
FAQ YEAR-END Module 

 

 

1. Who will need access to the Year End Module? 

Answer: GTAS reporters who are required to submit an adjusted trial balance. 
 
 

2. Why is the Year End Module needed? 

Answer: To initiate year end cancellation and adjustment transactions that were previously 
accomplished in FACTS II on the 2108.   

3. What types of transactions can I accomplish in the module? 

Answer: The following transactions: 

 Surplus, Year End Closing Cancellation of Expired Account Balances 
 Surplus, Year End Closing Cancellation of Revolving, Special and Non-Revolving Trust Fund 

Accounts (with Available Receipts) 
 Surplus, Year End Closing Cancellation of Special and Non-Revolving Trust Fund Accounts 

(with Unavailable Receipts) 
 Indefinite, Year End Closing Adjustment  

 

4. When can I report my Year End cancellation activity? 

Answer: The reporting window will be from October 7th at 8:00 am thru October 20th at 12 
noon. 

 
5. Is there training material available for the Year-End module? 

Answer: Yes and you can access the Year End training material at:  CARS Year-End Training 

  CARS YEAR-END Training-Part1 

  CARS YEAR-END Training-Part2 
 
 
6. How do I gain access to the Year-End module? 

Answer: Please see the specific instructions below. 
• If you are not currently a CARS user and wish to request access to the new CARS application, 

please follow the instructions provided in the attached CARS Enrollment user guide. (If you do 

http://www.fms.treas.gov/cars/training.html
http://www.fms.treas.gov/cars/year-end-training/YearEndClosing_Training_Part1.htm
http://www.fms.treas.gov/cars/year-end-training/YearEndClosing_Training_Part2.htm


not currently have a Single Sign On account, you will be required to establish one before 
requesting access to CARS. If you currently use GTAS and/or IPAC, your Single Sign On account 
credentials are the user ID and password that you use to access those applications.)  
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• If you currently have access to CARS and wish to add YEC (Year End Closing) access, please 
follow the instructions provided in the attached CARS Account Modification User Guide. Select 
the appropriate module and role as follows: 

Field Selection Function 
Module YEC Allows the user to provision access to the  

following roles 
Roles Agency Preparer Allows the user to create and certify year-end 

cancellations and adjustments 
Agency Reviewer Allows the user to view year-end cancellations and 

adjustments 
 

 

 
 

 
 

7. I am logged into CARS, how do I get to the Year-End transaction module? 
Answer: Follow the steps below to create a New Year End Closing transaction. 
a. Click the Transactions Tab at the top of the screen 
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b. Under  “New Transactions”, click the “Year End Closing” link 

 

 

 

 

c. You should now be on the New Year-End Closing Transaction screen 



 

 

 

8. When I click the Year-End Closing link, why do I get an error message? 
Answer: If you are seeing the error message below, it is because it is before the Year-End 
window opens on October 7 or the window has closed for all Year-End transactions. 
 

 
 
 
 
 

9. What happens once I certify a transaction? 
Answer: You will get the detail screen below. Please take note of the control number. You will 
need this to view your transactions later. 



 

 

 

 

 

10. Once I certify a transaction, how do I know if it posted to the system? 
Answer: To check the posted status for a specific transaction, follow the steps below. 
 
a. Click the Transactions Tab at the top of the screen 



 

b. Under  “Posted Transactions”, click the “Authority Transactions” link 

 

 

 

 

c. You should now be on the Posted Transaction screen.  



 

 

d. In the top box enter the control number you noted from  the detail transaction screen after 
you certified the transaction. Then click “View Transaction” 

 
 
 
 
 
 
 
 
 
 
 

 



e. If your transaction has posted you should be viewing the detail screen below. 

 

 

 

 



 

11. Why is my transaction not showing up as posted? 
 Answer: Your transaction could still be in a pending status, either waiting to be (a) 
approved by the Bureau of Fiscal Service or (2) posted to our legacy system. To check Pending 
Transactions for your specific transaction(s), follow the steps below. 
a. Click the Transactions Tab at the top of the screen 

 

b. Under  “Pending Transactions”, click the “Authority Transactions” link 

 



 

 

c. You should now be on the Pending Transaction screen. 

 

 

d. In the top box enter the control number you noted from the detail transaction screen after 
you certified a transaction. Then click “View Transaction” 
 

 
 
 
 
 
 
 



 
 
e. If your transaction is pending you should be viewing the detail screen. 

 

12. Who should I call if I have further questions? 
Answer: Please contact the TSC at 1-877-440-9476. 

 
13. Who should I call if I experience any system Issues? 

Answer: Please Contact the TSC at 1-877-440-9476. 
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1. Who will need access to the Year End Module?

