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Section 3:

STARS Inquiry (No Data Entry)

I. INQUIRY OF CARDHOLDER

1) Log into FIMS/STARS by entering your User ID, 586pcr as P.A.S. No. for MU
cards and 044pcr as P.A.S. No. For MCTC cards, and your Password in the screen
shown below. Place your cursor on any part of the screen above User ID, press
tab, and you will be taken to the point where your User ID needs to be entered.
Pressing tab after entering your 1D will take you to the space for your P.A.S. No.,
and pressing tab again will take you to the space to enter your password. When

these three items have been entered, press enter.
Q

Sety

Cloze

Edit  Print Screen

vord :
New Password:

This system is for the use of authorized users aonly.
ARTICLE

and/or any other applicable state or federal Taw.

press PF1 for HELP DETAILS and HELP DESK NUMBERS.
MU

WEST VIRGINIA
INFORMATION
SERVICES

AND
COMMUNICATIONS
~ DIVISION

y . d . Individuals using
this computer system without authority. or in excess of their
authority, are subject to being prosecuted under

3C. WEST VIRGINIA COMPUTER CRIME AND ABUSE ACT

13:06:26 IBM-3273-2
Clear Erase EOF | NewlLine |  PAl PA2 PA3
ATTH Dup | Erase Input | Field Mark Reset SysHeq

2) You will next be taken to the screen shown below.
on the line next to WVFIMS and press enter.

You will need to enter an “S”

Q =[]
Close Edit PrintScreen  Setup  Help
TPX MENU FOR MUEFO&3 Pan-e'."cl_ - TEMOO41
Terminal - TIPO2835
Cmdkey=PF12/24 Jump=NONE Menu=PF4 Model -3
Print=NONE Cmdchar=" System - WVISC
=== Seszsion WVFIMS has ended <==
Sessid Sesskey Session Description Status
_ CICSRL PF CICS RL
_ WVFIMS PF WV Financial Information MGMT.
Command ===
PFi=Help PF7/19=Up PF8/20=Down PF10/22=Left PF11/23=Right H =Cmd Help
NUM 13:11:47 IBM-3278-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysReq
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3) You will then be taken to the screen for FIMS news, shown below. Typing “X”
next to option, and pressing enter will take you to the main FIMS screen.

SEL

Ci Close xi Edit  PrintScreen  Setup  Help
== CICS/MNEWS == FROM: WVFIMS SUPPORT STAFF AP£G1TE 03/24/2005 06:00

TO ALL AGENCIES UTILIZIMG EXTENDED FIMANCIAL CODE COMPONENTS:

THE WWFIMS SUPPORT STAFF HAS "ROLLED OVER™ THE FIMANCIAL CODE COMPONENTS SO
THAT THEY EXIST FOR FISCAL YEAR Z006. ANY FISCAL YEAR 2005 EXTENDED
ORGANIZATION, OBJECT CODE, OR REVENUE SOURCE THAT EXISTED AS OF MARCH 23, 2005,
WOW EXISTS FOR FISCAL YEAR 2006 TOO. IF YOU ADD ANY ADDITIOMAL EXTENDED
FINANCIAL CODE COMPOMENTS BETWEEN MARCH 24, 2005, AND JUNE 30, 2005, YOU WILL
WANT TO ADD THE COMPONENT FOR BOTH FISCAL YEAR 2005 AND FISCAL YEAR Z006.

ANYONE HAVING QUESTIONS RELATIVE TO THE COMPONENT ROLLOVER CAN CONTACT
DENISE RUSSE AT (304) 558-5315 OR VIA E-MAIL AT: DRUSSEEWVADMIN. GOV

6; 1on: x (X=Exit P=Prev N=Next L=Latest 0=0ldest) Beginning Date:
PFl=Help PF3=End PF7=Prev PF8=Next PFlO=Latest PFlz=0ldest
MU 13:15:23 IBM-3278-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

4) On the FIMS main menu (Form WVFA0000) shown below, select “Purchase
Card System” by typing its number identification next to selection and pressing
enter. Depending on your status in WVFIMs, you will probably have fewer
options than shown below, and the identification number of the Purchase Card
System can vary.

