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TRANSMITTAL 3.10.5
IRS Department of the Treasury NOVEMBER 21, 2023
Internal Revenue Service

EFFECTIVE DATE
(01-01-2024)

PURPOSE

(1) This transmits revised IRM 3.10.5, Campus Mail and Work Control, Batch/Block Tracking System
(BBTS).

MATERIAL CHANGES

(1) IRM 3.10.5.4.1 - Updated instructions on How to Add and Remove an Approver for Business
Entitlement Access Request System for Batch/Block Tracking System (BBTS). (IPU 23U0786 issued
06-29-2023)

(2) IRM 3.10.5.5.2 - Updated instructions for Processing Menu.

(3) IRM 3.10.5.5.3 - Updated instructions for Maintenance Menu.

(4) IRM 3.10.5.5.6 - Updated instructions for Reports Menu.
(5) IRM 3.10.5.6.1 - Updated instructions for Batch Creation Screen.

(6) IRM 3.10.5.7.2 - Updated instructions for Non-Remit Document Locator Number Generation Screen
to include Form 1332.

(7) Minor editorial changes have been made throughout this IRM (e.g., spelling, punctuation, spacing,
etc.).

EFFECT ON OTHER DOCUMENTS

IRM 3.10.5, Campus Mail and Work Control, Batch/Block Tracking System (BBTS), dated November 4, 2022
(effective January 1, 2023), is superseded. The following IRM Procedural Update (IPU) issued June 29, 2023,
has been incorporated into this IRM: 23U0786.

AUDIENCE

These instructions will be used by employees in Wage and Investment (W&I) and Small Business Self
Employed (SBSE).

James L. Fish
Director, Submission Processing
Wage and Investment Division
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3.10.5.1 (1) This IRM provides instructions for the Batch/Block Tracking System (BBTS),
(01-01-2022) which is a comprehensive, integrated batch creation and tracking program.
Program Scope and BBTS provides control and tracking capabilities for tax returns submissions as
Objectives they make their way through pipeline processing.

a. IRM deviations must be submitted in writing following instructions from
IRM 1.11.2.2, Internal Management Documents System - Internal
Revenue Manual (IRM) process, IRM Standards, and elevated through
appropriate channels for the executive approval.

(2) Purpose: The instructions in this section apply to the use of BBTS:

a. BBTS consists of a series of menus and work screens which incorpo-
rates batch number generation, Document Locator Number (DLN)
generation, (generated on-line, without the possibility of duplication),
batch tracking, roadmapping capabilities, (only the cart number and slot
need to be input), batch deletions, paperless adjustments and rollbacks,
automatic Master Control Record (MCR) generation, on-line reports for
users and managers, and automatic generation of Form 9382, Batch
Transmittal Form 1332, Block and Selection Record Form 813, Document
Register and Form 813-A, Recapitulation of Document Registers
generated into an Adobe Acrobat software file, and then printed locally on
a laser printer.

b. Once the information is entered and committed to the system, BBTS
assigns a batch number while generating Form 1332, Block and
Selection Record, and Form 9382, Batch Transmittal.

c.  Errors in batch creation are virtually non-existent. Aimost all entries are
validated at the time of input, and no record may be committed to the
database until all errors are corrected.

d. The final-batch process creates all roll-back adjustments automatically for
every function through which a batch has travelled. The batch release
screen allows the user to view/release only those batches which currently
reside within their function.

e. Each campus can access BBTS via their workstation web browser via
the Submission Processing (SP) Web site.

f.  Each campus will be differentiated using their site’s File Location Code
(FLC).

g. The system identifies users by their Login Name and to which campus
the users are assigned and will automatically append the FLC to the
record.

Note: The FLC will not be visible (in most cases)

h.  When the user runs reports on BBTS production site, the system will
return only those records which apply to that particular campus.
i. These steps greatly reduce the possibility of errors, while increasing both
the quality and quantity of work processed.
j- The instructions in this section are provided as a reference for the func-
tional areas engaged in BBTS operations.
k. Managers should ensure that each BBTS workstation operator has their
own copy of this IRM.

(3) Audience: The content contained within this IRM are intended for use by
Wage and Investment (W&I) and Small Business Self Employed (SBSE)
employees.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.1
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3.10 Campus Mail and Work Control

3.10.5.1.1
(11-10-2017)
Internal Control

3.10.5.1.2
(01-01-2022)
Responsibilities

3.10.5.1.3

(01-01-2022)

Program Objectives and
Review

(4)

(5)

(6)

(7)

1)

)

@)

(1)

)
@)

(1)

)

@)

(4)

(5)

Policy Owner: Director, Submission Processing, Wage and Investment
Division.

Program Owner: Paper Processing Branch, Mail Management/Data Conver-
sion Section (an organization within Submission Processing).

Primary Stakeholders: Submission Processing employees within all business
Operations, other employees in W&I and SBSE.

Program Goals: Input taxpayer return volume data to enable tracking of the
processing of returns through various functions and retrieve report information
as necessary to aid in work processes.

The Federal Managers’ Financial Integrity Act (FMFIA) of 1982 requires each
executive agency to conduct annual evaluations of its systems of control using
guidelines set by the Office of Management and Budget (OMB).

In December 2004, OMB issued Circular Number A-123, revised, to provide
guidance to Federal managers on improving the accountability and effective-
ness of Federal managers on improving the accountability and effectiveness of
Federal programs and operations by establishing, assessing, correcting, and
reporting on internal control.

For specific guidelines and responsibilities, refer to the Circular, and to IRM
1.4.1, Management Roles and Responsibilities and IRM 1.4.2, Monitoring and
Improving Internal Control.

Mail Management and Data Conversion handles the information contained in
the IRM.

The Director of Submission Processing manages the policy related to this IRM.

The Team Manager ensures the IRM is timely submitted.

The Batch/Block Tracking System (BBTS) is a comprehensive, integrated
batch creation and tracking program. BBTS is the control and tracking system
for the submissions as they make their way through pipeline processing.

BBTS resides at the Enterprise Computing Center (ECC-MEM) in Memphis,
Tennessee.

BBTS captures and stores data regarding receipts and production volume. As
a result, BBTS stores a vast amount of data which can be used in perfor-
mance monitoring and production projections.

Program Goals - Serve as a resource for utilizing BBTS applications in the
tracking of taxpayer tax return information and recording of receipts and pro-
duction by program.

Annual Review - An IRM Document Clearance review is completed annually to
ensure accuracy of the contents.

3.10.5.1.1
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3.10.5.2
(01-01-2020)
Terms/Definitions/
Acronyms

(1)

The following is a list of terms utilized in this IRM. See Exhibit 3.10.5-1.

Term/Acronym

Definition

Batch

A specific group of like
documents.

Batch Sequence Number

A 4-digit number used for tracking
a batch of work.

Batch Transmittal

Form 9382 is used as a control
document for record of program,
batch sequence number, ABC’s,
DLN'’s, received date, processing
date, cycle and volume.

Block

A specific set of numbered
documents from a batch of work.

Block and Selection record

Form 1332 used for Non-Remit
documents. This individual infor-
mation sheet, referred to as the
block header contains an ABC,
DLN, tax year, transaction code,
batch sequence number, tax
period, received date, and DIS
program, all of which correspond
to a specific transmittal.

Blocking Series

The 9th, 10th and 11th digits in a
Document Locator Number which
indicates the block number of the
return. Up to 100 sequence

numbers may be associated with
one block number 00 through 99.

Cash Conversion

Payments paid at the area office
by the taxpayer. The area office
writes the money amount on the
documents and processes the
check(s). All documents are then
sent with white deposit tickets to
the appropriate campus.

Doc Code A 2-digit number that identifies a
form to be processed. This code
is the fourth and fifth digits of a
Document Locator Number.
DLN Document Locator Number

(DLN). A 14-digit number
assigned to each return or
payment received, consisting of a
File Location Code, Tax Class,
Document Code, Julian Date,
Blocking Series, Serial Number
and Tax Year.

Cat. No. 33393S (11-21-2023)
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Term/Acronym Definition

FLC File Location Code (FLC). Identifi-
cation number of the campus or
area office where a tax return is
processed.

ISRP Integrated Submission Remit-
tance Processing (ISRP). Is a
system used to process forms
and remittances. Documents are
entered, processed, and fed to
other IRS systems for recorda-
tion.

Julian Date The numeric day of the year.

Example: Such as, April 17,
2018 is Julian Date
107, the 107th day of
2018. The sixth,
seventh and eighth
digits in a DLN are the
Julian Date.

Lockbox Lockbox involves the processing
of tax payments by commercial
banks, which accelerates the
handling and deposit of funds
received and is forwarded to
Treasury. Lockbox banks process
payments for the following IMF
forms (1040 family, etc.). the DLN
consists of a FLC unique to
lockbox processing.

Master File Tax code Master File Tax Code is a 2-digit
code used to identify a type of a
tax return.

N/R Non-Remit (N/R) is a condition
where no check or money order
is enclosed.

Program Code A 5-digit number assigned to
specific forms or documents.

Example: (e.g., 44110 - Form

1040A)
Recapitulation of Document Form 813-A, which is a compila-
Register tion of generated money amounts

from all Form 813’s.

3.10.5.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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3.10.5.3

(01-01-2022)

Business Entitlement
Access Request System

(1)

(@)

Term/Acronym

Definition

Re-entry Document Control

Form 3893, which is used as a
block header for re-entry
documents.

RPS

Remittance Processing System
(RPS) is a system used to record
payment received from taxpayers.

RPSID

Remittance Processing System
Identification (RPSID) is a unique
system generated number which
is printed on the back of
processed payments and in which
images are captured and
archived.

SCCF

Service Center Control File Pro-
cessing (SCCF) is the principle
means of control for returns and
remittances being processed at
each campus. SCCF controls
every block of 100 submission by
DLN and identifies the number of
submissions.

Tax Class

The third digit of the DLN. This
digit identifies the type of tax
each transaction involves.

URL

Uniform Resource Locator (URL)
is a specific character string that
constitutes a reference to an
Internet/Intranet resource.

W/R

With-Remit (W/R) is a condition in
which receipts have check(s) or
money order(s) enclosed.

An Business Entitlement Access Request System (BEARS) must be submitted

to request access to BBTS.

Employees and/or Managers are responsible for inputting BEARS.

Cat. No. 33393S (11-21-2023)
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3.10 Campus Mail and Work Control

YIRS

BEARS User Guides Welcome

Login to BEARS BEARS 508 Accessibility Guide

BEARS End User Guide Log in to BEARS

BEARS Manager Guide
BEARS Approver Guide
BEARS Advanced Analytics Guide

How to Request a
Password/Modify Request Guide ’

Rules of Behavior

More training resources are Use BEARS to request access to and perform recertifications on subapps (entitlements).
available to you on 1T4U

CDM Phase 2 SharePoint Site

Figure 3.10.5-1 Business Entitlement Access Request System (BEARS) Website

(8) New campus users will need to select “Request New Application”. The user will
then select the appropriate BEARS Application Name for their site as follows:

a Andover Users will select “BBTS-ANIRSC".
b Atlanta Users will select “BBTS-ATIRSC”.

c Austin Users will select ““BBTS-AURISC”.

d. Brookhaven Users will select “BBTS-BIRSC”.
e. Cincinnati Users will select “BBTS-CIRSC”.
f.  Fresno Users will select “BBTS-FIRSC”.

g. Kansas City Users will select “BBTS-KIRSC”.
h Memphis Users will select “BBTS-MIRSC”.

i. Ogden Users will select “BBTS-OIRSC”.

j. Philadelphia Users will select “BBTS-PIRSC”.

3.10.5.3
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33393249



Batch/Block Tracking System (BBTS) 3.10.5

page 7

RS

= Home

My Work ~

Manage My Access

Manage My Access

Select access you would like to add or remove.

1

Search Access

1 3

Y1DGB Johnston,... v

}

Remove Access

n Y Filters v

<

Search For Access
Use the search or filter options above to find access items.
Your search results will show up here.

Browse all access items

Figure 3.10.5-2 Requesting New Application in BEARS

(4)

Managers will determine who has access to the BBTS system. Managers will
designate which functions and screens the BBTS user will need to access in
the special remarks section in BEARS or no permissions will be granted.

Note: Reports unit personnel may require the need to have access to multiple sites

(5)

3.10.5.4
(01-01-2023)
BBTS Coordinator

(1)

with their single local user id. Those users requiring this access will specify
such requests in their BEARS in Special Instructions. Managers for these
users will need to grant approval to the multiple site access request before
the request will move forward to the BEARS Administrators for action.

After management approval, the BEARS request will be delivered electronically
to the BEARS administrator for action.

Local BBTS Coordinators are designated as Business Entitlement Access
Request System (BEARS) Administrators and as such are responsible for
approving BEARS after reviewing the BEARS requests and completing the
action requested in the BEARS.

a. Local management will determine a primary BBTS Coordinator and at
least one backup for each site. Manager will notify HQ BBTS Coordinator
when there is a change to any site’s primary and backup BBTS Coordi-
nator. HQ BBTS Coordinator will update the approver listing located in
BEARS to keep the list current.

Local BBTS Coordinators are responsible for obtaining BEARS E-mail
notification for the appropriate BEARS access group. The instructions for
request addition (or deletion) from the BBTS approval groups for BEARS
E-mail notification are located on the BEARS home page. All forms must
be approved by the Headquarters BBTS Coordinator and local manage-
ment.

Cat. No. 33393S (11-21-2023)
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3.10 Campus Mail and Work Control

3.10.5.4.1

(06-29-2023)

How to Add and Remove
an Approver for
Business Entitlement
Access Request System
for BBTS

()

@)

The Local BBTS Coordinator will grant screen access to others (managers
and/or functional coordinators) and allow them to grant access to the BBTS
users. Local BBTS Coordinators will refer requests for elevated access level to
the HQ BBTS Coordinator.

The Local BBTS Coordinator will add, delete, enable, or disable accounts, and
grant user access by adding records to the Security User File.

Note: Security Maintenance controls which screens the BBTS user can access. For

(4)

(5)

example, if a user is granted access to the screen as Function 190 only, the
user will not be able to generate With-Remit DLNs.

The Local BBTS Coordinator is responsible for the DLN Reference File,
Resetting RPSID ranges, the Pipeline Inventory Monitoring System (PIMS)
Maintenance, PIMS Estimates, PIMS Closeouts, and the actions required to
maintain the User Security File.

The Local BBTS Coordinator serves as the first point of contact from local
users that are encountering problems with BBTS. The Local BBTS Coordinator
assess and analyze problems brought to their attention and make recommen-
dations on corrective actions to take to remedy the issue or will elevate as
needed to the Headquarters BBTS Coordinator for action.

Reminder: To request a password reset, unlock BBTS account or to request

(1)

Secure Forms be added to a BBTS User account, users must submit a
BEARS request. Do not open a Knowledge, Incident/Problem, Service
Asset Management (KISAM) ticket or call the HELP desk.

Add and Remove approver for BEARS for BBTS following the steps below.

1. Click on “Microsoft Edge” and click on BEARS (Business Entitlement
Access Request System).

2. From the BEARS landing page, open the Quick Links menu on the top
left corner, expand the IRS Quick Links and select Modify Approval
Group Request.

3.  Once you are in the Modify Approval Group Request Form, enter the
workgroup name or select one from the Approval Group pull down
menu and select Next.

4. Use the Remove Members pull down menu to select the members you
would like to remove. Select Finish to submit the request.

5. If you would like to add members to the group, enter member name or
select from Add Members list to add to the workgroup then select
Finish.

Note: Each workgroup must contain at least 2 members. If the changes you are

requesting would reduce the number of people in the workgroup, an error
message will appear. There must be at least 2 approvers per workgroup.
Once the request is submitted, all members of the workgroup will receive a
notification directly from BEARS. Members of the workgroup will receive an
email from BEARS notifying them if the request was approved or rejected.

