the arrows from the toolbar, allows user to navigate through
unconfirmed DD1081s.

Step 2: The information message "Incoming DD1081 must be processed. OK" will be displayed. Click
the OK button to either verify the Incoming DD Form 1081.

Step 3: Click the Delete button from menu bar.
Step 4: A message "Continue with delete? OK or Cancel" appears. Click OK.

Cancel - Clicking the Cancel button, a information message "Delete cancelled. OK" appears. Clicking
the OK button returns to the DD1081 screen.

NOTE: If the Agent tries to finalize their DD Form 2665 before the DA/DDO confirms the DD Form

1081,the Agent will get the following error.
@ Items preventing finalization of DD2665

A DDLOBl RETUHRN EXISTS THAT HAS ROT BEEN CONFIBMED OR
REJECTED BY THE DDOD.
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Cashier Finalizes

DD Form 2665

g

/
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DD FORM 2665

lfEne¥EEa SYsten YoucHeTS

Finalize Repnrh.

Befresh

Step 1: Verify the advances, Block 2.

Step 2: Verify the collections, Block 3.
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DD FORM 2665 (continued)

Step 3: Verify Total Increases, Block 8.

Step 4: Verify Gross Accountability, Block 9.

Step 5: Verify Other (Stored Value Cards will show here) Block 12.
Step 6: Verify Returns to Principal, Block 13.

Step 7: Verify Total Decreases, Block 14.
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DD FORM 2665 (continued)

Geperate Switen Vouchers|

Finslize Report

Step 8: Verify Cash on Hand (US), Block 17.

Step 9: Verify Cash on Hand (Foreign), Block 18.

Step 10: Verify Negotiable Instruments, Blocks 20 — 21.
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DD FORM 2665 (continued)

Step 11: Verify Total Agent Accountability.
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DD FORM 2665 (continued)

Step 12: Verify Name of Agent.

Step 13: Scroll back to the top and click on Finalize Report. If you do not balance you will
be given a message stating the “XXXX is out of balance.”
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FULL Return Vault - DD FORM 2665

Step 14: The next screen is where you will input your cash on hand after turn in. If you
turned in all your cash and your Balance is ZERO, Click OK.

NOTE: For US S the vault will look the same at ZERO dollars for a FULL return.
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DD FORM 2665 (continued)

> A AT
— 1. DATE
DAILY AENT ACCOUNTABILITY SUMMARY 03012009 A
SECTION | - SUMMARY OF DAILY ACCOUNTASILITY TRANSACTIONS
s UNEND, || b, DESCRIFTION . TODAY d. CUMLILATIVE
) |ACCOUNTABILITY - BEGINNING |
@ | 1 |spvanceslaCasH 15000000 PREFOSITIONED CHECKS 32500 =.OTHER 15,326.00 153500
@ | N [VOUCHERED COLLECTIONS 550,00 50,00
(4 E TREASURY CHECK ISSUES | a VOUCHERS lo. omHER
(5 | ¢ [TRANSFERS FROM OTHER DISBURSING OFFICERS
{8 | A& [EXCHANGE GAIN ACCUMULATIONS
m i OTHER (Expiain) 30 Load W0 20000
@ | S |TOTALINCREASES
16.475.00 18.475.00
) | GROSS ACCOUNTABILITY 16,475.00 1847500
(10) E TRANSFERS TO QTHER DISBURSING OFFICERS
(M) | ; |EXCHANGELOSS ACCUMULATIONS
(1) | R |OTHER {Explain} svcsae 100.00 100.00
o | E |FETURNSTO = PAID VOUCHERS a75, 00 [6: DEPOSIT TICKETS
i g FRINCIFAL . OTHER (Explain) 15,400.00 18,375.00 18,375 04
i E - C
(B |G |RROREREEE 647500 18,475.00
' (15) | ACCOUNTABILITY - ENDING 0.0

FULL Return — SAMPLE Completed DD FORM 2665

Step 15: If you are in balance, the report will open, print two copies. (For training purposes
DO NOT PRINT). If out of balance you will get a message stating why and Exit the report to
correct your errors by follow steps 14a — 14e again.

Step 16: Exit the report by selecting the red X in the form.

