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1. This is an action cable for all attendees of the ICASS

budget workshops.  See paragraphs 3-8, and 10.

SUMMARY:  This cable provides information to help posts

prepare for the ICASS portion of the upcoming FY 2008

Regional Bureau Budget Workshops.  It includes information

on what to bring for the ICASS portion of the workshop,

laptop configuration requirements, how to get continuing

professional education (CPE) credit, and announces a new

workshop feature (ICASS Service Center consultations).

IMPORTANT: All posts, unless instructed otherwise by their

regional bureau via septel, must complete their FY 2008

ICASS and Non-ICASS initial budget plans prior to the

workshops (paragraph 3). NEW: Posts must bring a printed

copy of the "Workload by Cost Center Comparison Report,"

the "Budget Summary Worksheet," and the "Cost Center

(Time) Allocation" worksheets for personnel to the

workshop (paragraph 4).  End Summary

2. Accurate and complete ICASS budget submissions by posts

are essential to the ICASS billing process and central to

the integrity of the data in the ICASS Global Database

(GDB) which is the official repository of all posts' ICASS

budgets.  As service providers, customers and other

interested entities in the field and in Washington

discover the wealth of information available to them in

the GDB, the GDB is increasingly being used to support

management decision-making.  Getting the numbers right is

therefore of paramount importance and the theme of the

ICASS session.  This also means that posts will have to

come to the workshops with certain reports for review by

ICASS Service Center (ISC) staff and Regional Bureau

reviewers.

-------------------------------------

Mandatory ICASS Workshop Requirements

-------------------------------------

3. Attendees MUST come to the ICASS budget workshops

having completed their initial ICASS and Non-ICASS OBO

budgets, unless instructed otherwise by their regional

bureau via septel.  There will be no time allotted during

the sessions for working on ICASS or OBO budgets.

4. You MUST hand a hard copy of the following budget

reports to the ISC representatives on the first day of the

budget workshop.  These reports will be analyzed and used

by instructors for one of the training sessions and at the

one-on-one ICASS consultations with posts.

-       Comparison Report No. 3 (Workload by Cost Center) of

FY 2008 Initial Budget plan and FY 2007 Final Budget

plan

-       Budget Summary Worksheet of your FY 08 Initial Budget

plan

-       "U.S. Citizen Direct Hire Cost Center (Time

Allocation) Worksheet"

-       "LES Positions Cost Center (Time Allocation)

Worksheet"

--------------------

Before Leaving Post

--------------------

5. Before leaving post for the workshop, attendees MUST do

the following, with assistance from post's PASS System

Administrator or IT specialist for assistance, if

necessary:

A. Bring a CD or memory stick with post's FY 2008 initial

budgets for the budget review process.  If you are

bringing a laptop to the workshop, it is important to

bring back-up files in case attendee needs to work on the

budget on a separate laptop at the workshop.

B. Establish a contact at post who can assist with

emailing the budget to the attendee in case there is a

problem with the copy brought to the workshop.  We

recommend that attendees leave a copy of the budget with

the contact.

C. Budget preparer must download ICASS and Non-ICASS OBO

budget preparation instructions and checklists posted on

the ICASS website (http://www.icass.gov) (under Budget -

Current Fiscal Year - ICASS 2008 Budget Instructions

(Initial)).  These documents provide important step-by-

step instructions with highlights on new software and new

budget instructions that are essential for completing

budgets correctly.  Following the instructions will help

avoid time consuming corrections later.

D. PART 1, PART 2, and PART 3 of the ICASS checklist, and

PART 1 and PART 3 of the OBO checklist, MUST be completed

prior to the workshop and handed in to your budget

reviewer on the first day of the workshop, unless

instructed otherwise by your regional bureau. Your budget

reviewer will be identified in your welcome packet.

E. Bring a hard copy of PART 3 and PART 4 of the

checklists.  The budget reviewers at the workshop will use

them to verify the accuracy of the Initial Budgets.  At

the end of the workshop, you MUST hand the completed ICASS

checklist (PART 3) and OBO checklist (PART 3) to the ICASS

and OBO representatives, respectively.

F. If bringing a laptop:

i. Import your current FY 2008 Initial Budget plans

(ICASS and Non-ICASS OBO) to be reviewed at the

workshop after 2.23.01 has been installed on the

laptop.

ii. Confirm that the laptop's standards and formats,

found in the Windows XP Control Panel's "Regional and

Language Options" under the "Regional Options" tab,

are set to "English (United States)."

iii. Obtain from the IMO the "System Administrator"

user ID and password for the laptop's operating

system (or any other security software that might

prevent the installation of software at the

workshop).  Test the laptop login BEFORE leaving for

the workshop.

iv. Obtain from the IMO the "PASS Administrator" user

ID and password assigned to the laptop for Web.ICASS

in case the user profile must be updated at the

workshop.  Test both the "PASS Administrator" and all

other Web.ICASS login IDs and passwords BEFORE

leaving for the workshop.