3.10.5.4.1
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3.10.5.5

(01-01-2022)
Batch/Block Tracking
System (BBTS)

i SharePoint

(1) The BBTS Production Web Site is accessed directly at the following web
address: https://bbts.enterprise.irs.gov:4443/.

(2) Within the BBTS Production Web Site, authorized users can add, change, and
delete various production data as appropriate.

(3) Users may also access BBTS, from the SP Home Page at: https://irssource.
web.irs.gov/WI/SitePages/SP.aspx. Under the heading “About Us” the user
should click on the sub-heading “Website Library”. On the page, “Website Li-
brary”, under the heading “Specialty”, the user should click on the link to the
“(CDD) Consolidated Data Depository”.

(4) To access the Production CDD Home Page, users can access one of the
following links: http://vp2smemappbbt31.ds.irsnet.gov:9001/ords/web_query.
ccd_home or http://vp2smemappbbt32.ds.irsnet.gov:9001/ords/web_query.ccd_
home.

A Wage & Investment About Wil
@  Send by email I
=]
(i Standard Procedures & Job Aids ¢ .
8 » New Administrative Leave Guidelines Promote Access to Voting IRM Information

 Basic IDRS Research for Payment Processing Job Aid o SERP IRM Authors
® © Direct your questions regarding IRM 3.8.45.5.20 to Cindy Webster * IRM_Documents

at 801-620-6161. e Part 3 IRMs

o CAS Choice Point Templates  Organization Specific Portals

» Correspondence Templates and Procedures [7/13) * SERP

o Dog 6746 - FY Cost Estimate Reference Exhibits « Online Internal Revenue Manual

» Doc 7071 - Name Control Job Aid - Rev. 01/2016

o Doc 7475 - State & Address Abbreviations

o Field Office Payment Processing tos/1

¢ IRS.gov Job Aids [os/s)

« IRS Style Guide

o Patriotic Series of Templates

« Remittance Job Aids

. 1 Processing Consolidation Information

o Sensitivity (FTI, Pll, SBU)

&
] 1
w7 . %
Figure 3.10.5-3 Submission Processing Homepage
Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5
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and Work Control

i SharePoint

Wage & Investment About W& v BusinessFunctions v Communications v  Employee Resources v

5 Send by email

 Treasury Inspector General for Tax

« Large Business & International (LB&)

Administration (TIGTA)
o TIGTA Staffs

« Information Technology (IT)

* Tax Exempt and Government Entities
(TE/GE)

« Taxpayer Advocate Service (TAS)

» Wage & Investment (W&I)

® B o @ &

Notices and Letters
« Correspondence Production Services
« Servicewide Notice Information
Program (SNIP)

Finance
« Chief Financial Officer (CFO)
« National Finance Center (NFC)
« Office of Management & Budget
(OMB)

Filing Season
o Filing Season Readiness (FSR)

o Filing Season Statistics
« Work Request Management System
(WRMS)
I
Specialty

« Embedded Quality SP (EQSP) / MEPS
o Paper Processing Branch SCAMPS
« SMART Database - Measures

I- BBTS - Consolidated Data Depository I

IRS.gov and Tax Publications

« IRS.gov Website and Filing Your Taxes

IRMs

* SERP Homepage

« Internal Revenue Bulletins

 Tax Stafistics

« Tax Reference Information

« Where to File Paper Tax Returns with

« |RM Online_ [OUO and Non-OUO]

* IRM 3.30.10 Cost Estimate Reference
« IRM 3.30.20 OFP Codes

 SERP Correspondex Letter:

or Without a Payment

Useful Websites
« Federal Government Operating Status
« IDRS Online Report Services (IORS)

Employee Tools
« 3081 -SETR

= Business Entitlement Access Request

« Office of Personnel Management
(OPM)

o Federal Holidave

System (BEARS)
o BEARS Demo in Saba
o Concur - Travel
S—

(os

Figure 3.10.5-4 SP Speciality Web Site link to the BBTS Consolidated Data Depository (CDD)

(5) The link can also be found on the SP Home page by scrolling down to the
“Programs & Initiatives” heading found in the right-hand column and click on

the “Monitoring Reports.” The Monitoring Reports page will appear, click on the

“BBTS Consolidated Data Depository.”

i SharePoint

THE INSIDER  wage & investment

About W&l ~

Business Functions v Communications v Employee Resources

&) Send by email

Monitoring Websites

® B o @ &

| BBIS C lid, Data D« Website

o e-File Reports

* WP&C Reports - Business Objects

Send Ardessa Jones an email to report broken links on this page.

A like D 274Views [ Save for later

Waiting for substrate office.com...

£ Search this site

SBU ¥ Not following

Figure 3.10.5-5 Monitoring Reports link to access the BBTS CDD

(6) The BBTS CDD web site will appear. Click on “Production Web Site” under the
“Batch/Block Tracking System” heading located beside the first bullet.

3.10.5.5

Internal Revenue Manual Cat. No. 33393S (11-21-2023)

33393246, 33393248



Batch/Block Tracking System (BBTS) 3.10.5 page 11

Note: A username and password are required to access the “Production Web Site”
and will be assigned through the BEARS process.

Welcome to the BBTS
Consolidated Data Depository Web Site

Batch/Block Tracking System

1040X Reports

Batch Reports

Figure 3.10.5-6 BBTS Consolidated Data Depository (CDD) Home Page

(7) When the BBTS Unauthorized Access WARNING Screen appears, click on the
“OK” button. It takes a few moments for the Java Applet software to load
before the BBTS Logon Screen appears.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5
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%] Oracle Fusion Middleware Forms Services = O *
Window
Logon X
Username: I
Password: |

Database: [BBTS

{_)onnectl Cancel |

Figure 3.10.5-7 BBTS Logon Screen
(8) When the BBTS Logon Screen appears, enter the following to logon:

° Your Username
° Your Password
° The Database: bbts

Note: The following password requirements must be applied when creating a new

password:
a. The password cannot match the username.
b.  The password must be at least twelve (12) characters in length.
c. The password must contain at least one (1) digit.
d. The password must contain at least one upper case alpha character (A-

Z).

e. The password must contain a special character of either the underscore
(_) or number/pound sign (#). The special character cannot be at the
very beginning or the very end of the password.

f.  The password must contain at least one lower case alpha character (a-z).

3.10.5.5 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
33393124
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g. The password must differ from the last one by at least three (3) charac-
ters (for example: if the old password was snoopy, the new password
cannot be Snoopy, but it could be Sleepy#23 because it changed by
three characters).

h. Passwords cannot be reused within 365 days.

(9) Click on the “Connect” button.

(10) The system will prompt you to create a new password by requiring the user to:

° Enter the old password.
o Create a new password.
° To verify the newly created password.

Note: BBTS passwords must be changed at least every 90-days, with the system
alerting the user starting at day 81. Failure to change the password by the
90 day specification will result in the user’'s account being locked.

(11) Click on the “Connect” button.

(12) Established users will have the ability to change their password within BBTS
by “Navigating” to the “Password Change” option on the menu bar and clicking
on it.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5
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£ Batch Block Tracking System Y [m] |
Exit Wincow

Mess Reports.. 4

Batch Profile Adjustment Log
Batch Gluery

LInit Production Log
Batch/Block Volume Change
Batch Creation

| »

Y User Information ml

rd Change

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off by 3:00 am Central Time. You should he able to attempt to sign back on
after a 15 minute window or sooner if the server allows access.

Click NAVIGATE on the menu bar, and select the screen you wish to use.

Record: 1/1 Il o | |<05C= |

Figure 3.10.5-8 Navigating to the Password Change option

(13) When the “Password Change” window appears, the user will take the following
steps:

3.10.5.5 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
33393253
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£ Batch Block Tracking System _ ||:||£|

Form Tools MNavigate Exit Window

’E_EI Austin - Password Change

Mewwy passward: ||

Re-enter neww password: |

Old password: |

Press here to confirm change

Record: 1/1 | | | | |<05C>
Figure 3.10.5-9 Password Change window

a. Enter the user's new password that they will create.
Note: Entries will display on screen as asterisks.

b. Re-enter the user's newly created password.
Note: Entries will display on screen as asterisks.

c. Enter the user’s old password.
Note: Entries will display on screen as asterisks.

d. The user is then to click the “Press here to confirm change” button.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5
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£ Batch Block Tracking System 10l x|

Form Tools Mavigate Exit Window

’E_EI Alstin- Password Change

Mewy password: |*-n-rrrrrm

Re-enter new password: |ﬂ-a-a-a-ﬂ-m-*

Old password: |1-L-A-H-A-H-m

. fresshereto confirm change

Record: 1/1 N o | |z05C= |

Figure 3.10.5-10 Password Change window with entries prior to confirmation

e.  When the information is successfully entered a “Password changed suc-
cessfully” window will appear. The user should click the “OK” button to
accept.

3.10.5.5 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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2 Batch Block Tracking System

Figure 3.10.5-11 Password change successful confirmation

3.10.5.5.1 (1) After you have logged on successfully, the BBTS Main Menu appears. See
(01-01-2016) Figure 3.10.5-12.
BBTS Main Menu

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5.1
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BEETS Mavigate Exit “Window
Lt

%8 Austin- BETS Main Menu

Messages |

“Yiewving Information for:

i Batch Block Tracking System - |El|l|

J18 - Austin

=

Welcome to the new BETS System!

|»

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off by 3:00 am Central Time. You should be able to attermpt to sign back on
after a 15 minute window or sooner if the server allows access.

Click NAVIGATE on the menu bar, and select the screen you wish to use.

Record: 1/1 | | | | |<0mc=
Figure 3.10.5-12 BBTS Main Menu
(2) The BBTS Main Menu has the following menu choices:
° Processing
° Maintenance
o Adjustments
o PIMS (for those with approved access level)
° Reports
(8) The Menu bar is located at the top of the screen and lists the following
choices:
o BBTS
° Navigate
° Exit
° Window
(4) Click on “Navigate” in the Menu bar to select a BBTS Screen or Report. Select
“Navigate” if you want to move from one screen to another screen. See Figure
3.10.5-13.
Note: Avoid selecting “Exit” which will log you off BBTS.
3.10.5.5.1 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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(5) The arrow (>) to the right of the menu items indicates that there is a sub-
menu.

i Batch Block Tracking System - |El|l|

Mess Repors.. »

Batch Profile Adjustment Log
Batch Guery

Unit Production Log
BatchiBlock Walume Change
Batch Creation a

v User Information
Fassword Change

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off by 3:00 am Central Time. You should be able to attermpt to sign back on
after a 15 minute window or sooner if the server allows access.

Click NAVIGATE on the menu bar, and select the screen you wish to use.

Record: 1/1 | | | | |<0mc=

Figure 3.10.5-13 Navigating to the BBTS Main Menu

3.10.5.5.2 (1) The Processing Menu has the following 2 sub-menu choices, (with their own
(01-01-2024) sub-menus):

Processing Menu
(2) Processing Menu

Batching

Batch Creation

DLN Generation

Batch Release

Batch/Block Volume Change
Automated Roadmap

Batch Check-In

Batch Deletion / Restoration

Caution: Batch Restoration selection after a batch has been deleted
may result in creation of a duplicate copy of the previously

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5.2
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3.10.5.5.3
(01-01-2024)
Maintenance Menu

deleted batch. Parameters of the batch (e.g., number of
documents or function location) may be automatically
changed without warning. Inform the local BBTS Coordinator
of all batch restoration activities prior to completing a batch
restoration.

Batch Rollback

W/R Batch Rollback

Entity Batch Creation

Entity Release

Entity Volume Change

Entity Batch Deletion

Entity Batch Assignment

Entity Batch Slip Re-print

ICT Batch Creation

ICT Batch Release

ICT Batch Volume Change

ICT Uncontrolled Inv & Adj
1040X/CP Batch Creation
1040X/CP Transmittal Re-Input
1040X/CP Batch Release
1040X/CP Batch Volume Change
1040X/CP Batch Rollback
1040X/CP Batch Deletion /Restoration

Caution: Batch Restoration selection after a batch has been deleted may result in

creation of a duplicate copy of the previously deleted batch. Parameters
of the batch (e.g., number of documents or function location) may be au-
tomatically changed without warning. Inform the local BBTS Coordinator
of all batch restoration activities prior to completing a batch restoration

Non-Batching

(1)

813 Entry / Reconciliation

Off-Line DLN Generation

Unit Production Log

Integrated Submission and Remittance Processing (ISRP) Remittance
Processing System Identification (RPSID) Generation Screen

The Maintenance Menu has the following sub-menu choices:

DLN Reference File
Program/Route Cross-Reference
User Security File

Output File Creation

Unit Production Log

PCC Production Adjustments
Program Code Maintenance
SCCF Exceptions

Route Change

DLN Assignment

Password Change

3.10.5.5.3

Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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3.10.5.5.4
(01-01-2016)
Adjustments Menu

3.10.5.5.5
(01-01-2016)
Pipeline Inventory
Monitoring System
(PIMS) Menu

3.10.5.5.6
(01-01-2024)
Reports Menu

Route File Maintenance

Calendar File

No DLNs Through 190

Create Supplemental PCC

User Information

Entity User Maintenance

Entity Program Code Maintenance
Entity Batch Description Maintenance
Entity Program Batch Desc Xref

ICT User Maintenance

ICT Route Maintenance

ICT Program Code Maintenance

ICT Batch Description Maintenance
ICT Program Batch Desc Xref

ICT Batch Deletion

1040X/CP Program Code Maintenance
1040X/CP Batch Description Maintenance
1040X/CP Program Batch Sesc Xref
1040X/CP Route Maintenance

The Adjustments Menu has the following choices:

Batch Profile Adjustment Log

Daily Production Adjustment Log
Employee Detail Adjustment Log
Manager's Performance Adjustment Log
Daily Performance Adjustment Log

The Pipeline Inventory Monitoring System (PIMS) Menu has the following
choices:

° PIMS Maintenance
PIMS Estimates
o PIMS Closeout

PIMS is a program within BBTS used by Managers and Production Monitors
for monitoring receipt patterns, volumes received and processed by the
pipeline, and for scheduling purposes.

The Reports Menu has the following choices: See Figure 3.10.5-14.

Re-print Transmittals

Batch Query

Receipts Report

Production Report

Inventory Report

Late Cycle Report

Sorted MCR Report

Quarterly Scheduled Data Report

The Reports Menu allows the user to access BBTS Reports. Depending upon
the level of access a user has access to all reports may not be available to all
users. BBTS reports are used to track Receipts, Production, Inventory, Late

Cat. No. 33393S (11-21-2023)
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Cycles, Query Batches and DLNs. With the “Reports” Menu, users have the
capability to reprint transmittals. See Figure 3.10.5-14.

i Batch Block Tracking System - |El|l|

e Eeports... Files Report

Inventory Report
Late Cycle Report
Production Report
Receipts Report

Batch Profile Adjustment Log
Batch Guery
Unit Production Log

Mi Batch/Block Yolume Change

= BT Ee-print Transmittals

Sorted MCR Report
v User Information Uy

Fassword Change

|»

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off by 3:00 am Central Time. You should be able to attermpt to sign back on
after a 15 minute window or sooner if the server allows access.

Click NAVIGATE on the menu bar, and select the screen you wish to use.

Record: 1/1 | | | | |<0mc=

Figure 3.10.5-14 Navigating to the Reports Menu
(3) Production Report

This application allows the user to generate a report which shows batches that are
released by a specific Function (Exhibit 3.10.5-2) since the last processing day cut-
off. The report identifies the total volume of each program released as well as the
total volume of all programs released. To generate the Production Report: See
Figure 3.10.5-15.

“Navigate” to the “Reports Screen”.

Click on the “Production Report”.

Choose a function and press <ENTER>.

