This chapter was previously M27-1, Part IV, Chapter 16.  It was redesignated as M21-1, Part VIII, Section II, Chapter 16 in April 2000 due to a reorganization.  The content of this chapter was not changed.
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CHAPTER 16.  THE G70 SCREENS:



PRINTING DAILY AND MONTHLY OUTPUT



16.01  PURPOSE OF THE G70 PRINT OUTPUT SCREENS



	FBS generates letters, field examination requests, and some reports automatically.  You may also generate these and other reports, such as the territory code listing, at any time.  The territory code listing may be printed directly from the G50 screen, but other personal and daily output and monthly output must be printed by selecting either PRINT DAILY LETTERS AND PERSONAL OUTPUT or PRINT MONTHLY OUTPUT from the G40 screen.



16.02  ILLUSTRATION:  G70 SCREEN FOR DAILY AND PERSONAL OUTPUT



	To access the G70 screen for PRINT DAILY LETTERS AND PERSONAL OUTPUT, you must enter three initials and a one digit number in the USER INITIALS field on the G40 screen.  Use this screen to print daily letters and personal items requested on the G50 screen.  A G70 screen for employee CLP1 is illustrated below.  LETTERS1 and LETTERS2 are the $1,500 estate letters and account call letters generated on the master record screen (see M27-1, Part IV, par. 6.02).  CLP1LTR1 is the first letter generated by this employee on the G50 screen.  If the employee had generated other letters or reports, they would also be listed on this screen.





G70                                            PRINT FILE MENU                                    11/09/94



THE FOLLOWING FILES ARE AVAILABLE TO CLP1

           SELECT ONE



*    LETTERS1

*    LETTERS2

*    CLP1LTR1













MSG
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16.03  ILLUSTRATION:  G70 SCREEN FOR MONTHLY OUTPUT



	The G70 menu screen lists monthly output generated the first day of each month.  This output is permanent, and it may not be deleted.  FBS replaces it with new data at the beginning of each month.  The G70 screen is illustrated below.  The order of the files listed may vary from station to station.  Select an option by entering X and pressing RETURN.  At least one employee will be designated responsible for printing monthly output at the beginning of each month.  Some monthly output may also be printed any time from the G50 screen.





G70                                           PRINT FILE MENU                                    11/09/94



         THE FOLLOWING FILES ARE AVAILABLE TO

                     SELECT ONE



        *    ACCTDUE

        *    G06SCRN

        *    FORM3190

        *    ROSQC

        *    FOLDERP

        *    FORM4716

        *    LETTER1M

        *    LETTER2M

        *    TRANDUE

        *    FILETRAN

        *    LABELS





MSG





	a.  ACCTDUE.  The accounts due report is explained in M27-1, Part IV, Ch. 13.  Print it from the G40 screen at the beginning of each month, or print it from the G50 screen any time.



	b.  G06SCRN.  G06 screens remain in FBS for one full month after the work product is completed.  They are automatically eliminated at the beginning of the following month.  This file contains the G06 screens deleted at the beginning of the current month.  On November 1, 1994, for example, this file contains G06 screens for WPCs completed during September, 1994.  Print these each month, and retain them for two years in accordance with RCS VB-1.
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	c.  FORM3190/FORM4716.  These files contain partially completed field examination requests for F-B field examinations for minors (FORM3190) and adults (FORM4716) which are due 35 to 65 days in the future.  Print the field examination requests at the beginning of each month and assign them to field examiners in accordance with station policy.  (Partially completed G06 screens are also generated for these cases and are sent to the pending file.)



	d.  ROSQC.  This document lists cases to be reviewed for quality assurance.  It contains 15 cases which represent a random sample of work completed during the previous month.  If a station completed fewer than 15 cases, all cases completed are included.  As an example, the list generated on November 1, 1994 will contains 15 cases (both field examinations and accountings) completed during October, 1994.  These cases are to be reviewed during November and reported with other DOOR data for the month of November.  The most recent employee involved with a case is listed on the report.  An asterisk (*) appears to the right of the employee number (EMP #) if more than one employee was involved with the case.



	e.  FOLDERP.  This file contains folder pull documents generated automatically by FBS when the following conditions exist:



	(1)  a master record contains a MISC DUE DATE 35 to 65 days in the future.  Pull these folders for review.



