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WinSALTS provides SALTS customers the ability to download, view, certify, and submit Navy Purchase Card (NPC) E-Statements (electronic statements).  This document helps explain the details about the WinSALTS-Navy Purchase Card program and procedures.

All Navy Purchase Card (NPC) customers have been directed by the Department of Defense (DoD) to perform automated, electronic certification of their monthly E-Statements.   U.S. Navy solutions include performing online certifications via a World Wide Web page sponsored by Citibank.   The web page will be for use only by selected shore activities utilizing 15-digit Standard Document Numbers (SDN).  Another solution for performing certifications is through WinSALTS.  The WinSALTS method will be used by activities that utilize 14-digit SDNs in their financial system.  15-digit SDN activities can also use WinSALTS if they notify NAVSUP and SALTS to ensure they receive a file.

Key points of contact for the NPC program are:

(Contact Your TYCOM first)

SALTS Help
Desk
SALTS

(215) 697-1112
help@salts.navy.mil

DSN 442

Jim Friedrichs
SALTS

(215) 697-5934
jfriedrichs@salts.navy.mil

DSN 442

Ross Reeves



(717) 379-0179
ross.r.reeves@mindspring.com


WINSALTS VERSION

The first step to be taken by activities wishing to use WinSALTS is to ensure WinSALTS is up and operational at your command.  If you are not sure, or are experiencing any problems, please contact your nearest SALTS Office.   Once WinSALTS is installed and operating normally, ensure version 5.04, or later, is being used.  The version, or Release, number is displayed on the lower right corner of the WinSALTS User Logon screen.
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CERTIFYING OFFICIAL WINSALTS SETUP

The local WinSALTS Administrator must setup a new User ID and Password for the certifying official, and his or her alternates.  These are the only individuals authorized to certify the E-Statements!  

When establishing a new User ID, be sure to enable the box marked NPC CERTIFICATION or the certifying official will not be able to operate the E-Statement Viewer/Editor!

The procedure for the local WinSALTS Administrator to create a new User ID is as follows:

Select System.

Select User Configuration.

Click the Add button.

In the User ID box, type a User ID (i.e. person’s last name, organizational code, etc.).

In the Name box, type the person’s title/rank and full name.

In the Password box, set the initial password (not more than 8 characters).

Ensure the Change Password at Next Login checkbox is checked.

Under the SALTS File Types box, click the checkbox for NPC Certification.

Under the System Functions box, click all checkboxes except Configure.

Click the OK button when finished.

When done, ensure these individuals are given their User ID and initial Password for gaining access into the WinSALTS Program.

Note: The NPC CERTIFICATION checkbox should be disabled for all other User IDs to help prevent unauthorized use of the Navy Purchase Card Certification option.
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DOWNLOADING THE NAVY PURCHASE CARD FILE

Inform all WinSALTS Operators to expect the incoming E-Statement from Citibank on or about the 22nd of each month.  The E-Statement will be identified with the file extension of .IMP.  Instruct the WinSALTS Operators to save the file to a pre-designated directory or disk (as desired by internal procedures), and to notify the certifying official(s).  The following is an example of an incoming .IMP file.

Highlight the NPC Certification line.

Click the Process button.
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Insert a floppy disk into a disk drive (or you can save to your hard drive).

Click the Save As button and save the file to disk.  

Import Note: DO NOT CHANGE THE NAME OF THE FILE THAT COMES FROM SALTS CENTRAL!  The SALTS FILE NAME must be maintained at all times!
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Note:  If your TYCOM requires you to maintain a backup copy of the E-statement file, you MUST make a copy of the file from your Explorer or MS-DOS prompt.  You MUST do this BEFORE you hit the DONE button during the certification process (explained later)!  It is recommended a backup copy of the file be made immediately after it is downloaded.
Note:  If for some reason you loose your purchase card file, you must request the file be resent using the Archived File Request option in your WinSALTS program!  See next page.
Requesting Retransmission of Purchase Card File

The first step is to locate the packet file name the .IMP file was sent on from your WinSALTS Log.

From the WinSALTS Main Menu, open the System menu.

Select Log File.

Scroll to the date the .IMP file was downloaded (approximately three working days after the 21st of each month).

Write down the incoming .IMP packet file name.

In the example below, note the .IMP file, named 09629122.IMP, was unzipped from packet name 00859764.IMP at 10:05 on 01/24/2003.  For this example, we want to write down packet file name 00859764.IMP.

Click the Done button to close the Log and return to the WinSALTS Main Menu.
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From the WinSALTS Main Menu, open the Data Services menu.

Select Request Files from SALTS.

Select Archived File Request.

Enter the .IMP packet name in the Enter Requested Packet Name box.

Click the Add button.

Click the Done button.
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Next, connect to SALTS to upload the request.  Wait 1 – 2 minutes, and connect again.  Your file will be resent to you automatically from the SALTS host system.

