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Chapter 1

Introduction

his reference guide is intended to provide Employees, HQ Personnel Approvers, HQ

Budget Approvers, Claims Authorizers, FMD Payments Processors, and Certifying
Officers with information about using the electronic Foreign Allowance Benefit System
(eFABS) to initiate, approve, and finalize education and representation allowance requests.

Several advantages of eFABS include:

» Easy management of personal profiles and advance requests,

* Electronic processing and reporting of employee foreign allowance benefits, and

* Ability to monitor the progress of allowance requests throughout the approval process.
The eFABS Users Guide provides detailed information about:

* Requesting access to the eFABS application,

» Completing and submitting personal profiles,

* Initiating education and representation allowance requests, and

* Approving education and representation allowance requests.
The following sections provide information about users of the eFABS application and

contact information for Financial Management Division (FMD) representative and APHIS
Technical Assistance Center (ATAC).

1.1 Definition of eFABS Users

Employee is an APHIS employee who is located in a foreign country and responsible for creating a personal
profile and initiating education and representation allowance requests.

HQ Personnel Approver is an International Services (IS) Headquarters representative who is responsible for
approving personal profiles and advance requests.

HQ Budget Approver is an FMD representative who is responsible for reviewing allowance requests and
managing financial information.

Claims Authorizer is an FMD representative who is responsible for maintaining allowance ceiling information.

FMD Payments Processor is an FMD representative who is responsible for entering payment information from
eFABS into FFIS.

Certifying Officer is an FMD representative who is responsible for certifying allowance payments.

APHIS eFABS Users Guide 1



1.2 FMD Contacts and Additional Technical Support Information

| Contact Email Phone
Deb Redpath Deborah.J.Redpath@aphis.usda.gov 612.336.3270
Barb Knotz Barbara.J.Knotz@aphis.usda.gov 612.336.3269
Debra Broms Debra.Il.Broms@aphis.usda.gov 612.336.3389
Tracy Cohen Tracy.G.Cohen@aphis.usda.gov 301.734.7624
Jennifer Graham Jennifer.Graham@aphis.usda.gov 301.734.7043

If you have problems establishing a connection to the APHIS network, please contact APHIS Technical
Assistance Center (ATAQ).

Contact Email US Toll-Free International
Phone Phone
ATAC atac@aphis.usda.gov 877.944.8457 919.855.7888
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Chapter 2

2.1

Requesting Access to eFABS

his chapter provides information about requesting access to the eFABS application.

Users must have an e-Work user ID and password or establish an e-Work user account
for access to eFABS. Once eFABS access has been approved, users can begin processing
payments via the eFABS system.

Requesting Access to eFABS for First-Time e-Work Applications Users

Prior to using the eFABS system, users must establish an e-Work user ID and password. If you are a first-time
user of the e-Work applications system, you can establish an e-Work user account and request access to eFABS

simultaneously.

For information about establishing an e-Work user ID and password for first-time requestors, refer to the
APHIS e-Work Registration and Authorization Guide located on the APHIS TechCenter Web site:

http://techcenter.aphis.usda.gov/ework/

To access the guide, click on the Ework Registration Document link located under the e-Work Production Server
(see Figure 2.1-1). Follow new requestor instructions for establishing an e-Work user ID and password and

access to the eFABS application.

enter for applications developers and users

Fort Collins Development Server: %0
Riverdale Development Server.

Fort Collins e-Work Database =
Riverdale e-Work Database =

. 0
Production Server

e-Work Resources Login Zone

Request Application Access

Ework Registratias i scument
Login to PRODUCTION Server (i.e. eForms)

News and Release Information

eForms News Bulletin (February 2006)

Available eForms Forms

eForms Usage Guide

e-Work Links for Developers

metastorm.com
Metastorm web site

cardiff com
Cardiff Liquid Office web site

Contact Information

Server Support and Questions

e-Work Developer Zone

Login {Developers only, eForms login on Left <}

Site Sponsored by: APHISITD-AIM

Figure 2.1-1: e-Work Registration Document Link on the
APHIS TechCenter Home Page
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Chapter 2

2.2 Requesting Access to eFABS for Established e-Work
Applications Users

If you have already established an e-Work user ID and password, you will have to register for access to the
eFABS application via e-Work.
To Register for Access to eFABS

1. Using Internet Explorer, logon to the APHIS TechCenter Web site located at:

http://techcenter.aphis.usda.gov/ework/

2. Click on the Request Application Access link located under the e-Work Production Server (see Figure 2.2-

).

e-Work Server Status News and Release Information

eForms Mews Bulletin iFebruary 2006)

" =]
Fort Colling Development Server L;—QIO
Riverdale Development Server Available eForms Forms
i =
Fort Collins e-\Work Database Eﬁl‘o eForms Usage Guide

=
Riverdale e-\Work Database

Production Server Lﬁ%‘
e-Work Links for Developers

metastonm.com

e-Work Resources Login Zone Ietastorm web site

Reguest Applicatiz) CESS X
cardiff com
Cardiff Liquid Office web site

Ework Registration Document
e-Work Developer Zone

Login to PRODUCTION Server (i.e eFarms)
Server Support and Questions Login (Developers only, eForms login on Left <)

Contact Information

Site Sponsored by: APHISHTD-AIM

Figure 2.2-1: e-Work Application Access Link on the APHIS TechCenter Home Page

3. When the e-Work Application Registration page opens, select the eFABS application from the drop
down menu (see Figure 2.2-2).

4. Select your relationship to APHIS from the drop down menu.

5. Enter your e-Work username.

6. Enter your full name, address, city, state, zip code, country, email address, and work telephone in the
remaining required fields.
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Requesting Access to eFABS

Docket Clearance Process Denise
[MRFBS ITD Change kgt
WMEFESForeignadllowance
|MEPBS T elework

ieFABS
ePRES k
eFrampt

Figure 2.2-2: e-Work Application Registration Page

7. Submit your eFABS application access request by clicking on the green submit arrow in the lower right
corner of the page.

8. You will immediately receive a Microsoft Explorer message box informing you that the web page you
are viewing is trying to close the Window, and asking you if you want to close the window. Click yes.

You will receive an email from the Application Registrar once you have been approved for access to the
eFABS application.

2.3 Logging on to Metastorm e-Work and Accessing eFABS

After you receive confirmation of your eFABS approval, you are able to logon to the Metastorm e-Work main
page and access the application.

To logon and access the eFABS application

1. Using Internet Explorer, access the APHIS TechCenter homepage located at:
http://techcenter.aphis.usda.gov/ework/

APHIS eFABS Users Guide 5



Chapter 2

2. Click on the Login to PRODUCTION Server link located under e-Work Production Server (see Figure
2.3-1).

e-Work Server Status News and Release Information

eForms Mews Bulletin (February 2006)

Fort Colling Development Server: @_‘

Riverdale Development Server Avallable eForms Forms

Fort Collins e-\Work Database: @. eForms Usage Guide

Riverdale e-Work Database

Production Server: @0
e-Work Links for Developers

metastorm.com

e-Work Resources Login Zone Metastorm web site

Request Application Access
cardiff com .
Ework Registration Document Cardiff Liquid Office web site

Login to PRODUCT‘OI}‘}“S"EWEF {i.e eForms)
L |
] e Work Developer Zone
Contact Information

Server Support and Questions Login {Developers only, eFerms login on Left <)

Site Sponsored by: APHISITD-AIM

Figure 2.3-1: Login to PRODUCTION Server Link
on the APHIS TechCenter Home page

3. The Metastorm e-Work main page opens along with the login dialog box.

4.  Enter your e-Work user name and password in the login dialog box and click on the green submit

arrow (see Figure 2.3-2).

3 Metastorm e-Work - Microsolt Internet Explorer =] 3
Qo - © - [ & (3] P Frremm @3- B3 B %2
e E— S
e s
METASTORM®
e-Work*

= e-Wark Server
Copyright 2005, Metastorm Inc. All rights reserved.
Version 6

User name |User Name

Password [esssssss

o
" T T, |

Figure 2.3-2: Metastorm e-Work Login Window

5. The Metastorm e-Work main page opens.
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Requesting Access to eFABS

You now have access to the eFABS system and can begin processing foreign allowance requests. Although
specific capabilities of eFABS are dependent upon user role assignments, navigational and workflow features of
e-Work are consistent among all roles. Refer to Figure 2.3-3 for an overview of the navigation and workflow
environment in Metastorm e-Work.

To Do List - Displays Watch List - Displays Blank Forms - Provides Administration Forms - Provides Claims
foreign allowance requests  the progress of foreign  employees and HQ Approvers  Authorizers and Certifying Officers with
requiring user action allowance requests with access to eFABS request  access to eFABS administration options
| —E—I—I = [ lvlsms@w
e-Work®
e-Work Server Logout <€——— €] & race 2012
)
e-Work Server Login <———— = e-wiork server :
Forms VS16_4 i Form Submitted Export Health Certificate for Animal Products
Test - H (Aplpgcant] + .
VS_Import_Request : Initial Reques
D|Sp|ays a list of forms : _aatpestF:ad\: First acltq\on
i briantest100 H First action
and Workﬂow |temS briantest101 i First action i
) briantest102 First action
dependent Upon Toolbar — eFABS i eFABS Request i Foreign Allewance Benefit System Requests
. dftes H < :
selection (e.g., To Do e T
List, Watch List, Blank smiptest : First sction
Forms, or Administration

Forms)

Figure 2.3-3: e-Work Main Page Showing Overview of Navigation and Workflow

The following chapters discuss individual user role capabilities in detail. Please refer to Appendix A for an
overview of the workflow process in eFABS.
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» This page is intentionally blank.
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Chapter 3 o
Employee Role Capabilities in eFABS

his chapter provides detailed information about Employee role capabilities in eFABS. The
eFABS application allows Employees to:

* Complete and manage employee profile information

* Access and review salary and temporary quarters advances

* Submit education and representation allowance requests

* Monitor the progress of education and representation allowance requests

* Make necessary changes to returned education and representation allowance requests
Prior to initiating education and representation allowance requests, Employees must create a

user PIN and complete the Employee user profile. Once the user profile has been approved,
Employees can initiate allowance requests in eFABS.