&) Winsock 3 - ﬂ
Ci Close xi Edit  PrintScreen Setup  Help
ID: MU#FFOG3 STATE OF WEST VIRGINIA 04,/01,/05
WVFADOODO FINANCIAL INFORMATION MANAGEMENT S5YSTEM 13:15:22
MAIN MENU
1 AUDITOR INTERFACE IMQUIRY 2 CHECK REGISTER INQUIRY
3 EXPENDITURE TRANSACTIONS 4  INVOICES
5 LEDGER INQUIRIES & USER PROFILES & RECEIWERS
7  VENDORS 8 SYSTEM CODE INQUIRIES
9 TRANSACTION APPROVAL 10 PURCHASE CARD SYSTEM
SELECTION: __
NEXT: ___
PF1 =HELP PF3 =END
MU 13:15:52 IEM-3278-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Heset SysHeq
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5) On the purchase card screen (Form WVFAQ000) you will need to choose “Inquire
Cardholder”. Again, depending on your use of WVFIMS, you will probably have
fewer options than shown below, and the number identification of each option

may vary.
'8} Winsock 3270 Telnet - -|o| x|
C Close Xi Edit  Print Screen Setup Help
ID: MUZFO63 STATE OF WEST VIRGINIA 04 /01,05
WVFAQ00D FINANCIAL INFORMATION MANAGEMENT SYSTEM 13:17:05
PURCHASE CARD SYSTEM
1 GENERATE P-CARD INVOICE 2 MAINTAIN CARDHOLDER
3 INQUIRE CARDHOLDER 4 INQUIRE SECURITY GROUPS
5 MAINTAIN SECURITY GROUPS & MAINTAIN P-CARD TRANS
7 P-CARD TRANSACTION INQ 3 MAINT P-CARD USER PROFILE
9 INQ P-CARD USER PROFILE 10 P-CARD SHELL RECORD POST
SELECTION: B
MEXT: ___
PF1 =HELP PF3 =END
NU 13:17:31 IBM-3273-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

6) On Form WVPC100T enter either the credit card number or cardholder name and
press enter to locate the cardholder.

SEL

C Close i Edit PrintScreen Setup Help
ID: MUZFOB3 STATE OF WEST VIRGINIA 04,01 ,/05
WVPC100T FINANCTAL TINFORMATION MAMAGEMENT SYSTEM 14:13:33
PURCHASE CARD SYSTEM - INQUIRE CARD HOLDER KEY PROMPT

PURCHASE CARD NUMBER : H
LAST MNAME : FIRST NAME :

NEXT: ___
PF3 =END PF4 =MENU PF5 =PURCHASE CARD BROWSE
N 14:13:59 IBM-3275-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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7) On Form WVPC100Y enter S on the line next to the cardholder you are wishing
to inquire about.

BEE

Ci Close X Edit PrintScreen Setup Help
ID: MUEFOGE3 STATE OF WEST VIRGINIA 04 /01 /05
WVPC100Y FINANCIAL INFORMATION MAMAGEMENT SY¥STEM 14:15:29
PURCHASE CARD 5YSTEM - CARD HOLDER BROWSE BY MNAME PAGE: 01
NAME : ALLMAMN CHARLOTTE
CARD HOLDER LAST NAME CARD HOLDER FIRST MNAME CARD MUMBER

MEXT: ___
PF3 =END PF4 =MEMNU PF& =TOP
PFY =BEWD PF8 =FWD
LI 14:15:58 IEM-32753-2
Clear Erase EOF | NewlLine |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Heset SysHeq

8) Form WVPC100U will display information related to whether card is active,
contact information for the cardholder, card issue date, and card expiration date.
Entering F9 from this form will display the default funding information for this

cardholder.

C Close ] Edit PrintScreen Setup Help
ID : MUZFOE3 STATE OF WEST VIRGINIA 04,01 /05

WyPC100U FINAMCIAL INFORMATION MAMAGEMEMNT SYSTEM 14:16:41

PURCHASE CARD SYSTEM - INQUIRE CARD HOLDER DETAIL
PURCHASE CARD MUMEER : _
USER ID :
FIRST MAME : CHARLOTTE LAST MNAME : ALLMAN

ISSUING ORG : 0471

masTER account nuveer [N  crvE ;v

CARD ISSUE DATE : 08/07/00 DEFAULT SPLIT = ¥
CARD EXPIRATION DATE : 03/31/06 INTERFACE IND : BAN
TELEPHOMNE NUMEER : 304 896 2221 EXT :