NOTE: If you are doing a FULL Return, your Accountability Ending should be ZERO.
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PARTIAL Return - DD FORM 2665 (continued)

Step 14: You will be brought to a screen showing “Cash Item” highlight “FC” and click on
the *"VAULT’ button.
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DD FORM 2665 (continued)

Step 14a: Enter the amount of each unit on hand. You do not have to enter the bill
count, you can TAB over and enter the dollar amount instead.

Step 14b: Click OK.
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DD FORM 2665 (continued)

Step 15: You will brought back to the “Cash Item” screen, highlight “US” and click on
the vault button.
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DD FORM 2665 (continued)

.oo

1,500.00

.oo

.oo

_oo

.ao

.oo

.oo

Step 15a: Enter the amount of each unit on hand. You do not have to enter the
bill count, you can TAB over and enter the dollar amount instead.

Step 15b: Click OK.
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DD FORM 2665 (continued)

FULL RETURN - DD FORM 2665

Step 16: Report opens; scroll down to Section Ill, column ¢, CASH (Foreign Units) and
column d, CASH (US) will show your cash on hand for both currencies.

Step 17: Print a TRIAL copy of the DD 2665, by clicking the PRINTER on the toolbar.
Once in the TRIAL DD 2665, do not actually Print the document for training purposes. Do
not click FINALIZE until your daily business has been verified (all vouchers, cash,
receipts and the DD 1081) with the DA.
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STEP 17 §_ﬂ. iF

DD FORM 2665 (continued)

V

=8 STEP 18 g
OAILT ALEMT AL UM TABICTT T o DA, 1 D Z2e200¢ B
SECTION | - SUhbddR Y OF DALY ACCOUNTABILITY TRANSACTIONS
3. LINE MO, b. DESCRIPTION o, TOOAY d. CUMULATIVE
1y |ACCOUNTABILITY - BEGINNING |
3] | |aowencEsfs.casH 15000 00]b FREFOSITIONED CHECKS 325.00[ o OTHER, 15,325.00 15,525 00
(3] N [WOUCHERED COLLECTIONS 600.00 600.00
() E TREASURY CHECK ISSUES | a. WOUCHERS [v. oTHER
(5 E |TRANSFERS FROM OTHER DISBURSING OFFICERS
(6 A [EACHANGE GAIN ACCUMULATIONS
7 z OTHER (Explain)
(@ 5 | TOTAL INCREASES
15,025.00 15,025.00
9 GROSS ACCOUNTABILITY 15,925 .00 15,925 0D
(1o O [TRAMSFERS TO OTHER DISBURSING OFFICERS
(11 E EXCHAMGE LOSS ACCUMULATIONS
(12 R | OTHER (Esplainy 5% Sale 100.00 100.00
2 E |RETURNSTD a. PAID WOUCHERS sop.op |b- DEPOSIT TICKETS
) ,: PRINCIPAL o. OTHER (Explain) 15,325.00 15,225.00 15 ,225.00
ci) E THTAL DECREASES 15,825 00 15,825.00
(15) | ACCOUNTEBILITY - ENDING 0.00
SECTIOM I11- LOCATION OF CASH/MEGOTIABLE INSTRUMENTS
3. LINE b. LOCATION o CASH d. CASHU.E) &, PREPOSITIONED f. MILITARY PAY- 9. OTHER
MO, (Foreign Units) CHECKS MENT CERTIFICATES
(33 AGENT
(341 | DERUTY ASENT
(35 | CASHIER 8,800.00 1,500.00
(367 OTHER{ Specify)
(37 TOTALH STEP 16a
8,800.00 1.500.00

2. NAWE OF AGENT (Type or Print)

KEMSETH | MATT

3. ADDRESS OF AGENT (Type or Prirt)

2209 ESGTH 5T
INDIAMAPOLLS TH 46249

4. SIGHATURE OF AGENT

Step 17: Print a TRIAL copy of the DD 2665, by clicking the PRINTER on the toolbar.
Once in the TRIAL DD 2665, do not actually Print the document for training
purposes. Do not click FINALIZE until your daily business has been verified (all
vouchers, cash, receipts and the DD 1081) with the DA.

NOTE: For training purposes DO NOT print.
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