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Getting Started 
 

This guide describes the use of your MIS Download (CI-MIS) application 
on your ADP accounting logon (-A). 

  

Overview 
 

•  Downloads the MIS reports into Microsoft Excel spreadsheet using 
ADP one step Reflection Download.   

 
•  Must be using Reflection 7.0 or greater. (Executed on the –A logon) 

 

Typing Conventions 
 
•  In all screens through which data is entered, (such as the setup 

screens), there are a few standardized keystrokes. 
 

•  When you read the instructions <Enter> in the steps that follow, 
hit the Return key. 

 
•  The slash key “/” will take you out of any screen and will abort all 

updating. 
 

•  The period key “.” will take you to the bottom of the screen where 
you will be prompted for options that will allow you to edit the 
information on the screen, accept changes that have been made or 
new information that has been entered, or simply exit without 
saving. 

 
•  The back-slash key “\” will blank out the field that you are currently 

in. 
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Start Here 
 
•  Make sure that your CI-MIS application is loaded onto your system.  

You can verify this by typing in CI-MIS at the function prompt while 
in the Accounting system (-A).  

 
•  If the CI-MIS main Menu displays, the application is properly 

installed.   
 
•  If the message “Invalid Routine Name” or “Invalid Function” 

displays, then call your Customer Service Representative to correct 
the problem. 
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Organization of This Manual 
 

The figure below shows the main menu screen of the CI-MIS application.  
Each chapter in this manual will demonstrate a main menu function of the 
CI-MIS application and review prompts and responses for that operation.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Figure 1 CI-MIS Menu 

ENTER OPTION: 
1 = PRINT REPORT: 
Enter 1 for the print report. 

 
ENTER OPTION: 
1 = BUILD, CALCULATE, PRINT, AND ROLL 

  2 = CALCULATE, PRINT, AND ROLL 
3 = BUILD, CALCULATE, AND PRINT 

  4 = CALCULATE AND PRINT 
  5 = PRINT 

ENTER OPTION: 
 1 = PRINT REPORT 
?1 
 
LAST BUILD STARTED...................: 19FEB03 08:13 
LAST BUILD COMPLETED.................: 19FEB03 08:14 
 
ENTER OPTION: 
 1 = BUILD, CALCULATE, PRINT, AND ROLL 
 2 = CALCULATE, PRINT, AND ROLL 
 3 = BUILD, CALCULATE, AND PRINT 
 4 = CALCULATE AND PRINT 
 5 = PRINT 
 6 = ROLL 
 7 = BUILD AND CALCULATE............ ?3 
 
ENTER REPORT DATE (I.E. 12AUG80)................ ?30SEP02 
 
USE ACTUAL AMOUNTS INSTEAD OF ESTIMATED AMOUNTS (Y/N).. Y? 
 
ENTER REPORT NUMBER(S) (OR 'ALL')............... ?69 
 
EXCEPTION REPORT (Y/N).........................N ?N 
 
NUMBER OF COPIES...............................1 ?1 
 
LINEPRINTER (Y/N)..............................N ?  
 
END OF PROMPTS, KEY RETURN WHEN READY ? 
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  6 = ROLL 
  7 = BUILD AND CALCULATE............ ?: 

Enter an option.  
 

ENTER REPORT DATE (I.E. 12AUG80)................ ?: 
Enter a report date. 

  
USE ACTUAL AMOUNTS INSTEAD OF ESTIMATED AMOUNTS 
(Y/N).. Y? 

 Enter Yes or No to use the actual amounts instead of estimated amounts. 
 

ENTER REPORT NUMBER(S) (OR 'ALL')............... ? 
 Enter a report number or all.  
 

EXCEPTION REPORT (Y/N).........................N ? 
 Enter Yes or No to include the exception report. 
  

NUMBER OF COPIES...............................1 ? 
Enter the number of copies. 

 
LINEPRINTER (Y/N)..............................N ? 
Enter Yes or No for line printer. 

 
END OF PROMPTS, KEY RETURN WHEN READY ? 
Hit the return key to begin. It will indicate, Building base file..… 
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Once the process is done building the File Format Selection window will 
appear. Select Microsoft Excel Worksheet to create the report on this 
program. 
 

 
 

Figure 2 File Format Selection 

Once the File Format has been selected, the select name and location of 
Excel spreadsheet or template will appear.  Please select where you would 
like to save your report. 

 

 
Figure 3 Select name and location of Excel spreadsheet or template 
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Figure 4 Sample of MIS Download Report 
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