CASMIS User Guide

Financial Management Module

3.1 FM Navigator

CASMIS FM Navigator allows you to record essential program information, such as POCs, performance standards, contracts and schedules.  

3.1.1 Program

Add, edit, or delete program information by expanding the Program node in the FM Navigator Tree View and selecting the appropriate program function.  Define Program allows administrators to add, edit, and delete IPT assignment, program POCs, and record general program comments.  The Program Standards function allows OSD or other standards to be entered, copied, and maintained.  Define Contracts allows users to add, edit, and delete select contract and contractor information.  The Program Schedule function lists selected line items of the current program’s schedule and allows for import of Microsoft Project files.  Keeping the program data current is necessary to take full advantage of CASMIS’ automatic email notification system, Presentation Workbench, Report Workbench and Brain Book Extensions.

3.1.1.1 Define Program

Define the organization’s highest level program by double clicking on the Program node of the FM Tree View and open the Define Program window.  The Program Title and WBS fields will have been populated with the program name and WBS by CASMIS.  Select the appropriate IPT, Program Manager, Financial Manager, and Contracting Officer using the drop down menus.  Enter Program comments in the Description, Direction, Impacts if Unfunded, and Comment areas by selecting the appropriate tab and entering free-text comments.  This information is used for quick access to broad program comments.
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Program Standards

The Program Standards dialog box lists the OSD or other targeted obligation and expenditure standards for your organization.  These standards are used throughout the Presentation Workbench, Report Workbench, and the PM Brain Book Extension applications to measure program performance, and create financial and program management reports and presentations.  Failing to keep standards current will result in erroneous financial reports and presentations.

1.1.1.2.1 Viewing Program Standards

View Program Standards by double clicking on the Program Standards node of the FM Tree View to open the Program Standards window.  Select the type of Standard and Fiscal Year from the drop down menus.  The Obligations and [image: image2.png]Define Program - F-16C/D Program Projectxx
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Expenditure grids will automatically populate with standards satisfying your Standard and Fiscal Year selection. 

1.1.1.2.2 Adding Program Standards

Add new Obligation and Expenditure Standards from the Program Standards window by selecting the type of Standard and Fiscal Year in the drop down menus.  Enter a new Program Standard by selecting a new fiscal year and appropriation (FY/APPN) combination in the bottom row of the Obligation grid.  Enter standards for the new FY/APPN combination in the Y1%, Y2%, and Y3% columns.  The total of these three cells will be summed in the Total column and must equal 100%.  Standards are entered in decimal format and converted to percent for display in the grid (i.e., .33 = 33%).  When the FY/APPN combination Obligation grid is complete, a row with the same FY/APPN combination will automatically be added to the last row of the Expenditures grid.  The default is to set all out years to 0%.  Edit the Expenditure Standards for each of the appropriate columns, Y1% through Y8%, by entering the standard in decimal [image: image3.png]Program Standards
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format.  The total of these cells will be summed in the Total column and must equal 100%.

1.1.1.2.3 Editing Program Standards

Edit Obligation and Expenditure Standards from the Program Standards window by selecting the type of Standard and Fiscal Year in the drop down menus.  Select the appropriate FY/APPN from the Obligation gird.  Make required changes to the standards in columns Y1%, Y2%, and Y3%.  The total of these three cells will be summed in the Total column and must equal 100%.  Standards are entered in decimal format and converted to percent for display in the grid.  When required changes to the FY/APPN combination in the Obligation grid are complete, select the same FY/APPN combination in the Expenditure grid and make required changes to columns Y1% through Y8%.  The total of these cells will be summed in the Total column and must equal 100%. 
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Copying Program Standards

FM will allow you to copy the standards from one year to another in order to reduce input burden and reduce potential key stroke errors.  Copy program standards from one fiscal year to another by selecting the FY/APPN combination you wish to copy in either the Obligation or Expenditure grid and select the Copy button to open the Copy Program Standards dialog box.  The From FY Field in the Copy Standards dialog box is pre-filled with the fiscal year selected in the FY/APPN combination and is locked.  Select the fiscal year you wish to copy the standard to from the To FY drop down list and select OK to copy the standard.  The new standard will be added to both the Obligation and Expenditure grids and will be incorporated in new FM Reports and the Presentation Workbench.
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Program Contracts

CASMIS allows you to view existing contracts and contract transactions and assign new contracts to existing contractors through the Program Contracts function.  Its purpose is to allow contracting officers and financial managers to add, edit, delete cost and quantity information and retrieve contract transactions associated with a specific contract.

1.1.1.4.1 Viewing an Existing Contract

View an existing contract by selecting the Program Contracts node from the FM Tree View to open the Program Contracts window.  Select the contract to view from the contract Number field.  The contractor’s name, award date, program title, award amount, description, comments and any cost and quantity information will be listed.  In addition, any financial data that has been recorded against the contract will be listed in the Contract Transaction grid.
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Edit an Existing Contract

Edit an existing contract by selecting the Program Contracts node from the FM Tree View to open the Program Contracts function.  Select the contract to edit from the contract Number field.  The contractor’s name, award date, program title, award amount, description, comments and cost and quantity information will be listed.  In addition, any financial data that has been recorded against the contract will be listed in the Contract Transaction grid.  Select the Edit button to enable the Program Contact fields.  Make required changes to the contractor and contract information and in the Cost and Quantity gird and select Save to process changes.  The Contract Transactions grid cannot be edited from the Define Contracts window.  Transactions are modified from the Execute Obligations [image: image7.png]i i [T
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application from the FM Tree View.

1.1.1.4.3 Adding A New Contract

[image: image8.png]{ &




Add a new contract by selecting the Program Contracts node from the FM Tree View to open the Program Contracts function.  Select the New button to enable fields and move drop down focus from the Contract Number field to the Contractor field.  Enter the new contract number in the Contract Number field and select the appropriate contractor from the drop down list.  Complete the award date, program title, award amount, description, comments, and cost and quantity information.  Select Save to add the new contract.  This will allow transactions to be recorded against the contract.

3.1.1.5 Program Schedule

Program Schedule allows you to create or import a Microsoft Project schedule and include selected program schedule items in the PEO/DAC presentation created using the Presentation Workbench application.  Open a schedule by selecting the Program Schedule node from the FM Tree View to open the Program Schedule window.  The Schedule contains two Schedule tabs: an FM Schedule Tab and a Microsoft Project   Schedule tab.  The FM Schedule is used to build the PEO/DAC presentation Schedule Slide and the Microsoft Project Schedule displays a filtered Microsoft Project Schedule file.  Checking the Flag 20 indicator in the appropriate schedule tasks allows CASMIS to import that activity data into the FM Schedule Tab grid.  Flag 20 is a standard column within MS Project that is customizable by the user.  CASMIS will only bring in schedule tasks that have their Flag 20 indicator set to Yes.

1.1.1.5.1 Schedule Grid Abbreviation Definition Table

The FM Tab Schedule grid contains the following column headers: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, % Comp, Quad, Key Param., APB Param., Key Date, and Milestone.  The table below defines the abbreviation for each column header.

	FM Schedule Grid Abbreviations

	Abbreviation
	Definition

	Activity
	Activity

	Obj. Start
	Objective Start

	Obj. End
	Objective End 

	Est. Start
	Estimated Start

	Est. End
	Estimated End 

	Act. Start
	Actual Start 

	Act. End
	Actual End 

	Thr. Start
	Threshold Start

	Thr. End
	Threshold End

	% Comp
	Percent Complete

	Quad
	Include in Quad Chart

	Key Param
	Key Parameter

	APB Param
	APB Parameter

	Key Date
	Key Date

	Milestone
	Milestone


1.1.1.5.2 Schedule Grid Cell Fill method Table

The FM tab Schedule grid contains the following column headers: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, % Comp, Quad, Key Param., APB Param, Key Date, and Milestone.  The table below indicates the fill method for each cell beneath the column header.

	Schedule Grid Cell Fill Method

	Type of Cell
	Schedule Grid Fill Method

	Activity
	Free Text

	Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, and Thr. End
	CASMIS Date Picker Calendar

	% Comp
	Whole number between 0 and 100

	Quad, Key Param., APB Param, and Milestone.
	Yes or No drop down list

	Key Date
	None, Start, End, Both drop down list

	
	


1.1.1.5.3 Microsoft Project and FM Schedule Grid Relationship Table

The Schedule grid and some Microsoft Project Schedule files will have different header columns.  The Table below identifies the differences in naming conventions.