“Limit the results to Program” (Optional). Press <ENTER>.

“Production date” - the current date is generated. Use the MMDDYYYY
format to change.

“Navigate” to “Report” on the Main Menu Toolbar.

Select “Print”.

Select “Report”.

System generates Report.

®©Q0 00D

— Q-

3.10.5.5.6 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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j- Select “Print” and then select “OK”.
k. Report prints.

Report Mavigate Exit Window

g8 Austin - PRODUGTION REFORT

Select a Function and optional Pragram, of leave
blank for all programs. Enter the date for the production
data desired. Choose 'Report’, 'Print' from the menu
to generate the repart.

2. patch Block Tracking System - |El|l|

Choose a function: I VI
Limit the results to Program: I vI
Procuction cate: I 03/16/20XX

Record: 11 | | |

| |<omc=

Figure 3.10.5-15 Production Report Generation Screen

(4) Inventory Report

This application allows the user to generate a report which shows the current
inventory of a specified function broken down by program. It also identifies the total
inventory of the specified Function. To generate the Inventory Report:

a
b
c.
d.
e
f.
g
h
i.

“Navigate” to the “Reports Screen”.

Click on the “Inventory Report”.

Select the appropriate function from the list.
Click on “Report” in the Menu Toolbar.
Select “Print”.

Select “Report”.

System generates Report.

Select “Print” and then select “OK”.

Report prints. Figure 3.10.5-16.

Cat. No. 33393S (11-21-2023)

Internal Revenue Manual 3.10.5.5.6
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Z Batch Block Tracking System 1Ol x|

Report Mavigate Exit Window

%em Austin - INVENTORY REPORT

Chooze a Function from the list to view
inventory statistics by program. Select
‘Report’, 'Print' from the menu to print.

Function Total Inventory

fan =] o

L]

Recard: 1/1 | | o | |z05C=

Figure 3.10.5-16 Inventory Report
(5) Late Cycle Report

This application allows the user to generate a report, which shows batches of work
that are in jeopardy of missing the cycle date for the function in which they reside.
After these batches are identified, they are processed before the functional cycle
date deadline. To generate the Late Cycle Report: See Figure 3.10.5-17 and
Figure 3.10.5-18.

a. “Navigate” to the “Reports Menu”.

b.  Click on the “Late Cycle Report”.

c. Enter a Function.

d. Press <TAB> to skip the Program field. (Optional)
e. Press <ENTER>to skip the MF Identification Code. (Optional)
f.  Enter a cycle (YYYY/CC). (Example 2018/20)

g. Press <ENTER>.

h Enter the days in function. (Optional)

i. Click on “Report” on the Toolbar.

j- Select “Print”.

k. Select “Late Cycle Report”.

I. System generates report.

3.10.5.5.6 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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m. Select “Print” and then select “OK”.
n. Report prints.

4. Batch Block Tracking System 1Ol x|

Exit Window

Files Report

e Reports..

Batch Profile Adjustment Log szt i
Batch Query e Report
Unit Production Log Eroduction Report
M1 Batch/Block Volume Change Beceipts Report
Batch Creation Re-print Transmittals —~

Sorted MCR Report =
W Lser Information T

Password Change

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off by 3:00 am Central Time. You should be able to attempt to sign back on
after a 15 minute window or sooner if the server allows access.

Click NAVIGATE on the menu bar, and select the screen you wish to use.

[
Recard: 1/1 | | o | |z05C=
Figure 3.10.5-17 Late Cycle Report Screen
Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5.6
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101 x]
Report Mavigate Exit Window
%@ Austin - LATE GYGLE REFORT
Erter & function code, and optionally erter & program code, and/or masterfile identification
code. Erter & cycle or days in function. Select 'Report’, "Print' from the menu to view the
repart.
Function code |14E| vI
Program code |43112 'I Masterfile I I 'I
Cycle (v | Days i function |
Record: 1/1 | | | | |<0mc=
Figure 3.10.5-18 Generated Late Cycle Report
(6) Batch Query
This application allows the user to query on a single batch sequence number or a
single block DLN. The user inputs either a batch number/program code combination
or a DLN. To generate the Batch Query Report:
a. “Navigate” to the “Reports Menu”.
b.  Click on the “Batch Query” screen.
c. User may use one of the two (2) options “Active Batch” or “Active DLN”
to query a batch. See instructions in (d) or (j).
d. Click on “Active Batch”.
e. Key in the 5-digit Program Number. Cursor automatically moves to the
next field.
f.  Key in Batch Sequence Number. Press <ENTER>.
g. Click on “Get Records”. This allows the user to view the current informa-
tion pertaining to the Batch.
h.  Select “Print” and then select “OK”.
Note: The Julian Date field consists of the Julian Date/YYYY.
i. Report prints.
3.10.5.5.6 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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(7)

-

k.

Click on “Active DLN”. Enter the DLN in the appropriate fields.
Press <ENTER>.

Click on “Get Records”. This allows the user to view the current information
pertaining to the Batch.

m. Select “Print” and then select “OK”.

n.

Report prints.

Receipts Report

This application allows the user to generate a report which shows receipts for a
specific function. To generate the Receipt Reports:

(8)

a.
b.
c.

d
e
f.
g.
h
i.
j.

“Navigate” to the “Reports Menu”.
Click on “Receipts Report”.
The previous day’s date is generated. If a date is needed other than the
previous day’s date enter the new date in MM/DD/YYYY format.
Select a Function Code from the list of codes.
Click on “Report” on the Menu Toolbar.
Select “Print”.
Select “Report”.
System generates Report.
Select “Print” and then select “OK”.
Report prints.

Sorted MCR Report

This application allows the user to generate a report that shows a list of DLNs and
associated volume sent to Master Control (MCR) the previous night. To generate
the Sorted MCR Report:

)

Se@roa0oTp

“Navigate” to the “Reports Menu”.

Click on the “Sorted MCR Report”.

Enter the work date in MM/DD/YYYY format.
“Navigate” to the Toolbar and select MCR.
Select “Print”.

Select “Sorted MCR Report”.

Select “Print” and then select “OK”.

Report prints.

Files Reports

This application allows the user to generate a report that shows a list of all DLNs
generated in the Campus. This Report is used in the Files area to assist them in
determining the adequate shelving space for documents received. To generate the
Files Reports:

—

“Navigate” to the “Reports Menu”.

2. Click on “Files Report”.

3.  Current Beginning and Ending Julian date and tax year is generated in
NNN/YYYY format. This is the beginning and ending Julian dates for
DLNSs or batches to be researched.

4. Enter the Tax class and/or Document Code. (Optional).

5.  “Navigate” to the Toolbar and select “Files”.

6. Select “Print”.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5.6
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7. Select “DLN Generate Report” or “Unprocessed Batches Report”.
8. Select “Print” and then select “OK”.
9. Report prints.

3.10.5.5.7 (1) The Block to Cart Assignment (Automated Roadmap) Screen allows the Error
(01-01-2016) Correction/Data Control functions to keep track of batches of work on BBTS by
Block to Cart cart number, slot number, and day of the week. By keeping track of the
Assighment (Automated batches, Error Correction/Data Control can determine when each batch must
Roadmap) Screen be moved to the next function.

(2) “Navigate” to “Automated Roadmap”. See Figure 3.10.5-19.

4. Batch Block Tracking System -0 x|

Mess Repors.. »

Automated Roadmap

Batch Query __I

User Infarmatian
Password Change

Welcome to the new BBTS System!

BBTS Weh Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off hy 3:00 am Central Time. %ou should be able to attempt to sign back on
after a 15 minute window ar sooner if the server allows access.

Click NAVIGATE on the menu har, and select the screen you wish to use.

[
Record: 1/1 | | o | |=05C=
Figure 3.10.5-19 Navigating to the Automated Roadmap Screen
(38) Enter the “Program Code”.
(4) Enter the “Batch Number”.
3.10.5.5.7 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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(5) After entering the “Program Code” and “Batch Number” all the information for
that Batch will appear.

(6) Enter the “Cart Number” then press <ENTER>.
(7) Enter the “Slot Number”. Use the arrow key if more than one DLN.

(8) “Navigate” to the Toolbar, select “Roadmap”. Select “Save”. See Figure 3.10.5-
20.

£ Batch Block Tracking System - |EI|5|
SEDIGETE Tools Mavigate Exit YWindow
KTO CART ASSIGNMENT

Prograrm|

Batch[

" DLN

 Cant

Jul Bk

—
5
=
=]
o

1

AITTTTTT] T8
NARRARRARE:
A8
AARRRRRARR

L

1T TTT 1T
L I I

Record: 1/1 | | . |Listorvalu . | |<05C= |

Figure 3.10.5-20 Block to Cart Assignment Screen

Note: If a pop-up message appears with, “No matching batch found”, it indicates
that research is needed. “Navigate” to “Batch Query” to identify what
Function the Batch is in. See Figure 3.10.5-21.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.5.7
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C Can

oot dlock TrackmgSystem iBix

Roadmap Tools MNavigate Exit Window

2. Batch Block Tracking System

rm Austin - BLOCK TO CART ASSIGNMENT

¥ Batch Program[43110 Batch[2850

 DLN

LLLELTTLT B
JTTTTTTTT

Doc

Jul Blk Cart Slot I ‘

| I— —

.

Batch Block Tracking System [ %]

Mo matching batch found

i —
S

il
11T

Record: 1/1 | | . |Listofvaiu... | |<05C= |
Figure 3.10.5-21 Pop-up Message: No matching batch found
3.10.5.5.8 (1) The generated Batch Transmittal Form 6695, is routed to Data Control for

(01-01-2016)
Form 6695 Retention
and Balancing

3.10.5.5.9
(01-01-2016)
Unit Production Log

()

(1)

retention and balancing. See IRM 3.17.30.3.4, Master Control Record Verifica-
tion, for MCR (Master Control Record) Balancing Procedures.

Form 6695 are returned from Data Conversion after the MCRs have been es-
tablished on Service Center Control File (SCCF). The form is used for count
verification of generated Non-remittance MCRs. Its purpose is to assign and
keep track of ABC'’s, track Remittance Processing System Identifications
(RPSIDs) and print Form 1332 for each RPSID generated.

The Unit Production Log consists of Receipt and Production volumes for
unique Organization, Function, Program (OFP) combinations. The log is
completed by various types of work in order to maintain and update WP&C
information. See Figure 3.10.5-22 and Figure 3.10.5-23.

a. “Navigate” to the “Unit Production Log Screen”.
Note: The Work date and Julian Date are automatically displayed.

b.  Enter the appropriate 2-digit “Organization Code” and press <ENTER>.

3.10.5.5.8

Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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c. Enter the 3-digit “Function Code”. Press <ENTER>.

d. Enter the 5-digit “Program Code”. Press <ENTER>.

e. Enter the “Additional Receipts” processed for the week then press
<ENTER>.

f.  Enter the “Additional Production” for the week then press <ENTER>.

g. Verify that all entries are correct.

h. If the information is correct, enter “Y” and press <ENTER>. A pop-up
window indicates hold_dt=MMDDYYYY. Click “OK”. Cursor returns to the
2-digit “Organization Code”.

i. If the information is incorrect, enter “N” to cancel and press <ENTER>. A
pop-up window indicates hold_dt=MMDDYYYY. Click “OK”. Cursor returns
to the 2-digit “Organization Code”.

g Batch Block Tracking System - ||:||£|
IUPCs Tools Mavigate Exit Window
%@ pustin - URIT PRODUGTICN LOG
SAVE

WORK DATE ORGANIZATION CODE S?PTFEC']EN

| 02/1920xx | |os0 [+ oon [REcconer u

FURCTION CODE PROGRAM CODE

|14El IE}{TRACT |nnnnu | [sLLCOME

ADDITIOMNAL RECEIPTS ADDITIOMNAL PRODUCTION

C— C—

IS THIS RECORD CORRECT 7

TOTAL RECEIPTS TOTAL PRODUCTION

b o

Record: 1/1 || o | lz05C=

Figure 3.10.5-22 Unit Production Log Screen
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Austin Unit Production Report

Branch Function Program Cd Receipts Cnt Production Cnt Work Dt
31000 110 00000 171813 171813 02/16/20XX
31000 110 44450 9329 9329 02/16/20XX
31000 130 31100 14711 14711 02/16/20XX
31000 140 00000 153873 153873 02/16/20XX
31000 140 00004 487 487 02/16/20XX
31000 140 00600 5920 5920 02/16/20XX
31000 140 33250 9338 9338 02/16/20XX
31000 140 42900 2175 2175 02/16/20XX
31000 150 00000 7 7 02/16/20XX
31000 160 45500 10186 10186 02/16/20XX
31000 160 45502 202 202 02/16/20XX
31000 180 33250 1321 1321 02/16/20XX
31000 180 33302 624 624 02/16/20XX
31000 180 33303 1773 1773 02/16/20XX
31000 180 33350 8951 8951 02/16/20XX
31000 180 44450 9329 9329 02/16/20XX
31000 720 00000 129805 129805 02/16/20XX
31000 780 00000 29 29 02/16/20XX
31000 780 00004 8617 8617 02/16/20XX
31000 800 53020 24005 24005 02/16/20XX
31000 890 00000 3616 3616 02/16/20XX

Printed On: 02/19/20XX 09:42 ABCDEF00

02/19/20XX

Transaction Dt
02/19/20XX

02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX
02/19/20XX

Page 1 of 1

Figure 3.10.5-23 Generated Unit Production Log

(2) Printing the Unit Production Report

N AN~

Click on “Tools” on the Menu Toolbar.
Click on “Unit Production Log Report”.
Click on the “Org Code” on the lower left-hand side of the screen.

Enter the appropriate 2-digit Organization Code then press <ENTER>.
Select “Print Report”.

System generates Report.
Select “Print” and then select “OK”.
Report prints.

3.10.5.5.9

Internal Revenue Manual
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3.10.5.6 (1)
(01-01-2016)
Batching Screens

3.10.5.6.1 (1)
(01-01-2024)
Batch Creation Screen

Batching screens are accessed through the Navigate function on the main
BBTS toolbar at the top of the screen, then selecting Processing and then
Batching.

The Batch Creation Screen is used to create batch numbers. BBTS systemi-
cally creates and assigns new batch numbers by “Program Number”, ranging
from 0001 to 9999. Once BBTS reaches Batch Number 9999 for a Program

Number, the next batch number for that same Program Number will be 0001.

BBTS will create “re-circulating” batch numbers by Program Number and may
create two Batch Numbers on the same day that are the same (but for
different Program Numbers).

To create a batch number, “navigate” to the Batch Creation Screen and enter
the following. See Figure 3.10.5-24.

Batch Type

Program Code

Batch Identification

DIP Type

Batch Source

DLN Reference Number
Acct (Account) Type (IRP Only)
RRPS/Lockbox Batch?
Received Date

Alt (Alternate) Cycle Start
Days in Cycle

Release Date

Release Cycle

Route

Estimated Volume

How many batches?
Continue?

