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1.
Welcome to CASMIS!
W

elcome to the Centralized Acquisition and Sustainment Management Information System (CASMIS) User Guide.  This guide was designed for you.  It is your first source for information and help using CASMIS.  The guide’s purpose is to help you use the CASMIS application to define, collect, organize, store, retrieve, report, control, and manage information important to you, your program, and your organization.  This section of the CASMIS User Guide describes the purpose of CASMIS at each of its primary modules. 

1.1 What Is CASMIS?

CASMIS is a single source application used in the management of the weapon procurement/sustainment enterprise.  CASMIS integrates and supports the disciplines of financial management, program management, and personnel management with an open-ended architecture that allows for growth as the ASC enterprise grows and changes with time.  Its four primary modules are the Financial Management Module (FM), the Operations Module, the Activity Based Costing and Management Module (ABC/M), and the Program Management Module (PM).

1.2 CASMIS Application and Program History

The Air Force Program Executive Officer for Fighters and Bombers (AFPEO/FB) tasked the Aeronautical Systems Center (ASC) to develop a common management application for the PEO/FB portfolio.  Before the CASMIS application was developed and deployed, each organization used multiple disparate organization-specific tools to manage their businesses.  Each of these tools performed the same basic functions well, but none seamlessly integrated all of the disciplines required to manage the business.  In addition, these systems all produced organization-unique results that could not be easily combined for high-level analysis or decision-making.  One of the primary goals of CASMIS was to improve and standardize data access, accuracy, and reporting by providing a single point of entry and access for the information.

1.3 What is the CASMIS Financial Management Module?

Organizations with large and complex financial management operations require a dedicated tool to help with the development, maintenance, tracking, and reporting of critical budget, forecast, and execution information.  They need a data driven application that can easily and readily assist them in their day to day tasks, whether that is tracking down ULO’s, or reconciling against the official accounting systems.  The CASMIS Financial Management Module (FM) was designed by financial managers to meet these objectives.  Important functionality associated with FM includes:

· Budget Definition and Allocation — Add, edit, and delete budget information by Fiscal Year, Appropriation, Fund Type, WBS, or any other valid LLFC element with full visibility to total dollars initiated, committed, obligated, and expended against any budget line.  In addition, move money between projects and perform basic (what-if) drills.  CASMIS-generated e-mail ensures financial and program managers are immediately informed about budget changes.

· FM Forecast — Add, edit, delete, and retrieve financial forecasts at the WBS level and by Fiscal Year, Appropriation, Fund Type, or any other LLFC element.  The Forecast Summary grid allows users to view forecast events for any forecast type or execution stage and make changes as required.  Users may view actual and forecast data by month, quarter, or year for any period up to eight years.  CASMIS also provides users with a Forecast To Do List.  The To Do List keeps a running list of budget cuts and plus ups that may require forecast adjustments.

· FM Budget Execution — Add, edit, and delete both execution documents and execution transactions, view execution information by Fiscal Year, Appropriation, Fund Type, WBS, or other LLFC element.  CASMIS identifies execution documents and budget lines that have been over-committed, obligated, or expended with e-mail messages and on-screen warnings.  CASMIS also allows access to CPAS/BQ information at the document level for each execution stage.  The CASMIS FM Quick Execution feature allows users to add document and transaction entries for all execution stages with full CPAS/BQ visibility on a single input screen.

· FM CPAS/BQ Reconciliation — Retrieve information by document number, document type, or by date range.  CASMIS automatically reconciles data with CPAS/BQ data by matching document numbers and comparing LLFC funding elements.  CASMIS also provides users with the flexibility to reconcile documents by execution stage, date range, or by screen section.  The CASMIS CPAS/BQ Exception report gives users quick access and visibility to documents that have not been automatically or manually reconciled.
· Presentation Workbench — Build presentation templates, populate them with the most current financial and program management data, and export that data to Microsoft PowerPoint.  Presentation Workbench includes predefined chart templates for Program and Project Quads, Custom Quads, Budget/Funding, Essential Employment Capabilities, Financial Data, Funding Plan, Key Issues, Program Manager’s Assessment, Obligation and Expenditures, Schedule, Research & Development Key Parameters, Snake, and Sustainment Metric Slides.  In addition, users can review and modify all slide types or export data to Microsoft Excel, Access, or other tool for further analysis.