	MS Project 98 Task Field
	FM Schedule Grid Field
	FM Schedule Grid Abbreviated Name

	Name
	Activity 
	Activity

	Baseline Start
	Objective Start 
	Obj. Start

	Baseline Finish
	Objective End 
	Obj. End

	Start
	Estimated Start 
	Est. Start

	Finish
	Estimated End 
	Est. End

	Actual Start
	Actual Start 
	Act. Start

	Actual Finish
	Actual End 
	Act. End

	% Complete
	% Complete 
	% Comp

	Start 1
	Threshold Start
	Thr. Start

	Finish 1
	Threshold End
	Thr. End

	Flag 4
	Key Parameter
	Key Param.

	Flag 5
	APB Parameter
	APB Param.

	Text 2
	Key Date Flag
	Key Date

	Flag 19
	Include in Quad
	Quad

	Mark Task as Milestone
	Milestone
	Milestone


1.1.1.5.4 Completing a Program Schedule without Microsoft Project

Microsoft Project is not required to add a schedule using Program Schedule.  Enter a program schedule by selecting the appropriate cell in the FM Tab of the Schedule Extension and entering the appropriate Activity Name, use the CASMIS Date Picker Calendar to complete date sensitive fields, and select the appropriate toggles for the Quad, Key Param., APB Param., Key Date, and Milestone cells.  The following are required for a PEO/DAC presentation and should have their Quad indicator set to Yes: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, and % Comp.  If their Quad indicator is set to No, the activity will not be available to add in the PEO/DAC presentation created by the Presentation Workbench application.
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1.1.1.5.5 Importing a Program Schedule using Microsoft Project

Program Schedule will allow you to import a Microsoft Project Schedule to populate the FM Schedule grid.  Select the Import button in the FM Schedule tab to open the Open Project File dialog box and select the location and file you wish to import and click on Open.  Note, importing a Microsoft Project Schedule will overwrite any existing data in the Schedule grid and that making changes to the Schedule grid does not affect the original Microsoft Project file.
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 Deleting, Clearing, and Reordering the Schedule Grid Activities

The Program Schedule allows you to delete old or erroneous entries, clear cell values, and re-order scheduled activities.  Delete a scheduled activity by right clicking in the row of the activity in the Schedule grid and selecting Delete Schedule from the drop down menu.  Clear a cell of all previous entries by selecting the cell in the Schedule grid and selecting Clear Cell from the drop down menu.  Reorder activities by selecting the row of the appropriate activity and click on either the Move Up or Move Down buttons.  Note that deleting, clearing, and reordering cells in the Schedule grid does not affect its associated Microsoft Project file.
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1.1.1.5.7 Opening a filtered Microsoft Project File in Program Schedule 

The Program Schedule will allow you to open a filtered Microsoft Project file.  Open a file by selecting the MS Project 98 Schedule tab and click on the Open button.  Select the Microsoft Project file to open from the Open file dialog box.  The file will be filtered so that in those items with the Flag 20 indicator in the Yes position will be displayed.  The purpose of opening the filtered schedule through CASMIS is to allow program managers to monitor those activities that he or she has determined are critical to achieving program or project objectives.  Changes made to this schedule are written to the Microsoft Project file and do not affect entries made in the FM Schedule Tab.  The Microsoft Project file must be imported for changes to affect the FM Schedule grid.  Note that in some cases a Microsoft Project file may have embedded links to other files.  CASMIS will open and minimize a Microsoft Project file that contains links.  View the file by selecting MS Project from your Windows task Bar.  Microsoft Project will have opened a dialog box asking if changes made to this file should affect linked files.  If changes should affect all linked files select Yes and CASMIS will maximize the Microsoft Project file.  If changes should not affect linked files select No and CASMIS will maximize the Microsoft Project file.
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FM Project

CASMIS allows you to record essential project information, such as POCs and schedules and create user specified project groups to simplify reporting on unrelated projects.  Access project information by expanding the Project node in the FM Tree View.  Keeping project information current is necessary to take full advantage of CASMIS’ automatic email notification system, Presentation Workbench, and PM Brain Book Extensions.

3.1.2.1 Define Project 
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Define a project by selecting the appropriate project line from the FM Tree View Program/Project drop down list and double clicking on the Define Program node of the tree view to open the Define Project window.  The Project Title and WBS fields will have been populated with the project name and WBS.  Select the appropriate IPT, Program Manager, Financial Manager, and Contracting Officer using the drop down menus.  Enter Project comments in the Description, Direction, Impacts if Unfunded, and Comment areas by selecting the appropriate tab and entering the projects P2/R3 Mod #. 

3.1.2.2 Project Schedule

The Project Schedule allows you to create or import a Microsoft Project project schedule and include selected project or program schedule items in the PEO/DAC presentation created using the Presentation Workbench application.  Open a schedule by selecting the Project Schedule node from the FM Tree View to open the Program Schedule window.  The Schedule contains two Schedule tabs: an FM Schedule Tab and a Microsoft Project Schedule.  The FM Schedule is used to build the PEO/DAC presentation Schedule Slide and the Microsoft Project Schedule displays a filtered Microsoft Project Schedule file.  Checking the Flag 20 indicator in the appropriate schedule tasks allows CASMIS to import that activity data into the FM Schedule Tab grid.

1.1.2.2.1 Schedule Grid Abbreviation Definition Table

The FM Tab Schedule grid contains the following column headers: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, % Comp, Quad, Key Param., APB Param., Key Date, and Milestone.  The table below defines the abbreviation for each column header.

	FM Schedule Grid Abbreviations

	Abbreviation
	Definition

	Activity
	Activity

	Obj. Start
	Objective Start

	Obj. End
	Objective End 

	Est. Start
	Estimated Start

	Est. End
	Estimated End 

	Act. Start
	Actual Start 

	Act. End
	Actual End 

	Thr. Start
	Threshold Start

	Thr. End
	Threshold End

	% Comp
	Percent Complete

	Quad
	Include in Quad Chart

	Key Param
	Key Parameter

	APB Param
	APB Parameter

	Key Date
	Key Date

	Milestone
	Milestone


1.1.2.2.2 Schedule Grid Cell Fill method Table

The FM tab Schedule grid contains the following column headers: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, % Comp, Quad, Key Param., APB Param, Key Date, and Milestone.  The table below indicates the fill method for each cell beneath the column header.

	Schedule Grid Cell Fill Method

	Type of Cell
	Schedule Grid Fill Method

	Activity
	Free Text

	Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, and Thr. End
	CASMIS Date Picker Calendar

	% Comp
	Whole number between 0 and 100

	Quad, Key Param., APB Param, and Milestone.
	Yes or No drop down list

	Key Date
	None, Start, End, Both drop down list

	
	


1.1.2.2.3 Microsoft Project and FM Schedule Grid Relationship Table

The Project Schedule grid and some Microsoft Project Schedule files will have different header columns.  The Table below identifies the differences in naming conventions.

	MS Project 98 Task Field
	FM Schedule Grid Field
	FM Schedule Grid Abbreviated Name

	Name
	Activity 
	Activity

	Baseline Start
	Objective Start 
	Obj. Start

	Baseline Finish
	Objective End 
	Obj. End

	Start
	Estimated Start 
	Est. Start

	Finish
	Estimated End 
	Est. End

	Actual Start
	Actual Start 
	Act. Start

	Actual Finish
	Actual End 
	Act. End

	% Complete
	% Complete 
	% Comp

	Start 1
	Threshold Start
	Thr. Start

	Finish 1
	Threshold End
	Thr. End

	Flag 4
	Key Parameter
	Key Param.

	Flag 5
	APB Parameter
	APB Param.