Answer: GTAS reporters who are required to submit an adjusted trial balance.





2. Why is the Year End Module needed?

Answer: To initiate year end cancellation and adjustment transactions that were previously accomplished in FACTS II on the 2108.  

3. What types of transactions can I accomplish in the module?

Answer: The following transactions:

· Surplus, Year End Closing Cancellation of Expired Account Balances

· Surplus, Year End Closing Cancellation of Revolving, Special and Non-Revolving Trust Fund Accounts (with Available Receipts)

· Surplus, Year End Closing Cancellation of Special and Non-Revolving Trust Fund Accounts (with Unavailable Receipts)

· Indefinite, Year End Closing Adjustment 



4. When can I report my Year End cancellation activity?

Answer: The reporting window will be from October 7th at 8:00 am thru October 20th at 12 noon.



5. Is there training material available for the Year-End module?

Answer: Yes and you can access the Year End training material at:  CARS Year-End Training

 	CARS YEAR-END Training-Part1

 	CARS YEAR-END Training-Part2





6. How do I gain access to the Year-End module?

Answer: Please see the specific instructions below.

· If you are not currently a CARS user and wish to request access to the new CARS application, please follow the instructions provided in the attached CARS Enrollment user guide. (If you do not currently have a Single Sign On account, you will be required to establish one before requesting access to CARS. If you currently use GTAS and/or IPAC, your Single Sign On account credentials are the user ID and password that you use to access those applications.) 





· If you currently have access to CARS and wish to add YEC (Year End Closing) access, please follow the instructions provided in the attached CARS Account Modification User Guide. Select the appropriate module and role as follows:

		Field

		Selection

		Function



		Module

		YEC

		Allows the user to provision access to the  following roles



		Roles

		Agency Preparer

		Allows the user to create and certify year-end cancellations and adjustments



		

		Agency Reviewer

		Allows the user to view year-end cancellations and adjustments
















7. I am logged into CARS, how do I get to the Year-End transaction module?

Answer: Follow the steps below to create a New Year End Closing transaction.

a. Click the Transactions Tab at the top of the screen

[image: ]

b. Under  “New Transactions”, click the “Year End Closing” link

[image: ]







c. You should now be on the New Year-End Closing Transaction screen

[image: ]





8. When I click the Year-End Closing link, why do I get an error message?

Answer: If you are seeing the error message below, it is because it is before the Year-End window opens on October 7 or the window has closed for all Year-End transactions.
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9. What happens once I certify a transaction?

Answer: You will get the detail screen below. Please take note of the control number. You will need this to view your transactions later.
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10. Once I certify a transaction, how do I know if it posted to the system?

Answer: To check the posted status for a specific transaction, follow the steps below.



a. Click the Transactions Tab at the top of the screen

[image: ]

b. Under  “Posted Transactions”, click the “Authority Transactions” link
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c. You should now be on the Posted Transaction screen. 

[image: ]



d. In the top box enter the control number you noted from  the detail transaction screen after you certified the transaction. Then click “View Transaction”
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e. If your transaction has posted you should be viewing the detail screen below.
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11. Why is my transaction not showing up as posted?

	Answer: Your transaction could still be in a pending status, either waiting to be (a) approved by the Bureau of Fiscal Service or (2) posted to our legacy system. To check Pending Transactions for your specific transaction(s), follow the steps below.

a. Click the Transactions Tab at the top of the screen

[image: ]

b. Under  “Pending Transactions”, click the “Authority Transactions” link
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c. You should now be on the Pending Transaction screen. [image: ]



d. In the top box enter the control number you noted from the detail transaction screen after you certified a transaction. Then click “View Transaction”



[image: ]

















e. If your transaction is pending you should be viewing the detail screen.

[image: ]

12. Who should I call if I have further questions?

Answer: Please contact the TSC at 1-877-440-9476.



13. Who should I call if I experience any system Issues?

Answer: Please Contact the TSC at 1-877-440-9476.
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New User Registration 



The term “new user” refers to an individual who does not currently have an identity (Single Sign On user ID 



and password, or SSO account) established to access Treasury applications via the UPS or ITIM provisioning 



services. If you already have an SSO account with which you access other Treasury applications via UPS or 



ITIM, proceed to the User Enrollment section of this guide.  



To create an identity (Single Sign On user ID and password), access the FMS Self-Enrollment page at 



https://reg.fms.treas.gov/selfenroll/register. When the page opens, enter information in all required fields 



(denoted with an asterisk), retype the validation text in the corresponding field, and then click Submit. 



