From:
Commanding General, Marine Corps Combat Development Command

Subj:
ACCOUNTING FOR TEMPORARY ADDITIONAL DUTY (TAD) WITHIN STANDARD ACCOUNTING, BUDGETING, AND REPORTING SYSTEM (SABRS LTR-012)

Ref:
(a) CG, MCCDC ltr 7000 C 184 of 1 Oct 91 (SABRS Ltr 5)


(b) SABRS User’s Manual; Travel Subsystem

Encl:
(1) SABRS Standard Operating Procedure (SOP) #1 for TAD – Obligate Only Procedure

1. Reference (a) established the Temporary Additional Duty (TAD) and blocking Travel Order Numbers procedures to be followed by Fund Administrators (FA’s) in processing TAD orders into Standard Accounting, Budgeting, and Reporting System (SABRS). Because subject system was not fully operational on 1 October 1991, a backlog has resulted in the recording of TAD orders. The procedures outlined in reference (a) will no longer be used, with the exception of paragraph 4, which still applies. A new Statdard Document Number (SDN) will result when the enclosure is used to process the backlogged TAD orders into SABRS. FA’s will record the new SDN on the file copy of the travel orders no backlogged, as well as on all future TAD orders that are manually prepared.

2. Once the TAD order backlog is eliminated, FA’s will follow the procedures described in references (a) and (b) for processing manually prepared TAD orders into SABRS. FA’s should then only use the enclosure when SABRS is “down” for extended periods; after issuing emergency travel orders; or at year-end when new fiscal year data must be cited.

3. Questions may be directed to Libby Patton, Resource Evaluation and Analysis Branch, Comptroller Division, ext. 3379.

K. R. BURNS
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SABRS STANDARD OPERATING PROCEDURE (SOP) #1

FOR

TAD – OBLIGATE ONLY PROCEDURE

STEP 1

GO INTO MAINFRAME

STEP 2

SABRS MAIN MENU – CHOOSE #6 (TRAVEL) PRESS ENTER

STEP 3
TRAVEL ORDER PROCESSING MENU – CHOOSE #1 (CMD TRAVEL ORDER PROCESSING) PRESS ENTER

STEP 4
CMD TRAVEL ORDER PROCESSING MENU - 
CHOOSE #9 (RESERVE/VIEW BLOCK) PRESS ENTER DO NOT ENTER A SDN

TURN TO PAGE 46 OF THE TRAVEL MANUAL FOR USE IN CONJUNCTION WITH THESE STEP BY STEP INSTRUCTIONS


RESERVE/VIEW BLOCK OF TRAVEL ORDER NUMBERS SCREEN WILL APPEAR.

STEP 5

CHOOSE OPTION #1 (CREATE BLOCK) TAB TO NAME FIELD

STEP 6

FILL IN THE FOLLOWING BLANKC EXACTLY WITH:

STEP 7

NAME:
RESERVE TONS (TAB)



STEP 8    OFFICAL SITE: MCCDC, QUANTICO, VA (TAB)


STEP 9
   ORG ELM: *



(TAB)




*ENTER YOUR OWN ORG ELM, e.g. COMPT DIV/REA BR

STEP 10

PURP CODE: 
(CHOOSE YOUR PURPOSE CODE FROM THE SELECTIONG ON PAGE 47 OF THE TRAVEL MANUAL AND PRESS TAB)

STEP 11

FY: 92 (TAB) ALREADY PRESENT

STEP 12
TYPE OF ORDERS:
(CHOOSE YOUR TYPE OF ORDERS FROM THE SELECTION ON PAGE 47 OF THE TRAVEL MANUAL)

CURSOR WILL AUTOMATICALLY MOVE TO THE FIP FIELD

STEP 13

ENTER APPRPRIATE AND REQUIRED FIELDS 



(SEE EXAMPLE OF FIP ON NEXT PAGE)

FINANCIAL INDICATOR POINTER
AAC
  FA
 WC
FC
OCSOC
CAC
BRC
LOCAL USE
RON
RBC

M0000*  * 
 * 
* 
21XO
*  
  
        
   
 


	



SHOULD ALREADY BE PRESENT

  *
ENTER APPROPRIATE CODING

----SEE NOT ON NEXT PAGE----
NOTE:
YOU CANNOT CHANGE THE OCSOC IN THE FIP; VISUALLY THE OCSOC WILL BE ‘21X0,’ THE SYSTEM WILL AUTOMATICALLY CHANGE THE OCSOC ACCORDING TO THE PURPOSE CODE YOU SELECT. THE FIRST DIGIT OF THE SOC CORRESPONDS TO THE PURPOSE CODE.

