Chapter 11 Suspension and Purge Windows

Overview

Six windows allow users to maintain and purge suspended expenditures and transactions. Use
the windows to create suspension rules and suspend, unsuspend, and purge suspended
expenditures and transactions.

This chapter discusses each window associated with the Suspend/Unsuspend process
separately. User access to the suspension and rules windows is defined on the FA User
Maintenance window Expenditures access option. To suspend and unsuspend expenditures,
purge expenditures, maintain suspension rules, suspend and unsuspend accounting
transactions, and purge suspended transactions, users must have Expenditures Update
access. Users with an Expenditures No Access setting cannot open these windows, while
users with Display-Only access have view-only access to the windows.

The Automatic Suspension - Expenditure window allows users to view, add, modify, delete,
activate, and deactivate rules for automatically suspending expenditures. Active suspension
rules will apply automatically to expenditures when you import data from STARS-FL.

The Expenditure Suspension window allows users to suspend and unsuspend imported
expenditures awaiting export to a site. The expenditures can include those that were manually
suspended or suspended automatically based on expenditure suspension rules. If you purge
expenditures, the expenditures marked for suspension will be removed from the database. If
you perform a site export, any suspended expenditures will not be included in the site export.

The Purge Suspended Expenditure window allows users to purge expenditures that have been
suspended. After marking the suspended expenditures that you wish to purge, you must print
the Purged Suspended Expenditures report before the Save button on the Purge Suspended
Expenditures window will enable, allowing you to actually purge the selected expenditure(s).

The Automatic Suspension - Transaction window allows users to view, add, modify, delete,
activate, and deactivate rules for automatically suspending accounting transactions. Active
suspension rules will apply automatically to valid transactions when you import data from a site.

The Accounting Transaction Suspension window allows users to suspend and unsuspend
accounting transactions that have been received from a site. When you suspend accounting
transactions, these transactions will not be included when you build an accounting batch file.

Finally, the Purge Suspended Accounting Transactions window allows users to remove
suspended accounting transactions from the database. After marking the suspended
transactions that you wish to purge, you must print the Purged Suspended Transactions report
before the Save button on the Purge Suspended Transactions window will enable, allowing you
to actually purge the selected transaction(s).
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To open any of the Suspension and Purge windows, select the desired item from the
Suspend/Unsuspend submenu of the Process menu.

Figure 11.1

Process Menu
Suspend/Unsuspend
Submenu

Restrictions

* Only users with a FA User Maintenance window Expenditures Update access level can
suspend and unsuspend expenditures, purge expenditures, maintain automatic suspension
rules, suspend and unsuspend accounting transactions, and purge transactions.

* A FA User Maintenance window Expenditures access level of Display-Only limits users to
view-only access to the Suspension and Purge windows.

* A FA User Maintenance window Expenditures access level of No Access prevents a user
from accessing the Suspension and Purge windows.

« Automatic Suspension - Expenditure Window Objects
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Active

This check box indicates whether the listed rule is currently active. If the check box is checked,
the rule is active.

Suspension Rule
Lists existing suspension rules.

Add
Opens the New Suspension Rule — Expenditure window, allowing you to create one or more
new suspension rules.

Modify
Opens the Edit Suspension Rule - Expenditure window, allowing you to modify an existing
suspension rule.

Delete
Removes the selected suspension rule.

Save
Accepts any changes you've made on the New Suspension Rule - Expenditure window.

Close
Closes the New Suspension Rule - Expenditure window.

Help
Accesses the Automatic Suspension - Expenditure window help topic.

2> Automatic Suspension — Expenditure Window Options

* Activate, deactivate, add, modify, or delete expenditure
suspension rules
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B Steps for Activating, Deactivating, Adding, Modifying,
or Deleting Expenditure Suspension Rules

1. Select Expenditure Suspension Rules from the Suspend/Unsuspend
submenu of the Process menu.

Figure 11.3
Opening the
Automatic

Jok Db Humtms Suspension -
i Expenditure
P Window

The Automatic Suspension window will open, displaying existing suspension rules, if
any, that you can activate or deactivate, as applicable.
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2. If you wish, check or uncheck the Active check box for the displayed rule(s). If
checked, the rule is activated; if unchecked, the rule is deactivated.

