GTAS-FACTS II OVERRIDE REQUESTS INSTRUCTIONS
MAX COLLECT EXERCISE INSTRUCTIONS

The Basics

How are these instructions organized?

These instructions contain five sections:

· This section describes the basics
· Step 1 describes how you fill in the various parts that make up a request
· Step 2 describes how you fill in PART I:  Treasury Account Symbol Information section
· Step 3 describes how you fill in PART II: Agency Override Justification section
· Step 4 describes how you fill in PART III: Fatal Edit and Validation Suppression section (if applicable)
· Step 5 describes how you fill in PART IV: United States Standard General Ledger (USSGL) section (if applicable)
· Step 6 describes how you fill in PART VII: COMMENTS (if applicable)
· Step 7 describes how you move your record to the next Stage (for Treasury\OMB approval)? 



What will I see when I go into the exercise? 

When you enter the MAX Collect Exercise you will see a Navigation “tree” on the left side of the screen.  Click on the + signs to expand the tree.  You will see a folder with your name and GTAS-FACTS II USERID (USERID).  
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If you do not see a folder with your name, please send an email to GTAS.Team@bpd.treasury.gov and ttancre@omb.eop.gov.


What terminology in this system may be new to me?

The MAX Collect system is used for many exercises, not just GTAS-FACTS II override requests.  You will see two terms in these instructions that may not be familiar to you now.

· Category is the system name that corresponds to a folder.  The most important folder has your name.

· Item is the system name that corresponds to a specific request.  


How can I see my override requests or add a request?

Click on the + signs on the folder with your name to expand the tree. You will see your USERID and any requests you have already created.
 
IMPORTANT: If you click on a category and it asks you to “move” the category, ALWAYS CLICK CANCEL!! See screenshot below.
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Moving the category will make it extremely difficult to locate your requests. 

How can I expand the width of the Navigation tree or Detail view to see better? 
Similar to Excel, if you move your cursor over the vertical blue bar separating the Navigation tree from the Detail view, you can drag the cursor right or left to see more or less of what you are working on.
 


How can my manager review without going into the MAX Collect? 

In the top row of your item (request), you will see the option to Export to Excel. This will export the data from the “Account Information” section only.
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Additionally, under “Export” in the top right-hand corner of the exercise, you can export all items (requests) to excel, word, or PDF. Note, if you want to export all of your requests, highlight the USERID name (do not check the box) and choose the export option below.

Item export (highlight item and choose export from template view on the right):
[image: ]

USERID export (highlight category and choose export from template view on the right):
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STEP 1

How do I create my request? 

1. Put your cursor over your USERID and click. You will then see a screen on the right side. Note: You will only see your USERID (e.g., ALFRED BUCK (ABUCK500); ALICIA HARRIS (AHARR526)). Don't expect to see other USERIDs. 

2. Click on the words "Add Item."
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3. In the "Item name" field, enter your Request number and Treasury Appropriation Fund Symbol (e.g., Request #1 99-X-1234; Request #2 99-2014/2015-1234; Request #3 99-2014-1234). 

4. Select the “GTAS/FACTS II Override Request” from the Item Template dropdown list.

5. Click "Save" on the lower left.
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NOTE: Once it has saved you will see an “Edit” button under Actions. DO NOT CLICK THIS.
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6. The Default Workflow Status is "Agency Review.”  If for any reason, the Status is not "Agency Review," you may change it by clicking “Update.”

[image: ]


7. Continue to add as many items as necessary.

8. Once you are done adding items, YOU MUST click the green refresh button in the upper left-hand corner. 
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STEP 2

How do I fill in PART I:  Treasury Account Symbol Information section? 

1. After creating your items and refreshing, navigate to the appropriate category and USERID and click on the item you wish to edit. You should then see the PART I:  Treasury Account Symbol Information section. 

2. Click on “Edit” to begin. 
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If you have not entered data yet, there should be a row by default. If you need an additional row, select “Add Row.”

89-X-0321 Fatal Edit Suppression Example
 
[image: ]
SELECT the required information as follows for each Treasury Appropriation Account Fund Symbol (TAFS) associated with the USERID:
 
· Repeat Period: Select the reporting period (e.g., 2014-06, 2014-07) for which you are requesting an override.
· System: Select Treasury’s reporting system (e.g., GTAS, FACTS II)
· Request Type:  Select one of the eight request types:
1. BEA Category:  Please provide contact information for a contact in the Budget Office, which is typically more involved in BEA designations, and attach a copy of the latest apportionment or most recent SF 133 that includes a different BEA Category than is currently in FACTS II or GTAS.  OMB approves (or rejects) these kinds of requests.

2. Fatal Edit and Validation Suppression:  Please provide a very brief description for your request.  If you are using exhibits or illustrations to justify your request, please attach these as a Word doc (preferred) or PDF.  In general, OMB will review and approve (or reject) all requests regarding budgetary trial balances and Treasury will review and approve (or reject) all requests regarding balances in proprietary SGL accounts.

3. Non-Federal Exception:  Please attach a copy of the law that provides authority for the program to use funds from partners designated as Non-Federal Exceptions as a budgetary resource without cash (i.e., Fund Balance With Treasury).  In general, agencies may not treat funds that come from outside the Federal government as valid budgetary resources unless there is an exception in statute that allows them to do so.  (See section 20.4(b) of OMB Circular No. A-11.)  OMB will review and approve (or reject) these kinds of requests.