NAVY PURCHASE CARD FILE CERTIFICATION

To begin certification, the certifying official must first log onto WinSALTS with his/her own User ID and Password.  After logon, the NPC Certification file (.IMP) must be opened using the Navy Purchase Card option.

Start WinSALTS.

Select Data Services.

Select Navy Purchase Card.

Select NPC Certification.

[image: image2.png][l winsaLTS

Eile EMail SALTSGrams | Data Services | Inquiies Connect System Window _Help

. MILSTRIP
IE MILSTRIP BK2 Transactions
PK  pASS - NAVICP Mechanicsburg

Wity Dot otz
o et
LTS % AT Deta
Rt Fies From SALTS
el e
R e
ot Lot ot fmation

»
»
»
»
»
)|





Select the appropriate Drive and Folder.

Click on the file name of the .IMP file.

Click the OK button.
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E-Statement Viewer

The CITIBANK E-Statement Viewer window appears.  It is broken into two sections: the Identification Section and the Detailed Record Section.
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Identification Section

All authorized card holders should appear in the Card Holders box.

The information in the grayed-out boxes cannot be changed.

Click the AO Billing Summary to view the authorizing official’s account summary.
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Click the Cardholder Summary button to see an Account Summary of the selected cardholder.

Click the Done button to exit the Account Summary.
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Click the Certification button to give final certification for the selected card holder.

Modify the Date Certified box, if necessary.

Enter the Certifying Official’s name.

Modify the Certifying Official’s UIC, if necessary.

Click the OK button when finished.

Important Note: The certifying official should view all Detailed Records for the selected card holder for accuracy BEFORE giving final certification.
Note: If the UIC is not present, it must be added.  If the UIC is incorrect, it can be changed.  If the displayed UIC is N99999, and is not changed by the certifying official, a warning message will be displayed to ensure it is changed.
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Detailed Record Section

The certifying official must verify the contents of each Detailed Record for accuracy.

The certifying official must view all Detailed Records for each card holder.

The information in the grayed-out boxes cannot be changed.

Click the Next Record button to move to the next purchase for the selected card holder.

Click the Prev Record button to move to the previous purchase for the selected card holder.

Use the Goto Record to move to a specific purchase for the selected card holder.

Notice the record counter to the immediate right of the Goto Record button.  In this example, the counter indicates the selected card holder, Blaise Koki, has a total of four purchases and we are currently viewing the first purchase.
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Approved vs. Dispute

Click the Dispute radio button if a purchase record must be disputed.

Click the Yes button to print out the dispute form.

Click the No button if you don’t have a printer available.

Important Note: The dispute form MUST be printed, filled-out, signed and forwarded to Citibank for processing.  A mailing address and fax number will be provided on the printed Dispute form.
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Click the Yes button to save the Dispute form to a text file, which can be printed using another computer.

Select the Drive and/or Folder.

Click the Save button.

Important Note: The file name DISPFORM.TXT is used by default.  If more than one form must be saved, take caution to modify the default file name so previous Dispute forms are not accidentally overwritten.  For example, use names such as DISPFORM2.TXT, DISPFORM3.TXT, etc.
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Dispute Help Button.

Click the Dispute Help button to view the Department of the Navy Purchase Card Dispute Policy.

Click the Print button to print this information.
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Line of Accounting

The Line of Accounting (LOA) data is displayed, separated into its individual elements.  If necessary, the certifying official can modify the current entry, but care should be taken that correct data is used.  WinSALTS also maintains an LOA List.  If necessary, the certifying official can replace the current LOA entry by importing a different LOA from the LOA List.  Use the following procedure to import a different LOA from the LOA List:

Click the LOA List button.

Highlight the LOA you want to use.

Click the Import button.
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If the current LOA entry is not found in the LOA List, WinSALTS will ask if the current LOA should be added to the LOA List for future use.

Click the Add button to save the current LOA to the LOA List.

Click the Send As Is button to keep the current LOA in the Detailed Record, but not add it to the LOA List.

Click the Cancel button to return to the Detailed Record.
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Note:  The MCC block of the LOA (last block on the right) is usually blank.  If you click or TAB into the field and make a change, you may get the error below.  This field already contains two SPACE characters, which are pushed to the right (out of view) if characters are added at the start of this field.  So, if you click to the left of the block, and enter two characters (i.e., if you enter YC), the field would actually contain "Y C SPACE SPACE", and would look like four characters to the program, where it should only have two.  To clear the error, if encountered, you can either (1) Right Click and hold, and highlight both positions in the MCC block (which will cause an "overwrite" condition vice an "insert" condition), or (2) enter your data then hit the DELETE key twice to delete the last two spaces.
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LOA Help Button

Click the LOA Help button to display a summary of the LOA data elements.

Click Print to print this information.
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Standard Document Number

Select the appropriate radio button next to the type of SDN your command uses (14-digit vs. 15-digit).

Fill-in the SDN in accordance with your command/TYCOM procedures.