	Text 2
	Key Date Flag
	Key Date

	Flag 19
	Include in Quad
	Quad

	Mark Task as Milestone
	Milestone
	Milestone


1.1.2.2.4 Completing a Project Schedule without Microsoft Project
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Microsoft Project is not required to add a schedule using the Project Schedule.  Enter a program or project schedule by selecting the appropriate cell in the FM Tab of the Schedule and entering the appropriate Activity Name, use the CASMIS Date Picker Calendar to complete date sensitive fields, and select the appropriate toggles for the Quad, Key Param., APB Param., Key Date, and Milestone cells.  The following are required for a PEO/DAC presentation and should have their Quad indicator in the Yes position: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, and % Comp.  If their Quad indicator is set to No, the activity will not be available to add in the PEO/DAC presentation created by the Presentation Workbench application.

1.1.2.2.5 Importing a Project Schedule using Microsoft Project
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The Project Schedule will allow you to import a Microsoft Project Schedule to populate the FM Schedule grid.  Select the Import button in the FM Schedule tab to open the Open Project File dialog box and select the location and file you wish to import and click on Open.  Note, importing a Microsoft Project Schedule will overwrite any existing data in the Schedule grid and that making changes to the Schedule grid does not affect the original Microsoft Project file.

1.1.2.2.6  Deleting, Clearing, and Reordering the Schedule Grid Activities
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The Project Schedule allows you to delete old or erroneous entries, clear cell values, and re-order scheduled activities.  Delete an a scheduled activity by right clicking in the row of the activity in the Schedule grid and selecting Delete Schedule from the drop down menu.  Clear a cell of all previous entries by selecting the cell in the Schedule grid and selecting Clear Cell from the drop down menu.  Reorder activities by selecting the row of the appropriate activity and click on either the Move Up or Move Down buttons.  Note that deleting, clearing, and reordering cells in the Schedule grid does not affect its associated Microsoft Project file.

1.1.2.2.7 Opening a filtered Microsoft Project File in Project Schedule 

The Project Schedule will allow you to open a filtered Microsoft Project file.  Open a file by selecting the MS Project 98 Schedule tab and click on the Open button.  Select the Microsoft Project file to open from the Open file dialog box.  The file will be filtered so that in those items with the Flag 20 indicator in the Yes position will be displayed.  The purpose of opening the filtered schedule through CASMIS is to allow program managers to monitor those activities that he or she has determined are critical to achieving program or project objectives.  Changes made to this schedule are written to the Microsoft Project file and do not affect entries made in the FM Schedule Tab.  The Microsoft Project file must be imported for changes to affect the FM Schedule grid.  Note that in some cases a Microsoft Project file may have embedded links to other files.  CASMIS will open and minimize a Microsoft Project file that contains links.  View the file by selecting MS Project from your Windows task Bar.  Microsoft Project will have opened a dialog box asking if changes made to this file should affect linked files.  If changes should affect all linked files select Yes and CASMIS will maximize the Microsoft Project file.  If changes should not affect linked files select No and CASMIS will maximize the Microsoft Project file.
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3.1.2.3 Project Groups

Project Groups allow you to create a unique group of your lowest-level non-related projects to helps simplify Project Management and Reporting.  Its purpose is to allow managers to group and report on projects that are not directly related based on WBS assignments.  Project Groups are unique to your CASMIS user account and does not affect any other user’s settings or allow them to view another’s Project Groups.  Project groups can be utilized on the CASMIS Report Workbench and on the Snake Chart in Presentation workbench.

1.1.2.3.1 Add A New Project Group

 Add a new group by double clicking on the Project Groups node in the FM Navigator Tree View to open the Project Group dialog box.  Select New from the Name drop down list and enter a new Group Name in the Add Project Group [image: image18.png]Program Schedule.
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dialog box.

1.1.2.3.2 Adding Projects to a Group

Add Projects To A Group By Selecting A Lowest-Level Project From The WBS List And Clicking On The Add Button To Move The Project To The Group Project List.  Repeat this process until All Projects Have Been Added.  Click On The Save Button To Save the New Group Project List.
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1.1.2.3.3 EDITING A PROJECT GROUP

Edit a Project Group by right clicking on Project Groups in the FM Tree View to open the Project Group dialog box.  Select the appropriate Group from the Name drop down list to view member Projects.  Add additional Projects by selecting them from the Project list and clicking on the Add button.  Remove a Project by selecting it in the Group List and clicking on the Remove button.  Select the Save button to process Project Group changes.

1.1.2.3.4 Deleting A Project Group

Delete a Project Group by right clicking on Project Groups in the FM Tree View to open the Project Group dialog box.  Select the appropriate Group from the Name drop down list to view member Projects.  Delete the Group by selecting the [image: image20.png]Open Project File [21x]
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Delete button in the Project Groups dialog box.  Groups deleted in error cannot be restored.  Groups deleted in error must be re-entered as a new Group. 

3.1.3 FM Budget

Program and project level budgets and their associated funding are added, edited, and deleted from the Budget application from the FM Tree View.  All funding is added, edited, moved, or deleted from the Budget application.  In addition, users can retrieve allocated, initiated, committed, obligated, expended, and contingent liability data utilizing the Budget application.

3.1.3.1 Program Budget Summary

The Program Budget Summary window displays all program level funding by LLFC including required, approved, and authorized funds.  In addition, the total initiations, commitments, obligations, expenditures, contingent liability and any remaining allocation associated with the program level budget are displayed.  FM users may add, edit, and delete program level budgets.  Program level budgets with associated project budget lines may not be deleted until the project level budgets are moved or deleted.

1.1.3.1.1 Add a Program Level Budget

Add a program level budget by selecting the New button to open the Create a Program Level Budget dialog box.  Enter a valid fiscal year, appropriation and fund type, select the FM refresh button, and select the appropriate LLFC element values using the Program Budget drop down menus and select OK.  Note that yellow cells in the Budget grid are required.  The OK button will not be enabled until all required fields have been filled.
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1.1.3.1.2 Edit a Program Level Budget

[image: image22.png]Program Schedule.
mrtenPap

6C/D Program Projectxx

Program

wes: [0 Tite: [FTBC/D Progiam Projectess

FMM Schedule. MS Project 98 Schedke |

Palh

Gpen




Edit a program level budget by selecting the program level budget in the Budget grid and selecting the Edit button to open the Edit Program Level Budget dialog box and make required changes to the appropriate LLFC element values using the Program Budget drop down menus and select OK.  Note that yellow cells in the Budget grid are required.  The OK button will not be enabled until all required fields have been filled.  The fiscal year, appropriation and fund type may not be edited and are disabled.

1.1.3.1.3 Delete a Program Level Budget
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Delete a program level budget by selecting the program level budget in the Budget grid and selecting the Delete button.  A Program Budget Line may only be deleted if no project level budgets are associated with it.  CASMIS will alert you of any associations and require that they be moved or deleted before the program level budget may be deleted.

3.1.3.2 Project Budget Summary

The Project Budget Summary window displays all project level funding by LLFC including required, approved, and authorized funds.  In addition, the total initiations, commitments, obligations, expenditures, and contingent liability are displayed.  FM users may add, edit, delete, and move project level budgets.  Project level budgets with associated information may not be deleted.

1.1.3.2.1 Adding A Project Level Budget

Add a project level budget by selecting the New button to open the Create a Project Level Budget dialog box.  Enter a valid fiscal year, appropriation and fund type, and select the appropriate project level from the drop down menus and select the FM refresh button.  The Program Level Budget grid will be populated with all program level budgets meeting your search criteria.  Use the grid drop down list to select the program level budget that the new project level budget should be associated.  Select the appropriate project budget line elements from the Project Level Budget grid select OK.  Note that yellow cells in the Budget grid are required.  The OK button will not be enabled until all required fields have been filled.
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1.1.3.2.2 Editing A Project Level Budget

Edit a project level budget by selecting the project level budget in the Budget grid and selecting the Edit button to open the Edit Project Level Budget dialog box.  Select the appropriate program or project level and program budget line from the Program Level Budget grid using the grid drop down list if required.  Make required changes the project budget line elements from the Project Level Budget grid select OK.  Note that yellow cells in the Budget grid are required.  The OK button will not be enabled until all required fields have been filled.

1.1.3.2.3 Deleting A Project Level Budget
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Delete a project level budget by selecting the project level budget in the Budget grid and selecting the Delete button.  A project budget line may only be deleted if no transactions have been recorded against it.   CASMIS will alert you of any associations and require that they be moved or deleted before the project level budget may be deleted.