3.1 Creating a PIN and User Profile for First-time Employees in eFABS

Once you have logged into Metastorm e-Work, click on eFABS in the Blank Forms list (see Figure 3.1-1).
Refer to Chapter 2 for instructions about logging on to e-Work.

mmpagEan2

= e-Work Server

WES10_4
Forms
Test

VS16_4

VS_Import_Request
aatestRadic
briantest100
briantest101
briantest102

pdftest
role test
smtptest

Manual VS10-4
Form Submitted

(Applicant)

Initial Request

First action
First action
First action
First acticn

First action
First action
First action

Export Health Certificate for Animal Products

Figure 3.1-1: e-Work Main Page Showing eFABS in the Blank Forms List

The eFABS User Profile Verification window opens and asks you to complete a user profile and enter a 5-digit
PIN (see Figure 3.1-2). Your PIN can consist of numbers, letters, or a combination of numbers and letters.

/ Please make note of your PIN selection. You will be required to enter the PIN for user verification
purposes every time you access the eFABS system.
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Chapter 3

Figure 3.1-2: eFABS User Profile Verification Page for First-time Users

Once you type in your PIN, click on the green submit arrow located at the bottom of the window. A blank user
profile or Residency and Dependency Report opens (see Figure 3.1-3). The Residency and Dependency Report
consists of seven sections that must be completed prior to submitting the profile for approval.

LIEIEIEN
Dote of Arival Posiion Tide | Address |Adhess  Gity Courty  Telephone | Region

Figure 3.1-3: Top Section of the eFABS Residency and Dependency Report

To complete the Residency and Dependency Report

1. Enter all requested information under the User Profile, Post Information, Legal Residence, and Home
Leave Address sections.

10 APHIS eFABS Users Guide



Employee Role Capabilities in eFABS

2. Select your marital status under the Family Members section. If you are married, you must complete
the spousal information section by selecting your spouse’s citizenship and government employment
status (see Figure 3.1-4).

=
2

w

e

LR . ©

Figure 3.1-4: Completed Family Members Section of the eFABS Residency and Dependency Report

3. The Dependent Information section requires you to read the dependent status notification and check the
box claiming you have dependents and have read and understood the agreement (see Figure 3.1-5).

4. All dependents must be entered under the Dependent Information section. To enter dependent
information, use the editable cells at the bottom of the section. Enter the dependent’s name, date
of birth, relationship to you, and eligibility as a dependent. Click Insert to add the dependent’s
information (refer to Figure 3.1-5).

Dependent status : :
notification and

agreement statement 4 dependent may be a spouse, a child under the age of 21, or a relative wha iz at least 51 percent dependent on pou for support
R [subject ta review and approval. See BFAM 117; AID employees alzo see Supplement 1B ta HE32, Chapter 1]. Children of divorced
regardlng dependent employees or spougzes cannot be listed ok bravel orders unlezs (a] a copy of the divorce decree establishing that the employes/spouse

information has joint or total custady of children iz on file in the appropriate personnel office [in joint custody or sole custody cazes, a notarized

staternent from the ex-spouse autharizing the child to reside abroad alzo is required); and [b] children meet the dependency criteria
it miimmd n CCARd 117 (fmr AN mmm om0 b~ LD 2D Tl 11 Dlmmmindmis e inbmerm mbimin rmaanb ko bmmb mareminb Tremaml sl vmb b

LIEIEI N

Dependent
information section

6/8/1997

8/26/1333

Editable dependent
information cells

Figure 3.1-5: Completed Dependent Information Section of the eFABS Residency and Dependency Report

5. You can update or delete dependent information by clicking once on the dependent’s row of
information to open the Delete and Update options. When the editable cells pre-fill with the data,
make necessary changes and click Update, or click Delete to remove a row of information (refer to
Figure 3.1-5).

APHIS eFABS Users Guide 11



Chapter 3

6. Complete the Emergency Contact section and click the green submit arrow (see Figure 3.1-6).

Gregony

Trippz

1705 South University Blvd

Derver

203-456-7833

Figure 3.1-6: Final Section of the eFABS Residency and Dependency Report

/ If you submit the Residency and Dependency Report and have not completed all sections of the profile,
you will receive an error message listing all incomplete sections.

7. A verification window immediately opens (see Figure 3.1-7). Read all information in the window and
click OK.

I Microsoft Internet Explorer

2 The information given on this application is true and correct to the best of my knowledge and belief.
\O) I also understand that I am obligated to notify the authorizing office immediately of any change in conditions

which may affect the amount of allowances andfor differential authorized herein,

I also understand that false statements made to the United States on this form may

subject me to criminal penalties (incduding fines and imprisonment)

under 19 U.5.C. 287 and 1001 and/or civil penalties

under 31U.5.C. 3729 or administrative penalties under 31 U.S.C. 3802,

I understand if my employment is terminated prior to liquidation of any of these advances,

any outstanding amount is due and payable immediately.

Figure 3.1-7: eFABS Residency and Dependency Report Verification Window
After you click OK, a blank eFABS Relationship and Post Update window opens (refer to Figure 3.1-8).

& You cannot submit your profile information until the eFABS Relationship and Post Update window is
completed.

To complete the eFABS Relationship and Post Update window

1. Select a dependent from the dropdown menu under the Post Status section and click Insert to open the
editable post status options.

2. When the editable post status options open, select the Post Status (e.g., At or Away) from the dropdown
menu, Begin Date, and End Date. Click Insert.

3. Click Insert under the Relationship Date section to open the editable post status options; select the
dependent’s name from the dropdown menu and enter the date the individual became eligible as your

dependent.

4. You must complete the relationship and post update information for each dependent listed on your
profile.
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Employee Role Capabilities in eFABS

LIEISIEN

Shavin

LIEISIEN

Figure 3.1-8: Blank and Complete eFABS Relationship and Post Update Window

5. When you complete the eFABS Relationship and Post Update window, click the green submit arrow
(refer to Figure 3.1-8).

6. A verification window immediately opens (refer to Figure 3.1-7). Read all information in the window
and click OK to send your profile to the HQ Personnel Approver.

7. Once your profile has been approved, you will have access to both education and representation
allowances in eFABS. Sections 3.3 and 3.4 discuss accessing and completing education and
representation allowance requests in eFABS. The following section provides information about
managing salary and temporary quarters advances.

3.2 Accessing and Reviewing Advance Requests

When you request a salary or temporary quarters subsistence allowance (TQSA) advance, the HQ Personnel
Approver will complete an eFABS Advance Allowance form specifying the maximum amount for each
allowance. The advance will appear in your To Do List for review and approval. You can accept the maximum
amount or select a lower advance amount.

To Access the Advance Request

1. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS Advance
Approval (see Figure 3.2-1). Refer to Chapter 2 for instructions about logging on to e-Work.

APHIS eFABS Users Guide 13
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Folder a j Updated | Stage |Priority |Deadline Message
- | E’MNDERSON_ 4/4/2006 Advance Awaiting approval of

10:21 Approval Z

| ! Allowance044 'ROPE/AFRICA/RUSSIA/NEAR Request for Advance

|

Figure 3.2-1: eFABS Advance Allowance Under Employee To Do List

2. Click once on the advance approval to open the eFABS Advance Request processing window. Three
processing options are available to Employees: Accept, Decline, and Add Notes (see Figure 3.2-2).

3. To decline the advance, click Decline. When the verification window opens, click the green submit
arrow. The advance request is closed and deleted from the eFABS system.

Request for Advanc Notes Audit Trail v2

£

EG-ADY-0443

o frdoon
Europefdirica/Russia/Mear East

10.000.00

Figure 3.2-2: eFABS Advance Request Employee Processing Window

4. Ifyou want to add any comments to the advance request, click Add Notes, enter your comments in the
window, and click the green submit arrow.

/ You have to add notes prior to accepting the advance because the advance request window
immediately closes after you click the green submit arrow.

5. Click Accept to open an eFABS Advance Request with an editable Amount Requested cell, and enter
the desired amount for the advance (see Figure 3.2-3).

/ You can enter any amount up to or equal to the Maximum Amount Approved.
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=

EG-&DV-0448

b s
E urope/Africa/RussiaMear East

10,000.00
10,000.00

Figure 3.2-3: eFABS Advance Request Showing Modified Amount Requested

6. After you enter the Requested Amount, click on the green submit arrow.

7. When the repayment window appears, read the information and click OK (see Figure 3.2-4).

Microsoft Internet Explorer

t") Mote; Outstanding advances not fully recoverred by deductions from

[ reimbursement vouchers must be promptly repaid.  When travel is canceled
or indefinitelty postponed, the full amount of any outstanding

advance shall be repaid immediately.

Figure 3.2-4: eFABS Repayment Information Window

8. The advance request is sent to the FMD Payments Processor who reviews the advance request, enters
the data into FFIS, and forwards the advance request to the Certifying Officer.

9. After the Certifying Officer certifies the advance request, you will receive an email notifying you that
the advance request has been approved.

3.3 Accessing and Completing the eFABS Education Allowance
To access the eFABS Education Allowance Form

1. Login to e-Work and click on eFABS in the Blank Forms list.

2. When the eFABS User Profile Verification window opens, enter your PIN and click on the green submit
arrow (see Figure 3.3-1).

APHIS eFABS Users Guide 15
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UpdsisUse Pofe
12344

Figure 3.3-1: eFABS User Profile Verification Window

3. Select the radio dial next to Education Allowance on the eFABS Allowance Request window, and click
on the green submit arrow (see Figure 3.3-2).

Figure 3.3-2: eFABS Allowance Request Window

4. The eFABS Education Allowance form opens with the Educ Allowance tab automatically preselected
(see Figure 3.3-3).

5. In addition to viewing the Educ Allowance, tabs at the top of the window allow you to view
attachments and notes (see Figure 3.3-4).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the education allowance form.
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Educ Allowance @ Attachments | Notes :

Mx-EDUC-0262

Witele Tips
enoo/Earaca

.

