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FIRM Extraction Guidelines

Verification Parameters for Facility for Information Retrieval
Management (FIRM) for extracting transactions for (Desk/On-site)
in Pre-Planning

National Priorities for Single and Multi-Program Verifications

The only time that a FIRM report summary would be used to identify clients would
be for regional priorities within single program verification. In all other cases the
clients are already identified or determined by both the Research and Analysis Unit
in Headquarters or the Risk Assessment Committee. Therefore, where the clients
are already identified, you will use the detailed FIRM report outlined on page 4 to
identify the import data (e.g., transaction numbers, country of origin, vendor, duty,
value for duty, etc.) necessary to determine if there is compliance or non-
compliance.

Regional Priorities for Single Program Verifications

This is the only time that a CVO will use a FIRM report summary to identify clients
associated with a priority commodity or issue that requires verification.

The following screen print example suggests fields that could be used to run FIRM
reports based on the issue at hand.

There are certain parameters and criteria that must be included in all FIRM reports.
Refer to national FIRM Learner’s Guide for specific instructions on creating FIRM
reports.

FIRM report summary layout shown on next page.
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This summary report screen is available to users as part of all FIRM reports.
The summary report is useful to see if the proper search criteria were used.
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Ad-Hoc and Canned FIRM Reports

Canned Reports: These reports have been built by ITB based on on-going
requirements for different program areas. For example; Overdue Release. The
user has very limited ability to change the criteria with these reports, with the
output fields selections screen, formula screen, etc., not being available. A user
may create/use a canned report to run statistics that pertain to a certain program
areas. An example of a canned report is APADJCOR — Adjustment
Correction/Override.

Ad-Hoc Reports: With these reports, the user has a much broader ability to
capture details, etc. and download and massage the data. These reports are used
more often when users are creating reports from nothing. An example of an ad-hoc
report is ENTRYAH — Entry View.

Creating Individual Program FIRM Reports Detailed
Regional Priorities

Once you have identified the clients/pre-determined clients associated with the
priority commodity or issue, the next step is to identify the import data (e.g.,
transaction numbers, country of origin, vendor, duty, value for duty, etc.) necessary
to determine if there is compliance or non-compliance. If non-compliance is the
case, you will need to verify what the nature of the commaodity or issue is. The
criteria used to select records and the fields to be included on the FIRM report
must be considered.

The information requested from the FIRM database by each program may differ,
but the following are the basic requirements needed to produce the information to
perform the first step in the verification process.

Each Region may have their own database containing templated FIRM reports that
are available to the CVO. The following are guidelines for creating Program FIRM
reports either ad-hoc or canned.
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For FIRM Reports Summary — Single Program — Regional Priorities

The following are guidelines for various summary FIRM reports that would be used
to identify clients associated with a priority commodity or issue that requires

verification.
Origin

Input Data Selection
Accounting

Vendor Code

H.S. Chapter(s)

Tariff Classification

Input Data Selection
Accounting Month

Tariff classification to the sixth or
eighth digit

Output Data Selection

Month Accounting Date

Tariff Classification

Line Number

Sub-header Number

Country of Origin

Business and Account Number
Rate of Duty

Region Code

Tariff Treatment Code
Transaction Number

Value for Currency Conversion
Adjustment Reason code

Output Data Selection
Accounting Date

Classification

Chapter 99 Tariff Items

Rate of Duty

Region Code

Tariff Treatment Code

B3 Transaction Number

B3 Line Number

Business and Account Number
Vendor Code

Value for or Currency Conversion
Adjustment Reason Code
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Valuation

Input Data Selection
Accounting Month
Business and Account Number

Duties Relief

Input Data Selection
Accounting Month

Business and Account Number
Special Authority Number

SIMA

Input Data Selection
Accounting Month
Classification Number
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Output Data Selection

Tariff Classification
Accounting Date

Region Code

Transaction Number

Line Number

Vendor Code

Value for Duty Code

Value for Currency Conversion
Adjustment Reason Code

Output Data Selection
Tariff Classification
Accounting Date

Line Number

Region Code

Transaction Number
Remitted GST Amount
Value for Currency Conversion Remitted
Excise Amount

Remitted Duty Amount
Adjustment Reason Code

Output Data Selection
Accounting Date

Line Number

Country of Origin Code
Business and Account Number
Rate of Duty

Region Code

SIMA Amount

SIMA Code

Transaction Number

Vendor Code

Value for Currency Conversion
Adjustment Reason Code




End Use

Input Data Selection Output Data Selection
Accounting Month Accounting Date
Tariff Code Tariff Classification

Line Number

Country of Origin Code
Business and Account Number
Rate of Duty

Region Code

Transaction Number

Vendor Code

Value for Currency Conversion
Adjustment Reason Code

NOTE: For the FIRM reports detailed where the clients are already identified, you
can use the guidelines above, just remove the business number from the Output
Data Selection list, and always include the business number in the Input Data
Selection criteria when initially creating the FIRM report detailed.
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Downloading a FIRM report into Excel

The following guidelines are used to download your FIRM only after the report
has been completed, submitted, and the status of the report is “Report Complete”
in FIRM.