3. Select the Add button if you wish to add a new suspension rule. The New
Suspension Rule - Expenditure window will open. Use the window to create new
rules for automatically suspending imported expenditures.
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4. Select the desired new rule from the list displayed in the Available Rule Types
list box of the New Suspension Rule - Expenditure window. You can also use the
Back and Next buttons to revert to the previous rule or advance to the next rule,
respectively.

5. Enter the value that you wish to assign to the new rule in the middle window
area. You can insert more than one value by separating each desired value with
a comma (,). For the example shown, a new rule that automatically suspends all
imported transactions with P as the first character of the Serial Range has been
added.

6. Select the Apply button to preview the new rule in the lower window area. The
area describes the new rule and specified values for the rule.

Tip You can build a new rule using multiple rule types and values, but you can
create only one new rule each time you open the New Suspension Rule window. To
build a new rule using more than one available rule type, select the desired rule type,
enter the desired value(s), select the Apply button, then continue building the new
rule by selecting the next desired rule type and entering the desired value(s), then
select Apply again.

7. Select the Finish button to save the new rule. The New Suspension Rule -
Expenditure window will close. The new rule is displayed on the Automatic
Suspension — Expenditure window and is automatically activated.

8. If you wish to modify an existing suspension rule, select the Modify button on the
Automatic Suspension — Expenditure window.
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The Edit Suspension Rule — Expenditure window will open.
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Select the desired rule that you wish to modify from the Available Rule Types
list box in the upper portion of the Edit Suspension Rule — Expenditure window.
You can also use the Back and Next buttons to revert to the previous rule or
advance to the next rule, respectively.

10. Modify the existing value, or add a new value, in the middle window area for the

11.

12.

13.

selected rule. For the example shown, a new value of D has been added to the
Serial Range rule.

Select the Apply button to view the modified rule. The bottom window area
describes the modified rule and specified values for the rule.

Select the Finish button to close the Edit Suspension Rule — Expenditure
window. The modified rule is displayed on the Automatic Suspension —
Expenditure window and is automatically activated.

Select the Delete button on the Automatic Suspension — Expenditure window if
you wish to delete an existing expenditure suspension rule.
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FASTDATA will ask you to confirm the deletion.
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14. Select the Yes button to confirm the expenditure suspension rule deletion. Select
the No button if you wish to abort the deletion process.

15. Select the Save button on the Automatic Suspension — Expenditure window to
save your changes.

16. Select the Close button to close the Automatic Suspension — Expenditure
window.
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Select Expenditure(s) to be suspended/unsuspended.
This window area lists expenditures awaiting export to a site.
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Suspended
Controls/indicates whether the listed expenditure has been selected for suspension.

JON
Identifies the JON for the listed expenditure.

DCN
Identifies the Document Control Number for the listed the expenditure.

Partial/Final
Indicates whether the obligation is to be fully (F) or partially (C) liquidated when the expenditure
is processed.

Expense Element
Identifies the type of obligation or expense charge below the Function/Sub-function level. Any or
all expense elements can be incurred under a given functional category or cost account.

OMB Object Class
Identifies the Office of Management and Budget (OMB) object class designation.

Amount
Indicates the amount paid or collected.

QTY
Indicates the number of items being paid for by the expenditure.

Batch #
Identifies batches of transactions that were or will be imported or exported from one system to
another.

Suspension Type

Indicates how the user suspended the expenditure. Valid values are Invalid JON, Not
Associated to Site, Automatic Suspension, Invalid Execution Code, Manually Suspended,
Fiscal Year Out of Range, Returned From Site, Involved in Cost Redistribution, and
Corrected.

Select the search type
Allows you to search by ACRN, DCN, Doc. Type, Expense Element, JON, OMB Object
Class, or Serial #. Select the desired search type from the drop-down list.