ILIEICIED

:I:II:I::

Figure 3.3-3: eFABS Education Allowance Form

Educ Allowance * Attachments . Notes -

Attach ane or more aitachments to this raguest.

Filename Size

. Attachments

Educ Allowance Attal:hmentsg Motes

Figure 3.3-4: Tab Options and Window Views Available to Employees
from the eFABS Education Allowance Processing Window
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6. Five education allowance processing options are located at the bottom of the window (see Figure 3.3-5).

I I

Opens an Sendsthe  Cancelsan  Attaches any Adds Comments

editable completed  education supporting from the

education education allowance documentation Employee to

allowance allowance request to the education the education

form for approval allowance allowance
request request

Figure 3.3-5: Processing Options Located at the Bottom of the Employee Education Allowance Processing Window

The following sections provide information about completing the education allowance and using each of the
processing options available on the Education Allowance processing window.

To Complete the eFABS Education Allowance Form

1. Click Edit Educ to open an editable eFABS Education Allowance form (see Figure 3.3-6).

Figure 3.3-6: Editable Employee Education Allowance Form

/ If you have more than one approved post, you must select the appropriate post from the list located
under Requestor Post Information at the top of the eFABS Education Allowance request.

2. Choose the child from the dropdown menu. When you select a child, the School Year Information
section appears (see Figure 3.3-7).
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Switch Post Location

LIEICIEDY

Edit School Year

Figure 3.3-7: eFABS Education Allowance Form Showing School Year Information Section

3. To add school year information, click Edit School Year to open the eFABS School Years window (see
Figure 3.3-8).

/ If the child’s correct school information is displayed, click once on the row of data. The School Year
Dates information automatically pre-fills and the blank Expense Information section appears. Refer to
steps six through 10 for completing the education allowance.

APHIS Foreign Allowance Benefit System ]

% School Years

To associate a child with 5 specific schaol select the schoal name in the Mexico A3
dropdavin. I the school name is not shown, click Insert School.
I - |

\nserlE chool

Figure 3.3-8: eFABS School Years Window

4. Select the appropriate country from the dropdown menu and click Insert School to open the eFABS
School Listings Window (see Figure 3.3-9).

/ The eFABS School Listings window opens behind the eFABS School Years Window. Hold down the
<Alt> key and press the <Tab> key to bring the editable school listing window to the front.
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APHIS Foreign Allowance Benefit System
‘ School Listings J

T add a new school, click ary line in the arid an press the insert key on your keyboard. A blank line will
appear at the bottom of the list. Enter the required information inta the fields, and click submit to save your
changes,

School Name and Address Information

Sehool name Address Address City County
USA Elementary 1776 America Blvd MericoCity  Merica
American PreSchool 1432 Columbus Paac MericoCity  Merica

. . |

Figure 3.3-9: eFABS School Listings Window

5. To add new school information, click inside a cell and press the Insert <Ins> key to open a blank row
of data. Enter the school name, address, and city information; click the green submit arrow to add the
information to the database.

6. When you return to the eFABS School Years window, select the school from the dropdown menu and
enter the school grade, first day of school, and last day of school in the child’s school information
section (see Figure 3.3-10). Click the green submit arrow.

APHIS Foreign Allowance Benefit System

= 5

‘ School Years
To associate a child with a specific school select the school name in the Mexico -
dropdawun. If the schoal name iz nat shown, click Insert Schaool.

St Yincent de Paul -
Insert School

Enter child's schoal information below.
Grade School first day School last day School name
05 4/15/2006 12/15/2006 St. Vincent de Paul

Figure 3.3-10: eFABS School Years Window Displaying Completed Child’s Information Section

7. The School Year Dates information automatically pre-fills and the Expense Information section
appears on the eFABS Education Allowance window. Select the subcategory from the dropdown
menu, enter the cost, and type any notes specific to the expense (see Figure 3.3-11).

# The child, category, and first day of school information automatically pre-fill based on the child’s school
information data.
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Mx-EDUC-0268

Michelle Tripps Mesica
Mesica City Mesico/Canada Switch Post Location

FRie-Select School
5t Vincent de Paul

Colegoyy  Subeategoy  Cod  laDapoiSchesl  Meles

Education | Basic Education $500.00| 4/15/2008 EBooks and supplies

Figure 3.3-11: eFABS Education Allowance Displaying Completed Expense Information Section

8. If'you need to enter additional children on the education allowance form, simply choose the child’s
name from the dropdown menu under Child Information and follow the preceding steps.

/ To insert additional rows of data in the Expense Information section, click once inside a cell and press
the Insert <Ins> key to open a blank row of data.

9. Once you complete the education allowance form, click the green submit arrow to return to the eFABS
Education Allowance processing window (see Figure 3.3-12).

duc Allowance © Attachments ; Notes

b £ DLC-0270

Michelle Tripps Merico
Mexico City Mexico/Canada

Dur Lady of Guadehupe

CIESEIED

Mary Basic Education $1,000.00/4/15/2006

[ FIRET AR ' Bl (=]
Figure 3.3-12: Completed eFABS Education Allowance
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10.  Prior to submitting the payment request for approval, use the Add Attachment and Add Notes options
to attach necessary documentation and comments to the education allowance request. Refer to
the following sections for information about adding attachments and comments to the education
allowance.

11.  Once you complete the education allowance request, click Submit. When the eFABS Agreement
window immediately opens, read the agreement and click the green submit arrow (see Figure 3.3-13).

The information given on this application is trug and corect to the best of my knowledge and
belief. | alzo understand that | am obligated ta notify the authorizing affice immediately of any
change in conditions which may affect the amount of allowances and/or differential authorized
herein. | also understand that false statements made ta the United States on this form may
subject me to criminal penalties [including fines and imprisonment] under 19 1U.5.C. 287 and
1001 and/or civil penalties under 31 LL5.C. 3729 or administrative penalties under 31 LLS.C.
3802, | understand if my employment iz terminated prior to liquidation of any of these

advances, any outstanding amount is due and payable immediately.

Figure 3.3-13: eFABS Education Allowance Agreement Window

3.3.1 Adding Attachments to eFABS Allowances

To add an attachment

1. Click once on the Add Attachment option to open the attachment window (see Figure 3.3-14).

Attach one or more attachments to this reguest.

D88 -— ooz

Filenarme Size

Add Delete
Attachment Open Attachment
Attachment

Figure 3.3-14: eFABS Add Attachment Window Showing Toolbar Options

2. Click the plus sign to open the browse window and click once on browse.

3. When the choose file window opens, navigate to the folder containing the attachment on your hard
drive, click once on the attachment to select it, and click open (see Figure 3.3-15).
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0
Look in: IE).AnachmErrts j - £ -

h} % Attachment 2.doc
€

My Documents

-
8
My Computer
-
My Network File name: I—“-rtachmarrt 1.doc j Cpen
Places

Fies of type [ Fies )

Figure 3.3-15: Choose File Window Showing Attachment File on Hard Drive

4. When the browse window appears with the file name showing, click the green submit arrow to attach

the file (see Figure 3.3-16).

/2] Select Attachment - Microsoft Internet Explorer ] 4
T
Browse...

IH:"u'-\ttachnmnts"uﬁ\ttachnmnt 1.doc

Figure 3.3-16: Browse Window Showing Attachment File

5. The attachment page shows the attached file. To add more attachments, simply click the plus sign and
follow the previous steps. To delete any attachments, select the document and click the delete button

located on the attachment page (refer to Figure 3.3-16).

3.3.2 Adding Notes to eFABS Allowances

To add a note

1. Click once on Add Note to open the comment window (see Figure 3.3-17).

Add Note

[Add comments. =

Figure 3.3-17: eFABS Education Allowance Add Note Window
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2. Type appropriate notes in the comment box and click on the green submit arrow to attach the
comments to the education allowance request.

3.4 Accessing and Completing the eFABS Representation Allowance

1. Once you have logged into Metastorm e-Work, click on eFABS in the Blank Forms list (see Figure 3.4-
1). Refer to Chapter 2 for information about logging on to Metastorm e-Work.

Description

VS10_4 Manual V510-4

Form Submitted Export Health Certificate for Animal Products
(&pplicant)

V5_Import_Request H Initial Request
aatestRadio : First action
briantest100 First action
briantest101 g First action
briantest102 f First acticn
eFABS Reguest Foreign Allowance Benefit System Reguests
First action

VS16_4

pdftest
role test : First action
=mitptest First action

Figure 3.4-1: e-Work Main Page Showing eFABS in Blank Forms List

2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS Allowance Request window.

3. Select the radio dial next to Representation Allowance and click the green submit arrow to open the
eFABS Representation Allowance form. The Rep Allowance tab is automatically pre-selected (see

Figure 3.4-2).

D Allowance © Attachments ; Notes

M= REP-0284
Michelle Tripps Mezico
Mesico City Mexico/Canada

LI EIEIED

— Poentee  eon
=l
o

[kl edit Rep | Submit | cancel | Add Attachment | Add Notes g (=]

Figure 3.4-2: eFABS Employee Representation Allowance Processing Window
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4. In addition to viewing the representation allowance, two additional tabs at the top of the window allow
you to view attachments and comments (see Figure 3.4-3).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the representation allowance form.

Rep Allowance |':' Attachments :

Artach one or more attachments to this reguest.

Notes :

1

Notes

Size

Rep Allowance

Attachments  Notes -

52.07 KB

Comments.

Edit Rep Submit Cancel Add Attachment Add|

3/1/2006 11:03:18 AM - mtripps - Add Notes

R

Rep Allowance

Attachments

Figure 3.4-3: Tab Options and Window Views Available to Employees
from the Representation Allowance Processing Window

5. Five representation allowance processing options are located at the bottom of the eFABS
Representation Allowance processing window (see Figure 3.4-4).

