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1.0 Purpose of Centrally Billed Account Reconciliation

Tool
1.1 The Centrally Billed Account (CBA) Reconciliation Tool is designed to
support Transportation Offices that do not use the DTS CBA reconciliation
tool.
1.2 This documentation is intended to assist the reconciler in the use of the

CBA reconciliation tool. It is not intended to establish policy or procedures
regarding CBA reconciliation.

1.3 This documentation is intended for persons designated as a “User” in the
tool. Administrative functions are addressed in a separate document.



2.0 System Requirements

2.1 The CBA Reconciliation Tool is a web-based application that functions
optimally under the following:

2.1.1 Internet Explorer 6.0
2.1.2 Flash Player 9.0

2.1.2.1 If you do not have Internet Explorer 6.0 or Flash Player 9.0, please
see your systems administrator



3.0 Logging On — First Time Users

3.1 To access the CBA Reconciliation tool, go to
https://www.defensetravel.dod.mil/CBA on your web browser.

User Login

Usertlame |

Password

Register for an account

Forgot vour password?

3.2 You will be prompted to enter your username and password to log into the
tool.

3.2.1 If you are a first time user who has had your user name and
password pre-loaded for you, enter your new user name and
password. You will be prompted to change your password before
proceeding.

3.2.2 If you are a first time user and have not had an account established
for you, click the Register for an account link to create a user profile.
First time users will see the following screen:

Please provide the fallowing infarmation:

First Name
Midcdle Name |
Last Name
Phone No
Email
Verify Email |

Service Select = |

Major Command | gglect (v

If Other, enter Major Command below:

Organization | Salact v
If Other, enter Organization below:

For easier digestion, we will break this screen into two parts; individual information
and organization information.


https://www.defensetravel.dod.mil/CBA

3.3 Fill in the individual's name and contact information in the upper portion of
this screen.

3.3.1 Middle Name is optional
3.3.2 Please enter your commercial phone number

Flease provide the following information:

First HName

Middle Hame

Last Name

Phone Mo

Email

Yerify Email




3.4 Select the appropriate organization information using the drop down
menus.

Service Select

Major Command Select w

If Other, enter Major Command below:

Organization | Sglect w

If Other, enter Crganization below:

"~ Sumit |

3.4.1 Click the “Service” drop down menu to select your branch of service or
agency.

3.4.2 Click on “Major Command” to narrow down your major command. If
you don’t see your command, select “Other.”

3.4.3 If your major command is further broken down into organizations, the

drop down menu “Organization” will be activated. Click on
“Organization” to identify your organization. If you don’t see your
organization, select “Other.”

About the “Other” Option: Please use this option sparingly and fill in as much
identifying information as possible in the text box. When you select “ Other,”
your registration request is routed to your CBA administrator, who must research
and identify your organizational structure before you can be given access to the

tool.
3.5 Press the Submit button once all of your profile information has been
entered.
3.6 If your profile information has been entered successfully, the tool will

inform you that your information has been received.

User Information

We have received your information. You will receive an email shorily with your login information.




3.7 The information will be sent to your organization’s CBA Administrator for
approval. Once you are approved, you will receive an e-mail with your
user ID and a temporary password.

3.8 You will be prompted to change your password upon your first log-on and
thereafter, every 90 days.

3.8.1 Passwords must meet the following requirements:
3.8.1.1 Password must be at least eight characters long
3.8.1.2 Password must contain one of each of the following:

3.8.1.2.1 Uppercase Character

3.8.1.2.2 Lowercase Character

3.8.1.2.3 Numeric Character

3.8.1.2.4 Special Character (!, @, #, etc.)



4.0 Logging On — Returning Users

41.1 Returning users will see the following screen:

User Login

Submit

Reqgister for an account.

Eorgot yvour password?

4.2 Enter your username and password into the appropriate fields and press
Submit.
4.3 If you have forgotten your password and/or username, click the Forgot
your password? link.
43.1 You will be asked to enter your email address. Be sure to enter the
email address from your profile.
4.3.2 Your password and username will be emailed to you.
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5.0 Main Screen

When you log into the system, you will see the following toolbar:

Using this toolbar will allow you to access different functions in the program.

5.1 New Invoice — Brings you to a screen that will allow you to enter a new
invoice, load CTO transactions for a new invoice, and print reconciliation
reports for validation.

5.2 Edit/Select Invoice — Displays any credit card vendor (CCV) invoice
loaded into the tool, and allows you to select any previously loaded invoice
for editing, viewing, and printing.

5.3 Discrepancies — Displays a list of all the discrepancy transactions loaded
into the tool for a specific account/invoice. You have the ability to edit,
undo, find, preview, and print transactions.

5.4 Reconciled — Displays a list of all the reconciled transactions loaded into
the tool. You can add, edit, undo changes, find, preview, and print
transactions.

5.5 PAC — Displays Previously Applied Credits (PAC) for viewing only.

Previously applied credits cannot be edited.

5.6 Logs — Displays transaction logs. The logs keep a history of all the active
disputes, resolved disputes, late fees, and advance credit transactions
from each invoice. It consists of account summaries and individual
transactions.

5.7 Reports — Displays a list of the reports that are available to be previewed
or printed within the CBA Reconciliation Tool.

