This chapter was previously M27-1, Part IV, Chapter 2.  It was redesignated as M21-1, Part VIII, Section II, Chapter 2 in April 2000 due to a reorganization.  The content of this chapter was not changed.
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CHAPTER 2.  HOW TO USE FBS





2.01  EDIT CHECKS AND ERROR MESSAGES





	FBS data fields are labeled, and program screens are self-explanatory.  The program includes edit checks of the information entered.  When information is omitted or incorrectly entered, FBS displays error messages telling what corrective action is required.  A blinking cursor appears at the field in question.  The program will not continue until the error is corrected.





2.02  MOVING THE CURSOR





	The operator enters information on screens using the cursor.  Directional keys on the right side of the keyboard (marked with arrows) and the TAB key on the left side of the keyboard move the cursor.  The arrow keys move the cursor one space at a time in the direction the arrow is pointing.  TAB moves the cursor to the beginning of the next field, skipping all the spaces in between.





2.03  PF KEYS





	a.  These are the programmed function (PF) keys located at the top of the keyboard.  They perform certain operations automatically.  Select these operations from the menu screen by pressing the appropriate key.  Some screens allow you to use a PF key to move the cursor or a section of the screen.





	b.  Other screens allow you to use a PF key to move around the screen or to perform certain tasks.  These screens display a menu of PF keys at the top of the screen.  A PF key appears in the menu only when it can be used.  The following PF keys are available from the G01 screen, from some of the G15, G20, and G21 screens, and  from certain report screens:





	(1)  PF (1) Menu -- provides a menu screen which explains what each PF key will do.





	(2)  PF (2) First -- displays the first 20 lines of the file or a report.





	(3)  PF (3) Position -- displays a message at the top of the screen which shows the column position and line number of the cursor.





	(4)  PF (4) Previous -- displays the previous 15 lines of the file or report.





	(5)  PF (5) Next -- displays the next 15 lines of the file or report.
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	(6)  PF (6) Down -- moves the display back one line.





	(7)  PF (7) Up -- moves the display forward one line.





	(8)  PF (8) Find -- allows the user to search the file or list for a particular line of text, such as a beneficiary's name.  When this key is selected and a name is entered, FBS searches the file and displays the name.  Typing LAST in this field displays the last record in the file.





	(9)  PF (9) L Margin -- displays the first 80 columns or left margin of the record.





	(10)  PF (10) R Margin -- displays the last 80 columns or right margin of the record.





	(11)  PF (11) Left 15 -- moves the screen 15 columns to the left.





	(12)  PF (12) Right 15 -- moves the screen 15 columns to the right.





	(13)  PF (13) Left 1 -- moves the screen one column to the left.





	(14)  PF (14) Right 1 -- moves the screen one column to the right.





	(15)  PF (15) Print -- prints the screen or takes the user to a print selection screen.





	(16)  PF (16) Exit -- returns the user to the previous screen.





2.04  STARTING FBS





	Log on to FBS early each morning.  The first person who logs on automatically triggers it to compile the daily updates and reports.  This process takes several minutes, and no one can log on until it is complete.  Others who attempt to log on before FBS updates will see the following message:





FFE


Initialization In Progress


Please Try Again In Several Minutes





Notify the System Administrator if initialization continues beyond fifteen minutes.





2-2


M21-1, Part VIII	August 21, 1995


Section II





2.05  FORMAT FOR ENTERING DATA





	a.  Alphabetical Data.  Enter data in capital letters, and make certain it appears on the screen in capital letters.





	b.  Numerical Data.  You may use the number keys above the alphabetical keys or the number pad.  If using the number pad results in strange lines or bars on the screen, notify the System Administrator.





	c.  Names.  Except where indicated otherwise, enter names as Last Name,First Name,Middle Initial.  Use commas without spaces between each part of the name.  Name fields allow ten spaces for the last name, nine spaces for the first name, and one space for the middle initial.  If the complete name does not fit, use only as many letters as the field allows.  If the last name has a suffix, enter the last name immediately followed by a space and the suffix.