R et

Edit Rep | Submit | Cancel | Add Attachment | Add MNotes

O =)

Opens an
editable
representation
allowance
request

Sends a
completed
representation
allowance for
approval

Cancels a
representation
allowance
request

Attaches
supporting
documentation
to the
representation
allowance
request

I

Attaches
comments

to the
representation
allowance
request

Figure 3.4-4: Processing Options Located at the Bottom of the Employee Representation Allowance Processing Window

6. Click on Edit Rep to open an editable representation allowance request (see Figure 3.4-5).
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f—

Me<-REP-0230

Hichele Tiops [ —
Menico/Canada Switch Post Lacation

PogomCode  Awowt
——

]
e

Figure 3.4-5: Blank Representation Allowance

/ If you have more than one approved post, you must select the appropriate post from the list located
under Requestor Post Information at the top of the eFABS Representation Allowance request.

7. Enter the amount requested and select the event date from the popup calendar. If the event is multi-
day, enter the start date of the event.

8. In the Financial Program Code(s) section, enter the 9-digit program code without the budget fiscal
year and the amount of the allowance that should be charged to the specific program. You can enter as
many program codes as are necessary for the representation allowance. Simply press the Insert <Ins>
key to open additional rows of data.

9. Type or attach an explanation for the expense in the Justification section, type or attach a list of
attendees in the Attendees/Recipient section, and attach a copy of the receipt in the Receipt section.

i. To attach information, click on the clipboard icon i to open the browse window. Click
once on browse.

ii. When the choose file window opens, navigate to the folder containing the attachment on your
hard drive, click once on the attachment to select it, and click open.

iii. When the browse window appears with the file name showing, click on the green submit arrow

to attach the file. The clipboard icon shows the attachment |§

10. Once you complete the allowance request, click the green submit arrow to return to the Employee
processing page (see Figure 3.4-6).
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s

b-REP-0290

el Tipps
Mesico/Canada Switch Post Location

Justification is attached, -

List of attendees is attached,

B (m

Figure 3.4-6: Complete Representation Allowance

11.  Add any additional attachments or comments to the representation allowance request.

/ Refer to Sections 3.3.1 and 3.3.2 for information about adding attachments and comments to your
representation allowance.

12. Once you have completed the request, click Submit. You can cancel the representation allowance and
delete it from the eFABS system by clicking Cancel.

13.  When the eFABS Agreement window opens, read the agreement information and click the green
submit arrow (see Figure 3.4-7).

77} Metastorm e-Work - Microsoft Internet Explorer

The information given on this application is true and correct to the best of my knovledge and
belief. | also understand that | am obligated to notify the autharizing office immediately of any
change in conditions which may affect the amaount of allowances and/or differential authorized
herein. | alsa understand that false statements made to the United States on this form may
subject me ta criminal penalties [including fines and imprizonment] under 191.5.C. 287 and

1001 and/or civil penalties under 31 U.S.C. 3729 or administrative penalties under 31 U.5.C.
3802, | understand if my employment s terminated prior to liquidation of any of these
advances, any outstanding amaunt is dus and payable immediately.

Figure 3.4-7: eFABS Representation Allowance Agreement Window

14. The representation allowance is sent to the HQ Budget Approver for approval.
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3.5 Monitoring the Progress of Allowance Requests

After you submit an education or representation allowance request for approval, you can easily monitor the
progress of your request via the Watch List (see Figure 3.5-1).

R R METASTORM®

ddddddddddddddddddddddddddddddddddddd e-Work?*

ﬁ Fage 1 of 1

3 Days Elapsed

EG-EDUC-0462-AANDERSON-
. Allowance0462 EUROPE/AFRICA/RUSSIA/NEAR
EAST

4/7/2006 Claims

07:59 B Awaiting Authorization

Figure 3.5-1: Metastorm e-Work Employee Watch List

The Stage column displays the routing status of your request and the Message column indicates the current
processing status of the allowance. Once your allowance request has been approved, you will receive an email
confirming the approval and payment of your request.
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Approving Employee Profiles and Managing

Advance Requests in eFABS

his chapter provides information about approving Employee profiles and creating and
approving advance requests in eFABS. The HQ Personnel Approver is responsible
for approving Employee profiles and creating advances for salary and temporary quarters
subsistence allowances (TOQSAs). When the Employee accepts the advance request, the FMD
Payments Processor and Certifying Officer complete the advance request process. Both
processes are described in detail.

4.1 How HQ Personnel Approvers Review and Approve Employee Profiles

1. When an Employee submits a personal profile, you will receive an email notifying you that the profile
requires processing. You can access the personal profile by clicking on the link in the email message
or logging on to Metastorm e-Work using Internet Explorer. Refer to Chapter 2 for instructions about
logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS Residency
and Dependency Report (see Figure 4.1-1).

O
METASTORNM®
e-Work®*
E 0 D E D oo
| Subject  [updated| Stage [Priority|Deadline|
=3 e-work Server
M| eFaBS d];"]

Figure 4.1-1: HQ Personnel Approver To Do List Showing Employee Profile

3. Click once on the eFABS Residency and Dependency Report to open the processing window. The
Personal Profile tab is automatically pre-selected (see Figure 4.1-2).

4. In addition to viewing the personal profile, four additional tabs at the top of the window allow you to
view the update dependent, notes, status, and audit trail windows of the personal profile (see Figure
4.1-3).

/ These tabs only allow you to view different pages; you must use the options at the bottom of the
window to process the employee profile.
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Update Depende Audit Trail v2

Michelle

L .

Update

LIEIEIEN

4h/2008 Weterinary Tech |1234

Sierra Nevada
1234

123-456-
7834

Mexico/Canada)

11735 West Tulane Drive

o

Figure 4.1-2: eFABS HQ Personnel Approver Processing Window for Employee Profiles

Personal Profil

Update Dependent

Notes Status Audit Trail v2

Personal Profile

Update Dependent -~ Notes : Status

Audit Trail v2 :

;' Update Dependent :

Notes ;

tatus

Audit Trail v2

Status

Folder name [Alowance0297.

Type [eFABS Category |

Subject [Update Profie for Michele Tripps

1 [
Alerted users

(LTI CIPage

Personal Profile
To Do list

Update Dependent

igraham
tcohen

| LEIEIEICD
‘

IEICDrage
Watch list
miripps

Notes Status Audit Trail v2

Lamaiting Profile Appraveal

IAwa\ling Profile Approseal

Update Dependent Audit Trail v2
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5. Four personal profile processing options are located at the bottom of the window (see Figure 4.1-4).

3 A

A= T W P Sy R TN Tl Y

]f"""v-.---""' vy e 4 e T i A S L

‘ Approve | Return to Originator | Edit | Reject

Approves the Sends the Opens the  Denies the
Employee personal profile to personal Employee profile
personal profile the Employee for profile and removes the
further processing in a fully request from the
editable eFABS system
eFABS
processing
window

Figure 4.1-4: HQ Approver Processing Options Located at the Bottom of the eFABS Personal Profile Window

6. If you determine the representation allowance request requires additional information from the
Employee, click on Return to Originator. When the comment window opens, add necessary comments
for the Employee and click on the green submit arrow. The profile is returned to the Employee for
further processing.

7. After you review the Employee profile and determine it is good order, click Approve to certify the
Employee’s information.

8. The Employee profile approval process is complete.

4.2 Managing Salary and TQSA Advances

Advance approval forms are completed by HQ Personnel Approvers in eFABS and sent to the Employee for
review. Once the Employee accepts the advance payment amount, the FMD Payments Processor reviews the
request, enters the information into FFIS, and submits the advance for payment certification to the Certifying
Officer. After the Certifying Officer approves the advance request, the Employee receives the payment.

The following sections provide information about the HQ Personnel Approver, FMD Payments Processor, and
Certifying Officer roles in creating and approving advance request.

4.2.1 HQ Personnel Approver Role

1. Once you have logged into Metastorm e-Work, click on eFABS in the Blank Forms list (see Figure 4.2-
1). Refer to Chapter 2 for instructions about logging on to e-Work.
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Description

Manual V510-4
Form Submitted
8 (Applicant)
WS_Import_Request Initial Request
aatestRadio First action
briantest100 First action
briantest101 First action
briantest102 First action ;
eFABS @ eFABS Request Foreign Allowance Benefit System Requests
pdftest First action :
role test First action
smitptest First action

Export Health Certificate for Animal Products

Figure 4.2-1: HQ Personnel Approver Blank Forms List Showing eFABS Processing Option

2. Once the eFABS User Profile Verification window opens, click Search to open the list of Employee
names. To select the appropriate Employee, click once on the name. When the name is highlighted in
blue, click the green submit arrow (see Figure 4.2-2).

<
—

LI EIEIEN

Deborah Redpath
Wayne Simon

Figure 4.2-2: eFABS User Profile Verification Window

3. When the eFABS Advance Approval window opens (see Figure 4.2-3):

* Select the appropriate post location if more than one approved post is listed in the Select Country
grid

* Enter the start date and ceiling end date
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* Click in the Type field and select the allowance type from the dropdown menu
* The Object Code automatically pre-fills when you select the allowance type

» Enter the Budget Fiscal Year, Program Code, and Amount
/ To insert additional lines of data, click inside a cell and press the insert <Ins> key. You can delete an

entire row of allowance data by clicking inside a cell and when the cursor is blinking hold down the
control <Ctrl> key and press the delete <Del> key.

<

IEIEIEIIED

G By

Quebec Canada

11/29/2005

Salary Advance 10.000.00

TOSA Advance 10,000.00

20,000.00

Figure 4.2-3: eFABS Advance Approval Processing Window

4.  When you complete the eFABS Advance Approval form click on the green submit arrow to send the
advance information to the Employee for review.

5. After the Employee reviews and submits the eFABS Advance Approval, the FMD Payments Processor
and Certifying Officer complete the advance request process.

4.2.2 FMD Payments Processor Role

1. When an Employee accepts and submits an advance approval request, you will receive an email
informing you that the request requires action. You can access the advance request by clicking on
the link in the email message or logging on to Metastorm e-Work using Internet Explorer. Refer to
Chapter 2 for instructions about logging on to e-Work.
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Once you have logged into Metastorm e-Work, click on your To Do List to access the advance request
(see Figure 4.2-4).

ﬁﬁpagelofl
olde bio

e-\Waork Server i 4458-A4 0 o : :
= A A4 OPE/A ‘. A - ;

Figure 4.2-4: FMD Payments Processor To Do List Showing Advance Request

3. Click once on the advance allowance to open eFABS Benefit Payment Information processing window.

The Payment Info tab is automatically preselected (see Figure 4.2-5).

