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Macintosh users access the NIH Systems using the TN3270 application and a pre-configured “Connect NIH” script. Usually the script is placed in the users Apple Menu. Picking the script results in the starting of the TN3270 and a screen appearing. The typing of the remote computer is in BOLD and what you type is in plain text. Most of your commands are followed by the return key, but in certain fields typing the command will automatically jump you to the next field. You must watch closely to determine if you need to enter a return or not.





Usually the Visa statement will arrive soon after the 5th of the month. Reconciliation should be completed by the 13th. Certain items under $500 must be property tagged. These include “personal appeal” items such as calculators and answer machines. Any property over $500 must be tagged and so designated in the reconciliation process. Complete rules should be in your IMPAC package.





For Macs - usually launch the CONNECT NIH from the Apple Menu. Once connected Mac users should pick the function keys required from the FUNCTION KEY menu at the top.





For Pcs - there is usually a START alias in WIN95 to launch and connect.





STEP 1


Enter Command Or “HELP”


imsgate ims   (then hit enter or return)





STEP 2


A new screen appears asking for your initials and such. Put your own in place of these examples.





initials: ab1


account: emm1


password: xxxxxxx   (then hit enter or return)





STEP 3


Another new screen appears. This time your are telling the system to move to the adb system. It is also odd looking because your typing will now be at the TOP of the screen.





DFS36601 SESSION STATUS FOR IMS PROD


/for adb   (then hit enter or return)





STEP 4


The next screen is to sign on the adb system. No carriage returns are needed until the Key is entered.





SIGN-ON


initials: cde


ID: fgh


Key: xxxxxxx   (then hit enter or return)


code: del   (then hit enter or return)


�



STEP 5


The next screen is:


FUNCTION SELECTION MENU


CODE: crd   (then hit enter or return)











STEP 6


The next screen is: (you may need to TAB between fields)


PURCHASE CARD PROCESSING SYSTEM


SELECT OPTION:  1		ACCOUNT#: 1234567   (the last 7 digits of your card) then TAB to the date	Date: (current month and year as 4 digits mmyy) (then hit enter or return)





Once in the reconciliation hit ENTER once to allow the system to enter your default CAN information. Then use the TAB key to move from field to field.. Once done enter PF4 to approve and ENTER to PROCESS. During this process PF( will print out the complete month’s information if you have a designated printer.





To exit the system from any point:


CLEAR key   then    /rcl  then BYE or CLOSE





Dispute Codes:


D1	Unauthorized Mail / Phone Order


D2	Duplicate Processing


D3A	Merchandise or Service not received, but account charged


D3B	Account charged, but order cancelled and merchandise not received.


D4	Merchandise Returned


D5	Credit Not Received


D6	Alteration of Amount


D7	Inadequate Description or Unrecognized Change


D8	Copy Request


D9A	Services not received, but account charged


D9B	payment was made by other means, not card


D10	not as described





�






Troubleshooting and Other Tips





If you get a new account the first thing you need to do is make sure it works -and- set new password and keyword.





To change your PASSWORD:


At STEP 2 above after entering your default password you should TAB once to move to the NEW PASSWORD prompt. Type your new password and hit the return key. Then enter your new password a 2nd time to confirm and hit enter. If all went well you will have changed your password.





To SET your KEYWORD the first time:


At STEP 4 above enter your initials and ID. This will put your cursor in the KEYWORD field. Type 8 spaces, causing your cursor to move to the CODE field. Enter KEY there - this moves you to the NEW KEYWORD field. Enter your new keyword and type return. This will set the new keyword.








NOTES:


DCRT account passwords expire and lock you out after 90 days of non-use. To reset this password you can log into http://silk.nih.gov/reset/password and use your old expired password as the current and then set a new one up.





ADB accounts expire after 6 months of non-use. NIH accounts after 3 months. I suggest logging into the accounts more frequently to keep them active even if you do nothing but log back out.





EMAIL NOTIFICATION:


Roy Reter of the DIR / SCL offers an automated reconciliation time email notification. These notices are sent on the 9th and 12t of each month. Please note that if there is a federal holiday around that time that NIH may be slightly delayed putting your IMPAC statement onto the DELPRO system.





You may subscribe to the email list by sending the following command to "majordomo@starbase.niehs.nih.gov" in the BODY of the message. The subject line can be anything.





SUBSCRIBE IMPAC your_email   (i.e   SUBSCRIBE IMPAC quattleb@niehs.nih.gov)





A confirming message will be sent. Unless you REPLY to that message within 48 hours you are not yet really subscribed to the IMPAC list.








To unsubscribe send the following to the same address in the message body:





UNSCUBSCRIBE IMAPC your_email  (i.e. UNSUBSCRIBE IMPAC quattleb@niehs.nih.gov)





You will get a confirmation for this as well but will not be required to reply.