5.8 Export — Displays the Export Invoice Builder that will help you export a
new invoice statement.

5.9 Exit — Allows you to exit the tool.

5.10 Help — Loads the Centrally-Billed Account (CBA) Reconciliation Tool
Instructions.

11



6.0 Adding Accounts

6.1 To add an account within the CBA Reconciliation Tool, click Edit/Select
Invoice from the main toolbar.

6.1.1 If you need to edit or delete an existing account, please contact your
CBA Administrator for assistance.

6.2 The tool will display the credit card accounts for your organization that are
currently loaded into the tool.

pancies | Reconcled | PAC | Logs | Reports | Export | Exit | Help

Select Invoice Statement Account

|9999999999999999 — 5B55865655808658

Select Invoice Statement Account

6.3 Click the Add CC button.

12



6.4 You will be asked to enter the Transaction Credit Card number and the
Central Credit Card account number. Once you have entered the two
account numbers, click Add Account.

nciled | PAC | Logs | Reporis | Export

Add New/Edit Account

Transaction CC# |4436160000000000

Central CC# 4436161111111111

I Add Account
vl

6.5 The tool will return to the display of credit card accounts for your
organization. The new account is now listed.

Select Inveice Statement Account

[ATaT R TN TaTaTaTarar SEaagoo0no

T

4456160000000000 — 4486161111111
I

g haicc

Select Invoice Statement Account
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7.0 Creating New Invoices

7.1 The New Invoice Builder walks you through the process of creating a new
CCV invoice and loading the associated CTO files. Start by clicking on
the New Invoice link from the main toolbar.

7.2 Click the Next link.

v dit'Select Invoice Discrepancies Reconciled PAC Logs Reports Export Exit

Welcome to the New Invoice Builder

This builder will help you in creating and loading a new invoice for reconciliation.
With this builder you will:

# Create a New Invoice
» Loadthe Transactions for the New Invoice
+ Printthe Reconciliation Reports for Validation

Please click the Mext button to continue.

7.3 A display showing all the credit card accounts for your organization will
appear.

cies Reconciled | PAC | Logs | Reports | Export | Exit | Help

Select Inveoice Statement Account

99999999999599999 — G0000000G0535534
4456160000000000 — 4486161111111

Add CC

Select Invoice Statement Account ’

7.4 Select the appropriate account for the invoice being loaded and click
Select Invoice Statement Account.

14



7.5 To enter a new invoice’s information, click Add Invoice.

New Invoice Statement Setup

Select an invoice or click "Add Invoice™ to add a new invoice.

Select Invoice

7.6 Enter the necessary information from the Credit Card Vendor (CCV)
invoice statement into the appropriate fields (for the location of the

information on a sample invoice, see Attachment 1).

7.6.1 Click on the calendar icons to select the “Invoice Date” and “Receive
Date”
7.6.2 Use your tab key to move from field to field. This will allow the system

to calculate the total due as you go.

zconciled | PAC | Logs | Reports | Export

New Invoice Statement Setup

Transaction CC#: 4486-1600-0000-0000
Central CC# 4486-1611-1111-1111

Invoice #: 001597500022 |
Invoice Date: |[]B_-"EI 72007 |ﬁ
Receive Date: |II]B.-"14.#'EUU?

Purchases: |141?U.E1

Credits; 1503.39

Prompt Pay Charges: |[]

Amount Due: |1EEE?.42

Add/Edit Invoice |

15



7.6.3

7.6.4

7.7

7.7.1

1.7.2

7.7.3

7.7.4

7.8

Note: The Amount Due will populate automatically after entering all of
the invoice information.

Note: All fields must be filled. If Purchases, Credits, or Prompt Pay
Charges are zero, enter 0.00.

Click Add/Edit Invoice once all of new invoice information has been
entered correctly. The system will prompt you to upload the files provided
by the CTO. These files are:

GTS.TXT — Billing and Line of Accounting Data

DISC.TXT — Discrepancies (items the CTO could not reconcile to their
database)

PAC.TXT — A list of previously applied credits (only applicable if TMO
accepts Advance Credits)

ITIN.TXT — Itinerary data of reconciled transactions

Uploading CTO Billing files (for users with Flash Player 9.0 — all other
users see “Uploading CTO Billing files for users without Flash Player

9.0")

New Invoice Statement Setup

Completing the New Invoice Statement Builder.

You have completed the steps required to import the transactons for the following Invoice Statement

Click the Load File link to upload new files, or chose the files for this invoice.

(M Upload File

16



7.9 Locate the new invoice files by clicking Browse for Files.

Select the files to process or upload new files to process.

File Type File Size

Browse For Filas

7.10 Once you have found the appropriate files, highlight the files and click on
the Open button to capture the files

Select file(s) to upload by ...185.2.17 [2|X]

Laok in: | £ $5.422.90 - 2407

File name: |"pac. bt efisc but gts tat” Vitin bt

Files of type:  |CBA RECONCILIATION FILES (*tst)

17



7.11

7.12

7.13

Click the Upload button to import the files into the reconciliation tool.

| File Upload Control

File File Type File Size
PAC. THT THT 0 kb
DISC.TAT TRET 1 kb
GTS. THT THT 3 kb

ITIN.THET THET 2 kb

Total Files: 4 Total Size: 7 kb

L Browse For Files ‘l uUpload J. Remowve JL Clear all J

When the upload is complete, the top of the screen will indicate if the files

were imported successfully into the tool’s database.