3.1.3.3 Moving a Project Level Budget
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Move a project level budget by selecting the project level budget in the Budget grid and selecting the Move button to open the Select Project dialog box.  Select the new location for this project by clicking on the appropriate lowest level project in the WBS structure.  Moving a project level budget will transfer that budget and all of its associated financial information and transactions.  Note that there can only be one unique LLFC at each project level node in the WBS.  CASMIS will warn you if you attempt to move a project to a new location that already has the same LLFC.

3.1.3.4 Program Budget Allocation

The Program Budget Allocation window displays required, approved, authorized, initiated, committed, obligated, and expended amounts for all project budget lines associated with the program budget line selected in the LLFC Selector.  In addition, users to increase or decrease the required, approved, and authorized amounts.

1.1.3.4.1 Viewing Project Budget Line Details

FM Program Budget Allocation will allow you to retrieve and view the required, approved, authorized, initiated, committed, obligated, and expended amounts for all project budget lines associated with the selected program budget line.  View project budget lines by selecting the fiscal year, appropriation, and fund type from the LLFC Selector and select the LLFC Refresh button.  Select the appropriate program budget line from the Program Budget Line grid in the LLFC.  The Budget Allocation Summary grid and Transaction grid will be populated with all project budget lines associated with the program.  The Summary Grid column headers are Fiscal Year, WBS, Appropriation, Fund Type, MPC, EEIC, and RCC.  The Transaction grid head column headers are Required, Required Changes, Approved, Approved Change, Authorized, Authorized Change, Initiated, Committed, Obligated, and Expended.  Export project budget line data by right clicking in either the Summary or Transaction grid and selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path for the file and select Save.

1.1.3.4.2 Adjusting Required, Approved, and Authorized Totals for a Project Budget Line

Increase or decrease the required, approved, and authorized totals for a project budget line by selecting the fiscal year, appropriation, and fund type from the LLFC Selector and select the LLFC Refresh button.  Select the appropriate program budget line from the Program Budget Line grid in the LLFC.  The Budget Allocation Summary grid and Transaction grid will be populated with all project budget lines associated with the program budget.  Complete the Source Document Number and Description fields, select the required project budget lines, and enter a new required, approved, or authorized figure for the project budget line and select Save.  This change will affect the project budget’s required, approved, or authorized amounts.  CASMIS will automatically notify the program manager and financial manager assigned to the project.  Export project budget line data by right clicking in either the Summary or Transaction grid and [image: image28.png]JEE dit Progiam Budget
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selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path for the file and select Save.

3.1.4 FM Forecasting

Organizations with large and complex budgets need a consistent and organized approach to financial planning and forecasting.  FM Forecasting allows users to add, edit, and delete forecasting events and transactions.  In addition, Forecast Summary will allow you to track, adjust, and export forecasts.  FM Forecasting uses the CASMIS LLFC Selector to filter financial data, making it easier to find and retrieve financial data.
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Forecast Summary

The Forecast Summary screen is used to select, display, and organize forecast events by program and project and is where forecasting transactions are entered in CASMIS.  The Forecasting screen is comprised of the FM LLFC Selector, Display Parameter, a Forecast Event grid, a Transaction grid, a Totals grid, and an LLFC Breakout grid.  Access the Forecast Summary by double clicking on the Forecast Summary node in the FM Tree View.

1.1.4.1.1 Display Parameters
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Display parameters are used to filter and select criteria to display in the Forecast Event and Transaction grids.  The two sets of check box controls on the left hand side above the grid labeled Execution Stages and Forecast Types and the set of check box controls beneath the grid control the column visibility in the Transaction grid to the right of the scrollbar.  Toggle checkboxes by clicking in the checkbox.

The Forecast Types checkboxes controls the visibility of columns that are labeled with that type.  For example if the Working checkbox is checked and the Initial, Adjusted and Current checkboxes are unchecked, then only those columns of financial data which represent working amounts will display in the grid.  The set of checkboxes labeled Forecast Stages controls the visibility of all four forecast types for an entire stage.  Therefore, if you uncheck the Obligation stage check box, all Working, Current, Adjusted, and Initial columns in the grid representing transactions in the Obligated stage will be hidden from view.  The drop down controls labeled Starting FY, Number of Years to Show, and Granularity control the time dimension and amount of data to display for the forecast events selected.  The Starting FY is the first fiscal year for an event that you want to display.  Number of Years to Show is the number of years of data to show, between one and eight, in the financial section of the grid.  Granularity refers to the time scale of the financial data in the Transaction grid.  CASMIS supports Year, Quarter, and Month views of forecast event financial data.  Granularity and number of years to show are directly related to system performance and general manageability as shown in the table below:

	Number of Years
	Granularity
	Columns/Year
	Columns Returned

	1
	Year
	16
	52

	2
	Year
	16
	66

	1
	Quarter
	48
	84

	1
	Month
	192
	228

	8
	Month
	192
	1572


The View Actual Totals, View Selected Totals, and View Event Totals check boxes control the visibility of the first thirty-six columns in the Transaction grid.  The first four columns represent Actual dollar amounts executed for the Obligation and Expenditure stages as well as the percentage of the total authorized budget amount for both stages.  The next group of sixteen columns, labeled Selected Totals, summarizes, by forecast stage and by type, only the amounts that have been retrieved from the database based on the criteria entered to select forecast events, regardless of visibility in the grid.  A final group of sixteen columns summarizes amounts for the entire event, regardless of visibility or selection criteria. 

1.1.4.1.2 Forecast Event Grid

The Forecast Event grid contains descriptive data about each forecast event.  CASMIS will allow user to add, edit, delete, and export data in the Forecast Event grid.  The Forecast Event grid contains six sortable columns: Event Title, Description, APPN, Fund Cite, Fund Type, and WBS.  The Event Title is the title assigned to a forecast event by a user.  The Description column serves as a common name to make searching for forecast events easier.  The APPN and Fund Type are LLFC elements.  The Fund Cite is the concatenated LLFC as displayed on commitment and obligation documents.  The WBS represents the projects hierarchical structure within the organization.

1.1.4.1.3 Transaction Grid: Layout

The Transaction grid, located to the right of the vertical scroll bar contains financial detail data about each forecast event.  Events are edited by right clicking on the forecast event, or row, and selecting the appropriate action from the drop down menu.  Transaction grid drop down menus are context sensitive, meaning that drop down selections may be different depending on which column or cell is selected and active.  The first thirty-six columns of the Transaction grid are summary columns.  The remaining columns are forecast transaction amounts displayed by forecast type and stage for particular time granularity. 

1.1.4.1.4 Transaction Grid: Actual Totals 

The Actual Totals section of the Transaction grid consists of four columns labeled Obligation Amount, Obligation %, Expenditure Amount, and Expenditure %.  Obligation Amount represents any actual obligation dollars recorded against this forecast event.  Obligation % shows the percent of the authorized budget already obligated against the forecast event.  Expenditure Amount represents any actual expenditures recorded against this forecast event.  Expenditure % shows the percent of the authorized budget already expended against the forecast event.  Actual Obligations and Expenditures are recorded in the FM Budget Execution Module.  Toggle the visibility of the Actual Totals section by checking or unchecking the Actual Totals.  Export Actual Totals by right clicking in a Actual Totals cell and select Export from the drop down menu to open the Save file As dialog box.  Enter the path and name of the file and select Save.  CASMIS will save the file as a comma delimited file (.cvs), which may be opened using Microsoft Excel.
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Transaction Grid: Selected Totals 

The Selected Totals section consists of up to sixteen visible columns of summary data based on your selection criteria and when the grid was last updated.  Selected Totals will include transaction entries that are currently hidden from the Transaction grid view.  Set specific column visibility by execution stage or forecast type by toggling the Execution Stage and Forecast Type check boxes or choose to display or hide Selected Totals by toggling the View Selected Totals checkbox.  Export Selected Totals by right clicking in a Actual Totals cell and select Export from the drop down menu to open the Save File As dialog box.  Enter the path and name of the file and select Save.  CASMIS will save the file as a comma delimited file (.cvs), which may be opened using Microsoft Excel.