Request for Advance Attachments Motes Audit Trail v2

EG-4DV-0448

Egypt
Europe/4fiica/Russia/Mear East

$10.000.00

EG-ADY-0448
EG-ADY-0445

Optianal: Print farm

LLIEICICN
08 912245678 10,000.00|S alary Advance 04-04-08

e e . ; o (=]

Figure 4.2-5: FMD Payments Processor Benefit Payment Information Processing Window for Advance Requests

4. Three of the four additional tabs located at the top of the window are functional and allow you to view

the request for advance, notes, and audit trail of the advance (see Figure 4.2-6). The Attachments tab is
not a functional advance request tab.

/ These tabs only allow you to view these pages; you must use the options at the bottom of the

processing window to process the advance request.
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Audit Trail v2 i

4/4/2006

Request for Advance Attachments Notes & Audit Trail v

Notes

Bllan Anderson

4/4/2006 12:29:32 PM - aanderson - Add MNotes
I have accepted the whole amount. Thanks, Employee

Payment Info Request for Advance %" Attachments : Notes | Audit Trail v2 &

Audit trail

Pags 1 af 1

Date Time Action taken by

Message
4/4/2008 10:20 sFABS Request SFARS FRequest
44442006 10:21 Forward to Employee ishg Lwaiting approval of Reguest for
Advance
4/4/2006 10:23 Add Notes aanderson Add Notes
4/4/20086 10:31 Accept aanderson Accept
44442006 10:32 Na change

Auaiting FFIS Review & Update

|T Update and Submit for CO Review | Return to HQ | Add Notes

Request for Advance

Attachments Notes

Audit Trail v2 &

Figure 4.2-6: Functional Tab Options and Window Views Available to FMD Payment Processors
from the eFABS Benefit Payment Information Processing Window

5. Three processing options are available to FMD Payments Processors at the bottom of the window (see

Figure 4.2-7).

& Refer to Section 3.3.2 for information about adding comments to the request.

e om0 om0 o n TS .
Update and Submit for CO Review | Return to HQ | Add Notes .‘
T T T
Opens an editable eFABS Benefit Sends the Attaches
Payments Information window advance comments
request to the from the FMD
HQ Personnel Payments
Approver for Processor to
additional the advance
processing request

Figure 4.2-7: Processing Options Located at the Bottom of the FMD Payments
Processor Benefit Payment Information Window
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6. Ifyou determine the advance request requires additional information from the HQ Personnel Approver,
click Return to HQ. When the comment window opens, add necessary comments and click the green
submit arrow. The advance request is returned to the HQ Personnel Approver for further processing.

7. After you review the request and enter data into FFIS, click on Update and Submit for CO Review to
open an editable eFABS Benefit Payment Information window.

8. Enter vendor number, date entered into FFIS, fiscal year, and FFIS transaction number information into
the appropriate fields (see Figure 4.2-8).

-

m—
EG-ADYV-0448

il s T
Furope/Afica/RussialMea East

Z11111234E5

ndersan, Allan
1234

$10,000.00

EG-ADV-0448
EG-ADY-0448

123458
EFOF

Optional: Print form
K

06 912345678 10,000.00 Salary Advance 04-04-06

Figure 4.2-8: Editable eFABS Benefit Payment Information Window

9. Click the green submit arrow to update the request and send it to the Certifying Officer.

4.2.3 Certifying Officer Role

1. When an FMD Payments Processor submits an advance request for certification, you will receive an
email informing you that the request requires action. You can access the advance request by clicking
on the link in the email message or logging on to Metastorm e-Work using Internet Explorer. Refer to
Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the advance request
(see Figure 4.2-9).
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&1 FIECE s
e-Wark Server f 445-AN O . z 3 .

Figure 4.2-9: Certifying Officer To Do List Showing Advance Request

3. Click once on the advance request to open the processing window. The Payment Info tab is
automatically preselected (see Figure 4.2-10).

iyment Info . Personal Profile Attachments Notes Audit Trail v2

|&llan Anderson
Europedafrica/RussiaMNear East

EG-A0V-0451

211111234E5

Anderson, Allan

1234

$10.000.00

EG-4DV-0451
EG-40V-0451

Optional: Print form

LEIEIEN
1] 123456789 10,000.00]5 alary Advance 04-05-06

bl certify | Returnto g (5]

Figure 4.2-10: Certifying Officer Benefit Payment Information Processing Window for Advance Requests

4. Three of the four additional tabs located at the top of the window are functional and allow you to view
the personal profile, notes, and audit trail of the advance request (see Figure 4.2-11). The Attachments
tab is not a functional advance request tab.
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/ These tabs only allow you to view these pages; you must use the options at the bottom of the
processing window to process the advance request.

Audit Trail v2 &

Personal Profile Attachments | Notes @ Audit Trail v2

g |4/5/2006 12:30:38 PM
laccepted the whole ar|

Payment Info Personal Profile Attachments Notes | Audit Trail v2 i

[4/5/2006 12:34:38 PM

Entered into FFIS. Ple e

CIEIEIEIIPage 10f 1

Date Time Action taken by Meszage

eFABS Flequest eFABS Fequest
4/5/2006 10:28 Forward to Employee |ishg Auwaiting approval of Request for
Advance
4/5/2006 10:30 Add Motes aanderson Add Mates
4/5/2006 10:31 Accept aanderzon Accept
4/5/2006 10:31 Mo change Luwaiting FFIS Review & Update
4/5/2006 10:34 Add Motes izpmt Add Motes
4/5/2006 10:35 Update and Submit ispmt Auwaiting Payment Certification
i Ceﬂiii Return to P: for CO Review
A

Return to Payments

Personal Profile Attachments Notes

Figure 4.2-11: Functional Tab Options and Window Views Available to Certifying Officers
from the eFABS Benefit Payment Information Processing Window

5. Two processing options are available to Certifying Officers at the bottom of the window (see Figure
4.2-12).

W ey TW W TYH

‘ Certify | Return to Payments
T T

Certifies the Sends the advance
advance and request to the Payments
releases the Processor for additional
request for processing

payment

Figure 4.2-12: Processing Options Located at the Bottom of the Certifying Officers Benefit Payment Information Window
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6. If you determine the advance request requires additional information from the FMD Payments
Processor, click on Return to Payments. When the comment window opens, add necessary comments
and click on the green submit arrow. The allowance request is returned to the FMD Payments

Processor for further processing.

7. After you review the request and determine it is in good order, click on Certify to release the advance

for payment.

8. The advance request approval process is complete.
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Chapter 5

Education Allowance Approval
Process in eFABS

fter the Employee submits an Education Allowance request, the form passes through four
levels of approval processing via the eFABS system. These processing levels include:

» HQ Budget Approver — reviews the education allowance request and completes

financial information
» Claims Authorizer — authorizes education allowance request based on State

Department regulations
* FMD Payments Processor - enters data from approved education allowance into

FFIS
* Certifying Officer — verifies the information from the education allowance request

matches the data entered into FFIS and releases the request for payment

The following sections discuss the education allowance approval process for each user role in
eFABS.

5.1 HQBudget Approver Role

1.  When an Employee submits an Education Allowance, you will receive an email notifying you of the
new request. You can access the education allowance by clicking on the link in the email message or
logging on to Metastorm e-Work using Internet Explorer. Refer to Chapter 2 for instructions about
logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS Education
Allowance request (see Figure 5.1-1).

M%HM‘

W@Pagalofl

= e-Work Server

M| eFABS . d]j

Figure 5.1-1: HQ Budget Approver To Do List Showing Education Allowance Request

3. Click once on the eFABS Education Allowance request to open the processing window. The Educ
Allowance tab is automatically preselected (see Figure 5.1-2).
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: Attachments @ Notes : Audit Trail v2 :

Mexico/Canada

St Yincent de Paul

LIEIEIEN

Ella Education  |Basic Education $500.00|4/15/2008 Supplies and Books

Figure 5.1-2: eFABS Education Allowance HQ Budget Approver Processing Window

4. In addition to viewing the education allowance, tabs at the top of the window allow you to view
attachments, comments, and the audit trail of the education allowance (see Figure 5.1-3).

Educ Allowance ; ttachments Notes Audit Trail v2

Attach one or more attachments to this reguest.

i i i Educ Allowance Attachments | Notes Audit Trail v2

Filename Notes
Attachment 1.doc

4/7/2006 12:22:( Educ Allowance Attachments Notes
Please process ag

LI EIEIEN

Select Alowance aanderson
Type
Edit Educ aanderson Edit Educ

Add Notes aanderson Add Notes

Add Attachment aanderson Add Attachment

Subrait aanderson Auwaiting Financial Infarmation

5 10:17

Attachments Audit Trail v2

Figure 5.1-3: Tab Options and Window Views Available to HQ Budget Approvers
from the eFABS Education Allowance Processing Window
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/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the education allowance request.

5. Three processing options are located at the bottom of the window (see Figure 5.1-4).

| l l

Opens the Attaches Attaches

eFABS Financial documents comments from

Information required for the HQ Budget

processing window the allowance Approver
approval

Figure 5.1-4: HQ Budget Approver Processing Options Located at the Bottom of the eFABS Education Allowance Window

/ Refer to Sections 3.3.1 and 3.3.2 for information about adding attachments and comments to the
education allowance request.

6. After you review the request, click on Add Financial Info to open the eFABS Financial Information
window.

7. Complete the financial information section by providing budget fiscal year, program code, amount,
and description information. Verify the object code pre-filled with the correct allowance type code and
click the green submit arrow (see Figure 5.1-5).

-

4

M EDLC-0272

icto Troes
oo Conod

525101812 500.00| Books

Figure 5.1-5: eFABS Financial Information Window
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8. When the payment authorization window opens, read the agreement and click OK (see Figure 5.1-6).