Note: Access to the CARS application requires a government email (no .com emails will be accepted).   



Email addresses will be reviewed on an ongoing basis. 
 



 





https://reg.fms.treas.gov/selfenroll/register
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User Enrollment 



1. Access the ITIM Self-Service website at https://reg.fms.treas.gov/itim/self. 



 



 



 



 



 



 



 



 



 



 



 



2. Enter your user ID and password, and then click the Log In button. 
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3. The Self-Service home page will load. To request access to CARS, click the Request Account link in the 



My Access section.  



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



4. When the Request Account page loads, enter “CARS” in the Search for: field, and then click Search. 
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5. When the search results appear, click the CARS link in the Account Type field. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



6. When the Account Information page loads, click the Search button next to the GWA Supervisor field. 



 



 



 



 



 



7. Type in the name of the desired supervisor, and then click Search.  
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8. When the supervisor’s name appears in the search results, click the link to select it.   



Note: If the correct supervisor’s name does not appear, you will need to have him/her submit a 



form in order to be added to ITIM as a supervisor. 



 



 



 



 



 



 



 



 



 



 



 



 



 



9. The supervisor’s name will appear in the GWA Supervisor field.  To add the necessary modules and roles, 



click Details. 
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10. When the CARS Access Permissions window appears, click the dropdown menus in the Module and Role 



fields to select the appropriate options. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



11. In the ALC field, enter the information relevant to the necessary Agroup needed for CARS access. This is a 



free-form entry field that allows entry of any of the following information: ALC(s), AGroup name (if 



known), ID of another user whose access should be mirrored, etc.  



Note: The AGroup field is not an editable field in Self-Service. This field will be populated with 



the correct AGroup based on what is entered in the ALC field when the Treasury Support Center 



approves the request. 
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12. After the Module, Role, and ALC fields have been completed, click Add. Entries in the 



Module/Role/ALC fields will populate in the Current Permissions table. Repeat the process to add 



Module/Role/ALC information for all necessary access. When all Module/Role/ALC information appears 



in the Current Permissions table, click the OK button. 



 



 



 



 



 



 



 



 



 



 



 



 



13. When the Account Information page reappears, click Next.  
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14. Click Request Account to submit the request. When the Request Submitted confirmation page opens, the 



request ID assigned to the submitted request will appear.  To view the status of the request, click the View 



My Requests link. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



15. When the View My Requests page opens, the status of the request should initially be shown as “In 



Process.” To view the Request Detail, including the name of the supervisor who needs to approve the 



request, click the corresponding Account Add link in the Request Type column.   
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16. The request will remain in a status of “In Process” until it is approved, rejected, or the timeframe for action 



ends. It will change to “Success” after the request has been approved by both your supervisor and the 



Treasury Support Center. You will receive an email after the request has been approved or rejected. 



Note: This process can take up to 14 days: your supervisor has seven days to approve the request, after 



which the Treasury Support Center has another seven days to complete its approval. If your supervisor 



does not approve the request within the seven-day timeframe designated for supervisor approval, the 



request will fail, and you will need to resubmit it. 



 



 



 



 



 



 



 



 



 



 



 



Contact the Treasury Support Center at (877) 440-9476 or via email at GWA@stls.frb.org if you have questions 



concerning the CARS enrollment process. 
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Follow the steps below to verify/modify your CARS account through the  



ITIM Self-Service website. 
 



 



1. Access the ITIM Self-Service website at https://reg.fms.treas.gov/itim/self. 



 



 



 



 



 



 



 



 



 



 



 



2. Enter your user ID and password, and then click the Log In button. 
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3. The Self-Service home page will load. To verify or modify your access to CARS, click the View or 



Change Account link in the My Access section.  



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



4. When the View or Change Account page loads, click the CARS link in the Account Type column. 
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5. When the Account Information page loads, your supervisor’s name will be displayed.  



Note: If the Supervisor field is blank or shows an incorrect entry, click the Search button next to 



the field, and then proceed to step 6. If the correct supervisor is listed, skip to step 8. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



6. Type in the name of the correct supervisor, and then click Search.  
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7. When the supervisor’s name appears in the search results, click the link to select it.   



Note: If the correct supervisor’s name does not appear, you will need to have him/her submit a 



form in order to be added to ITIM as a supervisor. 



 



 



 



 



 



 



 



 



 



 



 



 



 



8. Next, click on Details to verify that your access is correct. 
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9. The CARS Access Permissions window will appear. The module, role and AGroup selections already 



assigned to the user will be displayed in the Current Permissions table.  