Enter the search item
Specify the desired value for the selected search type. For example, if you selected DCN for the
search type, enter the desired DCN in this field.

Select the sort order

If you wish to change the order of the listed expenditures, select the desired value from the
drop-down list. You can sort by ACRN, DCN, Doc. Type, Expense Element, JON, OMB
Object Class, Serial #, or Suspended.
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Ascending

Descending

Select the desired radio button for the sort order type: Ascending for smallest to greatest, or
Descending for greatest to smallest.

Add All
Selects all expenditures for suspension.

Remove All
Removes the suspension from all expenditures.

Save
Saves any change you've made on the Expenditure Suspension window.

Print
Opens the Quick Print - Expenditure Suspension window, allowing you to print the Expenditure
Suspension Report.

Close
Closes the Expenditure Suspension window.

Help
Accesses the Expenditure Suspension window help topic.

P> Expenditure Suspension Window Options

e Suspend/unsuspend expenditures

* Print expenditure suspensions

B Steps for Suspending/Unsuspending Expenditures

1. Select Expenditure Suspension from the Suspend/Unsuspend submenu of
the Process menu.

Figure 11.9

Opening the
Expenditure
Suspension
Window
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The Expenditure Suspension window will open, displaying expenditures awaiting
export to a site.
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NOTE If you open the Expenditure Suspension window and no expenditure data
displays, you have not imported expenditures into FASTDATA since your last site
export. Refer to Chapter 14 for details on importing data.

2. To search for a specific expenditure or expenditures, select the desired search
type from the Select the search type drop-down list. Enter the desired value for
the selected search type in the Enter the search item field. If you wish to
change the sort order of the listed transactions, select the desired value from the
Select the sort order drop-down list and choose the desired sort order type
radio button: Ascending or Descending.

3. Check or uncheck the Suspended check box for each desired expenditure.

Tip Select the Add All button if you wish to suspend all expenditures. Select the
Remove All button to unselect all suspended expenditures.

4. Select the Print button if you wish to print the Expenditure Suspension Report.
5. Select the Save button to save your changes.
6. Select the Close button to close the Expenditure Suspension window.
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B Steps for Printing Expenditure Suspensions

August 2003

1.

On the Expenditure Suspension window, select the Print button. The Quick Print
- Expenditure Suspension window will open. The window allows you to preview
the Expenditure Suspension Report prior to actually printing it, save the contents
of the report as a file, and print the report.
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2.

Use the scrollbars and toolbar buttons to modify the view of the report.

Use the scrollbars to move through the report horizontally and vertically. Use the
VCR buttons to access the first, previous, next and last pages of the report. Use the
Zoom toolbar button to increase or decrease the magnification percentage of the
displayed report to make it easier to read, or to reduce the display so that you can
view an entire page. If you wish to see vertical and horizontal rulers on the report
window, select the View Rulers toolbar button.

3.
4.
5.

Select the Save As toolbar button if you wish to save the report data in a file.
Select the desired page orientation, Landscape or Portrait.

Select the Set Margin Offset toolbar button if you wish to increase the left or top
margin, depending on the selected page orientation. The wider margin allows for
the punching of holes on the printed report.

Select the Print toolbar button if you wish to print the displayed report.

Select the Close button to close the Quick Print window.
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- Purge Suspended Expenditures Window Objects
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Select Suspended Record(s) to be purged.
This window area lists expenditures available for purging.

Purge
Indicates/controls whether the listed expenditure will be included in the purge action.

JON
Identifies the listed expenditure’s 11-character JON.

DCN
Identifies the Document Control Number for the listed expenditure.

Partial/Final
Indicates whether the obligation is to be fully (F) or partially (C) liquidated when the expenditure
is processed.

Expense Element
Identifies the type of obligation or expense charge below the Function/Sub-function level. Any or
all expense elements can be incurred under a given functional category or cost account.

OMB Object Class
Identifies the OMB object class designation.

Amount
Indicates the amount paid or collected.