Inv. # 001806900001
New Invoice | Edit’Selectinvoice | Discrepancies | Reconciled | PAC | Logs | Reports

Load Disk

The input data has successfully uploaded inte our database.

Click any tab above 1o proceed.

Click any of the main toolbar’s tabs to continue.

18



7.14 Uploading CTO Billing files (for users without Flash Player 9.0 — all
other users see “Uploading CTO Billing files for users with Flash

Player 9.0")

New Invoice Statement Setup

Completing the New Invoice Statement Builder.
You have completed the steps required to import the transactons for the following Invoice Statement

Click the Load File link to upload new files, or chose the files for this invoice.

(M Upload File

7.15 If you do not have Flash Player 9.0 or higher, you will see the following
screen.

Select the files to process or upload new files to process.

This content requires the Adobe Flash Player. Get Flash

Discrepancy (disc.txt) I
S
| [ i |

Reconciled {gts.txt)

Invoice (itin.txt) _

Previously Applied Credit (pac.txt)
- denctes file already uplosded.

All files sre reguired.

Upload Files

7.16 Place the CTO diskette in your A drive and click on the first Browse
button.

19



7.17 Once you have found the appropriate file, highlight the file and click on the
Open button to capture the file

&3
Look ir: | 3% Floppy &) =] « ok -
E s
: El g

Iy Recent [Z] itin
Documerts &) pac
’_greports

=
2]
&
o
=1
=l

L_.

fy Documents

@

My Compiter

My Metwork File name: |disc g Open |
Places

Files af type: |AII Files ") LI

|

7.18 Repeat the process until all four CTO billing files are uploaded, then click
the Upload Files button to capture the files.

This content requires the Adobe Flash Player. Get Flash

Discrepancy (disc.txt) !A:";disc.t)d [ Browse...

Reconciled (gts.txt) A \gts txt [ Browse...

Invoice (itin.txt) A itin. txt ((Browse...

Previously Applied Credit {pac.txt) !A:"\pac_txt [ Browse_

° denctes file slresdy uplosded.

All files are required.

Upload Files

20



7.19

7.20

7.21

Once the files are uploaded, you will see the following screen.

File Upload Status:

The following files were uploaded successiully:

discbd
ats bt
itin.bd
pac.td

Parse Uploaded Files

Click the Parse Uploaded Files button to import the files into the

reconciliation tool.

When the upload is complete, the top of the screen will indicate if the files

were imported successfully into the tool's database.

Inv. #: 001805900001
New Invoice | EditfSeled Invoice

Recondled | PAC | Logs | Reporis

Discrepandes

Load Disk

The input data has successfully uploaded inte our database.

Click any tab above 1o proceed.

Click any of the main toolbar’s tabs to continue.
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8.0

8.1

8.2

8.3

Processing Discrepancy Transactions

Discrepancies are transactions on the current CBA invoice that did not
match a record in the CTO’s back office system. These items must be
resolved or disputed before the CBA reconciliation can be completed.

To view an invoice’s discrepancy transactions, click Discrepancies from
the main toolbar.

A chart entitled Discrepancy Transaction Detail displays all of the
discrepancy transactions for the invoice.

Discrepancy Transaction Detail

Status
NOCHG
NOCHG
NOCHG
cCv
[s1e)
cCcv
cCcv
NOCHG
cCv
cCv
[s1e)
NOCHG
CHANGE

8.4

Air Ticket Number Passenger Name CR Ticket Amount APPN SDN FSN SSN Order Number Invoice Number Invoice Date ReferenceNumber

000
000
018
016
453
001 137

$731.40 021370 04/05/2006  24717056095130957572750
$27850 021370 04/05/2006 24717056095130957572933
$278.50 021370 04/05/2006  24717056095130957572941
§-459.10 03/10/2006 747926260732469001467168
ACHTEM/CURTIS $443.20 2162020222020 023185 333364665 002016 03/13/2006  24792626073246900384665
ALEXANDERLOHMN $230.60 9760100 ALET751TG04005 023185 526927751 004005 04/03/2006  24717056094580941025664
ALSUP/CHRISTOPHER $ 65270 21620200000 GRPO0O00TGO4037 023185 000000000 004037 04/06/2006 24036216097661900383640

526

016 2139636337

001

016 1364703152

220

220 1383272747

8.3.1

CONGERMJOHN $ 146.80 04/06/2006 24792626097624183260764
KOPERSKIJAMES §8.12 04/04/2006 24792626095683000038011
MARVINIPHYLLIS $86.10 21520200000 023185 477327890 A10007 03/14/2006  24036216074661900286477
MARVINPHYLLIS $3.85 03/19/2006 24792626074246900416037
WILLIAMSIMARY D $-2,206.20 03/09/2006 74026856072072446610240
WILLIAMS/MARY $0.00 03/08/2020 24026856072072446516988

The chart may be sorted by clicking any of the column titles. To sort
the transactions in reverse order, click the column title twice.

To make any changes to an individual discrepancy transaction, click the
Ticket Number or Passenger Name that appears in link format.