Cat. No. 33393S (11-21-2023)
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(=] ]
I T | =
M processing Batching Batch Creation
Maintenance » Non-Batching.. » DLN Generation
adjustments VB Balch Release
BIMS L Batch/Block Volume Change
Reports r Automated Roadmap
Batch Check-in =
Welcome to the new BBTS System Batch DeletioniRestoration
Batch Rollback
WIR Block Rollback
Click NAVIGATE on the menu bar, : Entity Batch Creation hto use.
Entity Release
Entity Volume Change
Entity Batch Deletion
BBTS Web Server Housekeeping wi Entity Batch Assignment t 3:00 am Central Time.
Please be signed off by 3:00 am Ce Entily Batch Slip Re-print le to attempt to sign back on
after a 15 minute window or sooner ~—= i
=
Figure 3.10.5-24 Navigating to the Batch Creation Screen
3.10.5.6.2 (1) This screen is used primarily for batches of standard, un-numbered work
(04-24-2019) (returns that are not yet identified with DLNs). “Navigate” to Batch Creation
Non-Remit Batch Screen. See Figure 3.10.5-25.
Creation Screen
3.10.5.6.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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i. Batch Block Tracking System

%@ sustin - Batch Creation

Program Code |

Batch Mumber |
DLM Reference Mum |

Received Date |055/20XX

Release Date |
Route |

Estimated Yolume |
How many hatches? |1

Batch Tools Mavigate Exit Window

Batch Type [TRTRZRERTZZ XN - | [
Batch 1D |
DIF Type |
Batch Source [Standard =l Inionerermit =

=10l x|

Acct Type | RRFS/Lackbox Batch? IN.;. 'I
Alt Cycle Start | Days in Cycle |
Release Cycle |

Cantinue? |Y

Record: 111 | | |

| |z05C= [

Figure 3.10.5-25 Non-Remit Batch Creation Screen

(@)

The following information must be entered to establish Non-Remit batches of
work:

a. “Batch Type-" Non-Remit Pre-batch automatically appears in this field.
Press <ENTER>. The cursor will move to the Program Code field.

b. Program Code- The “Program Code” is the 5-digit Program Code
assigned to the batch. Enter the “Program Code” and the cursor will au-
tomatically move to next field.

Note: This field also offers a pop-up screen by selecting “Tools” and “List
of Values”.

c. Batch ID- Enter the “Batch ID” information or leave blank. Press
<ENTER>.

Caution: Form 1040 returns only - Returns received after the grace
period, but with timely postmarks should be re-batched and
input “TIMELYPM” in the Batch ID on the Batch Creation
Screen.

d. Batch Number- The “Batch Number” is automatically generated at the
end of this process.

Cat. No. 33393S (11-21-2023)
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m.

=

(3 A

Batch Source- The “Batch Source” automatically defaults to “Standard”.
If the “Batch Source” type is not Re-input, Reprocessable or Odd Batch,
press <ENTER> and the cursor will automatically move to next field. If
the “Batch Source” type is a Re-input, a Reprocessable or Odd Batch,
see below.

DLN Reference Num- The “DLN Reference Number” is a 1-4-digit
number assigned to DLN Reference established for a program.

Note: Each DLN Reference Number is established to distinguish it from
others by having specified criteria such as the Masterfile (MF) for
the work to be processed, Tax Class, Doc Code, Blocking Range
and other pertinent information.

Enter the “DLN Reference Number” for the batch and press <ENTER>.

Note: (1) This field also offers a pop-up screen by selecting “Tools” and
“List of Values”. (2) This field auto-populates if there is only one
choice available in the DLN Reference file for the five-digit Program
Code entered.

Acct Type- The “Acct (Account) Type” box is used for all IRP batches
(Schedule K-1s, etc.).
RRPS/Lockbox Batch- This field automatically defaults to “No”. If the
batch is a “RRPS/Lockbox Batch”, use the down arrow to select “Yes”
then press <ENTER>.
Received Date- This date is automatically generated in Julian Date/Year
format (NNN/YYYY). If the date is correct, press <ENTER>. If the date is
incorrect, manually enter the correct date and press <ENTER>.
Alt Cycle Start- The “Alt (Alternate) Cycle Start” date is automatically
generated in Julian Date/Year format (NNN/YYYY). If the date is incorrect,
manually enter the correct date and press <ENTER>.
Days in Cycle- Enter the “Days in Cycle” then press <ENTER>.

Note: Refer to IRM 3.30.123, Cycles, Criteria and Critical Dates

Release Date- The “Release Date” is automatically generated in Julian
Date/Year format (NNN/YYYY). Press <ENTER>.
Release Cycle- The “Release Cycle” is automatically generated then
press <ENTER>.
Route- The “Routing Paths” are listed in the “List of Values”. To view the
list of routing paths, click on “Tools”, then “List of Values”. Enter the
number that corresponds to the “Routing Path” selected then press
<ENTER>.
Estimated Volume- Enter the “Estimated Volume” of the batch then press
<ENTER>.
SCRIPS Block Count- The “SCRIPS Block Count” is used for programs
controlled by BBTS but processed via SCRIPS, (Schedule K-1s, etc.).
How many batches? - Enter the “number of identical batches” to be
created then press <ENTER>.
Continue- This field automatically defaults to “Y” to continue. If “N” is
entered, the cursor automatically moves to the “Program Code” field.

pop-up window opens with the following message: “Batch created success-

fully.” Press the <ENTER> key to complete the action.

Note:

If more than one (1) batch is created at the same time, only the last batch
number created is shown.

3.10.5.6.2
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(4) When the Batch has been entered and created, a Form 9382, is generated
and the Batch automatically moves to the next function assigned within the
Routing path.

(5) To print the Form 9382 use the following procedures: See Figure 3.10.5-26

£ Batch Block Tracking System =10 x|

& INon-remit Pre-hatch =l |1I]4I] PY
Program Code [TERRE] Batch 1D |
DIP Type [Dormestic
Batch Mumber W Batch Source |Standard ;l |N0n—remit ;l

DLM Reference Mum [37 AcctType | RRPSLockboxBatch? [ug =l
Received Date [210/20xx | AltCycle Start [219/20xx. DaysincCycle [6
Release Date W Release Cycle IW

Route |42—
Estimated Volume |32—
Howe many batches? |1— Caontinue? IY_

Enter a valid Program Code or select Tools/List of Yalues from the menu J
Recard: 1/1 || . |Listorvaiu.. | |z05C=

Figure 3.10.5-26 Navigating to Print Form 9382

1 Click on “Batch” on the menu bar.

2. Select “Print”.

3.  Select “Form 9382”.

4. A Batch Transmittal Form 9382 is generated. See Figure 3.10.5-27

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.6.2
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Batch |

DLM Referen

< Batch Block Tracking System - |El|l|
Batch Tools Mavigate Exit Window
’E_El Austin - Batch Creation
Batch Type Inon-remit Pre-hatch =) [1040 Py
HOBIEN /~ http:/ /ts00086.tec.irs.gov: 7777 /reports /rwservlet /getjobid=20980612server=bbtsrptsyr - Windows - |EI|5|

2]

TN e —
Lo e |8 httpe k00086, boc.ivs goy: 777 freports frwserylet ® g 8 Live Search

File Edit GoTo Favorites Help

.7 Favorites (€8 http: | fEs00086 ke irs gov: 7777 reports/rwser .. I

|‘&' - [ @= v Page~ Safety~ Toos~+ @~

ey B A e B €000 Lo il
Relea IF'“d M
Batch Transmittal Form 9382 |« ]
Page 1of 1
File: NR 1040 PY . .
Eetimated Sateh I Program: 43112 Batch Mo 2032
RecDate: 219/20XX Standard Est Vol 32 Rel. Date: 225/20XX
How many b Route: 180 210 880 190 230 610 Actual Vol.: 0 Cycle: 20XX33
Doc Type:  IMF Account Type Code:
431122032
Alpha DLN Block Cnt Alpha DLN Block Cnt e
ool 0314
oo2 0315
oo03 0ie
ood 0317
0os oie
oos 03ig
oov 040
oo3a 041
oog 04z l
Figure 3.10.5-27 Generated Batch Transmittal
5.  Select “Print” and then select “OK”.
6. A pop-up window appears with the following message: “Did the Form
9382 report(s) print correctly?” See Figure 3.10.5-28
7. Select either “Yes”, “No” (Print Again) or “Cancel” (Print Later).
3.10.5.6.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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i Batch Block Tracking System =10 %]

¥

2'_5 Austin - Batch Creation

Batch Tools Mavigate Exit Window

Batch Tyvpe

Frogram Code

Batch Mumber

DLM Reference Mum
Received Date

Release Date

Route

Estimated Yalume

How many hatches?

|1 974
|33 Balch Block Tracking System

|Nnn-remitF‘re-hatch ;|

|4311EI

Batch ID ||

|1I]4I]

DIF Type |Dornestic

Batch Source |Standard

—

[218 \i) Did the Form 9382 report(s) print cormectly?

;l |Nnn-remit ;|

 —

2 ||“+3|| No (Print Again) | Cancel (Print Late)
o

500

—

Continue? |‘r‘

Record: 1/1 | | o | |<0sC=
Figure 3.10.5-28 Print Confirmation Pop-Up Window
3.10.5.6.3 (1) The Entity Batch Creation Screen is used to create batch numbers. BBTS sys-

(01-01-2024)
Entity Batch Creation
Screen

temically creates and assigns new recirculating batch numbers for Entity work
by “Program Number”, ranging from 000000 to 999999 returning to 000001 for
a program that has previously generated batch 999999.

To create a batch number, “navigate” to the Entity Batch Creation Screen and
enter the following.

Program Code
Batch Description
IRS Received Date
Entity Received Date
Batch Volume

How many batches?
Auto Assignment

No Auto Assignment
Auto Employee
Auto Team
Continue?

Cat. No. 33393S (11-21-2023)
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3.10.5.6.4
(01-01-2024)

Image Control Team
(ICT) Batch Creation
Screen

(1)

()

3.10.5.6.5
(01-01-2024)
1040X/CP Batch
Creation Screen

(1)

)

3.10.5.6.6

(01-01-2022)

Manual Deposit Final
Batch Creation Screen

(1)

The ICT Batch Creation Screen is used to create batch numbers. BBTS sys-
temically creates and assigns new recirculating batch numbers for ICT work by
Program Number, ranging from 000000 to 999999 returning to 000001 for a
program that has previously generated batch 999999.

To create a batch number, navigate to the ICT Batch Creation Screen and
enter the following.

Program Code
Batch Description
IRS Received Date
ICT Received Date
Batch Volume

How many batches?
Auto Assignment

No Auto Assignment
Auto Employee
Auto Team
Continue?

The 1040X/CP Batch Creation Screen is used to create batch numbers. BBTS
systemically creates and assigns new recirculating batch numbers for 1040X
and CP work by Program Number, ranging from 000000 to 999999 returning
to 000001 for a program that has previously generated batch 999999.

To create a batch number, navigate to the 1040X/CP Batch Creation Screen
and enter the following.

Program Code
Batch Description
IRS Received Date
1040X/CP Received Date
Batch Volume

How many batches?
Auto Assignment

No Auto Assignment
Auto Employee
Auto Team

o Continue?

This screen allows the Batching Function to select and release blocks of
returns from the Manual Deposit Function and establishes With-Remit batches
of work into the pipeline process. See Figure 3.10.5-29

Note: This screen is dependent upon manual deposits reconciled in the 813 rec-

onciliation screen. This type of batch creation automatically generates a
second screen for DLN input, and the user can only input the DLNs already
generated prior to listing and balancing.

3.10.5.6.4
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Batch Block Tracking System - IDlﬂ
atch Tools Mavigate Exit wWindaow

m

’E_‘El Austin - Batch Creation

Batch Type [manual Denosit Final B... = I
Program Code | Batch D |

DIF Type |
Batch Number | Batch Source [Standard =l |witheremit =l
DLMN Reference Mum | Acct Type | RREFS/Lockbox Batch? IND vl

Received Date |219/20xX  Alt Cycle Stanl Days in Cycle |

Releaze Date | Release Cycle |

Route |
Estimated Volume |
How many hatches? | Continue? |
Enter a valid Program Code ar select ToolsiList of Values from the menu J
Recard: 1/1 I - |Listorvalu. | |z05C= |

Figure 3.10.5-29 Manual Deposit Final Batch Creation Screen

(2) Click on the “Navigate” function to select and access the Batch Creation
screen.

(8) Batch Type- From the drop-down window use the mouse to click and select
“Manual Deposit Final Batch”. The cursor then will move automatically to the
Program Code field.

(4) Program Code- Enter the 5-digit Program Code assigned to the Batch. The
cursor automatically moves to the Batch ID field if the code is recognized as
an acceptable code. If not recognized as an acceptable code the system will
open an additional window listing all available acceptable codes.

(5) Batch ID- Enter the Batch ID information or leave blank then press <ENTER>.

(6) DLN Reference Number- “Click on Tools” in the Menu Bar. Select “List of
Values”. Choose DLN Reference Number then press <ENTER>. See Figure
3.10.5-30.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.6.6
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£ Batch Block Tracking System
Batch Tools Mavigate Exit Window

=101 x|

Available DLM Reference Mumbers

Find| 2%

III'I.I'IF PMTS

202 17
2407 2 17

eno
995

fMD

899 VDF PMT
999 CASH BOMD

_3 |Nn:|r|-rerr|it :‘v

hox Batch? 1o -

Days in Cycle |

Eind | (0] Cancel
How many hatches? | Cantinue? |
Choices in list: 3 |
Record: 1/1 | | - |Listorva. | |<08C= |
Figure 3.10.5-30 Available DLN Reference Numbers Screen
(7) Received Date- Enter the “Received Date” from the Form 813 (the current date
is automatically generated) in Julian Date/Year format (NNNYYYY) then press
<ENTER>.
(8) Alternate Cycle Start Date- Automatically generated according to the Received
date then press <ENTER>.
Note: User cannot override this field.
(9) Days in Cycle- Enter the “Days in Cycle” then press <ENTER>.
(10) Release Date- Automatically generated then press <ENTER>.
(11) Release Cycle- Automatically generated then press <ENTER>.
(12) Route- Enter the number that corresponds to the Routing Path or click on
“Tools”. Click on “List of Values” then press <ENTER>. See Figure 3.10.5-31
3.10.5.6.6 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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£ Batch Block Tracking System _|EI|£|
Batch Tools Mavigate Exit Window

Eindl (0] 4 Cancel
How many hatches? | Cantinue? |
Choices in list: 1 |
Record: 1/1 | | - |Listorva. | |<08C=

Figure 3.10.5-31 Available Routes Screen

(13) A pop-up window appears with message. Select “OK”. The cursor is located on
the FLC field. See Figure 3.10.5-32

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.6.6
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i Batch Block Tracking System

Batch Tools Mavigate Exit Window

¥

EEI Alstin - Batch Creation

FProgram Code

=101 x|

Batch Mumber

J
DLM Reference Murm [
[

Received Date

Release Date

Route

Estimated Yolume |
How many hatches? |

Batch Type |manual Denosit Final B... =l |IMF PMTS
[45500 o Batch 1D [MD
ABC  FLC TaxDoc Jul  Block Ser  Yr Cnt
Nl | | |
I EIEEEmE | | |
eI | | |
| W WM N
s
Confinue? I_

Record: 1/1 | | - |Listorva. | |<08C=
Figure 3.10.5-32 Block Selection Screen

(14) Click on “Tools”, then “List of Values”. Use the down arrow to select the appro-
priate block. Press “OK”.

(15) A pop-up window appears, showing the DLN selected. Arrow down to the next
line for the selection of the next block. Repeat Step 14. The volume increases
as additional blocks are selected. See Figure 3.10.5-33

3.10.5.6.6 Internal Revenue Manual
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Auailable DLMs

£ Batch Block Tracking System

Batch Tools Mavigate Exit Window

=101 x|

Find| 71 %

III'I.I'IF PMTS

Eindl

2 17 117 000 2 1 e

Batch ID |MD

T
AT

(0] 4 Qancell ==

Foute |14

Estimated Yolume |
How many hatches? | Cantinue? |

Choices in list: 2

Record: 11 | |

- |Listorva. | |<08C= |

(16)

3.10.5.6.7 (1)
(01-01-2016)
Non-Remit Input Screen

Figure 3.10.5-33 Available DLNs Screen

Click on “Batch”, then “Save”. You are now ready to print the transmittal(s).
Click on “Print”, select Form 9382. A pop up window appears with the following
message: “Did the Form 9382 report(s) print correctly?” The System will
generate a Form 9382. Select “Print” and then select “OK”. Select either “Yes”,
“No” (Print Again), or “Cancel” (Print Later).