                  



10. To add a new permission, click the down arrows in the Module and Role fields to expand the dropdown 



menus and select the appropriate options. In the ALC free-form entry field, specify the AGroup needed for 



CARS access by entering any of the following information: ALC(s), AGroup name (if known), ID of 



another user whose access should be mirrored, etc.  



Note: The AGroup field is not an editable field in Self-Service. This field will be populated with 



the correct AGroup based on what is entered in the ALC field when the Treasury Support Center 



approves the request. 
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11. Click Add to move the new module, role and ALC information to the Current Permissions table. The 



information entered in the ALC field will populate in the table in its entirety; this information will assist the 



TSC in adding the appropriate AGroup permission. 



 



 



 



 



 



 



 



12. If any information in the Current Permissions table is incorrect, click the Edit button in the row showing 



the incorrect data (in this example, the NET module line was selected). After clicking Edit, the Module, 



Role, ALC and AGroup field entries will move back to the Access Permissions table and will become 



modifiable. Once that occurs, make the appropriate changes and/or additions to the Module, Role, and/or 



ALC fields. When your updates are completed, click Add. 



Note: The AGroup field is not an editable field in Self-Service. If you click an Edit button that 



corresponds with an entry that previously had an AGroup assigned, the AGroup that was already 



populated will automatically be removed when changes are made and the Add button is selected. To 



ensure that the appropriate Agroup is assigned, enter ALC information to the best of your 



knowledge in the ALC field. Doing so will let the TSC know what AGroup to add, as described in 



Step 9. 



 



 



 



 



 



 



.  
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13. After clicking Add, the new module, role, or ALC entries will populate in the Current Permissions table 



and the AGroup information will be missing. Once the Current Permissions table reflects correct 



information, click OK.  



Note: Do not click the OK button until you have completed all your changes. 



 



 



 



 



 



 



 



 



 



 



 



14. When the Account Information page reappears, click OK to submit the request to the supervisor for 



approval. 
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15. When the Request Submitted: Change Account page opens, the Request Detail section will show the 



modified information. To check the status of your request, click the View My Requests link under the 



Related Tasks section. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



16. The request will be in a status of “In Process” until it is approved, rejected, or the timeframe for action 



ends. It will change to “Success” after the request has been approved by both your supervisor and the 



Treasury Support Center. You will receive an email after the request has been approved or rejected. 



Note: This process can take up to 14 days: your supervisor has seven days to approve the request, 



after which the Treasury Support Center has another seven days to complete its approval. If your 



supervisor does not approve the request within the seven-day timeframe designated for supervisor 



approval, the request will fail, and you will need to resubmit it. 



 



                     
 



 



Contact the Treasury Support Center at (877) 440-9476 or via email at GWA@stls.frb.org if you have questions 



concerning the CARS enrollment process. 



 



 



 





mailto:GWA@stls.frb.org







image3.png

{2 Home
& my cars:
otices

02/26/2007 03:53 P~
Security Wesknesses.

& pot

R ALC Address e

<7 News

) System Alerts

© asoutcans

My CARS: Notices.
02/26/2007 03:53 PM _ Reporting of Security Weaknesses.

If users st any time become avare of a security weakness or vulnerability that poss:
874-4357 or (202) 874-8270.






image4.png

Welcome, Agency Preparer last loggad in on September 24, 2014 02:30 PM

JHomeb rransactions |

| Agency Transaction Modue + |

‘Transactions - Agency Transaction Module

New Transactions
Year £nd Closing
Borrouing
© Ron-Expenditure Transfer
© Clsss fication Transactions and Accountabil

Pending Transactions.

"o Authority Tranzactions
© Classification Transactions and Accountabil

Posted Transactions

‘o Authority Transactions
© Classification Transactions and Accountabil






image5.png

* CGACTreasury Account Symbol
* Balance Adjustment Type

Indefinite, Year End Closing Adjustment

109/30/2013
09/2013
109/30/2013

s ama AD BPOA

EPoA A A sus

N/A v N/A v -Select- v —Select— v
© Increase O Decrease
000

000

~Select— v —~Select— v ~Select— v ~Select— v [Resst







image6.png

Contral Arzmutiog

Welcome, Agancy Preparer

Year End Closing +.