---------------------------------

Laptop Configuration Requirements

---------------------------------

6. If attendees plan to bring a laptop to the workshop,

the laptop must meet the specifications below.

IMPORTANT: If you have JRE 1.5 or later installed on your

laptop, unpredictable operation may occur when using the

Web.ICASS software.  The solution is to uninstall JRE 1.5

or later.

NOTE: If your laptop has Web.ICASS version 2.19.01 (MS

Access version) that was used at the last workshop in FY

2007, you MUST first install 2.21.00 before installing

2.23.00 and 2.23.01.

HARDWARE:

- Minimum 256 MB RAM; Optimum 512 MB;

- 900 Mhz processor;

- CD-ROM, or flash drive or disk drive

- 100 MB free hard drive;

- Screen resolution on the monitor should be set to

800X600 or greater

SUPPORTED OPERATING SYSTEMS (Latest ITCCB approved service

packs and hotfixes are recommended)

- Windows 2000;

- Windows XP;

- TCP/IP must be present as part of the operating system

SOFTWARE

- Internet Explorer 5.0 or later

- Microsoft Office 97 or above

- Two Java components are installed as part of the

installation: JdataConnect and the Java Runtime

Environment version 1.3.1_19.

- Web.ICASS up to version 2.23.01

- Web.PASS version 2.05.04

- Post FY 2008 Initial Budget plan and FY 2007 Final

Budget plan, imported using Web.ICASS (do not transfer

database from network.)

FYI - The Access version of Web.ICASS will be retired by

January 1, 2008 and all technical support for the MS

Access version will be discontinued.  Therefore, please be

advised that if post requires laptop use in the FY 2009

budget workshop - whether on a laptop you already own, or

intend to purchase - post will have to install the SQL

version the Web.ICASS software on that laptop.  Detailed

information regarding laptop configuration requirements

for running SQL is posted on the ICASS website

(http://www.icass.gov) under Software - Laptop

Configuration (SQL).

----------------------------------------

Continuing Professional Education Credit

----------------------------------------

7. The two-day ICASS budget sessions at the Regional

Bureau Budget Workshops qualify for a total of nine hours

of Continuing Professional Education (CPE) credit for

Certified Government Financial Managers (CGFMs).  Some

CPAs can also claim CPE credit for attending the ICASS

budget sessions, but this is often dependent on individual

State boards.  If you are a CGFM or a CPA and would like a

certificate for participation in the ICASS budget

sessions, you must e-mail Susan K. Phillips

(PhillipsSK@state.gov) no later than October 9, 2007.

NOTE:  In order to receive a signed certificate at the

workshop, it is important that you follow the procedure

specified above.  IMPORTANT: To qualify, you MUST sign an

attendance sheet at the workshop during each ICASS budget

session (3 sheets total).  Upon completion of the ICASS

portion of the workshop, an ISC representative will issue

you a certificate, which will specify nine hours of CGFM

credit only.  Also, please do not request a certificate if

you are not a CGFM or CPA.

-----------------------------------------

Consultation with ICASS Representatives

-----------------------------------------

8. Posts that have questions on ICASS software, budget or

policy are requested to sign-up and meet with the ISC

representatives at specified times during the workshops.

While ad hoc questions during budget-checking time are

always welcome, we have found one-on-one meetings to be

more effective.  Attendees are invited to bring reports if

they wish to discuss their budget, a laptop, if technical

assistance is requested, and other documents related to

post-specific policy issues and service standards, if

relevant.

9. The ISC will bring information based on budget and

workload data analyzed prior to the workshop and will

discuss the results with consultation attendees.

10. The bureaus strongly encourage participation in the

ICASS Consultations.  Bureau-specific ICASS Consultation

information follows:

AF:  There will be a sign-up sheet posted on October 28

and 29 (Sunday and Monday).  Consultation time will be

allotted during the day on October 30 and during the

afternoon on October 31.

NES/SCA:  There will be a sign-up sheet posted on October

22 (Monday).  Consultation time will be allotted on

October 25 and during budget-checking time.

WHA:  There will be a sign-up sheet posted on October 15

(Monday).  Consultation times are:  October 16 -

afternoon, and October 17 - all day.

EUR-IO:  A sign-up sheet will be provided at the workshop.

EAP:  The bureau will provide information via septel on

how to sign up for the ICASS Consultation.

-------------------

Contact Information

-------------------

11. For technical questions related to the installation of

Web.ICASS, please contact the ICASS help desk at: ICASS

Technical Support at (202) 663-1973, or email

ICASStechsupport@state.gov.  For budget software questions

please contact Stella Whitman (202) 663-1237,

WhitmanSL@state.gov, Jim Nunno (202)663-1419,

NunnoJM@state.gov or Michelle Frederick (202) 663-3271,

FrederickMA@state.gov.  For policy questions contact

ICASSServiceCenter@state.gov.

12. MINIMIZE CONSIDERED.

RICE