A new window will be generated containing the details of the transaction,
as well as a toolbar containing the following options:

8.5.2

8.5.3

Edit — Allows you to change the detailed information of a transaction.
Click in the appropriate boxes and enter the correct information.

Reconcile — Reconciles a discrepancy transaction and moves the
transaction to the Reconciled list.

Late Fee — Marks a transaction as a Late Fee. A copy of the
transaction will be sent to the Late Fee transaction log. Late fees will
be displayed in brown text.

22



8.5.4

8.5.4.1

8.5.4.2
8.5.4.3

Dispute — Allows you to mark a transaction as disputed. Once
disputed, the transaction status will change to CCV and will be

displayed in blue. Once you click Dispute from the toolbar, you will be

prompted to:

Enter the Reference Number from the credit card vendor’s
statement (if CTO does not pre-populate this field)

Enter the posting date.
Enter the dispute amount.

8.5.4.3.1 Unlike reconciled transactions, discrepancy transactions

CANNOT be partially disputed.

8.5.4.3.2 Once a dispute has been filed, the transaction will remain under

8.5.4.4
8.5.45

8.5.4.6

8.5.4.7

8.5.5

8.5.5.1

8.5.6

8.5.7
8.5.8
8.5.9

8.5.10

Discrepancies with its status changed to CCV.
Select the dispute reason from a drop-down list.

Add any explanatory remarks you may have. Any remarks you
enter will be printed on the CCV dispute notification form.

Once you have entered the necessary information, click OK to
submit the dispute.

The information of the dispute will be printed on the Credit Card
Vendor (CCV) Dispute and Remark forms. A copy of the
transaction will be put into the Active Dispute log.

Delete — Allows you to delete a transaction from the CTO transaction
totals. Deleted discrepancies will be displayed in red text with a
strikethrough.

Note: deleting a record only removes it from the CTO totals. The
CCV totals (the amount the credit card vendor expects to be paid)
remains the same.

Undo — Allows you to undo any of the changes made to the
transaction.

Preview — Displays a detailed report for an individual transaction.
Print — Prints a copy of the discrepancy transaction detail chart.

Previous — Allows you to bring up the previous transaction from the
list.

Next — Allows you to bring up the next transaction from the list.
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9.0 Processing Reconciled Transactions

9.1 Reconciled transactions are transactions on the current CBA invoice that
matched in the CTO’s back office system or have been deleted .

9.2 To view reconciled transactions loaded from the CTO’s CBA file, click
Reconciled from the main toolbar.

9.3 A chart entitled Reconciled Transaction Detail displays all of the
reconciled transactions from the invoice. The records are color coded to
indicate the status of the item.

9.3.1 Black text indicates a reconciled transaction that has not been
changed by the TMO.

9.3.2 Green text indicates a newly added item (manually added by TMO).

9.3.3 Blue text indicates a record that has been modified.

9.34 Red-with-a-Strike-Through indicates an item that has been deleted

from the CTO'’s reconciliation file.

Reconciled Transaction Detail

Add New Record

Status  Air Ticket Passenger Name CR ;:::r:t Order  lnvoice Invoice Referencehun

Number
A 001 EWl DMARY R §-2 M1 11111111111 1111111111111 111111 111111111 11 12/03/2007 1111111111
CHANGE 890 £102081253 BERNAL/ROBERT $4.54 0000 181105 S 000000888 729200 10/22/12007
CHANGE 526 2340180678 MCMAHON/SEAN $233.80 0005 1111111111111 8 000001109 728200 10/09/2007
BELEFE 526 2340356625 SHINEJEREM=H 523360 bob S43295620 7283060 o 402007
NOCHG 890 8102121493 ADAMSMARCU $4.54 000 540041903 729700 10/24/2007
NOCHG 526 2341197600 ALTEMOSE/BRIAN $233.80 000 000002941 728800 10M15/2007
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9.4 If you would like to add a new reconciled transaction, click Add New
Record.

Trans. CC#: 4486160000000001
Central CC#: 4486160000000002
Inv. #: 0000946000032

New Invoice Edit'Select Invoice Nist cies FAC Logs Reports Export

Reconciled Transaction Detail

Add New Record

Status Air Ticket Number Passenger Name CR Ticket Amount APPN SDN FSN SSN Ord
NOCHG 526 2715210923 ALSUP/CHRISTOPHER $ 146.80 21620200000 GRPO0ODOTGO4037 023185 004
NOCHG 125 1366219991 ARMSTROMGIKRISTINE $914.30 2162020 ARM4974TFIB038 023185 FJ8i

94.1 Enter the necessary information into the transaction detail window that
appears. Once you click Add/Edit, the passenger and accounting
information will be added to the list and will be given the status of
ADDED.

Edit Reconciled Transaction Detail

Edit Dispute Delete Undo Preview Print Previous

Air Code:

Ticket
Number:

Passenger:

Credit Type: | Debit

Ticket
Amount:

Reference
#

0.00

10/02/2007

9.5 To make any changes to an individual discrepancy transaction, click the
Ticket Number or Passenger Name that appears in link format.
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9.6

Edit

A new window will be generated containing the details of the transaction,
as well as a toolbar containing the following options:

9.6.1

9.6.2

9.6.2.1

9.6.2.2

Dispute Delete Undao Preview Print Previous Mext _ Close

Edit — Allows you to change the detailed information of a transaction.
Click in the appropriate boxes and enter the correct information.