New Year End Closing Transaction

The operating window is closed for processing Year End Closing transactions.







image7.png

New Transactions ) Pending Transactions v |Posted Transactions )

Authority Transactions v Classification Transactions and Accountability »

> Year End Closing Transaction Detail

Control Number: seazaze
Status: STAR Interface
Transaction Typa: Surplus, Year End Closing Cancellation of Expired Account Balances
Transaction Date: o08/30/2013
Accounting Period: o0s/2013
Effective Date: o08/30/2013
CaAGITAS] Account Title: Cancelistion Amount
SP [ATA [AD [5POA [EPOA |A |MAN [sUB
01 | 2008 | 2008 0100 | 000 SALARIES AND EXPENSES, GENERAL ADMINISTRATION, ARCHITECT OF THE CAPITOL 7001262
01 | 2008 | 2008 0105 | 000 (CAPITOL BUILDINGS, ARCHITECT OF THE CAPITOL. 7005270
ot 0z | 2008 | 2008 0477 | 000 |SALARIES, CAPITOL POLICE 384421
feco 05 | 2008 | 2008 0200 | 000 SALARIES AND EXPENSES, BOTANIC GARDEN a1.087.37
o010 | 2007 | 2008 0928 | 000 'SALARIES AND EXPENSES, FEDERAL JUDICIAL CENTER, THE JUDICIARY 24,200.1
o011 | 2008 | 2008 0001 | 000 (COMPENSATION OF THE PRESIDENT. 230049
014 | 2008 | 2008 0804 | 000 SURVEYS, INVESTIGATIONS AND RESEARCH, US. GEOLOGICAL SURVEY 52,
020 | 2008 | 2008 0100 | 000 'SALARIES AND EXPENSES, OFFICE OF INSPECTOR GENERAL, TREASURY. 28437090

Agency Reference #:
STAR Referance =1

Most Racant Commant:






image8.png

Conbral Aemunting - GoTo - - [so

Welcome, Jennifer Dickans 09/25/2014 0;

| Posted Transactions v |

Authority Transactions

Posted Transaction Query.

e e e s
e e i

‘Search for Transactions.
P2t [V] accounting Period [V] Effective Date [V] Transaction Date

Statpate 09 v 01 v 2014 ~
Endpste 10 v 01~ 2014

‘

Transaction Category All -

Transaction Type Al -

Ag=ne/ | None

CGAC Traasury Account Symbol g aTA D BPOA EPoA A man sus

o (Hold CONTROL to salact multple antries

None ~ None ~ or SHIFT to selact a range of entries)

Reset CGAC Compansnts

Legal Authority | None

(__ViewTransaction st (__Dovnioad-.. ] [Reset]

Accessibilty | Contact Us | Privacy Policy

U. 5. Department of the Trassury - Financial Management Service







image9.png

Welcome, Jennifer Dickans

| Posted Transactions v |

Authority Transactions

Posted Transaction Query.

‘Search for Transaction by Control Number

Transaction Contral fiumber 5687825 View Transaction






image10.png

D

"W’" - GoTo - [so

Welcome, Jennifer Dickans

Posted Transactions v |

‘Year End Closing Transaction Detail

09/25/2014 01:12:14 PM EDT

Control Number: ses782s
Status: Posted
Transaction Type: Indefinite, Year End Closing Adjustment
Transaction Date 0s/30/2013
Accounting Period: 0372013
Effective Date: 0s/30/2013
Agency Reference +
STAR Reference + wro14sss
s ATa AD sPOA roa A AN sus
ceacTAs o12 x o137 000
Balance Adjustment Type Decrease
Current Balance 18,068,132.15
Adjustment Amount 16,486,786.51
New Balance: 1,581,345.64

Most Racant Commant:

View Audt Log

Accessibilty | Contact Us | Privacy Policy

U. 5. Department of the Trassury - Financial Management Service






image11.png

Contral Arzmutiog

Welcome, Jennifer Dickans

Authority Transactions

Pending Transaction Query

‘Search for Transaction by Control Number

Transaction Control Numbar View Transaction

‘Search for Transactions

P=t= [7] Accounting Period [] Effective Date [] Transaction Date

StartDate 09 v 01 v 2014 ~
Endpate 10 v 01 v 2014 ~

Transaction Catagory Al -
Transaction Type All -
Action Reauired Al v
status Al -
Ageney Al -
EEE T e g ATA A BFoA EFon A AN sus
p = A . = p
NA - |02 = Al - ||2004 2005 01 = |o00 (Hold CONTROL to zslact multiple antriss
o 2005 ||l 2002 = [P T or SHIFT to salsct 3 range of antries)
Rasst CGAC Compansnts
Lagal Authority Al -

(__ViewTransaction st (__Dovnioad-.. ] [Reset]







image12.png

Contral Arzmutiog

Welcome, Jennifer Dickens

Authority Transactions

Pending Transaction Query

‘You have 252 total pending transaction(s)

the system, with 112 requ

‘Search for Transaction by Control Number

View Transaction

Transaction Contral Number 5687828

‘Search for Transactions







