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FOR FINANCIAL MANAGEMENT OFFICE AND ISO/IMO FROM THE ISC

1. Summary: The ICASS Service Center (ISC) is pleased to

announce the rollout of Web.ICASS version 2.15.  This

upgraded version of the ICASS software must be used when

preparing your FY 2006 ICASS Initial Budget.  Version 2.15

updates important elements of the ICASS budget software,

including American Salary costs, the DH American post

assignment travel (PAT) estimate, and shared IVG costs. It

also contains the latest list of active agency codes for

invoicing, as well as enhancements to budget worksheets

and an enhanced verification functionality.  Upgrading the

stand-alone and network applications is essential to

create budgets with correct Washington data for your FY

2006 ICASS budget.  Any laptop that will be used at the FY

2006 ICASS workshops must be upgraded to version 2.15.

Posts that have already started their FY 2006 budget using

Web.ICASS 2.11 should follow the steps in para 10 to

update the FY 2006 reference data.  Finally, the ISC will

post budget preparation guidance and a checklist on the

ICASS website later this month to assist you with the

creation of your budget.  End Summary.

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

Instructions for ISOs/IMOs

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

2. The ICASS Service Center (ISC) is issuing Web.ICASS

2.15, a software upgrade to Web.ICASS version 2.11.  The

software will be published on the PASS Website starting

August 17.  The Info Center will also send an

administrative notice to systems administrators overseas

and Management, PAI and SYS ListServs.  Please schedule

time to install the upgrade to allow post Financial

Management Office (FMO) staff to begin entering data for

the 2006 budget cycle by the end of August.  You will also

need to load the stand-alone version on a laptop so that

FMO users can export their ICASS budget from the embassy

system for use at upcoming ICASS budget workshops,

beginning in October 2005.

3. For network users of Web.ICASS:

3-1. Two new items in the software will have to be added

to user profiles: (1) A new report node "Supplemental OBO"

and (2) the capability to change LGP profile names.

3-2. To add the Supplemental OBO Reports node: Open the

PASS Administration folder, click on "User Profiles,"

highlight the user in question and click "Edit."  In the

"Edit User" screen, click "Add" in the "Nodes" box.

Select the ICASS folder.  If you open it you will see the

new node for "Supplemental OBO."  Highlight that node and

click "Add."  To complete the process, click "Update."

3-3. To activate the feature to rename LGP profiles: Open

the PASS Administration folder, click on "User Profiles,"

highlight the user in question and click "Edit."  In the

"Edit User" screen, open the ICASS folder and the LGP PSA

and Contract folder.  Highlight the LGP PSA and Contract

node.  Once highlighted, look in the "Menus" box and check

off the "Rename" box.  To complete the process, click

"Update".  This will activate a button on the user's

screen when they are in the LGP PSA and Contract module.

IMPORTANT:  You must log into PASS Administration using

the default PASS administrator ID. (The user ID that

originally appeared as "admin.")  Otherwise, you will not

be able to activate these features.  Logging in using your

own profile with PASS Administrative rights does not allow

you to make these changes.

4. For stand-alone users of Web.ICASS:

4-1. Web.ICASS 2.15 deletes all previous budget plans

stored on post's database in the stand-alone version.

Before installing the new software, posts that are using

the stand-alone version MUST save the official FY 2005

final budget plan and LGP profile in a separate folder

outside of the Web.ICASS application.

4-2. The Supplemental OBO Reports node and rename feature

for LGP profiles will be added when you create the users'

profile by adding the ICASS folder.

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

Instructions for ICASS Financial Specialists and FMOs

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

5. Following the completion of the FY 2005 budget cycle,

the ICASS Systems Development Team and the software

developer, Geneva Software, focused on upgrading and

testing the FY 2006 software to ensure error-free core

functions and the generation of accurate invoices.

Reference tables were updated and user interface problems

corrected to prevent data corruption.

6. Below is a list of some of the enhancements in

Web.ICASS 2.15.  A full list will be posted in the ICASS

website under "Software" with the file name "Web.ICASS

2.15 Enhancements".

- Additional warning features have been added to the

worksheets to prevent you from creating "bad" data.  For

example, an error message will appear if the position code

within each worksheet is not unique, or if an employee's

cost center time distribution is not allocated 100%, or if

imported actuals from the FSC 60 report contain invalid

data (i.e., cost pools or sub-object codes not used in

your budget).

- A new "Rename" button was added for LGP Profile.  To see

this feature, you must ask your PASS Administrator to

activate it for you through PASS Administration.

- Two new lease reports have been created to show the

allocation of lease funds for each ICASS and Non-ICASS

lease over four quarters.  Your PASS Administrator will

have to activate a new report node labeled "Supplemental

OBO."

- LGP Profiles will now require a fiscal year.  This

enables you to save separate and distinct profiles from

year to year.

- All "Budget v. Actuals" reports have been added to the

reports node.

- Lease costs: Non-residential lease costs can only be

entered through the Lease Module and applied to the Other

Budget Items (OBI) worksheet by clicking the button "Apply

to Budget."

- Utilities and other costs related to non-residential

leases: A separate line item must be created in the OBI

worksheet for utilities and other costs related to non-

residential leases; you will not be able to enter these

costs in the non-residential lease line item on the OBI

worksheet.