	Examples:





	Last Name,First Name,Middle Initial -- Smith,John,A


	Last Name Suffix,First Name -- Smith Jr,John





	d.  Payee Numbers.  Use the payee number assigned to the beneficiary.  On consolidated awards for children (payee numbers 31 through 39), assign each child a different payee number based on the C&P payee number with a letter suffix (i.e., 31A, 31B, 31C, etc.).  For insurance payees, use INS when there is only one beneficiary and that beneficiary is an insurance payee only.  Use IN1 through IN9 when there is more than one insurance payee.





	e.  Dates.  Dates must be entered as MM/DD/YYYY.





	f.  Amounts.  Round dollar amounts to the nearest dollar.  Do not use dollar signs, commas, or periods.  FBS includes these symbols automatically.





	g.  Territorial Codes.  These are three to five digit numbers for the area in which the beneficiary resides.  Use 999 for a beneficiary who resides in a foreign country other than the Philippines, Puerto Rico, or the U.S. trust territories.  Use 001 for other beneficiaries who reside outside the station's F&FE area of jurisdiction.  For nonprogram and special field examinations, use the territorial code of the primary location where the field examination will occur.
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2.06  MULTIPLE WORK PROCESS CODES (WPCS)





	FBS will not accept more than one of the same pending WPC for an individual case.  For example, if WPC 522 is pending on a case, an additional 522 cannot be established on the same case.





2.07  UPDATING INFORMATION





	Information in FBS is updated by using DELETE or by typing over the existing information.  The old information must be completely replaced before completing action.  Type over the old information with the new information and blank out the remaining information with the space bar or DELETE.





2.08  COMPLETING ACTIONS





	When an option permits information to be entered, you must complete the action by pressing RETURN or by entering END in the NEXT SCREEN field.  FBS will then return to the G00 screen.  The file number from the previous action will still appear in the FILE NO field.  Blank this number out with the space bar, or type the new number over it before continuing the next action.





2.09  NEXT SCREEN





	Enter the screen number here to request a different screen for the same record.  Return to the menu screen by entering G00 or END or by pressing RETURN.





2.10  UNIFORMITY OF RECORDED DATA





	The validity of information in FBS relies in part on the uniformity of recording information.  Cases with different entries for the same fiduciary may cause case control problems.  Critical areas for supervisory review include:





	a.   Beneficiary Name on the G05 Screen.  Proper entry format for names is important.  Errors may make it impossible to identify the case if a search is made using the correct format.





	b.  Fiduciary Name on the G05 Screen.  If multiple spellings or abbreviations are used for the same fiduciary's name (for example, 1st National Bank and First Nat'l Bank),  FBS will read them as different fiduciaries.  As a result, reports helpful for case supervision will be inaccurate.  Also, a Mass Update will not result in all the required changes.
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	c.  Codes in the Optional Diary Fields.  A locally established uniform system for entering optional diaries in FBS will prevent confusion.  Users entering diaries in different fields or with different codes make it difficult for other users to determine what action was diaried when following-up on a case.  Always enter codes and information uniformly into the system, using the same optional fields.





	d.  Fee Authorized, Bonded, and Withdrawal Agreement Coding.  Use these fields only for cases in which the fiduciary is either a legal custodian or a custodian-in-fact (codes 1 or 8 in the TYPE FID field).  Leave the fields blank for all other types of fiduciaries.  Do not enter a Y code for court-appointed fiduciary cases in the Fee Authorized field of the G05 screen.  Y in this field is for tracking legal custodian fee authorized cases only.  Similarly, entry in the BONDED and WITHDRAWAL AGREEMENT fields is for legal custodian and custodian-in-fact cases only.





2.11  USING FBS FOR TRAINING





	The FBS training mode may be used for individualized training for employees who are not familiar with the system.  Select the training mode by typing X in the Training field during initial log on.  When the next screen appears, enter your password and station number in the appropriate fields, and enter YES in either the Original field or Prior field.  The Original field permits you to establish a new data base in the training file, and the Prior field permits you to access a data base that has already been established.  The training mode permits you to practice all FBS functions, but the changes you make will have no effect on permanent FBS data files.  When you exit the training mode, you may save the changes you have made to the training file. 
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