	(2)  a master record has been closed for 24 months.  FBS deletes the master record when this pull folder document is generated.  Pull these folders for disposal.



	(3)  a master record for a VET FILE ONLY has had no activity for 12 months.  FBS deletes the master record when this pull folder document is generated.  Pull these folders for disposal.



	f.  LETTER1M/LETTER2M.  FBS generates $1,500 estate limitation letters for all new veteran cases and for veteran cases that have a successor fiduciary appointed.  This file contains those letters for cases processed during the prior month.  It also contains account call letters for accountings due 35 to 65 days in the future.  These letters should be reviewed, printed, and mailed at the beginning of the month.



	g.  TRANDUE.  The transactions due report is explained in M27-1, Part IV, Ch. 13.  Print it from the G40 screen at the beginning of each month or from the G50 screen any time.  At least one employee will be designated to review this list to insure that the transactions are completed.



			16-3

M21-1, Part VIII	August 21, 1995

Section II



	h.  FILETRAN.  This file lists cases transferred in or out during the previous month.  See Appendix B-8 for an illustration.  At least one employee should be designated to review the list and verify that folders were either received or transferred out and the FBS master record location is correct.



	i.  LABELS.  This file contains names and addresses of those fiduciaries for whom an account call letter was generated.  Labels are available only at those stations where they were previously requested.  Use them when a letter size envelope is not large enough for the material to be mailed.



16.04  SEMIANNUAL OUTPUT



	FBS automatically generates the following reports semiannually, and these are included on the G70 screen for monthly output when they are generated.  They are to be printed and used by management and staff for scheduling and controlling workload.



	a.  GRAND60.  This is the 60 Month Personal Contact Combined Territories Totals report explained in M27-1, Part IV, Ch. 13.



	b.  ABTERM.  This is the Accounts/Beneficiaries Per Terminal Digit Report.  It reflects the number of active cases in the master record, categorized by type of fiduciary and by whether or not an accounting is required.  The report prints totals within each terminal digit.  Accounting cases are summarized on the last page of the report.



16.05  PRINTING OUTPUT



	After you select an option from either G70 screen, a Print Options screen appears.



	a.  A G70D screen follows a selection from the G70 screen for PRINT DAILY LETTERS AND PERSONAL OUTPUT.  A G70D screen for employee RLW1 who selected LETTERS1 on the G70 screen is illustrated below.
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G70D                                           PRINT OPTIONS SCREEN                            11/01/94



     USER INITIALS:   RLW1                                 FILE SELECTED:   LETTERS1



                     OPTIONS



        *       PRINT FILE



        *       DELETE FILE



        *       DISPLAY FILE



        *       REFORMAT FILE - LETTERS AND FORMS ONLY

                (USE AFTER ADJUSTING MARGINS FOR PRINTING ON THE LASER

                 PRINTER)  	



MSG







	b.  This screen provides the following options:



	(1)  PRINT FILE.  This option prints the file and displays a message giving the printer number.



	(2)  DELETE FILE.  Daily letters remain in this file until they are moved to the monthly output file at the beginning of the following month.  If you print these files daily, you may use this option to delete letters so they will not appear with the monthly output.  Personal output remains in this file until it is deleted.  Delete all personal output after it is printed to avoid duplicate prints.  FBS permits only one territorial listing to be generated with specific user initials at one time.  Use this option to delete a prior territorial listing before generating a new one.



	(3)  DISPLAY FILE.  This option displays a file on the screen.  You may also print a file from the Display screen by pressing PF 15.



	(4)  REFORMAT FILE.  This option is used only for letters and forms.  It reformats these documents when margins are reset.  The station Systems Administrator will configure this function.
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	c.  A G70M screen appears following a selection from the G70 screen for PRINT MONTHLY OUTPUT.  This screen is identical to the G70D screen, except it does not permit you to delete files.  A G70M screen to print folder pull documents is illustrated below:





G70M                                           PRINT OPTIONS SCREEN                            11/01/94



     USER INITIALS:   RLW1                                 FILE SELECTED:   LETTERS1



                     OPTIONS



        *       PRINT FILE



        *       DISPLAY FILE



        *       REFORMAT FILE - LETTERS AND FORMS ONLY

                (USE AFTER ADJUSTING MARGINS FOR PRINTING ON THE LASER

                 PRINTER)  	



MSG
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