For Reprocessables, Re-inputs and Odd Batches, use the Non-Remit Input
Screen.

All information entered on the Non-Remit Input Screen is taken from the Block
Transmittal Form 813 (Accounting/Rejects), Form 9893 (Reprocessables/Re-
inputs), and Form 1332 (Rejects).

All information should be entered from the document itself, not the attachments
(which may increase the risk of errors).

a. Select the “Routing Path”. Once the routing path has been selected in
the Batch Creation Screen, a pop-up window will appear. Press
<ENTER>to complete the action.

Cat. No. 33393S (11-21-2023)
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Note: “The Alpha Block Control” (ABC) automatically generates and fills the fields
automatically. Since there are some Program Numbers for which more than
one valid Tax Class/Doc Code combination is valid, you must select the valid
Tax Class/Doc Code to be used.

b.  The cursor appears on the “FLC Field”. Enter the File Location Code.

c. The cursor automatically moves to the “Julian Date field”.

d Enter the “Julian Date” “NNNYYYY” then press<ENTER>.

e. Enter the “Block” number then press <ENTER>.

f.  Enter the “Serial” number (if required) then press <ENTER>.

g Enter the last digit of the year then press <ENTER>.

h Enter the count then press <ENTER>.

i. Continue to enter the “DLNs” using the arrow down key.

j.  Write the “ABC” on the Form 3893, Form 1332 or Form 813 upon the entry
of each DLN.

k. On the Menu bar, click on “Batch” and then “Save”. See Figure 3.10.5-34.

i Batch Block Tracking System =0l =]
Wil Tools Mavigate Exit Window
g - Batch Creation |
Print »
Exit
Batch Type Inon-remit Pre-batch = [1040
Program Code [43110 Batch ID |F3893

Batch Mumber

[
DLM Reference Mum [ |2GL
[

[]
=
=]

EEEEE
=|3]zfg

Received Date

Release Date I'_w._u.u S ———

Route

|3
Estimated Yolume |
I—

Howy many batches?

Continue? |

Record: 414 || . |Listorvalu . | |<08C=

Figure 3.10.5-34 Navigating to Save on the Menu Bar

Note: The cursor returns to the Batch Type field.

I. Write the “Batch” number on the Form 3893, Form 1332 or Form 813.
m. Click on “Batch” on the Menu bar and Select “Print”.

3.10.5.6.7 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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n.

Select Form 9382. An image of the generated Batch Transmittal Form

9382 appears. See Figure 3.10.5-35

Batch Transmittal Form 9382
Page 1 of 1
File N/R 1040 Program: 43110 Batch No.: 1817

Batch ID: 01
Rec.Date: 037/20XX Est Vol.: 189 Rel. Date: 043/20XX

Route: 180 210 190 230 610 Actual Vol.. 0 Cycle: 20XX06
Doc Type: IMF Account Type Code:

Alpha  DLN g::ééc!t 1 0 1 %p‘hla DLN Block Cnt

001 034

G0z 035

G2 35

e 037

005 038

00¢ 039

007 020

00E 021

G0s 0<z

01C 023

o1l 044

iz 055

012 0z

014 L7

3B [

0le 049

G017 052

0lc 051

018 052

G20C 53

021 054

02z 05

022 055

024 057

02s GEE]

Goe R

027 06D

0ze 051

027 052

030 063

031 064

032 0es

032 ags
Form 9382-BBTS (Rev. 09/2001) ABCEDFXX 037/20XX 6:09

Figure 3.10.5-35 Generated Batch Transmittal Form 9382

0.

Select “Print” and then select “OK”.

Cat. No. 33393S (11-21-2023)
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p. A pop-up window appears with the following message: “Did the Form 9382
report(s) print correctly?” Select either “Yes”, “No” (Print Again), or
“Cancel” (Print Later).

g. Form 9382(s) prints.

3.10.5.6.8 (1) This screen allows the user to release batches of work that have been previ-
(01-01-2016) ously established to the next function in its specified route. This screen is used
Batch Release Screen by Batching, Code and Edit, Data Conversion, and Entity functions.

(2) “Navigate” to the Batch Release Screen for final release batches.
(8) Select the Function Code from the drop-down list. See Figure 3.10.5-36

Note: A user will only see a list of functions from which that user is authorized to
release work. Some users will only see the Function for their user level.

4 Batch Block Tracking System - 10| x|

Program Code Batch Mumber
[ I

Please select a Function: |- j

150
300
190
210
] | 280
230

Record: 1/1 | | o | |z05C=

Figure 3.10.5-36 Function Code Drop Down List

(4) Program Code- Enter the 5-digit program from the Form 9382, Batch Transmit-
tal. The cursor automatically moves to the “Batch Number” field.
(5) Enter the “Batch Number” from the Form 9382, Batch Transmittal.

3.10.5.6.8 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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a. If the “Batch Number” is less than four digits, press <ENTER>.
b. If the “Batch Number” is entered as 4-digit, the cursor automatically goes
to the next Program Code field.

(6) If any of the Batches are not in the Function, a message appears. See Figure
3.10.5-37

i Batch Block Tracking System - |I:I|£|
Batch Tools Mavigate Exit  Window
"r3 Austin - BATCH RELEASE
Frogram Code Batch Mumber
43110
43110 1222
Batch Block Tracking System
@ Cne or maore hatches were not found in function 230
Recard: 1/2 | | o | |<05C=

Figure 3.10.5-37 Pop-up Message, “One or More Batches Were Not Found in Function 230”.

(7) Click the “OK” button to show the Batch was not released.

(8) Check your transmittal for clarification.

3.10.5.6.9 (1) This module allows the user to delete a batch when an error has occurred in
(01-01-2016) any of the fields as long as the batch is deleted on the same day the batch
Batch Deletion was created. Various functions use this screen.

(2) To delete a batch:

a. Select "Navigate” then click “Batch Deletion/Restoration” screen.
b. Select “Delete Batch” from the three menu choices at the left.
c. Enter the “Program Number.” Press <Enter>.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.6.9
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d. Enter the “Batch Number.” Press <Enter>.

e. A pop-up will appear indicating that the batch has been assigned to the
next function in the selected routing path and ask if you want to delete
the function just following the function in which you are working.

Note: Caution should be taken when utilizing this functionality. The Batch
Restoration selection should be used by only authorized individuals.
This selection may automatically change parameters of the batch
(such as function location of the batch or number of documents)
automatically and without warning.

3.10.5.6.10 (1) “Navigate” to the “Batch/Block Volume Change Screen” in the Toolbar. See
(01-01-2016) Figure 3.10.5-38

Batch/Block Volume

Change Screen

i Batch Block Tracking System - |El|l|

EETS EREWPEICE Exit Window

2T ain Wenu e

Mess Repors.. »

Batch Profile Adjustment Log
Batch Guery
Unit Production Log

BatchiBlock Volume Change

Batch Creation a

v User Information

Fassword Change

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time.
Please be signed off by 3:00 am Central Time. You should be able to attermpt to sign back on
after a 15 minute window or sooner if the server allows access.

Click NAVIGATE on the menu bar, and select the screen you wish to use.

Record: 1/1 | | | | |<0mc= |

Figure 3.10.5-38 Navigating to the Batch/Block Volume Change Screen

(2) Enter the 5-digit “Program Code” from the Form 9382, Batch Transmittal. The
cursor will move to the “Batch Number” field.

(8) Enter the “Batch Number” from the Form 9382 then press <ENTER>.

3.10.5.6.10 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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(4) All assigned DLNs for the Batch appear.

(5) Click in the “Actual Volume” column next to the DLN for volume to be
corrected. See Figure 3.10.5-39

% Bakch Block Tracking System =10] x|
Batch Tools Mavigate Exit Window
fem Austin - Batch f Block Volume Change
Fgmm:w Egh:w Nowin:[230  OrigVol: [194 NewVol: [200
Partial Ret Old Tax Doc Juian Block Series Tax Tax Trans Old Actual
Releaze Num ABC ABC FLCClassCD Date SeriesiMumberyR Feriod Code YolumeYolume
u [ Mza oo 2 21 254 830 X 025 |
2 MzZR 00 2 21 254 831 X fozs
u E Mzs™ 00 2 21 254 832 X foz5
m I [MzZT 00 2 21 254 833 X 025
u G [mzU~ 00 2 21 254 @34 X fozs
s fMzv- 00 2 21 254 835 X [oz5
| 7 [Mzw 00 2 21 254 836 X 025
o~ W ‘A N B B N BN f R B [
r [
= .
Release Partial Batch | (7] Release Entire Batch I
|
Record: a2 I o | l<05C>

Figure 3.10.5-39 Old / Actual Volume Columns

Note: This action places the incorrect volume in the “Old Volume” column.

(6) Make the change. Press <ENTER> and record will be highlighted and the
partial release indicator will be checked.

(7) When finished with all volume changes, press the “Release Entire Batch”
button for final release or use the procedures below for releasing a Partial

Batch:
Navigate to “Batch/Block Volume” screen.
Enter the program and batch number from the Form 9382.

° Click on the “Partial Release Indicator” boxes on the blocks to be
released. The box will change to being “checked” and the record will be
highlighted.

° When finished, click on the “Release Partial Batch” button. All blocks
“checked” will be released.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.6.10
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(8) If this block is to be deleted, follow the instructions in (9) below. See Figure

3.10.5-40
=Y
=l Mavigate Exit  Window
I List of values
Delete block recard
Proc Clear Form h:]mg Mow in: |230 0rinVoI:|194 New\fnl:hsg
Partial  Ret Old Tax Doc Jullan Block Series Tax Tax Trans Old Actual
Release Num ABC ABC FLCClassCD Date SeriesMumberyR Period Code Yolumevolume
m [mMzr oD 2 21 254 831 X fozs
. E [mzs oD 2 21 254 g3z X fozs
r 4 IHZT oo 2 21 254 833 X |025
[T s mzu op 2 21 254 834 X 025
r 5] IHI\F oo 2 21 254 835 X |025
r 7 |HM oo 2 21 254 836 X |l:|25
| [mzx oD 2 21 254 837 X 0149
r [ |
= [ -
Release Partial Batch Release Entire Batch |
|Record: 1/8 | | | | |-:OSC=~

Figure 3.10.5-40 Navigating to Delete Block Record
(9) To Delete a Block Record:

a.
b.
c.

Click on “Tools” in the Toolbar.

Click on “Delete block record”.

Ensure that the correct DLN that is highlighted is selected before
deleting.

A pop-up sub-menu appears asking, “Are you sure you want to delete
this DLN?” Click “Yes” or “No” See Figure 3.10.5-41

3.10.5.6.10

33393203
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2. Batch Block Tracking System - |I:I|5|
Batch Tools Mavigate Exit Window
"0 Austin - Batch f Block Volume Change
Prograrm: |4311u Batch: |1219 Mow in: |23IJ Orig Vol |1 94 Mew Vol: |1EE|
Partial Ret Old Tax Dot Julian Block Series Tax Tax Trans Old Actual
Release Mum ABC ABC FLCClassCD Date SerleshumberYR Period Code YolumeWYolume
r 2 MZIR oo 2 21 254 83 X 025
13 [mzs oo 2 21 254 832 X 025
| mzT oo 2 21 254 833 X foz5
T 5 mzu oo 2 vatch Block Tracking System 025
r 6 I"'E oo 2 Are you sure yau want to delete this DL 025
r 7 IHM ool 2 |025
r s [mz< oo 2 fo1g
r (- [ ]
= (- | [EE
Releaze Partial Batch | |
|Record: 1/ | | | | |-:OSC=
Figure 3.10.5-41 Delete DLN Confirmation Message
e. When all volume changes and block deletes are complete, click on
“Release Entire Batch”.
(10) Repeat instructions in (1) through (7) above to continue releasing batches of
work.
3.10.5.6.11 (1) This screen is used to return a batch of work to a prior function as long as the
(01-01-2016) release to that function occurred within the same BBTS day. For example,
Batch Rollback Screen function 190 releases an incorrect batch of work to function 230. Function 190
can return the batch to their function as long as BBTS is still in the same day
that the batch was originally released.
Note: The user that commits the rollback action must be assigned under the
function that the batch is located in at the time of the rollback.
Note: Caution should be exercised whenever using this feature. Failure to follow
guidelines for rolling back a batch could result in hung batches within the
BBTS system. If any problems are encountered the Local BBTS Coordinator
should be notified immediately to assist with problem resolution.
Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.6.11
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()
@)

(4)
(5)
(6)

“Navigate” to “Batch Rollback”.

Enter the “Program Code” and “Batch Number” to be rolled back from the
Form 9382 then press <ENTER>.

The current and prior function will appear on the screen then press <ENTER>.
Click on “Move Back”.

A Batch Rollback confirmation message appears with, “Batch has been
returned to Function 230”. See Figure 3.10.5-42

& Batch Block Tracking System | _|I:I|5|
Rollbacks Mavigate Exit Window

rm AUstin - BATCH ROLLBACK

° FProgram Code: |431 10 Batch Mumber: |1 oz

Current Function: |E1 1]
Prior Function: |23EI

o Mave Back I Batch Block Tracking System

o@ Batch has been returned to function 220
QO «

Record: 1/1 | | o | |<05C=
Figure 3.10.5-42 Batch Rollback Confirmation Message
(7) Click on the “OK” button.
(8) Corrections can be made to this batch.
Note: If a block of work has been changed to zero volume, it cannot be Rolled
Back.
3.10.5.6.11 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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3.10.5.7 (1) The function in this section will allow you to print with Remit DLN Generation
(01-01-2016) Screens, Non-Remit DLN Generation Screens, Form 9382 Batch Transmittals
Printing Transmittals and 1332 Batch Transmittals.

3.10.5.7.1 (1) The DLN Generation Screen is used to establish a block of With-Remit (W/R)
(01-01-2016) returns processed by the Manual Deposit function. This application allows the
With-Remit Document BBTS user to input specific information used to generate With-Remit (W/R)
Locator Number Block DLNs and Alpha Block Control (ABC) Codes. The DLN and the ABC for
Generation Screen each block is established within the batch of work.

(2) “Navigate” to the “DLN Generation Screen”.
(3) With-Remit automatically appears in the first field.
(4) Enter the 5-digit Program Code.

(5) The File Location Code (FLC) automatically generates. User may override then
press <ENTER>.

Note: The DLN date appears in 2 different formats: Julian Date/Year and
MMDDYYYY.

(6) Enter the appropriate Reference Number then press <ENTER>. Refer to your
local Reference file.

Note: All information regarding Tax/Class, Doc Code, and Blocking Series (Begin/
End) appears.

(7) Enter the number of DLNs needed then press <ENTER>.

Note: A pop-up window appears with the list of DLNs requested. See Figure
3.10.5-43 and Figure 3.10.5-44

(8) Press “Continue”.

(9) Click on “DLNs” on the Menu Toolbar.
(10) Select “Print” and “Manual Deposit DLNs”.
(11) To Print:

Click on the file.

Select “Print”.

Enter the number of copies needed.
Click on “OK”.

roONO~

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.7.1
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i Batch Block Tracking System _ ol x|
Exit Window

PR wein ey e

Mess Eepors.. 3

Batch Query
Batch Release

DLM Generation

LInit Production Log
BatchiBlock Wolume Change

Batch Creation —
pml

==

Lzer Information

Paszword Change

Click NAVIGATE on the menu bar, and select the screen you wish to use.

BETS YWeb Server Housekeeping will occur on a daily schedule at 3:00 am Central Time. Please
be signed off by 3:00 am Central Time. You should be able to attempt to sign back on after a 15
minute window or sooner if the server allows access.