STEP 14



AFTER ENTERING ALL REQUIRED FIELDS PRESS TAB

STEP 15

NUMBER OF ENLISTED PERSONNEL:
ENTER THER NUMBER OF ORDERS YOU WANT TO RESERVE FOR ENLISTED PERSONNEL, e.g. 10 (TAB)
NUMBER OF OFFICERS:
ENTER THE NUMBER OF OFFICERS YOU WANT TO RESERVE FOR OFFICERS, e.g. 10 (TAB)
NUMBER OF CIVILIANS:
ENTER THE NUMBER OF ORDERS YOU WANT TO RESERVE FOR CIVILIANS

WHEN BLOCK OF TRAVEL ORDER NUMBERS ARE RESERVED THE SCREEN WILL GIVE A MESSAGE IN THE UPPER LEFT HAND CORNER OF:

TRAVEL ORDER NUMBERS HAVE BEEN ASSIGNED

STAY ON THIS SCREEN

STEP 16

CHOOSE OPTION #2 (VIEW BLOCK)

STEP 17

ENTER THE NAME OF THE BLOCK EXACTLY AS YOU JUST PREVIOUSLY RESERVED IT. (e.g. RESERVE TONS)

STEP 18
TAB DOWN TO FUND ADMINISTRATOR (FA) IN THE FIP LINE OF ENTER THE APPROPRIATE FA CODE. PRESS ‘ENTER.’
YOUR RESERVED BLOCK OF TRAVEL ORDERS NUMBERS WILL APPEAR AS REQUESTED FOR YOU TO VIEW ONLY.

VIEW THE NUMBERS AND CHOOSE (BY WRITING IT DOWN ON A PIECE OF PAPER) THE TRAVEL ORDER NUMBER YOU WANT.

STEP 19
PRESS ALT 3 TWICE – (THIS WILL TAKE YOU BACK TO THE COMMAND TRAVEL ORDER PROCESSING MENU)

STEP 20

SELECT OPTION #2 (MODIFY TRAVEL ORDER)

STEP 21
TAB TO THE SDN FIELD AND ENTER THE APPROPRIATE SDN FROM THE PREVIOUSLY RESERVED TRAVEL ORDER NUMBERS PRESS ENTER

MAINTAIN TRAVEL ORDERS’ SCREEN WILL APPEAR

TURN TO PAGE 37 OF THE TRAVEL MANUAL FOR USE IN CONJUNCTION WITH THESE STEP BY STEP INSTRUCTIONS
**NOTE**


THERE WILL BE SEVERAL FIELDS ALREADY PRESENT;
· FIELDS FILLED-IN WHITE ARE HARD CODED AND CANNOT BE CHANGED. (on a TELEX there isn’t a color difference)

· OTHER FIELDS FILLED-IN CAN BE CHANGED WITH THE EXCEPTION OF THE PROCEED ON OR ABOUT (POA) FIELD – IT CANNOT BE CHANGED. THE POA DATE IS THE DATE THAT THE RESERVED BLOCK OF TRAVEL ORDER NUMBERS WERE RESERVED.

STEP 22
TAB TO THE FIELDS THAT NEED TO BE CHANGED STARTING WITH THE NAME FIELD – TYPE OVER RESERVED TONS WITH THE INDIVIDUAL WHO IS TRAVELING; MAKE SURE ALL REQUIRED FIELDS ARE FILLED;

**NOTE**

LEAVE THE R-OFF FIELD BLANK; FILL IN THE A-OFF FIELD WITH YOUR FUND ADMINISTRATOR NUMBER

STEP 23

WHEN SATISFIED PRESS ENTER
THE RECORD IS NODIFIED IF THE SYSTEM TAKES YOU BACK TO THE COMMAND TRAVEL ORDER PROCESSING MENU

STEP 24

SELECT OPTION #6 (OBLIGATE ONLY TRAVEL ORDER) 

STEP 25
TAB TO THE SDN FIELD AND ENTER THE APPROPRIATE SDN FROM THE PREVIOUSLY MODIFIED TRAVEL ORDER NUMBERS PRESS ENTER
TURN TO PAGE 41 OF THE TRAVEL MANUAL FOR USE IN CONJUNCTION WITH THESE STEP BY STEP INSTRUCTIONS
STEP 26

CHECK INFORMATION ON SCREEN; IF CORRECT CHOOSE Y AND PRESS ENTER
**NOTE**

THE OBLIGATION WILL OCCUR ONLY IF Y IS CHOSEN. THE COMMAND TRAVEL ORDER PROCESSING MENU WILL APPEAR.

TO DOUBLE CHECK THE OBLIGATION:

STEP 27


ATL 4 – CHOOSE MAJOR ACTIVITY




(e.g. E)

STEP 28

SELECT OPTION #12 (REPORTS INQUIRY)

STEP 29

SELECT OPTION #5 (TRAVEL INQUIRIES)

STEP 30

SELECT OPTION #4  (DISPLAY SPECIFIC TRAVEL RECORD/WITH THIS SELECTION THE ONLY REQUIRED FIELD IS “C”)

STEP 31
TAB DOWN TO THE (C) FIELD AND ENTER THE SDN OF THE PREVIOUSLY OBLIGATED TRAVEL ORDER PRESS ENTER
OBLIGATED TRAVEL ORDER WILL APPEAR ON THE SCREEN