Dispute — Allows you to mark a transaction as disputed. Once you
click Dispute from the toolbar, you will be prompted to:

Enter the Reference Number from the credit card vendor’s
statement.

Enter the posting date.

9.6.2.3 Enter the dispute amount.

9.6.2.3.1 Reconciled transactions may be disputed totally or partially.

9.6.2.3.1.1 For patrtial disputes, the disputed amount will be
subtracted from the ticket amount. A new transaction will
be created with the partial dispute amount and placed in
the Discrepancies file. The transaction will be updated
with the new ticket amount and will stay in the reconciled
transaction file. It will be marked with a status of
CHANGE.

9.6.2.3.1.2 A total dispute will remove the transaction from the
Reconciled file and place it in the Discrepancies file.

9.6.2.4 Select the dispute reason from a drop-down list.
9.6.2.5 Add any remarks.
9.6.2.6 Once you have entered the necessary information, click OK to

submit the dispute.

9.6.2.7 The information of the dispute will be printed on the Credit Card

9.6.3
9.6.4

9.6.5
9.6.6
9.6.7

9.6.8

Vendor (CCV) Dispute and Remark forms. A copy of the
transaction will be put into the Active Dispute log.

Delete — Allows you to delete a transaction.

Undo — Allows you to undo any of the changes made to the
transaction.

Preview — Displays a detailed report for an individual transaction.
Print — Prints a copy of the reconciled transaction detail chart.

Previous — Allows you to bring up the previous transaction from the
list.

Next — Allows you to bring up the next transaction from the list.
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10.0 Viewing Previously Applied Credit (PAC) Transactions

10.1 Previously Applied Credits (PAC) are credits that were taken on a
previous CBA invoice, but did not post until the current invoice.

10.2 To view a list of all previously applied credit (PAC) transactions loaded
from the CTO files, click PAC from the main toolbar.

10.3 A chart entitled Previously Applied Credit Transaction Detail displays all of
the PAC transactions from the invoice.

Trans. CC#: 4486160000000001 e
Central CC#: 4486160000000002 CBA Reconciliation Tool

Inv. #: 0000946000032

New Invoice EditfSelect Invoice Discrepancies Reconciled PAC (JELE Reports Export | Exit | Admin

Previously-Applied Credit Transaction Detail

Status Air Ticket Number Passenger Name  CR Ticket Amount APPN SDN FSN SSN Order Number Invoice Number Invoice Date ReferenceNumber
NOCHG 016 1363272544 MCREYNOLDSISRAEL P $- 507 60 9711X8242 023185 003007 03/10/2006 74792626075246700139593
NOCHG 037 1363272974 CARVER/DOUGLASL P $-817.10 21620200000 CAR8279BADG00Z 023185 0D6002 03/14/2006 74492806082426400004196

10.4 To view a PAC transaction in a new window, click on the Passenger
Name that appears in link format. The transactions will be in “read-only”
format, which prohibits you from changing any information on the
transactions.

10.5 A new window will be generated containing the details of the transaction,
as well as a toolbar containing the following options:

10.5.1 Preview — Displays a detailed report for an individual transaction.
10.5.2  Print — Prints a copy of the PAC transaction detail chart.

10.5.3  Previous — Allows you to bring up the previous transaction from the
list.

10.5.4  Next — Allows you to bring up the next transaction from the list.
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11.0 Transaction Logs

11.1 The transaction log keeps a history of all Active Disputes, Resolved
Disputes, Late Fees, and Advance Credit transactions for each invoice. It
consists of Account Summaries and Transactions.

11.2 To access the transaction log, click Logs from the main toolbar.
11.3 Another toolbar will appear below the main toolbar with the following
options:

11.3.1 Active Dispute — Displays all of the active dispute transactions from
an invoice statement.

11.3.2 Resolve Dispute — Displays all of the resolved dispute transactions
from an invoice statement.

11.3.3 Late Fee — Displays all of the late fee transactions.
11.3.4  Advance Credit — Displays all of the advance credit transactions.

114 On each log type, Account Summaries will display a summarization of all
such transactions associated with a credit card invoice. It will contain the
total dispute/late fee amount and the total count of transactions on that
invoice.

Account Summaries

Transactions CC# Invoice Number Total AmountTotal Count
44861600000000010000946000032  $1,196.07 g

4486160000000002111111111111 §4,775.20 10
4436160000000003 2222222222222 §441.70 1
4436162000000001 2222222222222 $-2,781.50 1
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12.0 Reports

12.1 Using the CBA Reconciliation Tool gives you the opportunity to view and
print available reports.

12.2 Note: The tool defaults to portrait mode for printing. Reports that need to
be printed in landscape mode will be followed by the word “Landscape” in
the selection list. To print in landscape mode, select File, select Page
Setup, click on Landscape and click “OK.”

12.3 At any time you have the opportunity to print and/or preview any report
from the CBA Reconciliation Tool. This can be done by using the print
and preview functions from your web browser.

12.4 To access any available reports, click Reports from the main toolbar.

12.5 At the top of the Reports list is a 1034 Dispute/Info link that allows you to
complete a 1034 Public Voucher and Dispute form (to see a blank
example, see Attachment 2). Any information entered will transfer
automatically onto the form. The empty fields are located under the
following tabs:

12.5.1 Designated Paying Office (under tab 1034 DPO) — Enter the DPO
contact information for inclusion in the 1034 Public Voucher form.

