

IMPORTANT MAX A-11 DATA ENTRY LINKS



MAX HOMEPAGE
https://max.omb.gov/maxportal


TRAINING SCHEDULE, SIGN UP LIST AND TRAINING MATERIALS
https://max.omb.gov/community/x/3QD5Hw


HELP WITH THE MAX A-11 DATA ENTRY APPLICATION ISSUES
https://max.omb.gov/community/x/rwEIH


HELP WITH THE MAX A-11 BUDGET DATA ISSUES
· Please contact your Budget Examiner 




                                                                                 9/1/2010



OMB HOST:   
Under the OMB Host menu option, you connect to the database.
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OMB HOST:   
Enter your MAX id password. (The same password you created on the MAX Homepage)
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Transaction Monitor:
The system displays the steps when validating your userid.
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PC MAX Configuration:
The PC MAX Configuration box shows the System, User and Data files path information.
Default Exercise:  This is very important.  Currently, you only have access to the TR2012 exercise.  This exercise is strictly for training.  When the database opens in November, you will need to change your Default Exercise to PB2012.  Doing this will ensure that you are entering data in the correct exercise.
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PC MAX Configuration cont’d.
Display Options:  Gives you the option to expand or collapse lines when opening an account, change font size and background color. 
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Exercise Selection Box:
This box displays the current exercise you are about to open.  When the FY2012 Budget database opens, you should make sure that this box displays PB2012.  This will ensure that accounts downloaded will be in the correct exercise.
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Account Selection Box:
This box displays the Exercise (TR2012).  You can download accounts 3 ways; 1- using the OMB account structure, 2- using the Treasury account structure and (3) by highlighting the agency and bureau.
If you choose to use the OMB or Treasury structure, you will then click OK and this will take you to the Account Download box.
Note:  The box in the upper right hand corner allows you to select an Account Type, All (download all of the accounts), Appropriation (download only appropriation accounts), and Receipt (download only receipt accounts).
If the Download if only one account is found box is checked it will bypass the “Account Download Selection box, and open your account in detail.
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Account Selection Box cont’d:
When highlighting an agency and bureau, you must click Add so that the agency shows up in the Selections box. Then click OK.
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Account Download Selection Box:
This box displays the OMB and Treasury accounts, Transmits, Versions and Account Titles. 
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Account Download Selection Box cont’d.:
This box also displays Last Updates and Who, Last Download and Who, and your Budget Examiner’s name and phone numbers.
Once you have selected an account, click on “Download”. (NOT Download Dir)
When downloading an account, the account becomes resident on your pc.
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Master Account:
All of your P, A, and S data will be entered in Schedule X.  Data entered in X will appear in the appropriate schedules.  You will still need to enter data in schedules O, C, Q, T and etc.
Note:  You will no longer be able to scroll to view other schedules.  You must now click on the tabs located to the left of the screen to view schedules. 
The account information at the very top of the screen(blue border) shows the current exercise  and file (PB2012-Master), the agency code, bureau code, treasury agency code, the four digit appropriation symbol or six digit receipt symbol, transmit and the subfunction code.
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Menu Option: “File”
The menu options work a lot like any other text package (i.e.,Word).  You can have more than one account open.
1. Close, closes one account at a time.
2. Close all – closes all of the opened accounts.
3. Save and Upload – Saves your account on your pc and to the database.
4.  Under File the A-11 software remembers the last four accounts you last downloaded to your pc.
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Menu Option: “File, Save As”

Save As – takes you to the Save as a new Version box. You can save up to 6 Alts.
This way you will always have your Master account in place as a reference.
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Menu Option: “Edit”
Cut and Copy works just like any other text app.
Insert and Delete a line does exactly what it says.  


Let’s do an insert and delete exercise.
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Menu Option: “Edit, Insert”

In the Select Valid Value box, you will select the appropriate line to insert.
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Menu Option: “Edit, Insert” cont’d.

In the Detail Line Information box you will enter a Line number, and when necessary change the Line Title. 
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Menu Option: “Edit, Insert” cont’d.

Changing the Line Title in the Detail Line Information box.
Enter information and then click on Use.	
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Menu Option: “Edit, Insert” cont’d.

The inserted line will appear in Schedule X.
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Menu Option: “Edit, Insert” cont’d.
To view the line in Schedule P, click on the P tab.
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Menu Option: “Edit, Delete”
To delete a line, make sure the appropriate line is highlighted.  Click on  Edit, select  Delete in the drop down menu.  
A popup box will appear asking “Are you sure?”  Click Yes and this will delete the line from all of the appropriate schedules.
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Menu Option: “Edit, Setup Outlay Calculations”



Let’s do an Setup Outlay Calculation exercise.
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Menu Option: “Option, Restore Data” 

This function allows you to restore data from the last saved data.
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Menu Option: “View” 
Under the View option you can perform the following functions.
1. View account Changes and Errors.
2. View Expand and Collapse lines.
3. View OMB Growth Rates which are the recent Economic Assumptions.
4. View Treasury Data which is the comparison of the FACTS II and MAX A-11 data.
5. View account Transfer data.
6. Selected Schedules to view.
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Menu Option: “View, Changes”
1. 	When you click on Changes, changed data will appear at the bottom of the screen.
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Menu Option: “View, Errors”
When clicking on “Errors” you will then have to click on “Errors” located in the menu bar. 
Error messages will appear at the bottom of the screen
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Menu Option: “View, Errors” cont’d.
Under “Errors” in the menu bar, you will then click Check Account.
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Menu Option: “Errors” cont’d.
A popup box will appear giving you the total number of error messages found for this account.  Click OK.
The errors will appear at the bottom of the screen.
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Menu Option: “View, Treasury Data”
Treasury Data is the comparison of the FACTS II and MAX A-11 data.
Click on Treasury Data.  TI and Treasury Data box will appear. 
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Menu Option: “View, Treasury Data” cont’d.
This box displays the Treasury data, the estimates entered into MAX and the Difference.  If there is a line with a difference you will need to find out why there is a difference.

Note:  This will be your first exercise.  This exercise will take place between the last two weeks in November and the first two weeks in December before agency lock out.
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Menu Option: “OMB Host”
Please be very careful using the functions under OMB Host.  Why?  Every function performed under OMB Host is live and you could accidentally make changes the database.
1. Connect
2. Disconnect
3. Download accounts
4. Upload accounts
5. Create a new Transmittal (let’s take a look at this function)
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Menu Option: “Create New Transmittal”

Click on Create New Transmittal.
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Menu Option: “Create New Transmittal” cont’d.

1. Enter OMB Account number
2. Copy from Transmit 0
3. Copy to new Transmit code 1.
4. Click on OK.
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Menu Option: “Create New Transmittal” cont’d

New Transmittal Created message will pop up.
When the Transmit has been created on the database, why can’t you see it?
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Menu Option: “Create New Transmittal” cont’d

Because the transmit was created on the database, you will have to re-download the account to see the new transmit tabs across the top of account file.
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Menu Options: “OMB Host, OMB reports”

Click on OMB Reports.
Click on Order Reports.
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Menu Options: “OMB Host, OMB reports”
The Report Selection box will display a list of reports available to agency users.  You can then select a report, run and print it.  The reports will display your data only.

The report will only display data to which you have access.
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