These guidelines can also be found in the national FIRM Learner’s Guide 2006,
Unit V.

Before you download the report from FIRM, ensure that you have a folder in the
drive that you will be transferring to. To do this just following these steps:

1. Double click on the L:/drive or whatever drive contains the FIRM folder

2. Double click on the FIRM folder.

3. Scroll down through the to see is you have a folder with your user ID on it.
If you do not have one, contact your local IT and they can create one for
you.

4. If your folder with your user ID is there, you can now download from FIRM.

Downloading the Report

To download the generated report into the “L Drive” under your user ID, tab to the
“DETAIL F” line, select the line with a “T” and press enter.
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1, DCSL - EXTRAIE Personal Client |8 x|

Fle Edt View Tools Session Cptions Help

[

W] &) s [lellv 3R 609 o¢ 2@l v

Row 1 t0 5 of )
COMMAND ===> i SCROLL ===> PAGE,
Enter "S" or other action code next to report; press ENTER
------------------------------ REPORT) SELECTION =--========mmnmnnmmnnnnnnnaaa--

REQUEST NAME: SHARON.

ACTION REPORT TYPE ~ REPORT DESCRIPTICN

ANALYSER SELECTION CRITERIA ANALYSIS REPORT

AUDIT AUDIT TRAIL REPCRT
SUMMARY REQUEST SUMMARY REPCRT
DETAIL DETAIL LIST REPORT

DETAIL  F  DETAIL LIST REPCRT

wlanla alr il ol ol ol ol ol ol ol el ol

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn BOttOm O 'ata F T B T i s T s T T s B B

This will take you to the “File Transfer” screen. Ensure the Group nhame, Server
name, and Share name, are as shown below. You should only have to fill in these
fields once, but the file name needs to be completed for each report, as this is the
title that will appear in your “L” drive folder.

Type in the file name you wish, but always end the name with (.csv), if you are
bringing the report up in Microsoft Excel, otherwise just name the report without the
extension (.csv).
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< DCSL - EXTRAIR Personal Client .8 x|

File Edt View Took Session Options Help

][] 8] &[2[ o 3] %] [ o] 2iElu] ¥

£

COMMAND =220
Please enter infomation and press "ENTER" to proceed
--------------------------- FILE TRANGFER  ----=-=mm=mmmmemmmmemmsemmnennces

HOST FILE DESCRIPTION: DETAIL LIST REPORT

GROUP NANE === FIRN
SERVER NAVE ===> \\SHONY290)
SHARE NAVE —==> \DATA

FILE NAME ===> SHARONZ.CSV........ . TRy

OVERWRITE PC FILE === Y Y/N

The Report Selection screen will appear again, with a message stating the
download job has been submitted. You may now press F3 and begin to submit a
new report, or retrieve the report from the “L” drive.
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J DCSL - EXTRA® Personal Client
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Retrieving Downloaded from L:\drive

From Windows NT Explorer select the “L” drive. From the “L” drive double click on
the “FIRM” folder.

[Ex Data on 'ShOmy290° {L:) - |ﬁ| |i|

File Edit View Fawvorites Tools Help ﬁ

& Back ~ = - | @Search ||:E;Folders ®| [B TB ) | [EE-

Address |52 Data on 'shomy230’ (L1} x| P
Folders b4 F - Name # | Size | Type
] Deskiop : L CacaMpLus File Folder
13 My Documents L [ccs File: Folder
©[ My eBooks Data on Ccrce File Folder
] My Pictures 'ShOmy290" (L:) [C1EsS4SE File Folder
E—]@, My Computer - File Folder
124 3% Floppy (81 FIRM [CImss-156 File: Folder
..Q Lacal Disk {C: File Falder [l omniBack File Folder
-8 Compact Disc (D1 Modified: 2006-06-13 2:59 PM e File Folder
@ ctabg on 'shOmy2a0’ (G ] [ Signawth File Falder
% Smalaz$ on ‘shirmy290 (H:) Attributes; {normal) Chems File Folder
152 Install on 'Shomy290' (12 (C15msa0 File Folder
5152 Apps on 'Shamy290" (k) Clspsan File: Folder
% Data on ‘Shomy290' (L:) I Tivali File Folder
52 ctabg on ‘sh02y251" () CweL File Folder
@ Contraol Panel
I:I" My Mebwork Places
----- f’g Recycle Bin

----- & nternet Explorer

2l | i

|1 ohject(s) selected (2 Local intranet
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Locating your user ID Folder

Locate your user ID folder and double click on that folder.