1.1.4.1.6 Transaction Grid: Event Totals

The Event Totals section consists of up to sixteen columns of summary data based on your selection criteria and when the grid was last updated.  Event Totals will include transaction entries that are currently hidden from the Transaction grid view.  Set specific column visibility by execution stage or forecast type by toggling the Execution Stage and Forecast Type check boxes or choose to display or hide Selected Totals by toggling the View Event Totals checkbox.  When the View Event Totals checkbox is selected, the Include Working Amounts check box is enabled.  Selecting Include Working Amounts changes the Current forecast type for all of the execution stages in the section to reflect Current amounts plus any working amounts for that event, stage and forecast type.  Export Event Totals by right clicking in an Event Totals cell and select Export from the drop down menu to open the Save File As dialog box.  Enter the path and name of the file and select Save.  CASMIS will save the file as a comma delimited file (.cvs), which may be opened using Microsoft Excel.

1.1.4.1.7 Transaction Grid: Data by Granularity and Stage

All remaining columns in the Transaction grid are organized by period (fiscal year, quarter, or month), by stage, and by forecast type.  Granularity refers to the time scale of the financial data in the Transaction grid.  CASMIS supports Year, Quarter, and Month views of financial data.  Forecast types are limited to Initial, Adjusted, Current, and Working.  Export data by right clicking in an any date specified cell and select Export from the drop down menu to open the Save File As dialog box.  Enter the path and name of the file and select Save.  CASMIS will save the file as a comma delimited file (.cvs), which may be opened using Microsoft Excel.

3.1.4.2 Totals Grid

The Totals grid located directly beneath the Transaction grid summarize the financial data by column.  Directly beneath any Actuals recorded in the Transaction grid, the Totals grid will show the sum of Actuals.  No totals are listed in a percent header column.  Beneath all of columns of the Transaction grid, the row labeled Totals displays the sum [image: image32.png]Project Budget Summary [_[O]x]
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of all of the corresponding cells in the Transaction grid.  The Totals grid labeled Left represents the amount left to forecast for each forecast type based on the authorized budget allocated to the project referenced by the current project budget line selected.  The row labeled Running represents a running total of the amounts in each forecast stage and type.  The Running totals row is not displayed when the grid displays forecast events across project budget line boundaries.

3.1.4.3 LLFC Breakout
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The small grid to in the bottom left corner of the Forecast Summary screen is used to display the individual fields in the Long Line Funds Cite for the selected forecast event in the main grid.  You can use the horizontal scroll bar at the bottom of the grid to view all of the unique fields that comprise the selected funds cite.

3.1.4.4 Creating a Forecast

CASMIS allows you to create an initiation, commitment, obligation, or expenditure forecast.  A forecast in CASMIS is comprised of an Event Title, Event Description, and forecast event transactions.  A forecast is a working forecast, an initiated forecast, an adjusted, or a current forecast.  A Working forecast is a forecast that has not been baselined and is subject to change during review and concurrence.  When a Working forecast is baselined, its events, dates, and transactions become the Initial, Adjusted, and Current forecast.  The Initial forecast may not be changed.  The Adjusted forecast is a copy of the Initial forecast with the exception of budget authority changes.  The Current forecast is the Adjusted forecast with the exception of all other forecast changes. 

3.1.4.5 Editing a Forecast Events
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Edit the Event Title, Description, or project budget line by right clicking in the appropriate cell and selecting Modify Project Budget Line, Event Title, or Description from the drop down menu to open the appropriate dialog box.  Using Forecast Summary is an effective method to view multiple forecast events across project budget line boundaries.  Most of the editing capability of Forecast Summary in the Transaction grid, including the ability to add new forecast events requires that a set of forecast events data be displayed in the Forecast Event and Transaction grid correspond to a single project budget line.  Select a single budget line by entering new LLFC selection criteria in the LLFC Selector or use the Forecast Event Filter by right clicking in the Forecast Event grid and selecting Filter from the drop down menu to populate the LLFC with the appropriate budget information and refresh the Forecast Event and Transaction grid.  Export Forecast Events by right clicking in a Forecast Event grid and selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path and name of the file and select Save.  CASMIS will save the file as a comma delimited file (.cvs), which may be opened using Microsoft Excel.

1.1.4.5.1 Adding a New Forecast Event
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CASMIS allows user to add a new forecast event through the Add Working Transactions dialog box.  Open the Add Working Transactions dialog box by selecting the Add Event button from Forecast Summary.  The Add Event button will only be enabled if a single project budget line has been selected in the LLFC Selector.  Complete the Add Working Transactions dialog box by selecting an execution stage from the Execution Stage drop down menu and completing the Event Title and Description fields.  CASMIS assumes that the forecast type is Working when a new forecast event is entered.  Once an Execution Stage, Event Tile, and Description are entered, the Available Budget field will show the amount available to forecast for the current project budget line.  Enter an amount less than the available amount in the Amount field, use the CASMIS Date Picker Calendar to select a Start Date, and select how the amount should spread for this forecast event by selecting the Spread – None or Spread – Even radio buttons.  If the Spread option is selected the Number of Months fields will be enabled.  Select the number of months to spread this forecast event.  CASMIS will hide the spread calculator, resize the grid, calculate the Grid Total, and display the results in the appropriate fields.  Select Save, Close, or Cancel button to complete the forecast event session.

1.1.4.5.2 Delete a Forecast Event
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Delete a forecast event by right clicking on it in the Forecast Event grid and selecting Delete from the drop down menu.  Deleting a forecast event will delete it and all associated transactions from CASMIS.  Forecast deleted in error can not be restored; they must be reentered as new forecast event.  In addition, a forecast event can not be deleted if it has associated obligations or expenditures associated with the event.  Obligations and expenditures must be moved or deleted before deleting a forecast event.

3.1.4.6 Baselining A Forecast

Baselining is the process of creating the Initial, Adjusted, and Current forecasts from Working forecast amounts for a particular execution stage and event.  Once a Working forecast has been accepted, it must be baselined.  Baselining creates three separate forecast type.  The Initial forecast is a duplicate of the final Working forecast and can not be edited after baselining.  The Adjusted forecast includes the Initial values plus any changes entered after baselining due to changes in budget authority.  The Current forecast is the Initial forecast values plus any changes made after baselining due to calendar changes or other changes not related to changes in budget authority.

1.1.4.6.1 Baselining

Baselining a Working forecast is a two step process.  The first step requires the appropriate project budget line is filtered and the second step requires that it be baselined.  Filter a Working forecast by selecting the appropriate row in the Forecast Event or Transaction grid, right clicking, and selecting Filter from the drop down menu.  Filtering indicates and selects the appropriate project budget line and allows for baselining.  Baseline the filtered project budget line by right clicking on the project budget line’s Working cell in the Transaction grid and [image: image37.png]Il 3 |
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selecting Modify Baseline.  Once baselined, an Initial Adjusted, and Current forecast will be created.

1.1.4.6.2 Re-baselining a Forecast

A forecast can be rebaselined when a projects funding position changes or in the event of a formal APB rebaselining.  Rebaseline a forecast by selecting the Adjusted or Current forecast in the Transaction grid for the execution stage to be rebaselined, right clicking and selecting Modify Rebaseline.  Rebaselining will synchronize or align the Current with actual obligations for the selected period.  CASMIS will automatically open the Forecast Alignment dialog box when the rebaseline is complete.  Enter the date for the realignment using the CASMIS Date Picker Calendar and select the Align button to process the alignment.  The alignment date can not be in a previous fiscal year or before any other previous alignment.  CASMIS will reset the date and require you to select a new realignment date.  Furthermore, in those instances where rebaselining creates a [image: image38.png][ Forecast Summary Screen [-1o[x]
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difference between the actual obligations and the current forecast, that difference must be reforecasted. 