4. Reporting Type Code (Appropriation Flag):  Please provide documentation, e.g., the latest approved apportionment, which supports the use of a currently prohibited reporting type, e.g., USSGL account 4382, Appropriation Flag "I," Authority Type "B" and Reduction Type "ATB."  In addition, provide contact information for a manager in the Budget Office who is familiar with this subject.  Requests that impact budgetary accounting are first approved (or rejected) by OMB.  After OMB approves a request, Treasury will approve (or reject) the request.

5. Reporting Type Code (Authority Type):  Please provide documentation, e.g., the latest approved apportionment, which supports the use of a currently prohibited reporting type, e.g., USSGL account 4382, Appropriation Flag "I," Authority Type "B" and Reduction Type "ATB."  In addition, provide contact information for a manager in the Budget Office who is familiar with this subject.  Requests that impact budgetary accounting are first approved (or rejected) by OMB.  After OMB approves a request, Treasury will approve (or reject) the request.

6. Reporting Type Code (Reduction Type): Please provide documentation, e.g., the latest approved apportionment, which supports the use of a currently prohibited reporting type, e.g., USSGL account 4382, Appropriation Flag "I," Authority Type "B" and Reduction Type "ATB."  In addition, provide contact information for a manager in the Budget Office who is familiar with this subject.  Requests that impact budgetary accounting are first approved (or rejected) by OMB.  After OMB approves a request, Treasury will approve (or reject) the request.


7. Supplemental window (limited to Intra-governmental trial balances reported each quarter):  Agencies may request a supplemental window for reporting revised Intra-governmental trial balances.  Agencies may make requests for these windows for reporting periods ending Dec 31, Mar 31, Jun 30 and Sept 30.  The supplemental windows would open at least one day after the normal window closes.  Treasury reviews and approves (or rejects) requests for supplemental windows.  Typically, agencies would use the supplemental windows to provide more up-to-date reporting of Trading Partner assignments or to reflect quarterly accruals.

8. Other:  Use only if one of the categories above does not identify your type of override request.

· User: Select the USER.  The USER should have limited to only one USERID which should be the same as your category folder.  

· Account Type: Based on the USER you selected, you will then be given a list of four possible account types:  Clearing Account, Deposit Fund, Expenditure, Available Receipt, Unappropriated Receipt, Unavailable Receipt to choose from.

· Agency: Based on the USER and Account Type you selected, you will then be given a list of possible Agencies to choose from. 

· Treasury Account Symbol:  Based on the USER, Account Type, and Agency you selected, you will then be given a list of possible Treasury Account Symbols to choose from.  If you do not see the appropriate TAFS, please email ttancre@omb.eop.gov with your treasury agency code and the Treasury Account (including period of availability) you need to be added.

[bookmark: _GoBack]When you have completed all of the information make sure to click on “Save” at the top of the section. 


STEP 3

How do I fill in PART II: Agency Override Justification section? 

In the PART II: Agency Override Justification section, click “Edit Table.” You should provide information that explains and supports your agency’s request for the specific override.  When you have completed all the information, make sure to click on “Save” at the top of the section.
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If there is supplemental information that is part of the agency override justification but could not be incorporated in narrative format, attach the document (PDF format) by clicking on “UPLOAD FILES.”
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STEP 4

How do I fill in PART III: Fatal Edit and Validation Suppression (if applicable)? 

1. Click on “Edit” to begin. 

2. If you have not entered data yet, there should be a row by default. If you need an additional row, select “Add Row.”

3. Select the following information:
a. Treasury Financial System:  You will be given a list of three possible account types:  GTAS edit, FACTS II edit, and GTAS validation.
b. Edit/Validation:  You will be given a list of the specific GTAS/FACTS II edits (e.g., Fund Balance With Treasury) and GTAS validation (e.g., Apportionment Category B Program Code).
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STEP 5

How do I fill in PART IV: United States Standard General Ledger (USSGL) (if applicable)? 

1. Click on “Edit” to begin. 

2. If you have not entered data yet, there should be a row by default. If you need an additional row, select “Add Row.”

3. Select the following information:
a. USSGL account:  You will be given a list of possible proprietary and budgetary US Standard General Ledger (USSGL) accounts (e.g., 1010 Fund Balance With Treasury).
b. Attribute:  You will be given a list of the specific attributes (e.g., Authority Type).
c. Attribute Domain Value:  Based on the attribute you selected, you will then be given a list of attribute domain values (e.g., Appropriation).
d. USSGL account balance change (optional):  If you have an USSGL account balance that is impacted, you may identify the balance change.
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NOTE: No agency action is required for Parts V (OMB Approval for Expenditure Accounts) and VI (For the Department of the Treasury, Bureau of Fiscal Service Use Only)
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STEP 6

How do I fill in PART VII: COMMENTS section (if applicable)? 

This section is available for the agency (e.g., USER), Treasury (Fiscal Services) and OMB to provide comments that to the agency override request.
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STEP 7

How do I move my record to the next Stage? 

In the upper right-hand corner you will see the Phase option. After making your selection, click on “Update” which is to the right of the selection box.

Option:

· For the Agency: move the STATUS from “Agency Review” to “Promote [Agency Review  Treasury/OMB Approval]” to have Treasury and OMB review your override request.



Final Checklist 

· Are all parts of the Reduction request completed? 
· Are all parts SAVED? 
· Is the request at the correct STAGE? 
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PART II: Agency Override Justification
Provide explanation that supports your agency's request for the override.
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Attach Document
Attach PDF file of any supplemental information that is part of the agency override justification but could not be incorporated in narrative format.
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PART IV United Stated Standard General Ledger (USSGL) (f applicable)
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PART VIl: COMMENTS
Please provide any comment(s) that you would share.
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