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UNIT 9. MONTHLY REPORT

Unit Introduction

Unit Overview

Unit Lessons

This unit develops the skills and knowledge an FSO requires to
manage their Monthly Report.

What is a Monthly Report? Throughout the month, an FSO
manages and tracks their dining facility using forms in the PVA
Inventory Systems Workbook (PVAISW), the Inventory
Management Workbook (IMWPVA), and the Individual Credit
Account (ICA) Workbook.

At the end of the month, the FSO compiles key documents from
these workbooks, checks these for accuracy, collects required
signatures, and submits this “Monthly Report” electronically to
FINCEN for auditing, while keeping the paper copies for record-
keeping.

Unit 9 introduces all of the requirements, policies, and procedures
an FSO needs to follow in preparing, submitting, and filing their
Monthly Report.

Unit 9. Monthly Reports has four lessons:
Lesson 1. ASDR (Account Status Detail Report)
Lesson 2. SFR (Status Fund Report)
Lesson 3. Submit Monthly Report
Lesson 4. File Monthly Report

Continued next page
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09MAY2020
Unit Introduction, Continued

Unit This facilitated online training unit requires the student to have the
Technology following technology:

Requirements e milSuite account

e Access to DCS (Defense Collaboration Services)

e Personal Computer or USCG Workstation with:
o Chrome Internet Browser
o Adobe Flash

o Email for correspondence

CAC card with CAC Reader connected to computer

e Telephone with mute function (either personal cell phone or

USCG Office phone)

o Recommended: Headset with microphone and mute
button
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Lesson 1: Account Status Detail Report (ASDR)

Introduction

Lesson Lesson 1 is the first of four lessons in Unit 9. Monthly Reports.

Overview Lesson 1 introduces the Account Status Detail Report (ASDR),
which is a FINCEN-generated and FINCEN-managed online report
that tracks bills owed to the FSO’s Dining Facility, and any
payments made towards these bills. The ASDR alerts the FSO if
any errors exist in billing and payments, enabling the FSO to
contact FINCEN to resolve these billing/payment errors to ensure
accuracy of the Monthly Report.

Objective(s) After this lesson, students should be able to:

e RECOGNIZE when to contact FINCEN in regards to the
Account Status Detail Report (ASDR).

e Coast Guard Food Service Manual COMDTINST M4061.5A
(series); MAR 2009

References

End of Introduction to Lesson 1



User Guide: U9 L1. ASDR  FSO-PVA (FOT)

Lesson Structure
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This table explains this lesson’s structure. If you lack materials or
experience technical difficulties, contact Lesson instructor Anthony
Ciurlino at Anthony.J.Ciurlino@uscg.mil

Lesson 1. Account Status Details Report
(ASDR)

Mode: Online Self-Directed

e Recommended Start: Day 6 by 0900 PST
e Complete: Day 6 by 1100 PST
e Duration Range: 60 MIN — 120 MIN.

Lesson

Structure

and Required

Materials .
Lesson Title
Lesson
Schedule
Paper
Materials

The Job Aid for this lesson, “How to Assess an
ASDR”, is located in the Job Aid Booklet WEEK
2 (refer to milSuite link in far-right column.)

If possible, print this Job Aid as well as this
User Guide for note-taking and easy reference
during the eLearning module of this lesson.

1. Develop
Knowledge

This lesson only consists of an eLearning
module with knowledge assessment quizzes
integrated into the module.

See “Knowledge Development” Section in this
User Guide for instructions.

2. Complete
Practice

There is no practice for this lesson.

3. Complete
Assessment

The assessment for this lesson is integrated
through “Knolwedge Check” quizzes in the
eLearning module on milSuite.

End of Lesson Description
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Knowledge Development: Assess an ASDR

Go to milSuite.mil
Locate Unit 9. Monthly Reports, Lesson 1. ASDR.
Click on “Knowledge Development” link.

Instructions:
Online
Presentation

w0 DnhPE

Click on recorded eLearning module, “ASDR”

e Optional but recommended: Print this User Guide and
take notes on the eLearning slides on the following
pages.

5. The Job Aid Booklet includes a Job Aid, Email instructor with
any questions, if needed.

Slide on next few pages
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Knowledge Development: Lecture Slides

Unit 9. Monthly Report
Lesson 1.

Account Status Detail Report

Objective(s)

* RECOGNIZE when to contact FINCEN in regards to
the Account Status Detail Report (ASDR).

Agenda

* What is the ASDR?

* How to access the ASDR

* The ASDR

* How the ASDR relates to the CGDFOS (CG-2576)
* ASDR Discrepancies

* Review

Continued next page
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Knowledge Development: Lecture Slides

- ‘Arccount Status betail Fiéport
(ASDR)

The ASDR is a FINCEN-generated and FINCEN-managed
online report that tracks Receivables (Bills) to be collected by
the FSO’s Dining Facility, and the monetary values that are
actually paid by the patrons to the CGDF.