QTY
Indicates the number of items being paid for by the expenditure.
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Batch #
Identifies batches of transactions that were or will be imported or exported from one system to
another.

Suspend Code
Indicates the reason for the expenditure suspension. Valid values are Invalid JON, Not
Associated to Site, Automatic Suspension, Invalid Execution Code, Manually Suspended,

Fiscal Year Out of Range, Returned From Site, Involved in Cost Redistribution, and
Corrected.

Add All
Selects all suspended expenditures for purging.

Remove All
Removes the purge checkmark from all suspended expenditures.

Save
Saves any change you've made on the Purge Suspended Expenditures window.

Print
Opens the Quick Print - Purge Suspended Expenditures window, allowing you to print the
Purged Suspended Expenditures report.

Close
Closes the Purge Suspended Expenditures window.

Help
Accesses the Purge Suspended Expenditures window help topic.

/@Purge Suspended Expenditures Window Options

* Purge suspended expenditures

» Print purged suspended expenditures
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B Steps for Purging Suspended Expenditures

1. Select Purge Suspended Expenditures from the Suspend/Unsuspend
submenu of the Process menu.
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Figure 11.13
Opening the
Purge
Suspended
Expenditures
Window

The Purge Suspended Expenditures window will open, displaying expenditures
available for purging.
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2. Check or uncheck the Purge check box for the desired expenditures.

Tip Select the Add All button if you wish to purge all suspended expenditures.
Select the Remove All button to unselect all suspended expenditures marked for

purging.

3. Select the Print button to print the Purged Suspended Expenditures report.

NOTE You must print the report before the Save button on the Purge Suspended
Expenditures window will enable, allowing you to actually purge the selected
expenditure(s).
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4.

5.

Select the Save button to save your changes. The suspended expenditures
selected for purging are removed from the database.
Select the Close button to close the Purge Suspended Expenditures window.

B Steps for Printing Purged Suspended Expenditures

August 2003

1.

On the Purge Suspended Expenditures window, select the Print button. The
Quick Print - Purge Suspended Expenditures window will open. The window
allows you to preview the Purged Suspended Expenditures report prior to
actually printing it, save the contents of the report as a file, and print the report.
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2. Use the scrollbars and toolbar buttons to modify the view of the report.

Use the scrollbars to move through the report horizontally and vertically. Use the
VCR buttons to access the first, previous, next and last pages of the report. Use the
Zoom toolbar button to increase or decrease the magnification percentage of the
displayed report to make it easier to read, or to reduce the display so that you can
view an entire page. If you wish to see vertical and horizontal rulers on the report
window, select the View Rulers toolbar button.

3.
4.
5.

Select the Save As toolbar button if you wish to save the report data in a file.
Select the desired page orientation, Landscape or Portrait.

Select the Set Margin Offset toolbar button if you wish to increase the left or top
margin, depending on the selected page orientation. The wider margin allows for
the punching of holes on the printed report.

Select the Print toolbar button if you wish to print the displayed report.
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NOTE You must select the Print toolbar button on the Quick Print - Purge
Suspended Expenditures window to print the report if you wish to save any changes
you've made on the Purge Suspended Expenditures window. The Purge Suspended
Expenditures window Save button that allows you to actually purge the selected
expenditure(s) is unavailable until you print the report.

7. Select the Close button to close the Quick Print window.

« Automatic Suspension — Transaction Window Objects
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Figure 11.16
Automatic Suspension —
Transaction Window

Active
This check box indicates whether the listed rule is currently active. If the check box is checked,
the rule is active.

Suspension Rule
Lists existing suspension rules.

Add
Opens the New Suspension Rule — Transaction window, allowing you to create one or more
new suspension rules.

Modify
Opens the Edit Suspension Rule — Transaction window, allowing you to modify an existing
suspension rule.

Delete
Removes the selected suspension rule.

Save
Accepts any changes you've made on the New Suspension Rule — Transaction window.
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Close
Closes the New Suspension Rule — Transaction window.

Help
Accesses the Automatic Suspension — Transaction window help topic.

