Quick instructions of how to enter a transaction in the PSR.

A transaction denotes a “reprogramming” of funds from one PSR line to another.  This can be as simple as an OA change or as complex as an ITEM or PROGRAM change which in turn could mean movements of funds between BA’s or APPN’s.

A transaction can be a many to one or one to many type.  A many to one would be where there may be many PSR lines sending money to a single line or many PSR lines receiving money from a single line.

Entering a transaction

· Open the PSR
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· Choose a cell to enter a value into by double-clicking on that cell.  This would normally allow you to enter a new value and/or note for the cell.
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The new edit dialog now has two data entry boxes for the dollars both of which show dollars and cents.  The first box allows you enter the value in normal text fashion.  You may move the cursor to modify a specific digit.  The second box does not allow cursor movement but adds or subtracts digits from the right side.  You may double-click on this box to enter a delta amount.  A delta will change the existing number by a specific value.  For instance, if you had started out with 947 and wanted to subtract 50, you could double-click and just enter (-50) into the delta window without having to do the subtraction before hand.
By default transactions are turned of and the “Don’t use transactions” setting is on.  This allows you to enter dollar amounts and notes just as before.

To use the transaction mode, click on the “Do use Transactions” words or radio button.
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Notice now the top data entry boxes are grayed and the data entry boxes in the transactions area are enabled (white).

Start by entering an amount.  We’ll use 1k or 1000.00
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Notice when you type into either $ box, the other changes as you go.

After typing in a value, you must now link the transaction to another PSR line.  You may do this in one of two ways:  1st – you may use the partner combo-box to choose the partner row.
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The above shows the partner combo box.  The combo-box is organized by OA/ITEM/PROGRAM in the order that the PSR lines appear in the detail tab of the PSR.

*NOTE – If the PSR is filtered (showing a sub-set of records by using a search option), only those PSR lines will appear in the list.  For instance, if you had to reprogram DPG to JOEF, you could tag those two rows and do a search tags first.  Then only those rows would show up for selection.
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The second way to choose a partner row is to click on the button labeled “->” next to the partner combo-box.  This will produce a list of PSR rows where you can easily navigate to the desired row.
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Simply find the row you want and click once on it to make it current (cyan row cursor) and then press the OK button.  For instance, the 5Y/JI0003/JSGPM row would be selected in the above example.
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After you select the partner row, it will appear in the combo-box as selected.

After that you may enter a note for that transaction.
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Once a transaction is completed you may enter another if there are more.
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After you have finished entering the transactions, you press the OK button at the bottom right of the transaction dialog window.
[image: image11.png]



Once this is done, JSCBIS will record the transactions.  Notice here, we entered three transactions for DPG that had corresponding bill or bill payer operations with three other PSR lines (JSAM, MSR, and JSGPM).  Notice that these transaction did not have to entered on those other lines.  Using a Search excludes zero on the OA ADJUSTMENTS column we end up with 4 rows.
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Notice that the column is net-sum zero.  By definition, all data entered in transaction mode will be net-sum zero.

If we double-click on the MSR OA ADJUSTMENTS cell we see:
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Notice the all the information has been filled in for us.  Let’s see what would happen if we changed either the note or the dollar amount here.
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We changed the value to -4000 and also added “(changed note)” to the note text.

When we press the OK button the PSR now shows:
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And when we go back to the DPG line it shows:
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Also notice the entry boxes at the top show the total of all transactions when in transaction mode (1000 – 1000 + 4000 = 4000). 

The last option is the “Compile” button.  This button will compile all the transaction notes into the cell note.  Pressing the “Compile” button shows the following warning:
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Press Yes to see the below result.
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The cell note now shows all a summary of all the individual transactions.