Note: The SDN will automatically for subsequent purchases for the selected card holder, if no default LOA is present.  Otherwise, the SDN will be extracted out of the Cost Code field of the LOA and pre-populated into the SALTS file.  Changes to SDNs in this case must be made manually to each SDN that requires changing.
Note: When changes are made to the PAA and/or Cost Code blocks (positions 3-10 of the Cost Code only) in the LOA, they are automatically changed in the 14-digit SDN field (not the 15-digit).  This includes the UIC, Julian Date, and Serial Number.  The change will occur when you either click or TAB out of the PAA or Cost Code field (or click the SAVE or SAVE & CLOSE buttons).
Note: The 14-digit SDN has three parts – 6 characters in the first part, 4 characters in the second part, and 4 characters in the third part.  The 15-digit SDN has four parts – 6 characters in the first part, 2 characters in the second part, 2 characters in the third part, and 5 characters in the fourth part.  If more characters are inserted in these fields, an error message will be displayed.
Print Button

The Print button can be used to print out a summary report of the Navy Purchase card file. 

Click the Yes button to save a text copy of the summary report.
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Save Button

Click the Save button to save all records changed thus far, including data entered in the current record.  The file will NOT be closed, and the certifying official will not lose his/her place in the file.

Save & Close Button

Click the Save & Close button to save all records changed thus far, including data entered in the current record, and close the file.  The certifying official can return to the E-Statement later and continue the certification process right where he/she left off.

Done Button

The Done button should only be used when the E-Statement has been completely and accurately certified.  The following warning box will appear when the Done button is clicked.

Click OK to continue.

Click Cancel to abort.
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IMPORTANT NOTE: The source file is automatically deleted to prevent the possibility that a certified E-Statement is transmitted more than once!  DON’T USE THE SEND BUTTON UNTIL YOU ARE CERTAIN THE FILE IS READY FOR TRANSMISSION TO CITIBANK!
Click the Yes button to save a copy of the certified file (recommended).

Click the No button to skip and continue.
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Click the Yes button for a Summary Report printout (recommended).

Click the No button to skip and continue.
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LINE OF ACCOUNTING MAINTENANCE

In an effort to reduce errors with Lines of Accounting (LOA) once certified files reach DFAS, an LOA List is included in WinSALTS, which will validate the LOAs being certified.  LOAs can be entered into the LOA List through the certification process (discussed above), or using the WinSALTS LOA Maintenance option.

LOA Maintenance Option

Start WinSALTS.

Select Data Services.

Select Navy Purchase Card.

Select LOA Maintenance.
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Enter a valid LOA into the LOA template.

Click the Add button.

Note: To modify or delete an LOA from the LOA List, highlight the LOA of interest and click the appropriate button.  The Import button is grayed-out here as it is only used during the certification process to import an LOA from the LOA List into a Detailed Record being certified.
SALTS LOG ENTRIES

The zipped, packaged and staged E-Statement file will transmit during the next SALTS connection.  The WinSALTS Operator should monitor the SALTS Log to ensure proper log entries are received confirming the file’s upload to Citibank.  Confirmation entries should be received within 48 hours.

Example:

FILE ABCnnnnn.IMP uploaded to SALTS


FILE ABCnnnnn.IMP SUCCESSFULLY UPLOADED TO CITIBANK


“ABC” is your 3-character SALTS Activity code.


“nnnn” is the transmission packet number.


“.IMP” is the file extension.

HARDWARE REQUIREMENTS

SALTS CENTRAL highly recommends an IT-21 compliant machine be utilized.  IT-21 compliance includes a Pentium II processor, 64 MEG of RAM, running a Windows NT operating system.

PRINTING

To print the SUMMARY sheet, simply click the Print button on the E-Statement Viewer screen.  When the Done button is clicked to transmit the certified file, you will be queried for another print, and also if a saved file is desired.  It’s highly recommended you print after certifying, so the LOA and SDN information will appear in the printout.

TROUBLESHOOTING

The following is a list of the most common problems and their probable solutions:

· PROBLEM:  The .IMP file has not been received on the 22nd of the month.

· SOLUTION:  If the .IMP file is not received by the 28th of the month, contact the nearest SALTS office.

· PROBLEM: You need the .IMP file to be sent again from SALTS CENTRAL.

· SOLUTION: See section, “Requesting Retransmission of Purchase Card File,” (pg 5) in this document.

· PROBLEM:  The .IMP file cannot be opened.

· SOLUTION:  Ensure you are using the Navy Purchase Card Certification option found under Data Services.  The incoming file cannot be viewed anywhere else but from the E-statement Viewer in WinSALTS.

· PROBLEM:  The Navy Purchase Card Certification option is grayed-out and cannot be accessed.

· SOLUTION:  Go to System/User Configuration menu.  Highlight your User ID and click the Modify button.  Using the mouse or Spacebar, place a checkmark in the NPC Certification block.

· PROBLEM: The E-Statement has invalid transactions, or is missing valid transactions.

· SOLUTION:  Contact Mr. Ross Reeves (see page #2). 

(End of Document)
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