2> Automatic Suspension — Transaction Window Options

» Activate, deactivate, add, modify, or delete transaction
suspension rules

B Steps for Activating, Deactivating, Adding, Modifying,
or Deleting Transaction Suspension Rules

1. Select Automatic Suspension from the Suspend/Unsuspend submenu of the
Process menu.

Figure 11.17
Opening the
Automatic
Suspension
Transaction
Window

The Automatic Suspension - Transaction window will open, displaying existing
suspension rules, if any, that you can activate or deactivate, as applicable.
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2.

If you wish, check or uncheck the Active check box for the displayed rule(s). If
checked, the rule is activated; if unchecked, the rule is deactivated.

Select the Add button if you wish to add a new suspension rule. The New
Suspension Rule window will open. Use the window to create new rules for
automatically suspending imported accounting transactions.
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4. Select the desired new rule from the list displayed in the Available Rule Types

list box of the New Suspension Rule — Transaction window. You can also use the
Back and Next buttons to revert to the previous rule or advance to the next rule,
respectively.

Enter the value that you wish to assign to the new rule in the middle window
area. You can insert more than one value by separating each desired value with
a comma (,). For the example shown, a new rule that automatically suspends all
imported transactions with an Expense Element of 540 has been added.
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August 2003

6. Select the Apply button to preview the new rule in the lower window area. The

area describes the new rule and specified values for the rule.

Tip You can build a new rule using multiple rule types and values, but you can
create only one new rule each time you open the New Suspension Rule window. To
build a new rule using more than one available rule type, select the desired rule type,
enter the desired value(s), select the Apply button, then continue building the new
rule by selecting the next desired rule type and entering the desired value(s), then
select Apply again.

7. Select the Finish button to save the new rule. The New Suspension Rule —
Transaction window will close. The new rule is displayed on the Automatic
Suspension — Transaction window and is automatically activated.

8. If you wish to modify an existing suspension rule, select the Modify button on the

Automatic Suspension — Transaction window.

The Edit Suspension Rule — Transaction window will open.
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9.

Select the desired rule that you wish to modify from the list displayed in the upper
portion of the Edit Suspension Rule — Transaction window. You can also use the
Back and Next buttons to revert to the previous rule or advance to the next rule,
respectively.

10. Modify the existing value, or add a new value, in the middle window area for the

selected rule. For the example shown, a new value of 915 has been added to the
Expense Element rule.

11. Select the Apply button to apply the modified rule. The bottom window area

describes the modified rule and specified values for the rule.

12. Select the Finish button if you have no additional rule(s) to modify. The Edit

Suspension Rule — Transaction window will close. The modified rule is displayed
on the Automatic Suspension — Transaction window and is automatically
activated.
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13. Select the Delete button on the Automatic Suspension — Transaction window if
you wish to delete an existing suspension rule.

FASTDATA will ask you to confirm the deletion.
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Figure 11.21
Automatic
Suspension —
Transaction
Message

14. Select the Yes button to confirm the transaction suspension rule deletion. Select

the No button if you wish to abort the deletion process.

15. Select the Save button on the Automatic Suspension — Transaction window to

save your changes.

16. Select the Close button to close the Automatic Suspension — Transaction

window.
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Select Accounting Transaction(s) to be suspended/unsuspended.
This window area lists transactions available to be suspended/unsuspended.

Suspended
Indicates and controls whether the listed transaction has been suspended. If the check box is
checked, the transaction has been suspended.

Site
Identifies the site associated with the listed transaction.

Execution Code

Displays the three-character code that controls transaction processing and posting of the
general ledger in the target accounting system. Valid values are 510 for accounts payable, 540
for obligations, and 915 for commitments.

Document Number
Lists the Document Control Number associated with the transaction.

JON
Lists the job order number (JON) associated with the transaction.

ACRN
Identifies the accounting classification reference number (ACRN) associated with the
transaction.

Qty

Indicates the number of items ordered.

Amount
Indicates the amount of the transaction.

Record Type
Indicates the nature of the accounting transaction.