This allows the FSO to see if the Dining Facility’s account is in
good standing with FINCEN.

The ASDR directly relates to the CG-2576 (Blocks D, E, and F).

~ How to Access tHé-ASDR from the
CS Portal

Culinary
Specialist R
Rating Portal

Link on
bottom right
of Homepage

> How to Access the ASDR from the
CS Portal, continued

GneryCrte: 1. Enter Last 5
s .~ +——+ Digits of
= Unit’s OPFAC
o RIS )

| 2. Click
—| | Submit

Continued next page
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Knowledge Development: Lecture Slides

~ The ASDR - Left & Right Sides

Monthly Receivables to be Payments made to the
Collected (Line 39 from CG-2576) Dining Facility

soruzr, 3030 Accaunt Status Detail Report

1901 75F US00G BERIARD C WEBRER veip et ivel
Left Side ASDR e Right Side ASDR:
voices (883) Raceiots (Traasmitain)

Class fre W el Ccauns [ Pomont (Sence | coms
sst oo 50130 3508 | Geaed ia7 00000 | (1396 350 |Gored
Serismoime | w0 | G sise0s0ees | (7088 3860 |Gomes
35619012000 s %0 | Goaed 040600008 | (7485 W00 | Cores
Serisvon w0 B | Geed 0a60600608 | (31396)| 3800 | Coses

D080 3900 | Gused 5436000805 | (337901 380 |Giones

i B | Ged 03110600000 | (34306)| 3800 |Gonos

36035 900 | Goaed S w0000 | (57335 3860 |Cowes

SEFIBOTGT | 2980130008080 sn| 3900 | Gemed | Joco = 230007000 | (59%5106)| 5300 |Coses
Seriotioe | NALI0R000008 w200 300 | coned | focarmsenems 2035053608 60000 | (313135)| 3580 | Gones
Left Side: Bills to be collected by CGDF Right Side: Payments made towards bilis thus far.

The ASDR - Left and Right Sides, CONT.

Aori 27, 2020 o Suie) Jageh |
Account Status Detail Report e e
= e —
1901 75 USO0C BERUARD C WEBBER Ll it
chck here for exced version of this repor]
roices (0as) Rocuots (Tamsmats
e Grgmar | Bance Sncet Seponn Poyment [ Bance
e Date. Amount ue | SUN Jugber aad) s Amgaul, PP e
sstisne B el | SO0 ONOT08 | (1150 900 [ores) oy
Serore hp | oo Paroen | D0406000000 | 57045 3900 | Ot
ssF13901001 Example et Seyent i e oo | 9120
SEron JoulB0me | || Gones Foment| 0006060000 | 31336 3801 |cuss [ 60 4
asromorian ow e Sayent w00 | o0 00 | cows )l peumpaia
i S| mer | G e ST TT ST ST T TS T i | amdthe
%035 W0 | Goned Pament | 0RO- 00003800 | (57329)| 390 | Cones | 08 b
$22080| 000 | Coned Payment 20200306 00:00:000 $15106)| $0.00 | Closes !
3671001106 | 908108000000 | 520000] 900 | Oosed | JoGormems [ mayment | 0300508080000 | (313158 3500 | Cones
Left Side: Bills to be collected by CGDF Right Side: Payments made towards bills thus far,

4 ASDR — Focus on Left Side
(Bills due to the CGDF by patrons)

Left Side

invoices (Bins)
= Monthly Receivables to Class o an | Moo | senia
be Collected (Line 39 SSETRGTENS | He05 08 000000 50135| 3000 | Goned
ISFI3S012002 | 2020.04.100000000 535490 5000 | Closed

from CGa576), stz | aiaeassootee0 | e 3000 | Goes
3519011912 | 2020.02-16 0000000 2770 3000 | Closea

+ One bill per month 35F129011911 | 2020.01.17 0000000 $31080] 3000 | Closed
357139011903 | 2019-11-10 0000000 3720 5000 | Gosed

35139011908 | 7016-10-1609.00000 %6435 3000 | Ciosed

* Row will be RED if there 35139011907 2019.06-12 0000:000 522030 5000 | Closed
is a discrepancy 356139011906 | 2018.08-10 0000000 20080 5000 | Glosed
{reample foutisred later 356139011905 | 2019.07-13 0000000 528395 5000 | Cosed

in this module)

Continued next page



User Guide: U9 L1. ASDR  FSO-PVA (FOT)

Knowledge Development: Lecture Slides

09MAY2020

"~ ASDR- Focus on Left Side, CONT.
(Bills due to the CGDF by patrons)

Invoices (Bills)
ue Original | Baence

G Date Amount Due s
3SFI0IZ0 | 20200508 0000000 $2013 5000 | Glosed
A0 | 7200610000000 53549 5000 | Gosea
ISFORIT | 2200313000000 4075|000 | Glosed
ISFIRIENG | 20200215 0000000 sz7870 000 | Gosed

s 13501 0200117 :
S Each linsisone ISFORISN | 20200117 0000000 $080] 300 | Gosed
R SFIR0S | 1511100000000 5720 s000 | Gosea
month’s billing, ISFIOR0TIRE | 2019.10-16 0000000 %435 5000 | Closed
ISFIONIT | 2019912000000 22080 300 | Cosed
\ 357139011906 | 2019.00-100000000 522090 $000 | Closes
201907-130000000 | [_528395] Js000 | Giosed

+

Example: This amount - $283.95 - is the total bill to be collected by the
17 CGDF that month.
+ Last four digits = Year and Month

+ Example above:1905 means 2019 May How did the ASDR get this 5283.95 amount?