3.1.4.7 Re-forecasting a Re-baselined forecast Difference

In those instances where rebaselining creates a difference between the actual obligations and the current forecast, that difference must be reforecasted.  CASMIS will automatically open the Reforecasting dialog box after the alignment transaction has been completed.  Select how the reforecast amount should be spread and select either Apply or Spread as required.  The Execution Stage, Event Title, Event Description, Amount, and Reforecast Date can not be edited.  These reforecasted transactions will be reflected in the Current forecast.
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3.1.4.8 Manage Forecast Transactions

The Manage Forecast Event Transaction window allows user to add, edit, and delete adjusted and current forecast event transactions.  The Manage Forecast Event Transaction shows the initial, adjusted, and current forecast for the selected execution stage for the selected forecast event. Open the Manage Forecast Transactions dialog box by right clicking in the initial/adjusted/current amount cell on the row of the chosen forecast, under the appropriate forecasting type and execution stage and select the modify transaction option off of the right click menu.  The Manage Forecast Event Transaction headers Forecast Event and Description fields are locked; only the Execution Stage is editable.  The window includes three grids: an Initial grid, an Adjusted grid, and a Current grid and their associated transaction totals.  The Initial grid is not editable.  The Adjusted grid and Current grid may be edited.  Users can change the transaction date, transaction amount, and link Adjusted transactions to Initial transactions as well as link Current transactions to Adjusted transactions.  Negative numbers in the amount columns and invalid link dates will display in red. 

1.1.4.8.1 Manage Forecast Transactions: Initial Grid

The Initial grid represents transaction amounts and dates as baselined and can not be edited in CASMIS.  Changes to initial forecast are made and recorded against the Adjusted and Current forecast, which can be maintained at any during the fiscal year.
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1.1.4.8.2 Manage Forecast Transactions: Adjusted Grid

The Adjusted grid contains three columns: a Date column, an Amount column, and an Initial Date column.  The Initial Date value is used to link new transactions to an initial forecast.  The Adjusted grid can be edited at anytime during the fiscal year.  Add or Insert Adjusted grid transaction by right clicking on the appropriate cell and selecting Add or Insert from the drop down menu.  All date sensitive date transactions must be entered on the first of the month.  Any changes to the Initial Date fields that render Current forecast transactions invalid or orphaned will result in the affected transaction in the Current grid to display the Adjusted Date field in red.  Export Adjusted grid date by right clicking in the Adjusted grid and selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path for the file and select Save to save the file.

1.1.4.8.3 Manage Forecast Transactions: Current Grid

The Current grid contains three columns: a Date column, an Amount column, and an Adjusted Date column.  The Adjusted Date is used to link new transactions to an adjusted forecast.  The Current grid can be edited at anytime during the fiscal year. Add or Insert Current grid transaction by right clicking on the appropriate cell and Add or Insert from the drop down menu. All date sensitive date transactions must be entered on the first of the month.  Edits to the Current grid result in a special alignment transaction that are the product of the Rebaseline activity and are not editable.

3.1.4.9 Forecast To Do List

The CASMIS FM To Do List creates a list of budget authority changes by individual funds cite.  Open the To Do List by selecting the Show To Do List button in the Forecast Summary.  Each row in the To Do List grid contains five columns: Done, Doc #, Date, Fund Cite, and Amount.  Selecting the Done checkbox indicates that the action has been resolved and that the item should be removed from the To Do List.  The Doc # represents the corresponding financial document authority for the change.  The Date is the effective date of the change.  The Fund Cite is the LLFC notation.  The Amount is the amount of the budget authority change.  Selecting a row in the To Do List grid and clicking the Select button will clear the current Forecast Summary display and retrieve a new set of forecast events that correspond to the project budget line referenced in the Fund Cite cell of the row or allow entry of a new event if no project budget line exists. 
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3.1.5 Budget Execution

CASMIS allows you to easily track initiation, commitment, obligation, and expenditure amounts.  Users can add, edit, and delete initiation, commitment, and obligation document and add, edit, and delete initiation, commitment, obligation, and expenditure transactions within the Budget Execution application.  The Budget Execution application windows are Budget Execution Summary, Initiations and Commitments, Obligations, Expenditures, and Quick Execution.

3.1.5.1 Budget Execution Summary

The Execution Summary is a read-only screen that allows you to view summarized financial data by Commitment Document for a specified Date Range, Document Type, or Document Title.  Search results are displayed in the sortable Execution Summary grid are Document Number, Commitment Document Title, Commitment Document Type, Commitment Document Date, Initiated, Committed, Obligated, Expended, CPAS/BQ Initiated, CPAS/BQ Committed, CPAS/BQ Obligated, and CPAS/BQ Expended.

3.1.5.2 Enter Execution Summary Search Criteria
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Retrieve documents by completing the Commitment Document Number, Start Date, End Date, Document Type, and Document Title fields and select Retrieve.  The Commitment Document Number drop down list includes your last 100 documents.  Select from all commitment documents by clicking on the Search All magnifying glass button to open the Select Document Number dialog box.  Select a document by double clicking on it.  Select a date range by entering a Start Date and End Date using the CASMIS Date Picker Calendars.  Select the Document Type you wish to retrieve from the Document Type drop down list and select Retrieve to populate the Execution Summary grid.  In addition, the Execution Summary grid includes a search box that can be used to search for partial names or other document identifiers.  Enter a search string in the Document Title fields and select Retrieve to use the Execution Summary search feature.

3.1.5.3 Execute Initiations/Committments 
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The Execute Initiations/Commitments allows users to add, edit, and delete initiation and commitment documents and transaction from CASMIS.  Filter the Document and Transaction by completing the Commitment Document Number and Document Type fields and select Retrieve.  The Commitment Document Number drop down list includes your last 100 documents.  Select from all commitment documents by clicking on the Search All magnifying glass button to open the Select Document Number dialog box.  Select a document by double clicking on it.  The Initiations/Commitments filter section includes a Document Title and Description search box that can be used to search for partial names or other document identifiers.  Enter a search string in the Document Title or Description fields and select Retrieve to use the Initiations/Commitment applications search feature.  In addition, you can search using the LLFC Selector.  Open the LLFC Selector by selecting the LLFC Search button and complete the Fiscal Year, Appropriation, Fund Type, and Program or Project fields to search using the LLFC.  The Document grid’s sortable column headers are WBS, Document Number, Title, Budget Line, Amendment Number, and Contingent Liability check box.  The Transactions grid’s sortable columns are Initiated Amount, Initiated Date, Commitment Amount, Commitment Date, Created By, Created Date, Modified By, and Modified Date.

1.1.5.3.1 Adding An Initiation/Commitment Document
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Add a New Initiation or Commitment document by selecting the Add button to open the Add Initiation/Commitment dialog box.  Complete the Document Number, Document Title, and Description fields, select the document type from the Document Type drop down menu, check the Contingent Liability check box if this is a contingent liability and select Save to add the new document.  Add transactions against the new document by selecting the document number in the Document Number Column in the Document grid and complete the required cells in both grids.

1.1.5.3.2 EDITING AN INITIATION/COMMITMENT DOCUMENT
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Edit a document by filtering in the Initiation/Commitment filter section and selecting a single document and selecting the Edit button to open the Edit Initiation/Commitment dialog box.  Make required changes to the Document Title and Description fields and select the document type from the Document Type drop down menu.  The Document Number and the Contingent Liability check box are not editable.  Edit transactions by selecting in the Document or Transaction grid and completing the required cells in both grids.  Required cells have bold headers.

1.1.5.3.3 DELETING AN INITIATION/COMMITMENT DOCUMENT

Delete a document by filtering the Initiation/Executions and selecting a single document and selecting the Delete button.  CASMIS will not allow you to delete a document that has associated obligations or expenditures.  Obligation and Expenditure transactions must be deleted before the document can be deleted. 
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Adding An Initiation/Commitment Transaction

Add a document transaction by filtering the Initiation/Executions and selecting a single document and selecting the Retrieve button to populate the Document and Transaction grid.  Right click in the Document or Transaction grid and select Add Transaction form the drop down list.  Enter a new Tile and Budget Line in the Document grid and Initiated Amount, Initiated Date, Commitment Amount, and Commitment Date in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid. 

1.1.5.3.5 Editing An Initiation/Commitment Transaction.

Edit a document transaction by filtering and selecting the Retrieve button to populate the Document and Transaction grid.  Select the appropriate cell in the Document or Transaction grid and make required changes to the Tile and Budget Line in the Document grid and Initiated Amount, Initiated Date, Commitment Amount, and Commitment Date in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid.  
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1.1.5.3.6 Deleting An Initiation/Commitment Transaction

Delete a document transaction by filtering the Initiation/Executions and selecting the Retrieve button to populate the Document and Transaction grid.  Select the appropriate cell in the Document or Transaction grid, right click, and select Delete Transaction from the drop down menu.  CASMIS will not allows you to delete a transaction with associated obligations or expenditures.
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1.1.5.3.7 Exporting Document and Transaction Grid Data

CASMIS will allow you to export the content of the Document and Transaction grid by right clicking in either grid and selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path name for this document and select Save. 