Record Type Code Transaction Type Indicates

P Receipt Partial

Q Receipt Final

C Expenditure Partial

F Expenditure Final

T Any Monetary adjustment

U Change to a contract number or
DO/BPA

Replacement of the value for
JON, Expense Element, Traveler
Name, Government Indicator,
Country Code, or Estimated
Return Date

N Any New commitment, obligation, or
receipt
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Select the search type
Allows you to search by ACRN, DCN, Doc. Type, Execution Code, Expense Element, JON,
OMB Object Class, Serial #, or Site. Select the desired search type from the drop-down list.

Enter the search item
Specify the desired value for the selected search type. For example, if you selected DCN for the
search type, enter the desired DCN in this field.

Select the sort order

If you wish to change the order of the listed transactions, select the desired value from the drop-
down list. You can sort by ACRN, DCN, Doc. Type, Execution Code, Expense Element, JON,
OMB Object Class, Serial #, Site, or Suspended.

Ascending

Descending

Select the desired radio button for the sort order type: Ascending for smallest to greatest, or
Descending for greatest to smallest.

Add All
Selects all transactions for suspension.

Remove All
Removes the suspension from all transactions.

Save
Accepts any changes you've made on the Accounting Transaction Suspension window.

Print
Opens the Quick Print - Accounting Transaction Suspension window, allowing you to print the
Suspended Accounting Transaction Report.

Close
Closes the Accounting Transaction Suspension window.

Help
Accesses the Accounting Transaction Suspension window help topic.

/@Accounting Transaction Suspension Window Options

* Suspend/unsuspend accounting transactions

* Print accounting transactions
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Steps for Suspending/Unsuspending Accounting
Transactions

1. Select Transaction Suspension from the Suspend/Unsuspend submenu of
the Process menu.
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Figure 11.23
Opening the
Accounting
Transaction
Suspension
Window

The Accounting Transaction Suspension window will open, displaying expenditures
available for suspending and unsuspending.
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NOTE If you open the Accounting Transaction Suspension window and no
transactions display, you have not imported site data into FASTDATA since your last
export to the accounting system. Refer to Chapter 14 for details on importing data.

2. To search for a specific transaction or transactions, select the desired search
type from the Select the search type drop-down list. Enter the desired value for
the selected search type in the Enter the search item field. If you wish to
change the sort order of the listed transactions, select the desired value from the
Select the sort order drop-down list and choose the desired sort order type
radio button: Ascending or Descending.
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3. Check or uncheck the Suspended check box for each desired transaction.

Tip Select the Add All button if you wish to suspend all transactions. Select the
Remove All button to unselect all suspended transactions.

4. Select the Print button to print the Suspended Accounting Transaction Report.

5. Select the Save button to save your changes.

6. Select the Close button to close the Accounting Transaction Suspension

window.

B Steps for Printing Accounting Transactions

1. On the Accounting Transaction Suspension window, select the Print button. The
Quick Print - Accounting Transaction Suspension window will open. The window
allows you to preview the Suspended Accounting Transaction Report prior to
actually printing it, save the contents of the report as a file, and print the report.

Tip You also can view information on suspended accounting transactions on the
Suspended Accounting Transactions Report.
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Figure 11.25
Printing the
Suspended

Accounting

Transaction
Report

2. Use the scrollbars and toolbar buttons to modify the view of the report.

Use the scrollbars to move through the report horizontally and vertically. Use the
VCR buttons to access the first, previous, next and last pages of the report. Use the
Zoom toolbar button to increase or decrease the magnification percentage of the
displayed report to make it easier to read, or to reduce the display so that you can
view an entire page. If you wish to see vertical and horizontal rulers on the report
window, select the View Rulers toolbar button.

3. Select the Save As toolbar button if you wish to save the report data in a file.
4. Select the desired page orientation, Landscape or Portrait.
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5. Select the Set Margin Offset toolbar button if you wish to increase the left or top
margin, depending on the selected page orientation. The wider margin allows for
the punching of holes on the printed report.