1034 DPO 1034 CCV 1034 Account Manager 1034 Certifying Office Dispute Form

Name:
Address:

Address 2:

City:

Zip:
Finance POC:

Finance POC No.:

m Click "Submit” to save this info.

12.5.2  Credit Card Vendor (under tab 1034 CCV) — Enter the credit card
vendor’'s company name and address information for inclusion in the
1034 Public Voucher form.
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1034 DPO 1034 CCV 1034 Account Manager 1034 Certifying Office Dispute Form

Name:

Address:

Address 2:

City:

m Click "Submit” to save this info.

12.5.3 Account Manager (under tab 1034 Account Manager) — Enter the
account manager information for inclusion in the 1034 Public Voucher
form.

1034 DPO 1034 CCV 1034 Account Manager 1034 Certifying Office Dispute Form
ATTN:

Name:

Address:

Address 2:

|
|
|
|
City: |
|
|
|
|

m Click "Submit™ to save this info.

12.5.4  Certifying Office (under tab 1034 Certifying Office) — Enter the
Certifying Office address and contact information for inclusion in the
1034 Public Voucher form.

1034 DPO 1034 CCV 1034 Account Manager 1034 Cerfifying Office Dispute Form

Name: |

Title: |

m Click "Submit” to save this info.

12.5.5 Dispute Form (under tab Dispute Form) — Enter the information for
the CCV dispute form for inclusion in the 1034 Public Voucher form.
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12.6

1034 DPO 1034 CCV 1034 Account Manager 1034 Certifying Office Dispute Form

The following reports are available for viewing. Reports that need to be
printed in landscape format are so noted.

Reports

Reconciliation Tool

1034 Disputelinfo

Detailed Current Bill - Landscape
Detailed Current Bill - Add and Deleted (Part 21 - Landscape

Detailed Current Bill - Final Summary (Part 21 - Landscape

CTO Reconciliation Worksheet - Landscape

Dispute Motification - Landscape

Discrepancy - Landscape
Advance Credits - Landscape
Current Bill (Passenger Mame Sorted) - Landscape

Missing

Information (Short - Landscape

Previously-Applied Credit - Landscape

Credit Card Vendor
Credit Card Vendor Remarks

1034 Public Voucher Form

12.6.1

12.6.2

12.6.3

12.6.4

12.6.5

12.6.6

Detailed Current Bill — Displays a detailed listing of the current bill.
The report will reflect all changes made to the transactions.

Detailed Current Bill - Added and Deleted (Part 2) — Shows all
transactions that were ADDED or DELETED from the current bill.

Detailed Current Bill — Final Summary (Part 3) — A summary of
transactions reconciled for payment to the credit card vendor.

CTO Reconciliation Worksheet — A balancing report of what has
been loaded versus what has been entered from the CCV invoice.

Dispute Notification — A report of disputed transactions that are being
sent to the credit card company. These are transactions that were
billed on the invoice statement but could not be identified.

Discrepancy — A listing of all discrepancy transactions.
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12.6.7

12.6.8

12.6.9

12.6.10

12.6.11

12.6.12

12.6.13

Advance Credits — Reflects credits that have been reported to the
CTO but have not completed the credit card vendor cycle.

Current Bill — (sorted by passenger name) — A detailed current bill
sorted by passenger name. The report reflects all changes made to
the transactions.

Missing Information (Short) — A list of transactions missing APPN,
SSN, or Travel Order Number.

Previously-Applied Credit (PAC) — A list of transactions that were
advanced credits on a previous reconciliation that have now completed
the cycle to the CCV. These transactions are flagged as previously
applied credits to avoid taking the credit twice.

Credit Card Vendor — Dispute Form — This form is used to dispute
any transactions to the CCV.

Credit Card Vendor Remarks — Used as a supplement to the CCV
Dispute Form, this form is where you make remarks to the credit card
vendor regarding your disputed transaction.

1034 Public Voucher Form — Government form authorizing payment
amount to the credit card vendor.
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13.0 Exporting an Invoice Statement

13.1 The Export Invoice Builder enables you to export an invoice statement
quickly and easily. To access the export function, click Export from the
main toolbar.

13.2 The welcome screen for the Export Invoice Builder explains how the

application assists you in exporting reconciliation files. Press the Next
button to proceed and press Next again.

Trans, CC#: 4486160000219482
Central CC#: 4486160000219581
Inv. # 0015975000022

Mew Invoice | Edit/'SelectInvoice | Discrepancies | Reconciled | PAC | Logs | Reports §3{:lyl| Exit | Admin | Help

Export Invoice Builder

Welcome to the Export Invoice Builder!

This builder helps you with exporting reconciliation files. With this builder yvou will be able to:
+ Exportfiles for Finance.

[t

13.3 Confirm that the invoice statement you plan to export is correct. Once you
have checked the information, click the Export button to export the invoice
statement. Please be patient as the exporting process may take a few
minutes. If you chose to email the transaction files, they will be sent
automatically at this time.

33



Completing the Export Invoice Builder

You have completed the steps to export the transactions for the following Invoice Statement.
Please click Export when you are ready to export.