&

Record: 1/1 || o | l<05C=

Figure 3.10.5-43 Navigating to the DLN Generation Screen

3.10.5.7.1 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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i Batch Block Tracking System
DLMNs Tools Mavigate Exit Window

"en Austin - DLN GEMERATION

=10l x|

[ foo  foo J2[21 250 @ [155 [X [25

[2 Jue  Joo [2[21 [250 156 [X [2s

[3 JoF Joo J2[21 [2s0 @ [157 [x| |25

[« fue Joo [2[21 [250  [158 [X [2s

il vl ol = M N "

[6" pu foo J2 21 [250° [1ea [X [25 nd

[~ ok foo J2 21 [250 [161 [Xx [25 =

[ for Joo [2[21 250 [162) [x [25

[o " o foo [2[21 [250 0 [163 [x [25

[10 fun ool 2 [21 J2s0  [18e [X| [ |

Cortinue |
|

Record: 10/28 | o | |<08C=

Figure 3.10.5-44 DLN Generation Screen with requested DLNs

3.10.5.7.2
(01-01-2024)
Non-Remit Document
Locator Number
Generation Screen

(1)

@)

This process establishes the DLN and the ABC for each block within the batch
of work. After the DLNs are generated for the Batch, a print of Form 9382 and
Form 1332 is needed.

“Navigate” to the “DLN Generation Screen”. See Figure 3.10.5-45

Cat. No. 33393S (11-21-2023)
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i Batch Block Tracking System
DLMs Tools Mavigate Exit Window

%em Austin - DLM GEMERATION

=10l x|

o |Nu:|n-remit

Ref
Murn

o Program Code: |4311EI Batch Mumber: |1154 o
Yolurme: |T25 Docs per Block: |E|25 e

Tax Daoc

foo [27 [z1
File Location Code: | 0o o

DLM Date: |O47/20XX
|02/1 6/20XX

Dizplay DLM= =
after Generating

=

R [=Fa)
Begin

MNext

End End

|319

Desc

1040 | |

Begin
jooo

DLNs Neaded: [B] @)

Record: 111

|z08C=

Figure 3.10.5-45 Non-Remit DLN Generation Screen

€)
(4)

(5)

(6)

(7)

(8)

Non-Remit is highlighted. Press the <ENTER> key.

Enter the 5-digit “Program Code” from the Batch Transmittal Form 9382.
Cursor automatically moves to the next field.

Enter the Batch number from the Form 9382, Batch Transmittal. If the Batch
number is less than 4-digit, press <ENTER>. If the Batch number is 4-digit, the
cursor will advance to the next field.

Enter a 3-digit number in the “Docs per Block” field to indicate the block size
(number of documents in the block) then press <ENTER>.

The “File Location Code (FLC)” is systemically generated for regular pipeline
systems. For some Non-Master File (NMF) and Information Returns Process-
ing (IRP) batches, the cursor stops momentarily to allow the BBTS user to
manually change the field. If no changes are needed, press <ENTER>.

The cursor moves to the “DLNs Needed” field.

Note: BBTS automatically calculates the number of “DLNs Needed” by the total

volume of the batch and the documents per block.

3.10.5.7.2
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(9) Is the number of DLNs correct? If “yes”, press <ENTER>. If “no”, click on the

DLNs Needed field to override the number generated.

(10) BBTS assigns the number of DLNs requested. Use the scroll bar at the right of

the screen to review the DLNs assigned.

(11) Click on “Continue” and repeat instructions in (1) through (11) above to assign

DLNs to numerous batches at one time.

3.10.5.7.3 (1) After completing the instructions in IRM 3.10.5.6.1, click on “DLNs” located on
(01-01-2016) the Menu Toolbar.

Printing Form 9382 and

Form 1332 Batch (2) Select “Print” select Form 9382. See Figure 3.10.5-46

Transmittals

i Batch Block Tracking System ;IQIEI
ILMS ID?lS Mavigate Exit Window
Form 9382 |
| Exit Farm 1332
fanual deposit ek s

[17 s oo [z Jos 250 [o3e [x [0 .

27 g ool [2fos 250 [o37 [X Jioo]

[ oo™ Jool J2 Jog [250  [osa [X [ioc

HEEEIN B R

IS I . ext

H IR BN e nd

S I I . |

HEENEIN BN = Rl

Al EIE N = E N |

HENIN B NN
Record: 1/1 | | o | |<05C=

Figure 3.10.5-46 Navigating to print Form 9382

(3) A pop-up window appears with the following message: “Did the Form 9382
(report) print correctly?”

(4) System generates Form 9382(s).

(5) Select “Print” and then select “OK”.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.7.3

33393195



page 60 3.10 Campus Mail and Work Control

(6) Select the number of copies to print.

(7) Click “OK”. See Figure 3.10.5-47

£ Batch Block Tracking System -0l x|
DLMs Tools MNavigate Exit ‘Window
GEMNERATION

Yem Austin - DLN
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N v | —
I1_ [J-T CIS J] hitp://ts00088.tec.irs.govi 7777 reportsrwser iet/getjobid=15333547server=bbtstptser =l kS Iai Live Search |2 E\
Fle Edt GoTo Favorites Help X W -
|2' IJJE L
| =
3 JF (& http:{{tsD0086.tecirs.govi] [~ Printer Safety » Tools ~ @@~ >
|4 IJJG ! I}EF H [=]: Name: Properties |
Status:  Fieady Comments and Forms: -
[5~ JuH , - B
Type: Lexmark TE44 P53 IDucumenl and Markups J
I I 1 Page 1of 1
(5 LI File] ~Print Range — Preview: Composite—————————————————————— i 8222
& Al k 85 3 -
7 LK Batch ID K gl
Rec.Date| | € Curent view - .
IB IJJL Route] £ Current page -
Doc Type € Pages |1 431108820,
[a~ Joam : TR
Subset: |4l pages in range j =
=
|1 0 IJ‘JN ™ Reverse pages e < Cnt -
001 —Page Handling % e
002 Copies: I‘I 33 ™ Collate " s
==
003 FPage Scaling: IShrink to Printable Area j
004 ¥ Auto-Rotate and Center
005
™ Choose Paper Source by PDF page size
008 S
007 =
508 I™ Pint to fil Units: Inches Zoom: 96%
™ Print color as black.
oos 141101) J—
010
Printing Tips | Advanced | Cancel | —— ﬂ
) Done a- 7
Record: 10/28 T — , — |

Figure 3.10.5-47 Print Page

(8) A pop-up window appears with the following message, “Did the Form 9382
report(s) print correctly?” See Figure 3.10.5-48
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i Batch Block Tracking System 10| x|
DLMs Tools Navigate Exit Window
*en Austin - DLN GEMERATION

oo [2[21 [250 = [155° [x [25
oo 221 250 [is6 [x [z5°
[0 2 [z1 [0 [157 [X [z
oo [2[21 [2s0 [1s8 [x [2s_
o0 [2 [21 [250 [i59 [x| [z st
[ 227 Dsp [en X 25 nd

Batch Block Tracking System

Did the Farm 9382 reporis) print correctly? e

al°T=T =1 =117
TS

—_— ===

Yes Mo (Print Again) | L Cancel (Print Later)
RE= 7

S | Y

Record: 10/28 | | o | |<05C= |

Figure 3.10.5-48 Pop-up Window: Did the Form 9382 report(s) print correctly?
(9) Select either “Yes”, “No” (Print Again), or “Cancel” (Print Later).

(10) Form 9382 prints.
(11) Click on “DLNs” located in the Menu Toolbar.

(12) Click on “Print Preview” to ensure Form 1332 prints correctly. See Figure
3.10.5-49
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=10 x|
BWYER Tools Mavigate Exit Window
'FnerEEE |
M anuwal deposit DLRE
[1 s oo fzJos [2s0  [o3e [x fioo |
[z om0 JZ os [250  [oa7 [X [ioo
[3 Py oo fzJos [250  [ose [X [ioo
HEREIE B e N
Al S Il Nl ext
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S . |
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HEE Sl N =N |
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Figure 3.10.5-49 Navigating to the Form 1332 Print Preview Page
(13) Select “Print” and then select “OK”.

(14) Select the number of copies to print. See Figure 3.10.5-50
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=
CLMs Tools Mavigate Exit Window
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Figure 3.10.5-50 Print Page

(15) Click on “OK”.

(16) A pop-up window appears with the following message: “Did the Form 1332

report(s) print correctly?”

(17) Select either “Yes”, “No” (Print Again) or “Cancel” (Print Later). If “Yes” is
selected, Form 1332 will print. See Figure 3.10.5-51 and Figure 3.10.5-52
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4 Bakch Block Tracking System 10| x|
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Figure 3.10.5-51 Print Confirmation Screen
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0000
N/R 8453
TR TN | D L N o 978,073 | v~ N L age
Tué Batch Control Number o Count Code Date
Surveyed By and Date 42900 Missing Numbers At Time Of Survey (If short block, show number of last retum}
RECORD OF SELECTED RETURNS
Forvarded to Staisics | Date Forwaraed to Statitics bt
00259-228-073
00 25 50 75
o1 26 51 76
02 27 52 77
03 28 53 78
04 29 54 79
05 30 55 80
06 31 56 81
07 32 57 82
08 33 58 83
09 34 59 84
10 35 60 85
1 36 61 86
12 37 62 87
13 38 63 88
14 39 64 89
15 40 65 90
16 41 66 N
17 42 67 92
18 43 68 93
19 44 69 94
20 45 70 95
21 46 il 96
22 47 72 97
23 48 73 98
24 49 74 99
Form 1332-BBTS (Rev. 09/2001) BLOCK AND SELECTION RECORD Department of Treasury-Internal Revenue Service
Figure 3.10.5-52 Generated Form 1332
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3.10.5.7.4
(01-01-2016)
Reprinting Batch
Transmittals

(1)

This application allows the user to reprint Batch Transmittal(s) Form 9382,
Form 1332, and Form 8183.

Note: These forms are usually reprinted due to a mistake or misplaced form. See

)
@)
(4)
(5)
(6)

(7)
(8)
9)
(10)
(1)

(12)

(13)

Figure 3.10.5-53

“Navigate” to the “Reports Screen”.

Click on the “Re-print Transmittal”.

Enter the 5-digit “Program Code”.

Click on the “Batch Number” field and enter the Batch Number.

Select either “Reprint 9382” or “Reprint 1332” as appropriate. A pop-up window
indicates Form 9382 successfully scheduled to print or Form 1332 successfully
scheduled to be printed. Click “OK”.

Select “Reports” on the Menu Toolbar.

Select the “Print” option. Click on the form User wants to print.
System generates forms.

Select “Print” and then select “OK”.

A pop-up window appears with the following message: “Did the Form 9382 or
1332 report(s) print correctly?”. Select either “Yes”, “No” (Print Again) or
“Cancel” (Print Later).

Follow the instructions in (2) through (11) above when re-printing Remittance
Processing Identification (RPSIDs) transmittal.

To Re-print a Form 813, Enter “DLN”. Select “Re-print 813”. A pop-up window
indicates Form 813 successfully scheduled to be printed. Click “OK”. Follow
the instructions in (7) through (12) above.

3.10.5.7.4
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=10l x|
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Reprint 9382 I

Reprint 1332 I
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| N N
Reprint §13 |

N |
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the 813 EntryiReconcilistion screen to print Formis)
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=

Record: 11
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Figure 3.10.5-53 Navigating to the Reprint Batch Transmittal Screen

3.10.5.8

(01-01-2016)

Document Locator
Number (DLN), 813 Entry
and Remittance
Processing System
Identification Generation
(RPSID) Screens

(1)

3.10.5.8.1 (1)
(01-01-2016)
ISRP RPSID Generation
Screen

)

This section covers how to navigate through the following screens: DLN’s, 813
Entry and RPSID Generation.

The ISRP (Integrated Submission and Remittance Processing System) RPSID
Screen allows the user to assign a RPSID number to all With-Remit returns
processed through Deposit and to delete a RPSID number that was errone-
ously assigned.

“Navigate” to the “ISRP RPSID Generation Screen”. See Figure 3.10.5-54 and
Figure 3.10.5-55
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E'E_%Batch Block Tracking System ;IEIEI

N Exit Window
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|SRP RPSID Generation 5
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IUser Information

Passward Change -
YWelcome To the new BB S Systeml

Click NAVIGATE on the menu bar, and select the screen you wish to use.

BETS Web Server Housekeeping will occur on a daily schedule at 3:00 am Central Time. Please
be signed off by 3:00 am Central Time. You should be able to atternpt to sign back on after a 15
minute window or sooner if the server allows access. s

- I

Record: 1/1 | o | |=osC= [

Figure 3.10.5-54 Navigating to the ISRP RPSID Generation Screen

(3) To create RPSIDs follow the instructions in (4) through (13) below.

3.10.5.8.1 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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£ Batch Block Tracking System - |EI|E|
BBETE Tools Mavigate Exit Window
s Austin - RPS ID Generation Screen

Beginning RPSID
I?EIEBED
X
a - Allow extender
Please Enter Beginning RPSID #: tax years
| 798380 r
Program Cd  MFT  Trans Cd Tsx vesdax Period IRS Recd Dt
45500 =] |30 x| |670 =] |20XX |12 =] | 01/10/20XX
Humber of RPSIDs: |24|
Generate RPSIDs |
Close |
Record: 1/1 | | o | |<08C=

(10)
(11)
(12)
(13)

Figure 3.10.5-55 Create RPSID Screen
Enter the beginning RPSID number. Press <TAB>.

Enter the Program number. Press <TAB>.
Enter MFT. Press the <TAB> key.

Enter the Transaction Code. Press <TAB>.
Enter the Tax Year (YYYY). Press <TAB>.
Enter the Tax Period (MM). Press <TAB>.

Enter the Received Date (MMDDYYYY). Press <TAB>.

Enter the number of RPSIDs. Press <TAB>.
Select the “Generate RPSIDs” button.

Screen displays list of generated RPSIDs.

Cat. No. 33393S (11-21-2023)

Internal Revenue Manual
33393209
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page 70 3.10 Campus Mail and Work Control

(14) To print transmittals, select “BBTS”, “print”, “transmittal’. See Figure 3.10.5-56.