- Sub-objects 1199 and 1169 have been added to the

Compensation Plan module.

- Post-specific IVG line costs in the network version are

corrected and will match costs in the stand-alone version.

- Under Post Profile, you will now be able to enter more

than three lines of comments for "Next Fiscal Year

Projections."   Note:  As in the past, this feature is

only activated at mid-year.

- Sub-object 2511 STL M&R has been added to the OBI

worksheet to capture all costs related to the maintenance

of ICASS STL non-residential properties. (See State

089013, dated 5/12/2005 for background information on

this.)

- Alternate Service Provider (ASP) and FSC ICASS software

include the two "hot fixes" that resolved the Budget

Summary Worksheet problems associated with "Prior Year

Actuals" and "Comments."  (This is not applicable to the

Post ICASS software.)

7. Due to time constraints and the need to stabilize the

core software functions before the FY 2006 budget cycle,

other enhancements and many of the recommendations and

requests we received from posts (e.g. reports on prior

year comparisons) will be included in the FY 2006 mid-year

software upgrade.

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

Use Version 2.15 and not Version 2.11

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

8. We strongly advise that posts use the software upgrade

(Web.ICASS 2.15) before starting the 2006 budget.  Using

version 2.11 could result in your experiencing the

following problems:

A) For posts with multiple locations, when creating next

year's plan you will lose time allocations in some of the

location worksheets.  Please wait until the 2.15 upgrade

has been loaded before you create next year's plan.

B) Creating next year's plan on the 2.11 network version

can result in two American Salaries to be added to each

position.  It is not evident in the DH American worksheet,

but is evident in reports (e.g., DH American Sub-object

report; any budget and invoice report.  Wait to correct

the salaries until after 2.15 has been loaded.

Instructions on how to correct this are included in the

2006 Initial FAQs on the ICASS web page

(www.icass.state.gov.).

9. To reiterate, if you have not yet started the FY 06

budget, please use the new release (Web.ICASS 2.15) to

take advantage of the new updates and features.

10. If you have already started your 2006 budget using

2.11 but have not experienced either problem, you must

still perform the following steps from the 2.15 software:

Step A): Open your 2006 plan and close all other plans.

Run Verify from the Plan Maintenance node to ensure

correct data updates (see para 11). Doing this will update

your:

a. Agency Code list for 2006 initial budget

b. IVG line costs for 2006 initial budget

c. American Salary Costs

d. Post Assignment Travel

e. LES/LGP Salaries and Benefits

Step B): Once complete, you can continue working on your

2006 initial budget.

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

VERIFY, VERIFY, VERIFY

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

11. It is essential that posts run the newly enhanced

"Verify" feature in the Plan Maintenance node immediately

after the FY 2006 budget plan is created.  Regardless of

whether you start your FY 2006 budget using 2.15 or 2.11,

you must run "Verify" from the 2.15 software.  This

important procedure will not only update all reference

tables but will also clean up bad or any "phantom" data

left from FY 2005.

12.  What You Won't See In Web.ICASS:

The 2.15 upgrade removes the "Population Count" tab in

Post Profile.  You are no longer required to enter the

number of DH American, family members, etc. per agency at

post, nor the FSN Compensation Plan Trend fields.  The

primary data source for post population counts is now the

"Post Personnel" software, another application in

Web.PASS.  Washington data calls for such information will

now be directed to the office of the Executive, Bureau of

Human Resources (HR/EX) in Washington, DC.

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

Budget Preparation Guidance and Checklist

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

13. This year, to assist you with the creation of your

budget, the ISC will post budget preparation guidance and

a checklist on the ICASS website under the Budget/2006

file "Initial Budget" on or about August 22.  Posts are

advised to review them prior to initiating the FY 2006

Initial Budget preparation.  Following the guidance and

ensuring that the items on the checklist have been done

can help you avoid making time consuming corrections

later.  Please contact Michelle Frederick and Stella

Whitman with any questions or problems so that we can make

corrections on the guidance and share clarifications with

your colleagues.

14. While we realize that many of you are experienced

ICASS budget preparers and may not need the guidance on

budget preparation, use of CHECKLIST is mandatory.  The

CHECKLIST is a summary of the key items you must check and

perform to ensure proper budget and invoice creation.

15. We will routinely publish information pertaining to

posts' preparation of FY 2006 in the ICASS Software

newsletter, "The Web.ICASS Feed."  Starting September, we

will publish weekly updates with useful tips and items you

have brought to our attention.  Please keep those

comments, ideas and tips coming!

16.  Technical questions related to the installation of

Web.ICASS version 2.15 should be directed to the PASS help

desk at (202) 647-7760, PassHelpDesk@state.gov.  Technical

questions related to the ICASS software should be directed

to the ICASS help desk at (202) 663-1973,

ICASSTechnicalSupport@state.gov.  For budget questions

please contact Michelle Frederick (202) 663-3271,

FrederickMA@state.gov or Stella Whitman (202) 663-1237,

WhitmanSL@state.gov.

17.  In conclusion:  Our goal at the ISC is to make sure

that the FY 2006 ICASS budget process goes as smoothly as

possible.  We look forward to working with you to achieve

this goal.

18.  MINIMIZE CONSIDERED

RICE