E-MAIL ADDRESS : ALLMANCEMARSHALL.EDU

MEXT: B
PF3 =END PF4 =MENU PF9 =DEFAULT SPLIT
MU 14:17:22 IBM-3278-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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1. INQUIRY OF CARDHOLDER DAILY ACTIVITY

1) Log into FIMS/STARS by entering your User ID, 586pcr as P.A.S. No. for MU
cards and 044pcr as P.A.S. No. For MCTC cards, and Password in the screen
shown below. Place your cursor on any part of the screen above User ID, press
tab, and you will be taken to the point where your User ID needs to be entered.
Pressing tab after entering your ID will take you to the space for your PAS No.,
and pressing tab again will take you to the space to enter your password. When
these three items have been entered, press enter.

9
Close X Edit  PrintScreen  Setup  Help
Wi Wiv'l Wi = =
Wi Wi Wi Wi =
Wiy Winiw e WEST WIRGINIA
Wi Wiy = INFORMATION
SERVICES
WV WV AND
Vv Vv COMMUNICATIONS
Vi WY DIVISION
VWY
WV il e
Userid: 13:01:49
P.A.5. No.: 04 /01 /05
Passward: TIPO2835
Mew Password: 3278-2

Thiz =zysztem iz for the use of authorized users only. Individuals using
thiz computer system without authority. or in excess of their
authority, are subject to being prosecuted under
ARTICLE 3C. WEST VIRGINIA COMPUTER CRIME AND ABUSE ACT
and,/or any other applicable state or federal Taw.

press PF1 for HELP DETAILS and HELP DESK NUMBERS.
N

13:06:26 IBM-3278-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

2) You will next be taken to the screen shown below. You will need to enter an “S”
on the line next to WVFIMS and press enter.

Q BElE
Close ¥ Edit PrintScreen Setup  Help
TPX MENU FOR MUZFO63 Panelid - TENOO41
Terminal - TIPO2835
Cmdkey=PF12/24 Jump=NONE Menu=PF4 Model - 3278-2
Print=NONE Cmdchar=h System - WVISC
=== Sezzion WVFIMS has ended «<==
Sessid Sesskey Session Description Status
_ CICSRL PF CICS RL
_ WVFIMS PF WV Financial Information MGMT.
Command ====
PFl=Help PF7/19=Up PF8/20=Down PF10/22=Left PF11/23=Right H =Cmd Help
NI 13:11:47 IBM-3278-2
Clear Erase EOF | NewlLine |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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3) You will then be taken to the screen for FIMS news, shown below. Typing “X”
next to option, and pressing enter will take you to the main FIMS screen.

=[5] x|

Print Screen Setup Help
WVFIMS SUPPORT STAFF

TO ALL AGENCIES UTILIZING EXTEMNDED FIMANCIAL CODE COMPOMENTS:

THE WVFIMS SUPPORT STAFF HAS "ROLLED OVER" THE FINANCIAL CODE COMPONENTS SO
THAT THEY EXIST FOR FISCAL YEAR Z006. ANY FISCAL YEAR 2005 EXTENWDED
ORGANIZATION, QBJECT CODE, OR REVENUE SQURCE THAT EXISTED A5 OF MARCH 23, 2005,
NOW EXISTS FOR FISCAL YEAR 2006 TOO. TIF YOU ADD ANY ADDITIOMAL EXTEMDED
FINANCIAL CODE COMPOMENTS BETWEEM MARCH 24, 2005, AND JUNE 30, 2005, YOU WILL
WANT TO ADD THE COMPONENT FOR BOTH FISCAL YEAR 2005 AND FISCAL YEAR 2006.

ANYONE HAVING QUESTIONS RELATIVE TO THE COMPOMENT ROLLOVER CAN CONTACT
DENISE RUSSE AT (304) 558-5315 OR VIA E-MAIL AT: DRUSSE@WVADMIN. GOV

x (X=Exit P=Prev N=Next L=Latest 0=07Tdest) Beginning Date: [§
PFl=Help PF3=End PF7=Prew PF3=MNext PFl0=Latest PF1l2Z=0ldest
NUP 13:15:23 IBM-3273-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

4) On the FIMS main menu (Form WVFA0000) shown below, select “Purchase
Card System” by typing its number identification next to selection and pressing
enter. Depending on your status in WVFIMSs, you will probably have fewer
options than shown below, and the identification number of the Purchase card
system can vary.