The process may take a few minutes so please be patient.

Transaction CC# 4486160000000001
Central CC#:  4486160000000002
Invoice Number: 0000945000032
Invoice Date:  08/21/02
Receive Date:  08/29/02
Export Date:  09/17/07

134 When the export is complete, the top of the screen will indicate if your file
export was successful.

( File Export successful. )
S ™

et As .."or"Save Link As ..." to save the zip file.

13.5 To download the file, click on CBAReconToolOutput.zip.
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13.6 You will see the following screen:

File Download
Do you want to open or sgave this file?

ﬁ_ Mame: CEAReconToolOutpUt. zip
Type: Compressed (zipped) Folder, 2. 79KE
From: s, defensetravel.dod. mil

| Dpa(j Save ]I Dancel |

Always azk before opering this bype of e

i L | While hles from the Intemet can be useful, some files can potentially
g harm your computer. If you do not liust the source, do not open or

save this file. What's the nisk?

13.6.1 Click on “Save”

13.7 Select the folder on your PC that you want to save the file in and click

save.
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i

Save As

Savein | (=) My Documents

i C3Cognos BI CBT
:___J Didfas
Recent CoGeneral DTMO Documents
[ My Data Sources

— My eBooks
B %w Music
&My Shapes
My videos

D

Saveaslype: | Compressed [zipped) Folder

13.8 You have now saved your DFAS files in a .zip format. The file name is
CBAReconToolOutput.zip

13.8.1  To Unzip your files:
13.8.1.1 Right click on the Zip file.
13.8.1.2 Select the option “Extract All...”
13.8.1.3 Follow the steps on the Windows Extract Wizard

13.8.2  To send the files to DFAS, either copy the extracted files to a diskette
or, if your office’s rules allow, send the files to DFAS as an
attachments to an e-mail.
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14.0 Working with Prior Invoices

14.1 Because the tool archives all invoices, you have the opportunity to work
with, view, and/or print from any invoice previously entered into the tool.

14.2 Click on the Edit/Select Invoice button from the main toolbar to begin
your edits.

14.3 Highlight the appropriate invoice account from the list shown by clicking on

it. Press Select Invoice Statement Account after you have highlighted
the account.

Reconciled PAC Logs Repaoris Export Exit

Select Invoice Statement Account

| 1486160000000001 — 4486160000000002 Y]

4486160000000003 — 4486160000000004

4486160000000003 — 4486160000000005 m
4486160000000003 — 4486160000000011
|4486160000000003 G0000000040

Select Invoice Statement Account '

14.4 You will see the following screen

Reconciled | PAC | Logs | Reports | Export | Exit | Help

New Invoice Statement Setup

Select an invoice or click "Add Invoice” to add a new invaoice.

|Se|ect Invoice V|
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14.5 Select the appropriate invoice from the drop-down list shown.

New Invoice Statement Setup

Select an invoice or click “Add Invoice™ to add a new invoice.

| Select Invoice |
Select Invoice i
B 0002508000106 Add Invoice
1001597500022
—

14.6 Press Submit.

Reconciled | PAC | Logs | Reports | Export | Exit | H

New Invoice Statement Setup

Select an invoice or click “Add Invoice™ to add a new invoice.

Tnn9205000106 [l

Add moice

14.7 Once you click on Submit, that account will be loaded into the tool for

you to work with.
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15.0

Attachments

(this page intentionally left blank)
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Attachment 1

s;ankot America <2z~

Invoice Number

INVOICE# 0015975000022 DBO# 00OOQOOD

HalL PawdENT To: W

f‘—'=_:§ GOVERNMENT CARD SERVICES
e ¥ PO BOX 15732

= WILMINGTON DE 19886-5732
=

=i

==z USMEPCOM HQ STAFF DTS

= = HQ USMEPCOM

==& 2834 GREEN BAY RD

= NORTH CHICAGO IL 40064

1261595 2996228 2998228 448L1LD
n5LARG00E 05730000

PAGE ¥ OF 1

Invoice Date

ACCOUNT NUMBER

T LGB6-1600-

nasi STATEMENTOATE W PAYMENT DUE DATE
fviee | AUG 07, 200 P06, 2007
1o
< BB NTMLM AN
UNT DUE .
PAYMENT 29,982, 78
HEW
= £NAO000 LS BALANCE $29,982.28
AMOUNT
encLosen | §

REMIT W V.5, F
[0 CHECK BOX BWO [MDICATE ADIMESS CHANGE cwpqsfms!