Microsoft Internet Explorer

Pursuant to authority vested in me, I approve that the official post of
- the claimant is as stated above, that hisjher status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

oK h I Cancel

Figure 5.1-6: eFABS Authorization Window

9. The education allowance is sent to the Claims Authorizer.
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5.2 Claims Authorizer Role

1. When an HQ Budget Approver submits an education allowance for claims authorization, you will
receive an email informing you that the request requires processing. You can access the education
allowance by clicking on the link in the email message or logging on to Metastorm e-Work using
Internet Explorer. Refer to Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS Education
Allowance request (see Figure 5.2-1).

Folder a Updated | Stage |Priority |Deadline Message

A| =-york Server EG-EDUC-0452-AANDERSON- 4/7/2006 Claims : -
Allowance04 JROPE/AFRICA/RUSSIA/NEAR = = 9 Awaiting Authorization
EAST 07:59 Team

Figure 5.2-1: Claims Authorizer To Do List Showing Education Allowance Request

3. Click once on the eFABS Education Allowance request to open the processing window. The Educ
Allowance tab is automatically preselected (Figure 5.2-2).

¥ Educ Allowance © Finandial Info : Personal Profile © Attachments : Notes © Audit Trail v2 :

M=-EDUC-0272

bicle T
oo/

St Vincent de Paul

LIEIEIEY

Ella Education  |Basic Education $500.00]4/15/2006 Supplies and Books

g ()

Kl
Figure 5.2-2: eFABS Education Allowance Claims Authorizer Processing Window
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4. In addition to viewing the education allowance, five additional tabs at the top of the window allow you

to view financial information, the employees’s personal profile, attachments, notes, and the audit trail
of the education allowance (see Figure 5.2-3).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the education allowance request.

Personal Prof Attachments Notes Audit Tra

4/7/2006

Financial Info 7 Personal Profile @ Attachments :

Notes @ Audit Trail v2 :

Filename

Attachment 1.doc

Notes

Educ Allowance 3

Financial Info :

Personal Profile = Attachments | Notes = Audit Trail v2 i

4/7/2006 12: = = =
Please proces| £ Financial Info © Personal Profile :

Attachments . Notes ‘ Audit Trail vz

ILIEIEIEINPage of 1

Date Time

Action taken
eFABS Reguest
Select Allowance

Message

aard
Type

A 4/7/2006 10:19 Edit Educ aanderson Edit Educ
4/7/200610:22 Add Notes aahderson Add Notes
4/7/2006 10:22 Add Attachment aanderson Add Attachment

1 | 44772006 10:23 Subriit aanderson Auwaiting Financial Information
4772008 10:30 Add Financial Info iz3Lp Auwaiting Authorization
Authorize 4/7/2006 10:30 ForwardT oClaims

ForwardT oClaims

’T Authorize | Return to Originator

Financial Info Personal Profile Attachments Notes

Audit Trail v2 *

Figure 5.2-3: Tab Options and Window Views Available to Claims Processors
from the eFABS Education Allowance Processing Window

5. Six education allowance processing options are available to Claims Authorizers at the bottom of the

window (see Figure 5.2-4).

/ Refer to Sections 3.3.1 and 3.3.2 for information about adding attachments and comments to the
education allowance request.
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I | l | I |

Authorizes Returns the Opens the Denies the Attaches Attaches any
the education education eFABS education documentation  comments from
allowance and allowance to Needs Status allowance to the the Claims
sends it to the Employee processing request and education Processor to
the Payments for additional window removes allowance the education
Processor information the request request allowance

from the

system

Figure 5.2-4: Claims Processor Processing Options Located at the Bottom of the eFABS Education Allowance Window

6. Ifyou determine the education allowance request requires additional information from the Employee,
click on Return to Originator. When the comment window opens, add necessary comments for the
Employee and click on the green submit arrow. The education request is returned to the Employee for
further processing.

7. If the education allowance request is for Home Study or Special Needs, click on Dependent Status to
open the eFABS Needs Status window (see Figure 5.2-5). The eFABS Needs Status window enables
Claims Processors to create records that track changes in the needs status of dependents.

Horme Study 11/23/2005 12/31/2005

Figure 5.2-5: eFABS Needs Status Window
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8. To complete the eFABS Needs Status window (refer to Figure 5.2-5):

i.  Select the child’s name from the dropdown menu

ii. Select Home Study or Special Needs from the Type dropdown menu
iii. Choose the Begin Date and the End Date
iv.  Click on the green submit arrow

9. After you complete the needs status information (if necessary) and review the request, click on
Authorize to open the eFABS Claims Authorization window (see Figure 5.2-6).

-

M aintain Ceilings

Education BasicEducation Harmy 11/8/2005 200.00 10,000.00 9.500.0011 10,000.00

05 523410030 2600 200.00 | &t Supplies

Figure 5.2-6: eFABS Claims Authorization Window

10. Click on Maintain Ceilings to open the eFABS Ceiling Management window (see Figure 5.2-7).

APHIS Foreign Allowance Benefit System
Ceiling Management

Name [Smith, Robert

City [Mesico City Country [Mexico

Toinsar & record, click insert. T update, select the spprapriats record fram tabls and
dlick update. To delets, selsct the appropriats record fiom the table and ick delete:

Child Narme | Insert

Enter search criteria,

Catecory | T From: [10/15/2004 Search
pdate =
o [0 972006
Sub Categary — W =
St = Display all dates

att Date _

EndDalEl— Category [Education =
a Amt 0.00 Child -

[CIEIEIEDPage 1 of 1

Category Subcatego Ciy  County StatDate EndDate  MaxmumAmount  Curent Balance

Figure 5.2-7: eFABS Ceiling Management Window
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11.  You can create a new ceiling by clicking Insert to make the dependent information editable. Select the
Dependent’s Name, Category, and Subcategory from the dropdown menus, choose the start and end
dates, and enter the maximum amount for the ceiling (see Figure 5.2-8). Click Insert to add the new
ceiling to the list.

/ When you select a current ceiling record from the list, you can use Update to make changes to the
Start Date, End Date, and Maximum Amount, and you can use Delete to remove the record from the

list.

APHIS Toreign Allowance Benefit System
& Ceiling Management J

Name [Doe, John

City [Quebes Country [Canada

After entering all fields, click insert to create new ceiling.
Enter search criteria.

Dep. Name [Jane =l et _
Fram:
Category | Education - 11/2/2004 Search
ta:
Sub Catagory [Home Study <] o [T1/6/2006
Start Date [1,/24/2008 Display all dates
Erd Date [2/25/2006 Category ~
I Amt 1,000.00 Dependent -
CIEIEIEDIPage 101
Category Subcategory Child City Country StatDate  EndDate  MawimumAmount  Cument Balance
[Education  [Home Study da 1,000.00 1

EINEERE |

Figure 5.2-8: eFABS Ceiling Management Window Showing New Ceiling Information

12.  Once you enter or locate the appropriate benefit allowance record in the list, click once on the line
item to pre-fill the child information section (see Figure 5.2-9). Click on the green submit arrow.

APHIS Foreign Allowance Benefit System
S cuis ' J

Ceiling Management

Name [Smith, Robert

City [Mesico City County [Mexica

Tainsert a record, click insert. To update, selsct the apprapriste record from table and

click update. To delete, select the appropriate record from the table and click delete: Erter search criteria.
Child Hame [Hamy Insert
_I From: {10,/19/2004 Search
Category |Education Update
= = to: |1019/2008
Sub Category [BasicE ducation Delete
Start Dale |—1 VELEIT Display all dates
End Date [3715/2008 EEiEED =l
Ma Amt 10.000.00 thid =
DI e 1 o |

Maximum &mount  Current Balance

10,000.00 9.300.00

Category EndD
Education 2y 005 [4/15/.

10/22/2005 4A15/2006

Education

Figure 5.2-9: eFABS Ceiling Management Window Showing Pre-filled Child Information
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13.  Verify the expenses section on the eFABS Claims Authorization window contains the correct
information and select “A” to approve the request from the flag dropdown menu (see Figure 5.2-10).

4

Maintain Ceiings

Education BasicEducation Hanry 11./8/2006 200,00 10,000.00 4.800.00 - 10,000.00

iy

05 523410030 2600 200.00] At Supplies

Figure 5.2-10: eFABS Claims Authorization Window Showing Pre-filled Expenses
and Flag Dropdown Menu Options

14. Click the green submit arrow to update the request.

15. When the payment authorization window opens, read the agreement and click OK (see Figure 5.2-11).

Microsoft Internet Explorer

Pursuant to authority vested in me, I approve that the official post of
- the dlaimant is as stated above, that his/her status was as indicated

and that the allowance is duly authorized pursuant to law

and regulations and that the amounts cdaimed are proper for payment.

Figure 5.2-11: eFABS Ceiling Management Window Showing Pre-filled Child Information

16. The education allowance is sent to the FMD Payments Processor.
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5.3 FMD Payments Processor Role

1. When a Claims Authorizer submits an education allowance for payment processing, you will receive
an email informing you that the request requires processing. You can access the education allowance
by clicking on the link in the email message or logging on to Metastorm e-Work using Internet
Explorer. Refer to Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS Education
Allowance request (see Figure 5.3-1).

Folder a Subject Updated| Stage |Priority |Deadline Message

A e-wark Server JUC-0462-AANDERSON- - 8 - 8 -
Allowancends: OPE/AFRICA/RUSSIA/NEAR 4!07:?::!906 Payments 9 Awa't‘"gu'?é:'tse“"ew g

EAST

Figure 5.3-1: FMD Payments Processor To Do List Showing Education Allowance Request

3. Click once on the eFABS Education Allowance request to open the processing window. The Payment
Info tab is automatically preselected (see Figure 5.3-2).

% Educ Allowance @ Attachments Notes &' Audit Trail v2

hx-EDUC-0273

Vichele e T ——
Hesico/Canade

Al
Il
1

$500.00

bx-EDUC-0Z73
M= EDUC-0273

]

e

T
B

LIEIEIED
08 525465465 500.00Books and supplies

Figure 5.3-2: eFABS Education Allowance FMD Payments Processor Processing Window
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4. In addition to viewing the payment information, four additional tabs at the top of the window allow

you to view the education allowance, attachments, notes, and audit trail of the education allowance (see
Figure 5.3-3).