[ sl
File Edit “iew Favorites Tools Help ﬁ

o Back - = - | @Search ||:E;Folders @ | 503 % w | EH-

Address [ FIRm | @eo
Falders x o | = Marne ¢ | Size | Type d
1 My eBocks ] "D L Canczzs File Folder
. My Pictures . Clnxgzea File: Falder
=450 My Computer FIRM Cnepies File: Falder
-4 3% Flappy (A0 Cner1e3 File: Falder
[+-= Local Disk (C:) SMA132 CJceEmizn File Folder
B¢ Compat Disc (D:) Fie: Falder Creatzo File Folder
52 chabd on 'shOmy290' (G:) Modified: 2006-06-19 9:27 AM Caperont File: Folder
B-52 Smal32$ on 'shOmy290' (H:) ) Carxet4s File Folder
552 Instal on ‘shOmy230 (1:) Attributes: (normal) CapHiet File Folder
B-52 Apps on ‘Shomy290° (K:) CIramzzz File Folder
E1-52 Data on 'Shomy290° (L:) CIracizo File Folder
B0 coMpLUS Carku1zo File Folder
553 ccs ClrxL7ss File: Folder
503 ace Crxpeas File: Folder
R Csakizs File: Folder
B3 FIRM File Folder
-] Mss-L5G [Casmci40 File Falder
& OmniBiack CIsmposa File Falder
B PIU [Cdsms120 File Falder
-] signauth [Cdswcso7 File Falder
B0 sms | Cdsxp437 File Falder
-] smsan Cdsxn123 File Falder
-] spsan [Cdsxs134 File Falder
B Tival %5473 File Folder
"{:I YPL [T RRan File Frlder _lﬂ
[l = I s in i K| | L4
[1 object(s) selected [ (E Local intranet

Your user ID folder contains all the FIRM reports that you have or will be
downloading. Find your downloaded report, double click on it and it will come up in
Excel.
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+-=2 Install on 'shomy290' (1:)
H-=2 Apps on 'Shomy230' (K:)
-5 Data on ‘Shimy290' (L:)
B0 compLUS

B ccs

B CIcP
- EsS-L5E
E-] FIRM
-4 SMa13z
-] Mss-L5G
[]--{:I OmniBack,
B PIU
-] Signiwth
- sms
B-(] sMsa0
B spsan
B Tivol

fa il s W1

-

Size: 5,52 KB

Attributes: (normal)

ISHARONZ
TESTPROF

38 TIKEEP3

6 KE Microsoft Excel Com,
39KE File
16 KB Microsoft Excel Wor,

By sMA132 18] x|
File Edit ‘“iew Favorites Tools ﬁ
Back - = - | @) 5earch |EE;FD|C|EI’S 4 | 0 X o | EEE
Addrass |[:| aMA132 x| @
Folders x | 1 Eoel] =1 Mame  / I Sizel Tvpe

1 My eBooks N ﬁ |- ] BoRE 3,386 KB File

L2 My Pickures i Hlare 3,386 KB Microsoft Excel Com,
243 My Computer SMA132 FpousLe 3,386 KB Micrasoft Excel Cam,

=¥ 3% Flappy (A1) ) 50000NE 6KB  Microsoft Excel Com,

[#-=3 Local Disk (C:) SHARDN2 Hmt 4KB Microsoft Excel Com.

&%) Compact Disc (D5) :f"ClmSO;ﬁ Excel Comma Separated Bz 4KB  Microsoft Excel Com.

-2 ctabs on 'shOmy290° (G:) sles e ﬁMXS 9KE Microsoft Excel Com,

#-52 Smal3zs on 'shOmy290' (H:) Modified: Z006-05-18 2:13 PM @SHARONI EKB  Microsoft Excel Com,

[

[

| |

[Tvoe: Microsoft Excel Comma Seoarated Values File Size: 5.52 KB

[5.52 kB

| Local intranet

Save the report to your H:\drive under the company name for example in your working
folder that will be easy to access. Remember that your file was downloaded with the
extension at the end .csv which is comma delimited. When you save it in Excel, you need

to change it to a Microsoft Excel Workbook. See screen below.

Now delete the downloaded version from the L:/drive, just to keep it clean so it continues
to run efficiently and quickly.
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E3 Microsoft Excel - Knoll North America ;Iilﬁl
J File Edit View Insert Format Tools Data Window Help ;lilll
EEEIEI R =S -0 BIUSE=E A2
Al | =|
A | B = 0 I K L =
1 savens 21| —
% Save in: I[:l Monitoring Companies j - | @ X ﬁf + Tools =
EN
| 5
B
7
| 8
ER
|10
1
|12
| 13 |
| 14
| 15|
| 16 |
|17 |
| 18 |
119
% IKnoII Morth America ﬂ \ELI
|27 3% (Comma delimited) - Cancel I
>3 ) (N ) Template A TTroE
| 24| 0 200502  1.08E+13  |Text(Tab delimited) — 1047.29 Jﬂ
4[4 [» [»i] SHARONZ 5 ¢
JD[awv [:% C‘i futoshapes + . " |:|,I\C‘I|S\II (Col":nll::na delimited) Lﬂ h
Ready 1 O A
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