£ Batch Block Tracking System - 10| x|

Tools Mavigate Exit Window

Transmittals

Exit

Beginning RPSID

I?EIBSBEI

RPSID ABC  Prog Cd
= | 798380 |RPY | 45500
798381 |RPW | 45500
798382 |RPX | 45500

7898383 |RPY | 45500
798384 |RFZ | 45500

793385 |R@2 | 45500
793386 |[RQ3 | 45500
798387 |R@4 | 45500
798383 |R@5 | 45500
798389 |RQ6 | 45500
795390 |RQT | 45500
798391 |RQ3 | 45500
795392 |RQ9 | 45500
793393 |RaA | 45500

=

FTTrans Cd TxPer IRS Recd Dt
670 | 20XX12 |01/10/20XX
BT0 | 20XX12 | 01/10/20XX
E70 | 20XX12 |01/10/20XX
B0 | 20XKX12 | 01/10/20XX
G700 | 20XKX12 | 01/10/20XX
G700 | 20XX12 |01/10/20XX
B70 | 20XX12 | 01/10/20XX
B70 | 20XX12 | 01/10/20XX
B0 | 20XX12 | 01/10/20XX
B0 | 20XX12 | 01/10/20XX
GB70 | 20XX12 |01/10/20XX
B70 | 20XX12 | 01/10/20XX
G700 | 20XX12 | 01/10/20XX
670 | 20XX12 |01/10/20XX

fs]s] slelslsle]e]s] sl el sl

Record: 1/24 | | o | |z08C=

Figure 3.10.5-56 Navigating to the Print Transmittal Screen

(15) The Form 9382, Batch Transmittal(s) generates as an Adobe Acrobat pdf file.
When the file has been generated print the transmittal(s). See Figure
3.10.5-57

3.10.5.8.1 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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7§ http://bbts.enterprise.irs.gov:8957/devb0temp,/FAADBaalt.pdf - Microsoft Internet EXplorer ] RS
Fle Edt GoTo Favarites Help | A
O © - ¥ B D Psowr Joroms B 3 2 S EL B
Address [ ] http:/jbbts.enterprise. s, gov:B957/deveDtemp/FAADBaaLE pdf S B [unks| @ -
Batch Transmittal Form 9382 £
. Page 1 of 1
Received Date: 01/10/20XX Cart #: g
RPSID Range: 798380 to 798403 Estimated Volume:
Program ABC  RPSID O.E. Init Check In K.V. Init Check In
45500 RPV 798380
45500 RPW 798381
45500 RPX 798382 =
45500 RPY 798383
45500 RPZ 798384
45500 RQ2 798385
45500 RQ3 798386
45500 RQ4 798387
45500 RQ5 798388
45500 RQ6 798389
45500 RQ7 798390
[ [ [ [unknown zone |

Figure 3.10.5-57 Generated Batch Transmittal Form 9382

(16) After printing the generated Form 9382, Batch Transmittal(s), close Adobe
Acrobat and return to BBTS. A message window appears with the following
Pop-up message: “Did the Form 9382 report(s) print correctly?” Select either
“Yes”, “No (Print Again)”, or “Cancel (Print Later)”. See Figure 3.10.5-58

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.8.1
33393211
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2 Batch Block Tracking System - 10| x|

BETE Tools Mavigate Exit Window

T Austin - RPS ID Generation Screen

Bedinning RPSID

I?EESED

RPSID  ABC  ProgCd MFTTrans Cd TxPer IRS Recd Dt

> [ 793380 [rev [45500 [30 [670 J2oxx12" [01/10/20xX
7aa381 [RPw [45500 30 670 Roxx12  [01/10/20XX

798382 |RPH i I
708383 [RPY [45 |® Déd the Foern 9382 reportis) print comacty?
TAR384 |RFPZ

793385 [ROZ ﬁ' ; No (Print Again) Cancel (Prin Later)
765386 |RO3

793387 |RG4 455EIEI 20XX12 | | 01/10/20XX
793383 |RQ5 | 45500 670 [20XX12 | 01/10/20XX
793389 |[RQ6 | 45500 670 J20XX12 | 01/10/20XX
798390 |R&Y | 45500 670 J20XX12 | 01/10/20XX
798391 |R@3 | 45500 670 |20XX12 | 01/10/20XX
798392 |[R@3 | 45500 670 J20XX12 | 01/10/20XX
798393 |RQA | 45500 670 J20XX12 | 01/10/20XX

EIEIEIEIEIEIEI

Record: 1/24 | | o | |<08C=

Figure 3.10.5-58 Pop-up Window: “Did the Form 9382 report(s) print correctly?”

(17) The Form 1332, Block Header(s), generates as an Adobe Acrobat pdf file.
When the file has been generated print the transmittal(s). See Figure
3.10.5-59

3.10.5.8.1 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
33393212
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0000
BT Block Control umper ] Document Locator Numper, - Year Transaction MET Code
798380 670 30
Tue Batch Control Number Tount Code Date
Tax Period 20XX12 101/10/20XX
Surveyed By and Date Misaing Numbers At Time Of Survey (i short block, show number of last return)
RECORD OF SELECTED RETURNS
Forwardod to Statetics Date Forwardsd o Statistics | pete
798380

(111} 25 50 75

o1 26 51 76

02 27 52 77

03 28 53 78

04 29 54 79

05 30 55 80

06 31 56 81

07 32 57 82

08 33 58 83

09 34 59 84

10 35 60 85

1 36 61 86

12 37 62 87

13 38 63 88

14 39 64 89

15 40 65 90

16 41 66 N

17 42 67 92

18 43 68 93

19 44 69 94

20 45 70 95

21 46 71 96

22 47 72 87

23 48 73 98

24 49 74 99

Form 1332-BBTS (Rev. 09/2001) BLOCK AND SELECTION RECORD Department of Treasury-Internal Revenue Service

Figure 3.10.5-59 Generated Form 1332

After printing Form 1332, Block Header(s), close Adobe Acrobat and return to
BBTS. A pop-up message appears with the following message: Did the Form
1332 report(s) print correctly?. Select either “Yes”, “No (Print Again)”, or
“Cancel (Print Later)”. See Figure 3.10.5-60

Cat. No. 33393S (11-21-2023)

Internal Revenue Manual 3.10.5.8.1
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3.10 Campus Mail and Work Control

i Batch Block Tracking System

T Austin - RPS ID Generation Screen

Bedinning RPSID

I?EESED

= porch block Tracmoystem RT=TEY

BETE Tools Mavigate Exit Window

RPSID  ABC  ProgCd MFTTrans ©d Tx Per IRS Recd Dt
> [ 793380 [rev [45500 [30 [670 [20xX12 [01/10/20XX
703381 [RPw [ 45500 30 [e70 [20xX12' [01/10/20XX
FECEEFIN R I i Bloc Tracking System
788383 [RPY [ 45 ('3 Ditthe Fom 1332 repor(s) pintcorecty!
798384 |RFPZE 15
795385 R0 Y 45 Yes | wopngain CancelPrint Late)
708386 [Ro3 [ 25
788367 [Rad [48500 |30 [ 670 [20XX12 [01/10/20XX
788366 [Ras [ 45500 [30 [670 [20XX12 [01740/20XX
788388 [Ra6 [45500 [30 [670 [20XX12) [01710/20XX
7o8380 [Ra7 [ 45500 [50 [670 [20xX12 [01/10/20xX
708381 [Roa [ 45500 [30 [670 [20xX12 [01/710/20XX
788382 [Ra9 [45500 [30 [e70 [20xX12) [01/10/20%X
708383 [Raa [ 45500 [30 [670 [20xX12 [01/10/20XX
|
Record: 1/24 | | o | |<08C= |

Figure 3.10.5-60 Pop-up window: “Did the Form 1332 report printed correctly?”

(19) To print additional sets of RPSIDs, “Navigate” to the Toolbar and click on
“Tools”, and select “Generate RPSIDs”. Repeat instructions in (3) through (18)

above. See Figure 3.10.5-61

3.10.5.8.1

33393214

Internal Revenue Manual
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i Bakch Block Tracking System - ||:||£|
B BHavigate Exit Window
% fud Generate RPSIDS

Delete RFPSIDs
Clear Form
Beginning RPSID
[rosaa0
RPSID  ABC Progcd MFTTrans Cd TxPer  IRS Recd Dt
> [ 793380 [rev [#5500 [30 [670 [20xx12 [ ot/10/20xX
798381 [RPw [ 45500 [ 30 [670 [20xx12] [o1/10220xx
798382 [RPx [ 45500 [30 [ 670 [20xx12] [ o1/10/20xx
788333 [RPY [45500 [30 [B70 [20xx12 [ o110/20xx
78384 [RPZ [45500 [30 [670 [20xx12] [ o1/10/20xx
798385 [Ro2 [ 48500 [30 [670 [20xx12] [ o1/10/20xX
786386 |Reo3 [ 45500 [30 [670 [20xx12] [ o1r10r20xx
788367 [Rad [ 45500 [30 [670 [200x12) [ o1/1020xx
708388 [ROS | 45500 [30 [ 670 [20xx12] [ o1/10/20xx
788388 [Ra6 [ 45500 [30 [670 [20xx12] [ o1/10/20xx
708380 [Ra7 [ 45500 [30 [e70 [20xx12] [ ot/10/20xx
708381 [Rag [ 45500 [30 [e70 [20xx12] [ ot/10/20xx
708382 [Ra9 [45500 [30 [670 [20xx12] [ ot/10r20xx
708393 [RoA [ 45500 [ 30 [ 670 [20xx12] [ o1/1020xx
Record: 1/24 | | o | |z08C=

Figure 3.10.5-61 Navigating to the Generate RPSIDs Screen

(20)

To Delete RPSIDs that have been created under the incorrect Program
Number, MFT, Transaction Code or a combination of items, use the following

instructions: See Figure 3.10.5-62 through Figure 3.10.5-64

Noos~N =

Select “Tools”

Select “Delete RPSIDs”

Select the Program Code that was entered incorrectly then press <TAB>.
Select the Starting RPSID that you want to delete then press <TAB>.
Select the Ending RPSID that you want to delete then press <TAB>.
Press the “Delete” button then press the <TAB> key.

Screen displays a confirmation message displaying the RPSID range and

Program code that you want to delete. Complete the process by selecting

“yes”, to confirm deletion or “no” to cancel deletion.

Cat. No. 33393S (11-21-2023)

Internal Revenue Manual

33393215
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3.10

Campus Mail and Work Control

£ Batch Block Tracking System
BETS RGHE

Generate RPSIDs

Clear Form

Mavigate Exit Window

Beginning RP<ID

I?EIBSBEI

=10l %]

RPSID  ABC ProgCd MFTTrans Gd Txper  IRS Recd Dt
b [788380 [rPv [45500 [30 [&70 [20xx12 | o1/1020xx
708381 [rPw [ 45500 30 [670 [20xx12 [ o1r10:20xx
708362 [RPx [ 45500 [30 [670 [20xx12 [ otr10r20xx
708383 [rRPyY 45500 [30 [670 [20xx12) [ ow/10/20xx
798384 |RFZ 45500 IE BYO 20XX12 01/10/20XX
788365 [Raz [45500 [300 [670 [20xx12 [ otmor20xx
788386 [Ra3 [45500 [30 [670 [20xx12 [ o1/10r20xx
708367 [Rad [45500 [30 [670 [20xx12 [ otr10r20xx
793388 |Ras 45500 Iﬁ GBY0 20XX12 01/10/20XX
708380 [Ra6 [ 45500 [30 [670 [20xx12] [ ot/10:20xx
795390 [RG7 [ 45500 [30 [670 [20xx12] [ ot/10/20xX
705391 [ROs [ 48500 [30 [670 [20xx12] [ o1/10/20%x
788392 [Rag [45500 [30 [B70 [20xx12’ [ ot/10r20xx
705393 [ROA [ 45500 [30 [670 [20xx12] [ ot1/10/20%x
|
Record: 1/24 | | | |z08C=

Figure 3.10.5-62 Navigating to the Delete RPSIDs Screen

3.10.5.8.1
33393216

Internal Revenue Manual
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=101

BBTS Tools Mavigate Exit Window

g3 Austin - RPS D Generation Screen

Entet the RPSID you want to delete in the 'Staring RPSID!

field, or both a starting and ending RPZID, and press 'Delete’.

RPSID
> [Taa3a0 Starting RPSID Ending RPSID

[Foa351] 795350 [7ag403

[7as3a2

m Delete | Close

798384

798385 |RQ2 | 45500 |3EI B0 |20XX12 01/10/20XX

THE386 |RGQ3 | 45500 Iﬁ BY0 |20XX12 01/10/20XX

THE38Y |RG4 | 45500 Iﬁ B0 |20XX12 01/10/20XX

798388 |RGQa | 45500 Iﬁ BY0 |20XX12 01/10/20XX

THE389 |RQE6 | 45500 m GY0 |20XX12 01/10/20XX

7983490 |RQY | 45500 lﬁ G770 |20XX12 01/10/20XX

788391 |RG8 | 45500 Iﬁ BY0 |20XX12 01/10/20XX

THE382 |RQ9 | 45500 Iﬁ BY0 |20XX12 01/10/20XX

798383 |RoA | 45500 Iﬁ B0 |20XX12 01/10/20XX

|

Record; 111 | | o | |<08C=

Figure 3.10.5-63 Delete RPSIDs Screen

Cat. No. 33393S (11-21-2023)

Internal Revenue Manual

33393217
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3.10 Campus Mail and Work Control

4 Batch Block Tracking System -0l x|

BBTS Tools Mavigate Ext Window

Peq Austin - RPS ID Generation Screen |

"en Delete RPSIDs

Enter the RPSID you want to delete in the "Starting RPSID
field, or both a starting and ending RFSID, and press 'Delete’,

RPSID
> [798380 Starting RPSID  Enwling RPSID

[Toa381 [rea380 |'.-'4|13 __| :
[798382 Balch Block Tracking System
ZEE SR 1 /1N, 55t and Tomdos vouwit not bo sblesounde s
798384 elice]

798385 [RQ2 | 45500 |30 | 670

798386 |RQ3 | 45500 [30 [670 [

798387 |RQ4 | 45500 m 670 [zuxx'u TOT/T0/20XX
798388 [RoS [ 45500 [30 [670 [20xx12 [ot1/10/20xx
[793389 [Ra6 [45500 [30 [670 [20xx12 [o1/10/20xx
[798390 [Ra7 [45500 [30 [670 [20xx12 [o1/10/20xX
[798391 [Ras [45500 [30 [670 [20xx12 [o1/10/20xx
[ 798392 [Ra9 [45500 [30 [670 [20xx12  [o1/10/20xX
[798393 [Roa [45500 [30 [670 [20xx12  [o1/10/20xX

Record: 1/1 | | o | l<05C= |
Figure 3.10.5-64 Delete RPSIDs Confirmation Message
3.10.5.8.2 (1) This screen allows the user to list and balance the individual money amounts

(01-01-2016)

813 Entry/Reconciliation

in a block that has been assigned a DLN through the With Remittance DLN
Generation Screen. The user will also have the capability to generate and print

Screen the Form 813 and Form 813-A.
“Navigate” to 813 Entry/Reconciliation. See Figure 3.10.5-65
3.10.5.8.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)

33393218
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£ Batch Block Tracking System -0l x|
DLM Tools MNavigate Exit Window
em Austin - 813 ENTRYIRECOMCILIATION

fo0217 =) |250 = [oot-xx =) | =]

DLN is Ready to be Listed

[~ DLMis Listed
[ DLM is Balanced
[~ DLM has been Recaptulsted on Farm 813-4

Record: 1/1 | o | |<05C= |

Figure 3.10.5-65 813 Entry/Reconciliation Screen

(3) Select the DLN to be listed and balanced. The user will select the DLN previ-
ously generated through the With Remittance DLN Generation Screen:

File Location Code and Tax/Class Doc Code.
3-digit Julian Date.

Blocking series and the year digit.

Click on “Tools” and select “List”.

oo op

(4) Individual money amounts (deposit credits only) must be listed for each
Manual Deposit DLN. A maximum of 100 documents (serial numbers 00-99)
can be entered per block DLN. The money amounts are entered from the
actual payment documents (checks, money orders, etc.). See Figure 3.10.5-66

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.8.2
33393221



page 80

3.10 Campus Mail and Work Control

[=4Batch Block Tracking System e =10] x|
DLN Tools Navigate Exit Window
5 pusin 815 ENTRYRECONCILATION ] 2
7 Listing DLN 00217-250-001xx- X
{00217 ~| | 250 = | 001-X¢¥]| |manual Deposit =1 Credit Money Amt  Debit Money Amt
DLN is Ready to be Listed [00 7,895.00 =
01 8,506.00
[VDLNis Listed 02 2300.00
[ DLNis Balanced 03 100.00
[~ DLN has been Recapitulated on Form 813-A [04 50.00
(83 el
[ =
Totals: $18,801.00
Save |
= 1 M
« | »

Figure 3.10.5-66 Listing Money Amounts Screen (Credit/Debit)

(5) Use the following instructions for Listing Money Amounts:

a.

b.

Enter the Credit money amount then press <ENTER>. Use the up/down
arrow to move to the corresponding credit money amount.

Enter the Debit money amount ONLY if found on Form 3244, Payment
Posting Voucher, and ONLY after its corresponding credit money amount
is entered. Press <TAB> to move to the debit money amount field. To
continue entering debit money amounts press <ENTER>. Press
<ENTER> again to continue entering debit money amounts. The Totals
credit money amount field increases as money amounts are entered.
Select “Save” to commit the transaction when all money amounts have
been entered. Select “Closed”.