1.1.5.3.8 Display Summary CPAS/BQ Data For The Selected Initiation/Commitment Document

Display summary CPAS/BQ data for a selected document by filtering the Initiation/Executions and selecting a single document and selecting the CPAS/BQ button to open the CPAS/BQ Data dialog box.  This is a read-only dialog box with the exception of the Force Reconcile check box.  Force reconciling a document will prevent the document from appearing on the [image: image49.png]Forecast Summary Screen [
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CPAS/BQ exception report.

3.1.5.4 Obligations

The FM Obligation application allows users to add, edit, and delete obligation documents and transactions in CASMIS.  Filter the Document and Transaction grids by selecting a Commitment Document Number, Obligation Document Number, or Document Type fields and select Retrieve.  The Commitment and Obligation Document Number drop down lists includes your last 100 documents.  Select from all commitment or obligation documents by clicking on the Search All magnifying glass button to open the Select Document Number dialog box for either commitment or obligations.  Select a document by double clicking on it.  The Obligation application also includes four search boxes that can be used to search for partial names or other document identifiers.  Enter a search string in the Commitment Document Title, Obligation Document Title, Description, or Comment fields and select Retrieve to use the feature.  In addition, you can search using the LLFC Selector.  Open the LLFC Selector by selecting the LLFC Search button and complete the Fiscal Year, Appropriation, Fund Type, and Program or Project fields to search using the LLFC.  The Document grid’s sortable column headers are WBS, Obligation Document Number, Obligation Title, Budget Line, CLIN, ACRN, P00, ESP, and CCP.  The Transactions grid’s sortable columns are Commit Transaction, Commit Amount, Obligation Transaction Date, Obligation Transaction Amount, , Obligation Forecast, Obligation Forecast Amount, Created By, Created Date, Modified By, and [image: image50.png]Allocate Program Budget [_[O]x]
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Modified Date. 

1.1.5.4.1 Adding An Obligation Document

Add a New Obligation document by selecting the Add button to open the Add Obligation dialog box.  Complete the Obligation Document Number, Description, and Comment fields, select the document type from the Obligation Document Type drop down menu, and select Save to add the new obligation document.  Add transactions against the new document by selecting it in the Document or Transaction grid and completing the required cells in both grids.  Required cells [image: image51.png]Are you sure you wish o permanertly
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have bold headers.

1.1.5.4.2 EDITING AN OBLIGATION DOCUMENT

Edit an Obligation document by filtering in the Obligation filter section and selecting a single document and selecting the Edit button to open the Edit Obligations dialog box.  Make required changes to the Obligation Document Title, Description, and Comment fields and select the document type from the Document Type drop down menu.  The Document Number is not editable.  Edit transactions by selecting it in the Document or Transaction grid and completing the required cells in both grids.  Required cells have bold headers.

1.1.5.4.3 Deleting An Obligation Document
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Delete an Obligation document by filtering to a single document and selecting the Delete button.  CASMIS will not allow you to delete a document that has associated expenditures.  Expenditure transactions must be deleted before the document can be deleted.

Adding An Obligation Document Transaction
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Add an Obligation document transaction by filtering to a single document and selecting the Retrieve button to populate the Document and Transaction grid.  Right click in the Document or Transaction grid and select Add Transaction form the drop down list.  Enter a new Obligation Tile, Budget Line, CLIN, ACRN, P00, ESP, and CCP in the Document grid and Commit Transaction, Commit Amount, Obligation Transaction, Obligation Amount, Obligation Transaction, and Obligation Forecast in the Transaction.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid.  

1.1.5.4.4 Editing An Obligation Document Transaction

Edit an obligation document transaction by filtering to a single document selecting the Retrieve button to populate the Document and Transaction grid.  Select the appropriate cell in the Document or Transaction grid and make required changes to the Obligation Tile, Budget Line, CLIN, ACRN, P00, ESP, and CCP in the Document grid and Commit Transaction, Commit Amount, Obligation Transaction, Obligation Amount, Obligation Transaction, and Obligation Forecast in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid. 

[image: image54.png]ommit Document #

Execute Authorized Budget Summary

tart Date

EndDate

Doc Type

[_[O]x]

bl i | e ) ez 2 =] [Bsteve
ccumert Tite Coee
CommtDec # | Conmit Do Tile [Iniated | Commited | Obligated | Evpendiure | CPASBA) CPASEQ Commita]
SEX0L02 G002 0000 $10000000

SER0L00 | 963601003 000 520000000

SEH0L004 | 963601004 000 $5000000

SER0L005 | 963601005 000 $150000.00

srattn  Sr3otta0n 4000 $500,000.00 4
STt | Sraotin 000 527500000

ST | 573011003 000 525000000

ST 573011008 000 527500000

ST | 73011005 000 520000000

SO0 573401001 4000 950000000

STOLa | SO0 000 527500000

STUOLOE | 73401003 000 525000000

STOLO0E | 73401004 000 527500000

STUOLS | 705 000 520000000

s73601.001 5000

q

973601001

$500,000.00





1.1.5.4.5 Deleting An Obligation Document Transaction

[image: image55.png]Execute Initiations/Commitments

Commitnert Document nfo

ocument Dosument Tite add

Al = =

Doc Type Dessiption —

ED = Deine —
Fiscal Year Appropiation_ Furd Type Programs and Projects

[<ai =] [<en> =] fan J0.0 - FT6C/D Program Projectwax |

Program Level Budget Projct Level Budget

5| -| & -

Ready

WS Doc Nu_.. | T... Budget | CL Trtated]Intiated Date] Commi...| Committed | Ciealed By Ciez =
50..| 003011001 [0.. [ 5703011 $1250,.. | 10/1/1390{ KING
50.[ 003011001 [0.. [ 5703011 2500 | 10/4/1999[ KING
50.[ 003011001 [0.. [ 5703011 $1250. | 6/24/2000[ KING
50..[ 003011001 [0.. [ 5703011 $000 | 12750/1699] $1250.. | 7/10/200] KING M
50..[ 003011001 [0.. [ 5703011 5000 | 12730/1699] $2500.. | 7/10/200] KING M
50..[ 003011001 0. [5703011 ‘

Totals:[6125, T Ts37264. T T

BPAC_[WPC/EEIC [PEC [0BAN [RCCC [CN [ADSM. Auhoized$  AmtAvaito Conmt
J—_— — | —

< [ H




Delete a document transaction by filtering and selecting the Retrieve button to populate the Document and Transaction grid.  Select the appropriate cell in the Document or Transaction grid, right click, and selecting Delete Transaction from the drop down menu.  CASMIS will not allow you to delete a transaction with associated expenditures.

1.1.5.4.6 Exporting Document and Transaction Grid Data

CASMIS will allow you to export the content of the Document and Transaction grid by right clicking in either grid and selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path name for this document and select Save. 

1.1.5.4.7 Display Summary CPAS/BQ Data For The Selected Initiation/Commitment Document
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Display summary CPAS/BQ data for a selected document by filtering the Initiation/Executions and selecting a single document and selecting the CPAS/BQ button to open the CPAS/BQ Data dialog box.  This is a read-only dialog box with the exception of the Force Reconcile check box.  Force reconciling a document will prevent the document from appearing on the CPAS/BQ exception report.