" Notes :  Audit Trail v2

llan Anders

Filename : = i
Payment Info @ ' Educ Allowance @ Attachments = Audit Trail v2 &
Attachment T.doc

Notes

[4/7/2006 12:22:00 PM - aanderson - Add Notes
Please process EEEe———

Payment Info Educ Allowance Attachments Notes Audit Trail v2

Audit trail

EIEIEIEIN Page 1 of 1

Date Time Action taken b Meszage
4, 06 10:17 eFAES Request L
44772006 10:78 Select Alowance aanderson
Type

47720061019 Edit Educ aanderson Edit Educ

A 44772006 10:22 Add Motes aanderson Add Motes
4/7/200610:22 Add Attachment aanderson Add Attachment

4 AJ7/2006 10:23 Submit aanderson Awaiting Financial Information

44742006 10:30 Add Financial Info issup Awaiting Authorization

Update and 4772006 10:30 FarwardT aClairrs FarwardT aClairrs
40742006 10:51 Authorize izproc Awaiting FFIS Review & Update

|T Update and Submit for CO Review | Return to HQ Budget | Add Notes

Attachmen Audit Trail v2

=" Educ Allowance

Figure 5.3-3: Tab Options and Window Views Available to FMD Payments Processors
from the eFABS Education Allowance Processing Window

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the education allowance request.

5. Three processing options are available to FMD Payments Processors at the bottom of the window (see
Figure 5.3-4).

& Refer to Section 3.3.2 for information about adding comments to the request.
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Opens an editable Sends the education Attaches comments
eFABS Benefit allowance request to the education
Payments Information to the HQ Budget allowance request
window Approver for additional

processing

Figure 5.3-4: FMD Payments Processor Processing Options Located at the Bot-
tom of the eFABS Education Allowance Window

6. If you determine the education allowance request requires additional information from the HQ Budget
Approver, click on Return to HQ Budget. When the comment window opens, add necessary comments
for the HQ Budget Approver and click on the green submit arrow. The education request is returned to

the HQ Budget Approver for further processing.

7. After you review the request and enter data into FFIS, click on Update and Submit for CO Review to
open the eFABS Benefit Payment Information window (see Figure 5.3-5).

'%
M EDUC-0273

Wil Trope
Moico/Carece

4567
Tripps. Michelle
1234

$500.00

Mx-EDUIC-0273
Mx-EDUC-0273

-
T —

2 K

525465465 500.00 Books and supplies

=
Figure 5.3-5: eFABS Benefit Payment Information Window

8. Enter Vendor number, date entered into FFIS, fiscal year, and FFIS transaction number information into
the eFABS Benefit Payment Information window (refer to Figure 5.3-5).

9. Click the green submit arrow to update the request and send it to the Certifying Officer.
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5.4 Certifying Officer Role

1. When an FMD Payments Processor submits an education allowance for certification, you will receive
an email informing you that the request requires processing. You can access the education allowance
by clicking on the link in the email message or logging on to Metastorm e-Work using Internet
Explorer. Refer to Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS Education
Allowance request (see Figure 5.4-1).

EDUC-0462-AANDERSON- 4/
OPE/AFRICA/RUSSIA/NEAR

7/2006 co = Awaiting Payment
EAST 18:5

0 Review & Certification

Figure 5.4-1: Certifying Officer To Do List Showing Education Allowance Request

3. Click once on the eFABS Education Allowance request to open the processing window. The Payment
Info tab is automatically preselected (see Figure 5.4-2).

=" Educ Allowance @ Financial Info @ Personal Profile : Attachments © Notes * Audit Trail v2

M EDUC-0274
Michelle Tripps Mesico
Mesico Ciy Mesico/Canada

339111234es

MH-EDUC-0274
MX-EDUC-0274

111225
OEFOR111225

Optionak Print form

7]
ILIEIEIED
[} H25456546 G00.00/Books:

[ certit | return & Gls]

Figure 5.4-2: eFABS Education Allowance Certifying Officer Processing Window
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4. In addition to viewing the payment information, six additional tabs at the top of the window allow you
to view the education allowance, financial information, personal profile, attachments, notes, and the
audit trail of the eduction allowance (see Figure 5.4-3).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the education allowance request.

Attachments Notes Audit Trail v2

4772008

EG-EDUC-0464

i “ Financial Info © Personal Profile | Attachments | Notes :

4/7/2006
EG-EDUC-0464

Educ Allowance . Financial Info / Personal Profile

% Educ Allowance ;. Financial Info ;

Payment Info :  Educ Allewance - Financial Info :  Personal Profile ©  Attachments - Notes - Audit Trail v2 ;
Attachment 1.dac
Notes
4/7/2006 12:22:00 PM - aanderson - Add Notes ;I
Please process as soon as ible. Thanks. I
Educ Allowance Financial Info Personal Profile Attachments Notes | Audit Trail v2
LIE. et
Select Allowance aanderson
A 44772006 10:19 Edit Educ aanderson Edit Educ
A4/7/2006 10:22 Add Mates aanderson Add Nates
4/7/200610:22 Add Attachment aanderson Add Attachment
4772006 10:23 Submit aanderson Awaiting Financial Information
44742006 10:30 Add Financial Info issup Ayaiting Authorization
4/7/200610:20 ForwardT oClaims FomwardT olClaims
4 4/7/2006 10:51 Authorize isproc Awgiting FFIS Review & Update
Certi I 4772006 10:56 Update and Submit  isprat Ausiting Payment Certification
tar CO Review
Return to Payments

Attachments MNotes Audit Trail v2

Financial Info

3 Educ Allowance

Personal Profile

Figure 5.4-3: Tab Options and Window Views Available to Certifying Officers
from the eFABS Education Allowance Processing Window
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5. Two processing options are available to Certifying Officers at the bottom of the window (see Figure
5.4-4).

‘ Certify | Return to Payments

I I

Certifies the Sends the education
education allowance to the
allowance and Payments Processor
releases the for additional
request for processing

payment

Figure 5.4-4: Certifying Officer Processing Options Located at the Bottom of the
eFABS Education Allowance Window

6. If you determine the education allowance request requires additional information from the FMD
Payments Processor, click on Return to Payments. When the comment window opens, add necessary
comments for the FMD Payments Processor and click on the green submit arrow. The allowance
request is returned to the FMD Payments Processor for further processing.

7. After you review the request, click on Certify to release the eFABS Education Allowance for payment.

8. The education allowance approval process is complete.
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Representation Allowance Approval
Process, in eFABS

his chapter provides information about the representation allowance approval process in

eFABS. After the Employee submits a Representation Allowance request, the form passes
through four levels of approval processing via the eFABS system. These processing levels
include:

* HQ Budget Approver — reviews the representation allowance request and completes
financial information

* Claims Authorizer — authorizes representation allowance request based on State
Department regulations

o FMD Payments Processor - enters data from approved representation allowance into
FFIS

 Certifying Officer — verifies the information from the representation allowance request
matches the data entered into FFIS and releases the request for payment

The following sections discuss the representation allowance approval process for each user
role in eFABS.

HQ Budget Approver Role

When an Employee submits a Representation Allowance, you will receive an email notifying you
of the new request. You can access the representation allowance by clicking on the link in the
email message or logging on to Metastorm e-Work using Internet Explorer. Refer to Chapter 2 for
instructions about logging on to e-Work.

Once you have logged into Metastorm e-Work, click on your To Do List to access the eF4BS
Representation Allowance request (see Figure 6.1-1).

>
METASTORM®
e-Work®
DEADEE -
|Updated| Stage |Priority|Deadline | Message
=] e-Work Server y b b b b

M| eFass

Figure 6.1-1: HQ Budget Approver To Do List Showing Representation Allowance Request
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3. Click once on the eFABS Representation Allowance request to open the processing window. The Rep
Allowance tab is automatically pre-selected (see Figure 6.1-2).

Rep Allowance - Attachments © Notes © Audit Trail v2 ©

’%
M<-REP-0230
Michelle Trinps Mesico
Mesico City Mesico/Canada

(LIEICICN

500.00

Hustification is attached.

List of attendees is attached,

Figure 6.1-2: eFABS Representation Allowance Processing Window for HQ Budget Approvers

4. In addition to viewing the representation allowance, three additional tabs at the top of the window
allow you to view attachments, notes, and the audit trail of the allowance (see Figure 6.1-3).

Rep Allowance . Attachments = ' Notes | Audft Trail w2 &

Attach one or more aftachments to this reguest. Rep Allowance - Attachments / Notes - Audit Trail v2 i

FIF Notes Rep Allowance | Attachments | Notes / Audit Trail v2 -

Fileriame Size 3/1/2006 12:59:06 PM - mtripps - Add Notes

Attachment 1.doc 5207 KB IPlease process as soon as possible. Thanks, En|

Attachment 1-1.doc 5207 KB

Altachment 1~2.dac 5207 KB DEEIED

34172006 10:58 Edit Rep
341/2006 10:53 Add Notes

341/2006 11:10 | Auaiting Financial Information

Attachments Notes Audit Trail v2

Figure 6.1-3: Tab Options and Window Views Available to HQ Budget Approvers
from the Representation Allowance Processing Window
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/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the representation allowance request.

5. Three processing options are located at the bottom of the window (see Figure 6.1-4).

Add Financial Info | Add Attachment | Add Notes

Opens the eFABS Attaches documentation Attaches comments
Financial Information to the representation to the representation
processing window allowance allowance

Figure 6.1-4: HQ Budget Approver Processing Options Located at the Bottom of the Representation Allowance Window

/ Refer to Sections 3.3.1 and 3.3.2 for information about adding attachments and comments to the
representation allowance request.

6. After you review the request, click on Add Financial Info to open the eFABS Financial Information
window.

7. Complete the financial information section by providing budget fiscal year, program code, amount,
description information, and any comments (see Figure 6.1-5). The object code automatically pre-fills
based on the allowance type.

/ If you change the program code, an email is automatcally sent to the Employee informing them of the
change.