Enter the DLN to list additional blocks. Follow instructions in (a) through
(c) above.

(6) Use the following procedures for Reconciliation to Balancing a DLN: See
Figure 3.10.5-67

a.
b.

Verify total amount from encoding tape versus totals listed for DLNSs.
Reconcile money amounts on checks with the deposit ticket and the
Form 813.

Select the appropriate DLN, File Location Code, Tax/Class Doc Code,
3-digit Julian date, Blocking Series and the year digit. Use the down
arrow for each field.

To change the indicator code, use the down arrow key and select one of
the following indicator codes:

3.10.5.8.2

33393222
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Courtesy Deposit
Manual Deposit

Cash Window

Foreign Deposit

User Fees

Installment Agreement
Reinstated Installment

o

Click on “Tools” on the Menu bar and select “Balance”. A pop-up window
appears.
Enter the total credit amount from the encoding tape then press
<ENTER>twice.
g. Select “Balance DLN” then press <ENTER>. The block will be checked
identifying DLN is balanced.
Click on the “Closed” button.
Repeat (a) through (h) for additional blocks.
The Form 813-A cannot be printed until the reconciliation process has been
completed.

—h

ki

Note: Once the manual deposit block has been listed, balanced, and rec-
onciled, the user will generate and print the Form 813-A to commit
the DLN to the Service Center Control File (SCCF).

k. DLNs generated through off-line DLN generation are not established on
SCCF through BBTS. These DLNs are generally established via Data
Control forms (813, etc.) transcribed in ISRP or by other systemic
processes (Reject Reinput actions, etc.) or by manual IDRS SCCF adjust-
ments in Data Control Accounting.

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.8.2
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4 Batch Block Tracking System r o ]
DLM Tools Mavigate Exit ‘Window
T Austin - B13 ENTRYIRECONCILIATION

’E_E Balancing DLM 0021 7-230-001 xx-X

lDDZﬂ' ;l IQSD ﬂ IEID']-XXﬂ IManuaI Deposit
[ : ; ; 3 h Erter the total credit for the hlock, and
el Read’ Hkn P ! press 'Balance DLN' to finish. To balance

¥ DLNis Listed split-remittance DLMNs, check the box.

¥ DLM iz Balanced Enter the total Credit for the Block(s):
I DLN has been Recapitulated on Form 813-2 I 18851.00

[” Block Contains Split Remittance
Total Credit ' '
| $18,851.00 Balance DLH. I
Total Debit
| $.00

(joge ...................... I
Recard: 111 ] 2 | |z08c=

Figure 3.10.5-67 Reconciliation Screen (Balancing DLNs)
(7) Printing Form 813

Click on “DLN” on the Main Menu Toolbar.
Select “Print” option and “Form 813”.

oo

Note: The print jobs are output in the Adobe (PDF) format.

c. Close the Adobe Acrobat window.

d. The message “Did the Form 813 report(s) print correctly?” appears. See
Figure 3.10.5-68

e. Select either “Yes”, “No” (Print Again), or “Cancel” (Print Later).

3.10.5.8.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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1 http://bbts.enterprise.irs.qov:8957 /devb0temp/CAAABaaUt.pdf - Microsoft Internet Explorer A_@Jﬁ'
File Edt GoTo Favorites Help | ar
@Back - O - \ﬂ Lﬂ ‘/_b | ,C) Search *Favortes @l tg- ﬁ}f ﬂ ‘3
Ad&essIEhttp:ffbbts.entevprise.W;.gov:a%?ldevsotemp,fcnunsaax.pdf B2~ Imk;‘ & -
EEEEEEE PRI Pl
Form 813 C
Alpha: PLJ __ Perfect __ Imperfect __Estimated __ Regular - 00217-250-001
Batch Num. CountCode 5 Trans. Cod Date Year: IMF
Trace ID Seq Debit Amt Credit Amt  Serial Trace ID Seq Debit Amt Credit Amt  Serial
000001 $7.895.00 0
000002 $8.506.00 1
000003 $2.300.00 2
000004 $100.00 3
000005 $50.00 4

Trace ID: 001520XX252010  Total Debit Amount. $0.00 Total Credit Amount:  18,851.00 Docs: 5
orm o, n ABCDEF00 09/10/20XX  15:35:000  f—
[ [ [ [ fooknown zane

Figure 3.10.5-68 Generated Form 813
(8) Generating and Printing Form 813-A

Click on “Tools” on the Main Menu Toolbar.

Select “Generate Form 813-A(s)”

c. A pop-up message appears: “Form 813-A generated. Do you want to
print your Form 813-A?”. See Figure 3.10.5-69

d. Select either “Yes”, “No” (Print Again), or “Cancel” (Print Later).

oo

Cat. No. 33393S (11-21-2023) Internal Revenue Manual 3.10.5.8.2
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&4 Batch Block Tracking System

DLN Tools Navigate Ext Window

RSN %5 Recapitulated DLNS

Highlighted helow are the 4 :
Form(s) 813-4 which are scheduled to be printed
ar re-printed, becauze of changes you have made ﬁ
to the DLNs involved, or because you have selected
the Formrs) 813-A for printing.

IMPORTANT: The DLNs on each of the Forms 813-4
shown will not appear on the MCR tape until the Form 813-A
has heen printed, and confirmed as printed successfully.

= D 3788
09/13/20XX 09:15:00
09/07/20XX 15:03:00
09/07/20XX 11:20:00

Close

Record: 111 | | | | [«0sC>

Figure 3.10.5-69 Form(s) 813-A scheduled to print are highlighted.

e. A pop-up window appears. Form 813-A scheduled to print are high-
lighted.

f.  Select Print Form 813-A(s). Click on “Close” button.

Note: The print jobs are output in the Adobe (PDF) Acrobat format. See Figure
3.10.5-70

g. Close the Adobe Acrobat window.

3.10.5.8.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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£ http://bbts.enterprise.irs.gov:8957 /dev60temp /DAABBaaUL.pdf - Microsoft Internet Explorer =181 x|
File Edt GoTo Favorites Help | a’
OBack v O - u @ f:]‘/OSearch *Favorites @| Bv .ﬁf ﬂ "3

Address @ http:/fbbts.enterprise.irs.gov:8957/devé0temp/DAABBaalt pdf j Go |L|n|fs‘ @ -
EEEREIDN PRI sY i

S

RECAPITULATION OF DOCUMENT REGISTERS

SERVICE CENTER DIRECTOR AT AUSTIN gz‘:e ,103:112’20” (102/20XX)
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Figure 3.10.5-70 Generated Form 813-A

h. A pop-up window appears with the following message: “Did the Form
813-A report(s) print correctly?”

i. Select either “Yes”, “No” (Print Again), or “Cancel” (Print Later). See
Figure 3.10.5-71
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Figure 3.10.5-71 Print Page
(9) Replacing a DLN

Click on “Tools” on the Main Menu Toolbar.

Select “Replace a DLN”.

A pop-up window appears with a list of DLNs not yet listed.

Click on the selected DLN from the list.

Click on “Replace a DLN”. See Figure 3.10.5-72 and Figure 3.10.5-73.

®o0 00D

Note: The replaced DLN must be balanced (The listings of credit and
debit amounts are successfully moved to the new DLN).
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DLM Tools Mavigate Exit Window

rmAustin - 813 ENTRYIRECONCILIATION

joo217
DLNi

%m Replacing DLN 00217-250-001xx-X

The DLMs belowy have not vet been listed.

Select 5 DLM from the list below with which to replsce the
current DLA. &l of the DLM listings of the current DLM will
ke moved to the new DLM. The neve DLM will have to be
re-balanced. Press 'Replace’ to finish.

00217-201-000xx-X
00217-201-001xx-X
00217-201-002xx-X
00217-201-003xx-X
00417-124 -001xx-X
00417-124 -002xx-X
00417-124 -003xx-X
00417-124 -004xx-X
00417-124 -005xx-X

Replace DLN |
|

37E8

EE&i Batch Block Tracking System

=10] x|

|»

Record: 1/1 ] o | |=osc=

Figure 3.10.5-72 Replacing DLNs Screen
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Wiindow

2 Batch Block Tracking System

ra Austin - 813 ENTRY/RECONCILIATION

=101 %]

| 00217 =| |250 =] |004XX =] |Marusl Depost =
DLN is Ready to be Batched

V¥ DLM is Listed

¥ DLM iz Balanced

[¥ DLM has heen Recapitulated on Form &13-2
L T O

Total Credh -~ o~ The listings for DLN 00217-250-04xx-X were
successfully moved to the new DLN, 00217-250-005xx%-X.
Total Dehit

Record: 1/1 | | o | l<05C=
Figure 3.10.5-73 Moved DLN Confirmation Message
(10) Removing a DLN from Form 813-A

a. Upon the completion of the Recapitulation of the Document Register,
Form 813-A, the user can recreate and remove a DLN from the Form
813-A. See Figure 3.10.5-74 and Figure 3.10.5-75

b. Select the appropriate DLN using the down arrow for each field.

c. The DLN includes the File Location Code and the Tax/Class Doc Code,
3-digit Julian Date, Blocking Series and the Year digit.

d. Click on “Tools”. Select “Remove DLN from Form 813-A”.

e. A pop-up window appears asking if the DLN should be removed. Select
either “Yes” or “No”.

f.  Select “Yes” a pop-up window appears. The DLN was successfully
removed from the Form 813-A.

3.10.5.8.2 Internal Revenue Manual Cat. No. 33393S (11-21-2023)
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4 Batch Block Tracking System 10| x|

DLM Tools Mavigate Exit Window

fro Austin - 813 ENTRYIREC OMCILIATION

anual Deposit

[o0217 =] |250 =] oo2-xx =]

DLN is Ready to be Batched

V¥ DLM is Listed

[+ DLM iz Balanced
[V DLM has been Recapitulsted on Farm 13-4,

81 3_)‘[ B T B N E T
Batch Block Tracking Syste
Tatal Cred ; : :
& Are yvou certain you want 1o remove the DLMN from its Form
Total Dehbit

81 3-A% You will hot be ahle toundo this change.

% |

Record: 111 || o | |<08C= |

Figure 3.10.5-74 Pop-up window: “Are you certain you want to remove the DLN from its Form 813-A?
You will not be able to undo this change”

3.10.5.8.2
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4 Batch Block Tracking System -0l x|

DLM Tools Navigate Exit Window

ra Austin - 813 ENTRY/RECOMNCILIATION

{00217 =] |250 =] [002-xX =]

DLN is Ready to be Batched

anual Deposit

¥ DLN is Listed
¥ DLN is Balanced
[ DLN has been Recap'rtulated on Form §13-24

81 3_'5 B I I T ) I ————
Batich Block Tracking Sy:
Total Credit
I_ @ The DLMN was successfully remmoved from the Form 813-
Tatal Debit

A

Record: 111

o | |<08C= |

Figure 3.10.5-75 Pop-up window: “The DLN was successfully removed from Form 813-A”

3.10.5.8.3
(03-27-2019)
Off-Line Document
Locator Number
Generation Screen

(1) The Off-Line DLN Generation Screen allows the user to establish Off-Line DLN
Generation for Non-Master File (NMF) payments, returns sent from the
Campus area offices.

(2) This screen is used for DLN renumbering performed in Rejects or in Account-
ing.

(8) This screen is used by Numbering for documents requiring numbering which
are processed through general purpose processing (GPP).

(4) This screen is also for Employee Plan/Exempt Organization (EP/EQ) user fees.
All NMF documents are pre-sorted into like area offices, and Master File (MFT)
codes. EP/EO user fees are pre-sorted by form number only.

(5) The user assigns Document Locator Numbers (DLNs) to payments and
returns. The payments and returns can be in the form of payment vouchers,
such as Form 2424, Form 3244, Form 2552, and Form 3413, and BMF and
IMF returns.

(6) Follow the instructions below to generate DLNs:

3.10.5.8.3
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a. “Navigate” to the Off-Line DLN Generation Screen. See Figure
and Figure 3.10.5-77
b.  Enter the File Location Code (FLC).

Note: The cursor automatically moves to the next field.

c. Enter the Tax Class.

d Enter the Document Code.

e. Enter the Julian Date/Year then press <ENTER>.
f.  Enter the Start range.

g Enter the End range then press <ENTER>.

h Enter the number of DLNs required.

i Click on “Generate DLNs".

3.10.5-76

dle

DLMNs Tools ERERD]

EELTEIRT tain Ven ]

Reports... 3

813 EntryiReconciliation
Batch Giuery
ISRP RPSID Generation Screen

DLM Generation Range Stat Range End
Off Line DLM Generation [ ]

LInit Production Log

LIzer Information |
Password Change

Generate DLMg

=10l x|

Record: 1/1 | | . | Listofvai... | |<05C=

Figure 3.10.5-76 Navigating to the Off-Line DLN Generation Screen
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E’-:l-sdtrh Block Tracking System ‘lnlﬂ
DLNs Tools Mavigale Exit Window
@ Austin - OFF-LINE DLM GEMERATION

FLC  Tax Doc  Julian Range Stal Range End

[oo [z [17 [2s0200¢ [ oo [Taga

@ Number needad]

e Generate DNz |
| |
‘Record: 1 - | |=08C=
Figure 3.10.5-77 Off-Line DLN Generation Screen
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Exhibit 3.10.5-1 (01-01-2016)

Acronyms

ACRONYM DEFINITION

ABC Alpha Block Control

ACSO Accounting Control Services Operation

BBTS Batch/Block Tracking System

BMF Business Master File

BOBS Blocks out of Balance

CC Cash Conversion

CD Courtesy Deposit

CDD Consolidated Data Depository

cw Cash Window

DCO Data Conversion Operations

DLN Document Locator Number

DPO Document Perfection Operations

DV Data Validation

EP/EO Employee Plans/Exempt Organization

ERS Error Resolution System

FD Foreign Deposit

Fl Forms Identification

FLC File Location Code

IA Installment Agreement

ICO Input Corrections Operation

IDRS Integrated Data Retrieval System

IMF Individual Master File

IRP Information Returns Program

ISRP Integrated Submission Remittance Pro-
cessing System

KV Key Verification

MCR Master Control Record

MD Manual Deposit

MFT Master File Tax (code)

NMF Non-Master File

Cat. No. 33393S (11-21-2023)

Internal Revenue Manual
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Exhibit 3.10.5-1 (Cont. 1) (01-01-2016)

Acronyms

ACRONYM DEFINITION

NR Non-Remit

OE Original Entry

OFP Organization, Function, Program Code

OTC Output Technology Control

PC Personal Computer

RA Reinstated Agreement

RCO Receipt and Control Operations

RPSID Remittance Processing System Identifi-
cation

RPS Remittance Processing System

SCRIPS Service Center Recognition Image Pro-
cessing System

SP Submission Processing

SQL Structured Query language

TC Transaction Code

TP Tax Period

URL Uniform Resource Locator

W/R With-Remit

Exhibit 3.10.5-1

Internal Revenue Manual
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Exhibit 3.10.5-2 (01-01-2021)
Campus Function Codes

Function Code Title

130 RPS Deposit Activities

150 Deposit Activities

170 Manual Deposit Activities Control

180 Batching

190 Numbering (Non-Remit Returns and Documents)

210 Code and Edit

230 Integrated Submission Processing and Remittance Processing (ISRP)

240 IRS Data Capture

250 Microsoft Data Capture

300 BBTS Utility

360 Imaging

390 Entity Control Employer Identification Number (EIN) and Social Security Number
(SSN)

450 Optical Character Recognition (OCR) Equipment Operation

500 Batch Block Tracking System

550 Support Activity

610 Systems Operations

880 Quality Assurance

Cat. No. 33393S (11-21-2023) Internal Revenue Manual Exhibit 3.10.5-2
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