The ASDR s managed by FINCEN. FINCEN copled 5283.95 from the
FSO's CG-2576 Line 39 (“Recehvables to be collected by the CGDF") and
FINCEN put this $283.05 into the ASDR for that month. (Example
featured later in this module.)

~— ASDR - Focus on Right Side
(Payments made towards Bills)
Right Side

Receipts (Transmitais)
oot | cuss Depors Foment Bance | (o
e Amem_j-0e= Payments processed by
7 [rayment | sumoreToneome0 | 39| 0% | Goned 2
7 [Faymest | 2004050000000 | (57055 5080 | Geved FINCEN for the Dining
Paymest | 2025.04060080000 (57485 500 | Gosed Facility
7 [Pevmest | et 0000000 | (513%%) 3080 |Gemed
pamest 52150 00 | Gesed « Paygov
paymest 34305 0% |Guned
Payment §2325) 5009 Coned + Transmittal
Fayment | 262 15105 3000 |Goned
Fayment | 202 19155 5080 | Gosed
Paymest | 20200220 0000000 | (39950) 3080 | Gsed * Important to pay for correct

month

+ Eachlinerepresentsa payment

+  Each payment receives a serialized receipt Row will be RED if there is
., number. adiscrepancy

+ Paymentscome in several forms (e.g., B )
xample featured later in
Paygov payments, funds transmitted to fh,.s o duf,e i

lockbox, OTCnet deposits, etc.)

T —

“How the ASDR relates to the CG-2576

FINCEN takes
amount from
FSO’s CG-2576
Line 39 and

— posts this
amount to the
ASDR (left side)
for that month.

~EEEEE

e marT

e sTaNDArs ATy fiTEs
frex T ars 5

= =

10

Continued next page



User Guide: U9 L1. ASDR  FSO-PVA (FOT) 09MAY2020

Knowledge Development: Lecture Slides

e /

g H'gw the ASDR relates to the CG-2576, continued

Line 28 is the amount that
should be collected in the
new month

Line 34 is what is actually
paid to the CGDF (should
match Line 28) *

*1f these numbers do not
match, there will bea
discrepancy on the ASDR

ASDR Discrepancies

Note: An “OPEN” Status is

always red (indicating a
discrepancy.)
vorces @) Receipts (Transmitias)
- e ongnat | Bance | g | Recowt Dupana
o Oate Amount Ooe. b Wuenbe o e Date
05551300000 SI2270] 2025 | G | 0G00I |Paywen | 30355406 805080
31000800 $174%0[ 3080 | Cosed Payweet
W8 50D Si6200] 3000 | Gones Saymant
S| 300 | Cosed Paymeed
Si5735] e | Coned Poyennt
%000 Coses Paymt
000 Cses Payewed
5000 Gosed Paywart

Discrepancies on the ASDR show up in RED. If an FSO sees red on their
ASDR they must contact their FINCEN CS Liason. The FINCEN CS
Liason will help the FSO correct any discrepancies.

Knowledge Check: ASDR N

Instructions: Click on the answer you believe is correct.

1. What does the ASDR provide?
A. The ASDR provides the total bill due that month, which the FSO copies into the CG-2576.
B. The ASDR shows the FSO bills due to be collected by the CGDF and the status of payments.
2. When does the FSO contact their FINCEN liaison about an ASDR?
A. When the FSO finishes their CG-2576 for that month.
B. Whenan “ERROR” message window pops-up in the ASDR.

C. When the FSO sees red in the ASDR.
3. How is the ASDR generated?

A. The FSO generates the ASDR by entering billing data into the ASDR from
CG-2576 Line 39 “Receivables due to be collected by the CGDE”"

B. FINCEN generates the ASDR and pulls CGDF billing data from the FSO's CG-
2576 Line 39 “Receivablesdue to be collected by the CGDE”

End of Lesson
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Knowledge Development: Lecture Slides

Summary and Review

* What is the ASDR?

* How to access the ASDR

* The ASDR

* How the ASDR relates to the CGDFOS (CG-2576)
* ASDR Discrepancies

* Questions?

You have finished Lesson 1. ASDR!

Accomplishments:

You recognize when to contact FINCEN in
regards to the Account Status Detail
Report (ASDR).

Next Steps:
Return to milSuite to begin Unit g9’s Lesson 2. SFR.

End of Lesson
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