6. Select the Print toolbar button if you wish to print the displayed report.

7. Select the Close button to close the Quick Print window.

- Purge Suspended Accounting Transactions Window
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Select Suspended Record(s) to be purged.
This window area lists accounting transactions available for purging.

Purge
Indicates and controls whether the listed transaction will be removed from the database. If the
check box is checked, the transaction will be removed when you select the Save button.

Site
Identifies the site associated with the listed transaction.

Batch ID
Identifies the batch file in which the listed transaction was imported.

Execution

Displays the three-character code that controls transaction processing and posting of the
general ledger in the target accounting system. Valid values are 510 for accounts payable, 540
for obligations, and 915 for commitments.

DCN
Identifies the document control number (DCN).
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ACRN
Identifies the accounting classification reference number (ACRN) with which the transaction is
associated.

JON
Identifies the listed transaction’s 11-character job order number (JON).

Amount
Indicates the amount associated with the listed transaction.

Quantity
Indicates the number of items ordered.

Partial/Final
Indicates whether the obligation is to be fully (F) or partially (C) liquidated when the transaction
is processed.

Add All
Selects all listed transactions for purging.

Remove All
Unselects all listed transactions for purging.

Save
Removes the selected suspended transactions from the database.

Print
Opens the Quick Print - Purge Suspended Accounting Transactions window, allowing you to
print the Purged Suspended Transactions report.

Close
Closes the Purge Suspended Accounting Transactions window.

Help
Accesses the Purge Suspended Accounting Transactions window help topic.

/@Purge Suspended Accounting Transactions Window
Options

* Purge suspended accounting transactions

* Print purged suspended transactions
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B Steps for Purging Suspended Accounting
Transactions

1. Select Purge Suspended Transactions from the Suspend/Unsuspend
submenu of the Process menu.
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Figure 11.27
Opening the
Purge
Suspended
Accounting
Transactions
Window

The Purge Suspended Accounting Transactions window will open and a list of
transactions available to be purged will display.
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2. Check or uncheck the Purge check box for the desired transaction(s).

Tip Select the Add All button if you wish to purge all available suspended
transactions. Select the Remove All button if you wish to deselect all suspended
transactions marked to be purged.

3. Select the Print button to print the Purged Suspended Transactions report.
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NOTE You must print the report before the Save button on the Purge Suspended
Accounting Transactions window will enable, allowing you to actually purge the
selected transaction(s).

4.

5.

Select the Save button to save your changes. The transaction(s) selected for
purging are removed from the database.

Select the Close button to close the Purge Suspended Accounting Transactions
window.

B Steps for Printing Purged Suspended Transactions

1. On the Purge Suspended Accounting Transactions window, select the Print

button. The Quick Print - Purge Suspended Accounting Transactions window will
open. The window allows you to preview the Purged Suspended Transactions
report prior to actually printing it, save the contents of the report as a file, and
print the report.
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2. Use the scrollbars and toolbar buttons to modify the view of the report.

Use the scrollbars to move through the report horizontally and vertically. Use the
VCR buttons to access the first, previous, next and last pages of the report. Use the
Zoom toolbar button to increase or decrease the magnification percentage of the
displayed report to make it easier to read, or to reduce the display so that you can
view an entire page. If you wish to see vertical and horizontal rulers on the report
window, select the View Rulers toolbar button.

3.
4.
5.

Select the Save As toolbar button if you wish to save the report data in a file.
Select the desired page orientation, Landscape or Portrait.

Select the Set Margin Offset toolbar button if you wish to increase the left or top
margin, depending on the selected page orientation. The wider margin allows for
the punching of holes on the printed report.
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NOTE You must select the Print toolbar button on the Quick Print - Purge
Suspended Accounting Transactions window to print the report if you wish to save
any changes you've made on the Purge Suspended Accounting Transactions
window. The Purge Suspended Accounting Transactions window Save button that
allows you to actually purge the selected transaction(s) is unavailable until you print
the report.

6. Select the Print toolbar button if you wish to print the displayed report.
7. Select the Close button to close the Quick Print window.
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