· FM Report Workbench — Generate reports by Fiscal Year, Fund Type, Appropriation, or other LLFC elements.  Reports are displayed in the CASMIS Report Window and can be printed or exported to Microsoft Excel or to Adobe Acrobat.  The following reports are available to users through the Report Workbench: the Financial Management Report (MPC), the Unliquidated Obligations Report (ULO), the Funding Status Report, the Actual vs. Forecast Report, the Forecast Deviation Report, the Funds Report, the 1537 Report, the CPAS/BQ Exception Report, and Continuity Report.  All other reporting capabilities are satisfied through the CASMIS Ad Hoc Reporting application. 

· FM Data Continuity — Review the structure and integrity of FM data and allows auto-launch e-mail alerts to FMM Administrators when integrity issues are discovered.

· Project Groups — Generate custom and standard reports by user-defined project groups.  A Project Group is an otherwise unrelated set of projects at the WBS level that are combined for reporting purposes only.

· Transaction Reporting — Record contact information and basic program information for each WBS program or project.  This allows CASMIS to identify key staff, such as financial managers or program managers, who should be alerted by e-mail to funding changes or other types of programmatic changes.

· Project Schedules — Import Microsoft Project files by WBS element and use that data as part of a presentation.  This allows FM Forecast users to compare program schedules and forecasts or for PM users to view financial forecasts without making changes to any FM data entries.

· FM Administration — Establish data entry standards for Appropriations, Fund Types, Fiscal Years, and Contractor Listings.  Reduce input errors by forcing users to select entries from drop down listings.  The Long Line Fund Cite (LLFC) Maintenance application allows administrators to designate which LLFC elements are applicable for each Appropriation/Fund Type combination and which elements are mandatory and which are optional for new data entry.  The FM Delete Log application serves as the CASMIS FM Delete Auditor.  Its purpose is to allow administrators and other selected users to review deleted FM transactions and aid in data validity and integrity.

1.4 What is the CASMIS Operations Module?

The CASMIS Operations Module (OM) was designed to ensure that organizations are prepared, trained, and organized and that program office objectives are achieved.  It delivers a suite of robust tools that allow operations and human resource managers to track employee skills, additional duties, and other data required to ensure training and readiness goals are met.  Some of the key features and the benefits of CASMIS OM include:

· Person Information Maintenance — Allows users to view, update, and submit corrections to their personal data, such as emergency contact information and biographies, and manage skills, certifications, additional duties, and travel profiles.

· Suspense Tracking — Enables certain and assignment of new suspenses and sub-suspenses.  Suspenses can be assigned to an individual member, to an organization, or can be sub-divided by task.  Includes e-mail notifications for new suspense assignments.

· Travel Management — Allows users to prepare a travel worksheet for their preparer in order to avoid confusion, booking errors, or missed flights.  All the information required for travel order preparation as well as their travel profile means fewer hassles for regular travelers. 

· Additional Duties Explorer — Track additional duty assignments, including assignment dates and alternate POCs.  Includes e-mail notification when primary duty holder Out-processes.
1.5 What is the CASMIS Activity Based Costing and Management Module?

The CASMIS ABC/M Module allows CASMIS users to record labor hours against Activities, Cost Object, Organizations, IPTs, and Projects in the Labor Hour Accounting Tool (LHAT) and records the costs associated with producing the goods and services delivered by each organization.  It serves two primary purposes — first to identify the Activities and customers that the ASC enterprise serves and report that information to AFMC and, secondly, to help Program Managers and Leadership better manage intellectual resources during a continued period of downsizing.  It was not designed to replace official timekeeping systems or to be used to track the performance of individual users.  Features of the ABC/M LHAT application include:

· Organization Labor Hour Reporting — Organization Labor Hour Reporting allows Program Managers, supervisors, personnel representatives, and other select users to retrieve labor hour entries and labor cost by organization. 

· Team Membership Reporting — Team Membership Reporting allows Program Managers to retrieve labor cost by project, an essential part of calculating Total Cost of Ownership.

· Organizational Pie Charts — Organizational Pie Charts allow managers and supervisors to build custom pie charts that plot the Activities and Cost Objects by Organization or by individuals. 

· Individual Reporting — Individual Pie Charts allows user to build charts that track their individual performance and to help improve individual efficiency.  Individual Reporting allows users to retrieve and analyze the activities and customers they support for any time period.

· OROS Export — OROS export allows ABC/M staff to export labor hour entries to Microsoft Excel and import the data into the OROS ABC modeling application.