0
dAGLg due

EELCH WKL A0 WEINN
SEFH REAT ) TARCE

CORPORATE ACCOUNT ACTIVITY

DETING TRAMEACTION A-ATM C-CONY CK AMCHINT, CR-CREDST
ATE DESCHIPTION DATE T-THAYLA CX PY-PATMENT [ DEBIT
19 GONT REMITOT20I8 050407 FO0NY # ofan 21285 pY

FEF T44mE1ITIRIR /000019004 MOT. 000 PHOME

INDIVIDUAL CARDHOLDER ACTIVITY

SMEPCOM HQ STAFF DTS CREDITS PURCHASES CASH ADVANCES  OTHER CHARGES TOTAL ACTIVITY
1BE- 1600 $1,50339 Si4.0 A s0.00 $0.00 $12,667 42
ISTING TRANSACTIGN AATM C-CONY 0K AMOLUNT CR.CREDNT
ATE DESCHIFTION DATE T-TRAVLACK PY -PAYMENT DR-DEBIT
I8 ASENT FEE  £3081541 50045 CWT/ALEXANDERIL G0 a8 DR
HEF 24T1705T1BESE1REIT 30616 MOMGST1  PHONE

N . . TET:E302154 150045 MyvAT CVAT [

DARP ¥AA SVCY DARP XAD PREPANT TICKET FR DEP 070807

MASTER FITE ACCOUNT CODE

I ACEUUNT SURMARY

| FURCHASES &

sENCY CODE . UTHER CHARGES « 14,1 ?ngj__r
\X_EXEHPT # _ :
1Y CITY PALR PROGHRAM PARTICIPANT * * *
WIZED BALANGE | PREVIOUS BALANUE | CURRENT BALANCE ACCOUNT WUMEBER
RCHASES L . 0ES
SHADVANCES | S 008 L1 L
Balance Subject To | DALY AMRLAL BAONTHLY CREDIT
Finance Chaege PERIDDIC  [PERCENTAGE g LT
- Computation code FATE RATE STERLIED
Sow reverse side S 2000000 00 | CONVENIENCE
FURCHAZES SINGLE | SHECKHS + 0.00
FURZHASE TRAVELERS
$ 00 V000000 0% | § 0.0 LT . [,1]
ZASH ADWANCES
hd Ja.oo
L an COCDIN00 DR NE] Qoo s - g.00 |
HE: $ 29982 28
STATEMENT DATE AUG 07, 2007 INTERAG ENCY
FAYMENT DUE DATE MINEANA PAYVIENT DUE | AVAILADLE CREDIT | MUBJDER OF DAYS 4 CHARGES [ifee]
BILLING CYOLE | MEMO ITEIS .00
SEP 06, 2007 % 23,49A2 26 [s 1870.01772 31 | ispuTes 000
Fl GOVEAMMENT CARR SEAVIGES Bankeard GOVERNMENT CARD SERVICES
wmad To' PO BOX 18737 Ll Cusleme: Sefvioe Far Tol-lvee Workdeda  1-R0R4721424  Cender PO BOX 1537
WILMNGTON | OF 1Basd-57a7 Fepornm Lot o Stolen Cardde Collect 1757 44t a124 NORFOLK Y& 275011837

TICE GEE NEVERSE SI0E FOR MPORVANT INFOEAA DN

To return to Create/Load a New Invoice, click here.
To return to Edit a Current Invoice, click here.

Purchases

Credits

Prompt Pay
Charges
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Attachment 2

to:
Return copy Bank of America

-
Government Card Services Bal'lk OfAmerlca- ..
P.O. Box 53142 ,}5
Phoenix, AZ B5072-3142 /-
Fax: 1.888.678.6046
(Toll-Free in the U.S. and Canada)

H illi i Use this form for disputes and billing inquiries on Centrally Billed Account invoices.
DlsputeIBllllng Inql'ury Form fOI' Questions? Call GCSU toll-free (1.800.472 1424) from the U.S. and Canada. Sefect

Centrally Billed Accounts option 1 from the main menu and then select option 5 from the customer assistance

menu. If dialing from international locations, call collect (1.757.441.4124). For TTY/TDD
Section 1: Account Information

access, call 1.800.672.0779
Agency/Organization Name:

Central Account #: I I T IT-T T [ 7 7T-T T T T T-T1 |
TransactionAccount#: | | [ [ [T [ [ [ T-T [ T T T-T T T T 7]
Invoice Number: ] Statement Date:
Section 2: Transaction Information
Dollar Transaction Posting Reason
Reference Number Amount Date Date Ticket Number/Vendor Name Code
1
2.
3
4.
5,
6.
7.

Reason Codes: (Note: Transactions must be placed into dispute and billing inquiries must be received within 80 calendar days after the invoice is first received,
whether in paper or electronic form.)
Disputed Transactions Billing Inquiries
A. The card/account holder is disputing the transactions and requires validation. Request passenger name and/or ticket number.
B. The transaction listed was not made by the card/account holder nor by any other person Transfer to account listed in remarks.
authorized to use this account. The Government did not receive any goods or services Request copy of sales draft
for this transaction. Card/account holder understands potentially fraudulent activity will Other - Please detail below in Section 3.
result in the closure of the account and issuance of a new account. **See Reason Code
explanation on page 2.™*
C. Although the card/account holder did engage in a transaction with the merchant listed,
hefshe has no knowledge of the particular transaction amount noted. (List details

Temm

below).
D.  The transaction listed is a duplication of an authorized transaction that took place on
{insert posting date): The reference # of the authorized

transaction is

Section 3: Remarks

Section 4: Certification

| am enclosing a copy of all related documents, including any credit vouchers, sales receipts, work inveices, and contracts that the Government may
have received, along with details of attempts to resolve this matter with the merchant. | certify that the respective card/account holders have
reviewed this information and that, for each disputed transaction. the reason noted above is true and accurate

Name: (Please print) Authorized Signature:
Contact Information: Commercial Commercial
(Including Area or Country Codes) Telephane: Fax Number:

To return to Reports, click here.
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