¢ v SEE
Ci Close X Edit PrintScreen Setup  Help
ID: MU#FO63 STATE OF WEST VIRGINIA 04,/01/05
WVFAQODO FINANCIAL INFORMATION MANAGEMENT SYSTEM 13:15:22
MAIN MENU
1 AUDITOR INTERFACE INQUIRY 2 CHECK REGISTER INQUIRY
3 EXPENDITURE TRANSACTIONS 4  INVOICES
5 LEDGER INQUIRIES & USER PROFILES & RECEIVERS
7 VENDORS 8 SYSTEM CODE INQUIRIES
9 TRANSACTION APPROVAL 10 PURCHASE CARD SYSTEM
SELECTION: __
NEXT: ___
PF1 =HELP PF3 =END
NUN 13:15:52 IBM-3278-2
Clear Erase EOF | NewlLine |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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5) On the purchase card screen (Form WVFAQ000) you will need to choose “P-Card
Transaction Ing” or “Inquire P-Card Trans”, depending on which option is shown
on your menu. Again, depending on your use of WVFIMS, you will probably
have fewer options than shown below, and the number identification of each

option may vary.

HEL
C Close ] Edit PrintScreen Setup Help
ID: MU#FFOG3 S5TATE OF WEST VIRGINIA 04,/01,/05
WVFADDODO FINANCIAL INFORMATION MANAGEMENT S5YSTEM 13:17:05
PURCHASE CARD SYSTEM
1 GENERATE P-CARD INVOICE 2  MAINTAIN CARDHOLDER
3 INQUIRE CARDHOLDER 4 INQUIRE SECURITY GROUPS
5 MAINTAIN SECURITY GROUPS & MAINTAIN P-CARD TRANS
7 P-CARD TRANSACTION INQ 8 MAINT P-CARD USER PROFILE
9 INQ P-CARD USER PROFILE 10 P-CARD SHELL RECORD POST
SELECTION: I
MEXT: ___
PFL =HELP PF3 =END
MU 13:17:31 IBM-3278-2
Clear Erase EOF | Newline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

6) Next, locate the transaction you are wishing to view on the following forms by
entering either the credit card number or cardholder last and first name and

pressing enter:

=[5]x]

Ci Close Edit PrintScreen  Setup  Help
ID: MU#FO63 STATE OF WEST WIRGINIA 04,/01,/05
WVPC100G FINANCIAL INFORMATION MANAGEMENT SYSTEM 14:19:45
PURCHASE CARD SYSTEM - INQUIRE PURCHASE CARD TRAN. KEY PROMPT
DOCUMENT NUMBER:
OR
CREDIT CARD NUMBER:
OR
ORGANIZATION NUMBER:
OR
AGENCY NUMBER:
OR
MASTER ACCOUNT NUMBER:
OR
CARDHOLDER LAST MAME:
FIRST NAME:
VENDOR NAME :
NEXT: ___
PF3 =END PF4 =MENU PF5 =CARDHOLDER BROWSE
NUR 14:20:12 IBM-3278-2
Clear Erase EOF | Newline [  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysReq
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7) Enter “S” on the line next to vendor name and press enter to select the purchase
whose detailed information you wish to view.

Cloze wt  Edit  PrintScreen Setup  Help

BEE

Ayt

MO#A420 STATE OF WEST VIRGINIA 01-13-05
WYECL100E FINAHCIAL INFORMATION MAHWAGEMENT S¥STEM 16:45:04
FURCHASE CARD SYSTEHM — FPURCHASE CARD BROWSE BY ORG FAGE 01