3.1.5.5 FM Expenditure
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The FM Expenditure application allows users to add, edit, and delete expenditure transactions in CASMIS.  Filter the Document and Transaction grids by selecting a Commitment Document Number, Obligation Document Number, or Document Type fields and select Retrieve.  The Commitment and Obligation Document Number drop down lists includes your last 100 documents.  Select from all commitment or obligation documents by clicking on the Search All magnifying glass button to open the Select Document Number dialog box for either commitment or obligations.  Select a document by double clicking on it.  The Expenditure application also includes four search boxes that can be used to search for partial names or other document identifiers.  Enter a search string in the Commitment Document Title, Obligation Document Title, Description, or Comment fields and select Retrieve to use the feature.  In addition, you can search using the LLFC Selector.  Open the LLFC Selector by selecting the LLFC Search button and complete the Fiscal Year, Appropriation, Fund Type, and Program or Project fields to search using the LLFC.  The Document grid’s sortable column headers are WBS, Expenditure Title, Obligation Document Number, Obligation Transaction Title, and Budget Line.  The Transactions grid’s sortable columns are Obligation Transaction Amount, Commit Transaction Title, Commit Transaction Amount, Expend Date, Expend Amount, Created By, Created Date, Modified By, and Modified Data. 

1.1.5.5.1  Add an Expenditure Transaction

Add an Expenditure transaction by filtering to a single document and selecting the Retrieve button to populate the Document and Transaction grid.  Right click in the Document or Transaction grid and select Add Transaction form the drop down list.  Enter a new Expenditure Title, Obligation Document Number, and Obligation Transaction Title in the Document grid and Expend Date and Expend Amount in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid..

1.1.5.5.2 Editing An Expenditure Transaction

Edit an Expenditure transaction by filtering to a single document and selecting the Retrieve button to populate the Document and Transaction grid.  Select the appropriate cell in the Document or Transaction grid and make required changes to the Expenditure Title, Obligation Document Number, and Obligation Transaction Title in the Document grid and Expend Date and Expend Amount in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid.  
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Delete an Expenditure Transaction

Delete a transaction by filtering and selecting the Retrieve button to populate the Document and Transaction grid.  Select the appropriate cell in the Document or Transaction grid, right click, and select Delete Transaction from the drop down menu.  
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Exporting Document and Transaction Grid Data

CASMIS will allow you to export the content of the Document and Transaction grid by right clicking in either grid and selecting Export from the drop down menu to open the Save File As dialog box.  Enter the path name for this document and select Save. 

1.1.5.5.5 Display Summary CPAS/BQ Data For The Selected Initiation/Commitment Document

Display summary CPAS/BQ data for a selected document by filtering the Initiation/Executions and selecting a single document and selecting the CPAS/BQ button to open the CPAS/BQ Data dialog box.  This is a read-only dialog box with the exception of the Force Reconcile check box.  Force reconciling a document will prevent the document from appearing on the [image: image60.png]DELETE Document (003607
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CPAS/BQ exception report.

3.1.5.6 Quick Execution

The CASMIS Quick Execution application allows users to add and edit transactions for the initiation, commitment, obligation, and expenditure stages from one screen.  Its functionality is intended to allow users to enter all execution data for all stages on one concise screen.  All Quick Execution functionality may be completed by using the other FM Budget Execution applications.  The execution screen includes the standard Budget Execution filtering drop down menus and access to the LLFC Selector, however, the search capabilities associated with other Budget Execution applications has been disabled in Quick Execution.  This will allow FM to search and the return data from the CASMIS database more quickly.  The Commitment Document Title, Obligation Document Title, Obligation Document Description, and Obligation Document Comments are now used to display attributes of a single item in the Quick Execution filter area.  Use the appropriate Budget Execution application to take advantage of CASMIS search capabilities if you require search capability.  Because the Quick Execution application has the ability to display large amounts amount of data, display parameters allow you to view only that data pertinent to your current transaction.  Quick Execution allows you to display the following columns: Initiated, Committed, Obligated, Expended, Forecast Data, and CPAS/BQ.  Select the columns to view by marking the check box associated with the display parameters.  The Quick Execution Screen includes two robust data grids: a Document grid and a Transaction.  In addition to being sortable and scalable, the Quick Execution grids allow you to sum and sort by Budget Lines, dates, and other financial data by merging the content of like cells.  This will allow you to view grid line items separately or in a group.  The Document grid contains document level information.  Document grid data columns are Commitment Document Number, Commitment Document Title, Budget Line, Obligation Document Number, and Obligation Document Title.  The Transaction grid columns depend on parameter settings.  When all data columns are visible, the Transaction grid displays the Initiation Date, Initiated Amount, Committed Date, Committed Amount, Obligation Date, Obligation Amount, Expended Date, Expended Amount, Forecast Event, Forecast Amount, CPAS/BQ Initiated, CPAS/BQ Committed, CPAS/BQ Obligated, and CPAS/BQ Expended.  Gray columns are read-only and can not be edited.  Totals for all Transaction grid columns are listed in a separate Totals grid directly beneath the Transaction grid and display the total for each visible column.  Read only fields display the Authorized dollars, Amount Available to Commit, Amount available to Obligate, and Amount Available to Expend.
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1.1.5.6.1 Sorting the Document and Transaction Grid

The Quick Execution grid includes the ability to merge cells in the Document and Transaction grid.  Merging cells allows you to view cells as separate line items or in groups.  A grouped cell is the sum of all similar cells in a column.  For instances, you may choose to view all budget lines individually or in a group.  When displayed individually, each line item is a stand alone transaction or event listed in the Document or Transaction grid.  A merged group of cells includes all transactions or events associated with the merged cell. 

1.1.5.6.2 Add an Initiation/Commitment Document

Add a New Initiation or Commitment document by selecting the Add Commit Doc button to open the Add Initiation/Commitment dialog box.  Complete the Document Number, Document Title, and Description fields, select the document [image: image62.png]jation for project 0.
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type from the Document Type drop down menu, check the Contingent Liability check box if this is a contingent liability and select Save to add the new document.  

1.1.5.6.3 Edit an Initiation/Commitment Document

Edit a document by filtering in the Initiation/Commitment filter section and selecting a single document and selecting the Edit button to open the Edit Initiation/Commitment dialog box.  Make required changes to the Document Title and Description fields and select the document type from the Document Type drop down menu.  The Document Number and the Contingent Liability check box are not editable.  Edit transactions by selecting in the Document or Transaction grid and completing the required cells in both grids.  Required cells have bold headers.

1.1.5.6.4 Add an Obligation Document

Add a New Obligation document by selecting the Add Oblig button to open the Add Obligation dialog box.  Complete the Obligation Document Number, Description, and Comment fields, select the document type from the Obligation Document Type drop down menu, and select Save to add the new obligation document.

1.1.5.6.5 Edit an Obligation Document

Edit an Obligation document by filtering in the Obligation filter section and selecting a single document and selecting the Edit button to open the Edit Obligations dialog box.  Make required changes to the Obligation Document Title, Description, and Comment fields and select the document type from the Document Type drop down menu.  The Document Number is not editable.  Edit transactions by selecting it in the Document or Transaction grid and completing the required cells in both grids.  Required cells have bold headers.

1.1.5.6.6 Add a Commitment Transaction

Add an initiation or commitment transaction by opening the LLFC Selector and selecting the appropriate project line.  Right click in the Document or Transaction grid and select Add Transaction form the drop down list.  Select a new Commitment Document Number Document grid and Initiated Amount, Commitment Amount in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid.

1.1.5.6.7 Add an Obligation Transaction

Select the row of the Commitment document that you wish to associate this Obligation transaction and enter the Obligation Document Number in the Document grid.  Enter the Obligation Transaction Amount, the Forecast Event, and Forecast Amount in the Transaction grid.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid.  

1.1.5.6.8 Add an Expenditure Transaction

Select the row of the Commitment document that you wish to associate this Expenditure transaction and enter the new Expenditure Amount in the Transaction grid.  Expenditure can not be associated with commitment documents that do not have a corresponding Obligation.  Bold columns are required entries.  Gray columns are read-only and completed by CASMIS.  Column totals, total authorized Project Budget, and the available amount are displayed beneath the grid.  

1.1.5.6.9 Adding Delta Transactions

Within the Quick Execution Screen in CASMIS any time a transaction amount for any execution stage is increased or decreased, a Delta Transaction must be recorded.  A Delta Transaction is a CASMIS–generated transaction that totals the difference between the initial and new value.  For instance, if you have a commitment amount of $1,000 and increase the commitment to $10,000, CASMIS will generate a delta commitment transaction of $9,000.  Before CASMIS saves a Delta Transaction, users will be required to confirm the change and the new Delta Transaction.
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The Add Working Event input area





Completed Forecast Event screen
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