1.6 What is the Program Management Module?

The CASMIS Program Management Module (PM) was designed to help Program Managers define, collect, organize, store, retrieve, report, control, and manage program performance effectively and efficiently at the WBS level.  PM functionality is divided into six main components: the Program Manager’s Brain Book, Presentation Workbench, Defense Deskbook, Suspense Explorer, Project Explorer and Brain Book Setup.  The first component, Brain Book, replaces the paper version of a Program Manager’s Brain Book and acts as an electronic filing and document suspense system.  Its purpose is to help program managers quickly find important program documents and act as a simple suspense management system or document manager.  The other components are a set of tools to help program manager’s control, manage, and report on their program’s performance and condition, like Key Issues, Schedules, and Stop Light Charts. These components also allow program managers to retrieve financial information from CASMIS FM, such as budget information and obligations and expenditure status, and from CASMIS OM to retrieve operations information, such as labor costs by program and team membership reports.  Key functionality of the Program Management Module includes the ability to:

· Review document attributes, such as who created a document or the last time it was reviewed, without opening the actual document.

· Search for documents by any document attribute, such as date, contract type, prepared by, signed by, or other customized attributes. 

· Share and retrieve important program documents without searching through cluttered shared drives.

· Establish suspense dates for documents with a re-occurring review schedule, such as annual review of an operational readiness document.

· Import multiple Microsoft Project files (by WBS element) into PM, FM, or as part of a presentation.

· Generate budget summary reports by budget line and WBS for any fiscal year.

· Retrieve current obligation and expenditure status by appropriation and fiscal year.

· Pull Team Membership reports showing labor charges by employee for the previous month and any previous 12-month period. 

· Retrieve status by WBS for open, closed and pending Engineering Change Proposals and Contracting Change Proposals and calculate days to board and complete.

· Review program history and enter current R&D parameters, Program Managers Assessments, Overall Assessments, Sustainment Metrics, and other Stop Light information.

· Prepare non-financial PEO/DAC presentation slides and share them with the CASMIS FM Presentation Workbench application.

1.7 CASMIS Screen Layout
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The layout of most CASMIS screens follows a common design, making it easy to navigate in many of the CASMIS modules and applications.  Throughout this Users Guide, you will find references to the CASMIS Tool Bar, Function Bar, Tree View, and Work Area.  Understanding what part of the screen the guide is referring to will help you understand instructions, and locate icons.

1.7.1 The CASMIS Toolbar
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The CASMIS Tool Bar gives you quick access to common commands.  Currently, the only File command option is Exit.  The View command hides or displays the Function Bar.  Hiding the Function Bar allows you to maximize the CASMIS Work [image: image4.png]W =
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Area.  The Help command opens CASMIS’ on-line help files.  Help is available for the current screen and application.  Other options become available depending on which CASMIS module and application you are using.

1.7.2 The CASMIS Function Bar
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The CASMIS Function Bar, located on the left side of the screen, allows users to switch between different CASMIS modules and applications.  Select a CASMIS module by clicking on the appropriate tab.  For instance, to open the Program Management Module, click on the Program Management tab.  Selecting the View command on the CASMIS Tool Bar will hide or unhide the Function Bar.

1.7.3 The CASMIS Tree View

The CASMIS Tree View will list chapters, projects, functions, names, or lists depending on which CASMIS application is open.  Selecting an item from the Tree View will display additional information about the selection in the Work Area.
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The CASMIS Work Area

The Work Area shows additional information about the item currently selected in the Tree View.  The Work Area may be divided into an upper and lower section.  When divided, the upper Work Area typically provides summary level information and the lower Work Area provides more details about the information in the upper Work Area.  The Work Area is also where new data is entered into the CASMIS application.

1.8 Logging on to CASMIS 
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Log on to CASMIS by clicking on the CASMIS icon on your Desktop or through the Start menu in Microsoft Windows.  Before completing the login process, verify that CASMIS is pointing to the appropriate server and database for your organization.  Enter your User Name and Password and select OK.  Contact your CASMIS Administrator if you are unable to login to CASMIS or if CASMIS is not properly set for your organization.

1.9 Getting Started with CASMIS

Use your unique User Name and Password to log on after you have selected the Server and Database within your SPO.  Once you have successfully logged on, you are ready to begin exploring CASMIS.  Contact your local administrator if you have any questions regarding CASMIS, this guide, or if you experience any technical problem.  
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