ORGANIZATION WUMEER: 0471

VENDORE HAME AGENCY ID TEAN DATE POST DATE TEAH AMOUNT STATOS
_ DBC DICK BLICK ART M 2005-01-12 2005-01-12 27 .38 H
_ LAWTER ELECTRIC MOTO 2005-01-11 2005-01-12 50.00 H
v SEEWRZSTEARZSHERL: 2005-01-11 2005-01-12 21826 H
_. HoEaEvEAE 2005-01-11 Z2005-01-12 350.00 "
EHRRED Pt e S 2005-01-11 2005-01-12 350.00 H
_ U5 TOY-COSTR PLAYTHI 2005-01-11 2005-01-12 68 .86 H
_  HEEDLE DOCTORE INC 2005-01-11 2005-01-12 219 B6 H
_ STERICYCLE CENTEAL 2005-01-11 2005-01-12 26,44 )
_ J W PEFPER 2005-01-11 2005-01-12 18e.00 H
_ SV TIGERDIRECT . COM 2005-01-11 2005-01-12 29.03 H
* MORE PAGES
NEXT .. o
PF3 =END PF4 =MENU PFb =TOF
PF7 =BKVWD PFB =FWD
HTH 16;49:11 IBM-3278-2
Clear Erase EOF | Newline | PA1 PA2 PA3
ATTN Dup 1 Erase Input | Field Mark Reset SysHeq

8) A general description of the transaction should appear.

£ - 15 t.ed: -] x|
Close wt  Edit PrintScreen  Setup  Help
ID: MO#A420 STATE OF WEST VIRGINIA 01-13-05
WYPC100c FIHNANCIAL TIHFORMATION MAWMAGEMENT SYSTEM 16:49:29
PURCHASE CARD SYSTEM — PURCHASE CARD TEAH MATHTEWANCE
“oroer wee: NI .- I
CARED HOLDEE NUMEEER: HAME
YENDOE HAME: DBC DICK BLICKE ART MAT
STREET :
CITY: B800-723-2787 STATE: IL ZIF: 614010000 COUHTREY: US
REFEEENCE HUMBEER: 24692165012000661336461 FINS IHWOICE ID:
AGENCY IDENTIFIER: M TRANSACTION DATE: 2005-01-12
RECONCILED: W 0001-01-01 POSTED DATE: 2005-01-12
WARRANT RANGE: INTERFACE IND: BAN
WARRANT DATE: INVOICE AMOUHNT: 27 .38
ALLOCATION HUMBER:
COMMENT :
NEXT:
FF3 =END FF4 =MENT
PF9 =ACCOUHTING SPLIT PF10=ITEH SFLIT
HUH 16:49:33 IBM-3278-2
Clear Erase EOF | NewlLine | PA1 PA2 PA3
ATTN Dup 1 Erase Input | Field Mark Reset SysHeq
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9) Press F9 to enter form WVPC101D. This will display all funding information for
the selected purchase.

C Close wit  Edit PrintScreen  Setup  Help
ID: MOxA4az0 STATE OF WEST VIRGINIA 01-13-05
WYERC101D FINANCIAL INFORMATION MAHAGEMENT SYSTEM 16:49:45
PURCHASE CARD SYSTEM — MATINTATIH BAWHWER P-CARD SPLIT FPAGE: 01
CONTROL TOTAL: 27 .38
SEL CHART INDEX FUND ORG ACCT PROG ACTY LOCH AMOUNT
HEXT:
FF3 =END FF4 =MENU PEA, =TOF
FF? =BEUVD FF& =FUD FF3 =RETURH FF10=ITEM SFLIT
HUH 16:49:55 IBM-3278-2
Clear Erase EOF | NewlLine | PA1 PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

10) Press F10 to go into the item split form WVPC100D. This form displays each of
the individual items purchased, and information about these items.

Ci Cloze «t  Edit PrintScreen  Setup Help
HUgAL20 STATE OF WEST VIRGINIA 01-13-05
WUvPC100D FINANCIAT TIWNFOEMATION MANAGEMENT SYSTEM R R (]
PURCHASE CARD SYSTEH — ADD ITEHM SPLIT PAGE 01
CONTROL TOTAL: 2738
UNRIT DATE
SEL QUANTITY CODE UNIT FRICE REC RECEIYED SPLIT TOTAL
.o
HEXT:
PF2 =DATE FREFILL PF3 =EHND FF4 =MENU PF5 =EEC EPT PFs =TOF
FF7 =BKWD FF& =FUWD FPF3 =RETURN PF10=ACCT. SFLIT FF12=REC.ALL
HUM 16:50:17 IBM-3278-2
Clear Erase EOF | NewlLine | PA1 PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

11) Once a transaction has been reconciled, it can only be viewed in the “p-card trans
inquiry” screen.
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