Ty cReer e =
% T

Michelle Tripps Merico

Mesico City Mexico/Canada

CIEICICD

$500.00

ki

L3 879322111 2526 250,00 Dinner
05 | 465455455 2526 | 25000 Lunch

]
Figure 6.1-5: eFABS Financial Information Window
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8. Click the green submit arrow to update the financial information.

9.  When the payment authorization window opens, read the agreement and click OK (see Figure 6.1-6).

Microsoft Internet BExplorer

4 Pursuant to authority vested in me, I approve that the offidal post of
\O) the claimant is as stated above, that hisfher status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts claimed are proper for payment.

OK [, I Cancel

Figure 6.1-6: eFABS Authorization Window

10. The representation allowance is sent to the Claims Authorizer.

6.2 Claims Authorizer Role

1. When an HQ Budget Approver submits a representation allowance for claims authorization, you will
receive an email informing you that the request requires processing. You can access the representation
allowance by clicking on the link in the email message or logging on to Metastorm e-Work using
Internet Explorer. Refer to Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS
Representation Allowance request (see Figure 6.2-1).

>
METASTORNM®
e-Work®
DO E R oo
Folder « |  Subject  [updated| Stage |Priority|Deadline|
=8| e-work Server
M| eFABS s @ : : : : :

Figure 6.2-1: Claims Authorizer To Do List Showing Representation Allowance Request

3. Click once on the eFABS Representation Allowance request to open the processing window. The Rep
Allowance tab is automatically pre-selected (see Figure 6.2-2).

4. In addition to viewing the representation allowance, five additional tabs at the top of the window allow
you view financial information, personal profile, attachments, notes, and the audit trail of the allowance
request (see Figure 6.2-3).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the representation allowance request.
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Notes ©  Audit Trail v2

p Allowance nancial Info 'ersonal Profile Attachments

hx-REF-0290
Michelle Tripps Mexico
Mexica City Mexico/Canada

ILIEIEICIN

Wustification is attached.

List of attendees is attached.

o (=)

Rep Allowance ancial Info - Personal Profile . Attachments . Notes . Audit Trail v2

‘
Michelle Tripps

Rep Allowance © ' Financial Info 7~ Personal Profile © Attachments : Notes :

Rep Allowance =" Financial Info . Personal Profile > Attachments = Notes

Attach one or more attachments to this reguest.

DEE Rep Allowance ©  Financial Info ©  Personal Profile ©  Attachments ' Notes © Audit Trail v2
Filename
Attachment 1.doc Noies
Altachmert 1+1.doc
Attachmert 172 doc

3/1/2006 12:59:
Please process a3 Rep Allowance © ' Financial Info - ' Personal Profile © ' Attachments ' Notes  Audit Trail v2

LIEIEIED

miripps
Select Allowance | miripps

31/2006 10:56 Edit Fep mirpps Edit Rep
3/1/2006 10:59 Add Notes mhipps. Add Notes
3/1/2006 11:10 Subrmit rmtripps. Awaiting Financial Infarmation

3 Add Financial Infolissup Awaiting Autharization
3/1/2006 16:06 FonwardT oClaims: FonwardT oClaims:

Financial Info Personal Profi Attachments Notes Audit Trail v2 &

ep Allowance

Figure 6.2-3: Tab Options and Window Views Available to Claims Authorizers
from the Representation Allowance Processing Window
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5. Five representation allowance processing options are located at the bottom of the window (see Figure
6.2-4).

TS TN T —.—

Authorize | Return to Originator | Deny | Add Attachment | Add Motes

| | [ [

Opens the Returns the representation Denies the Attaches Attaches
eFABS Claims  allowance to the request and additional comments
Authorization Employee for additional removes the documentation to the
processing information allowance to the representation
window from the representation allowance
eFABS allowance
system

Figure 6.2-4: Claims Authorizer Processing Options Located at the Bottom of the Representation Allowance Window

/ Refer to Sections 3.3.1 and 3.3.2 for information about adding attachments and comments to the
representation allowance request.

6. Ifyou determine the representation allowance request requires additional information from the
Employee, click on Return to Originator. When the comment window opens, add necessary comments
for the Employee and click on the green submit arrow. The representation request is returned to the
Employee for further processing.

7. After you review the request, click Authorize to open the eFABS Claims Authorization window (see
Figure 6.2-5).

-

Representation Allowance  None 241542006 500.00 -

08 &733z211 2526 250,00 Dinner
0§ 4E54E5456 25268 25000/ Lunch

Figure 6.2-5: eFABS Claims Authorization Window Showing Approval Flag Option

8. Verify the accounting section on the eFABS Claims Authorization window contains the correct
information and select “A” for approve from the flag dropdown menu (refer to Figure 6.2-5).
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9. Click on the green submit arrow to update the representation allowance.

10. When the payment authorization window opens, read the agreement and click OK (see Figure 6.2-6).

Microsoft Internet Explorer

e 4 Pursuant to authority vested in me, I approve that the official post of

\i) the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly authorized pursuant ta law

and regulations and that the amounts daimed are proper for payment.

oK hl Cancel

Figure 6.2-6: eFABS Authorization Window

11.  The representation allowance is sent to the FMD Payments Processor.

6.3 FMD Payments Processor Role

1. When a Claims Authorizer submits a representation allowance for payment processing, you will
receive an email informing you that the request requires processing. You can access the representation
allowance by clicking on the link in the email message or logging on to Metastorm e-Work using
Internet Explorer. Refer to Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS
Representation Allowance request (see Figure 6.3-1).

W@Pagelofl
Folder » | Sublect |Updated Stage |Priority Deadine|

| e-Work Server ;
M| =FABS @

Figure 6.3-1: FMD Payments Processor To Do List Showing Representation Allowance Request

3. Click once on the eFABS Representation Allowance request to open the processing window. The
Payment Info tab is automatically pre-selected (see Figure 6.3-2).

4. In addition to viewing the payment information, four additional tabs at the top of the window allow
you view representation allowance, attachments, notes, and audit trail of the request (see Figure 6.3-3).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the representation allowance request.
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i<-REP-0290

Michelle Tripps Mesico
Merico City Merico/Canada
59511123485

Tripps, Michelle
1234

$500.00

M=-REP-0230
W-REP-0250

Optional: Firt form

EEIED
05 2
05 465455456 250.00|Lunch

ner

d

Payment Info ;

Michelle Tripps

Audit Trail v2 &

Rep Allowance : Attachments ;. Notes

Payment Info @ Rep Allowance ‘ Attachments :© Notes : Audit Trail v2

Attach one or more attachments to this reguest.

Payment Info . Rep Allowance | Attachment Notes . Audit Trail v2 |

Notes
Attachment 1.doc Payment Info & Rep Allowance | Attachments i Notes Audit Trail v2

Aftachment 1~1.doc 2/1/2006 12:59:06 PM - m
IPlease process as soon as

Attachment 1~2.doc

LIEIEIED
miripps
Select Allowance  miripps
Type
Edit Rep miripps Edit Rep
Add Notes miripps Add Notes
Submit |mripps Awaiting Financial Information
Add Financial Infa Jigsup Awaiting Authorization
ForwardT oClaims ForwardT oClaims
A H Autharize isproc Auwaiting FFIS Review & Update

Rep Allowance Attachments

Figure 6.3-3: Tab Options and Window Views Available to FMD Payments Processors
from the Representation Allowance Processing Window
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5. Three representation allowance processing options are located at the bottom of the window (see Figure

6.3-4).

Opens the eFABS Benefit Payment
Information processing window

Attaches comments to the
representation allowance

Sends the representation
allowance back to the
HQ Budget Approver for
additional processing

Figure 6.3-4: FMD Payments Processor Processing Options Located at the Bottom of the Representation Allowance Window

/ Refer to Sections 3.3.1 and 3.3.2 for information about adding attachments and comments to the

representation allowance request.

6. If you determine the representation allowance request requires additional information from the HQ
Budget Approver, click on Return to HQ Budget. When the comment window opens, add necessary
comments for the HQ Budget Approver and click on the green submit arrow. The representation
allowance request is returned to the HQ Budget Approver for further processing.

7. After you review the request and enter data into FFIS, click on Update and Submit for CO Review to
open the eFABS Benefit Payment Information window (see Figure 6.3-5).

4

Michelle Tripps

3/3/2008

b-REP-0230

Mexico

Mesico City

1234

Mexico/Canada

Tripps, Michelle

1234

M-REP-0230

$500.00

Mx-REP-0290
3/3/2008

05

123456
OEFOR

0& 79322111 2526

Optionak Print form

250.00 Dinmer

08 4ED4E5456 2628

250.00  Lunch

Figure 6.3-5: eFABS Benefit Payment Information Window

8. Enter vendor number, date entered into FFIS, fiscal year, and FFIS transaction number information into
the eFABS Benefit Payment Information window (refer to Figure 6.3-5).
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9. Click the green submit arrow to update the request and send it to the Certifying Officer.

6.4 Certifying Officer Role

1. When an FMD Payments Processor submits a representation allowance for certification, you will
receive an email informing you that the request requires processing. You can access the representation
allowance by clicking on the link in the email message or logging on to Metastorm e-Work using
Internet Explorer. Refer to Chapter 2 for instructions about logging on to e-Work.

2. Once you have logged into Metastorm e-Work, click on your To Do List to access the eFABS
Representation Allowance request (see Figure 6.4-1).

L L L L
R R
e e
R R

= BEDE@~:
Folder a Subject Updated | Stage |Priority Deadline| Message
" jraser =L L L
5 e-iiork server Allowance04ss jji- -REP-D463-AANDERSON-  #/7/2006  CO 9 CLELIE Py
U eFABS b 09:35 Review Certification

Figure 6.4-1: Certifying Officer To Do List Showing Representation Allowance Request

3. Click once on the eFABS Representation Allowance request to open the processing window. The
Payment Info tab is automatically preselected (see Figure 6.4-2).

yment Info - Rep Allowance | Financial Info . = Personal Profile . = Attachments : Notes . Audit Trail v2

M= -REP-0296

Michelle Tripps Mexico
Mexico City Mezxico/Canada

$2,500.00
M-REP-0235
i>=-REP-0298

123456
DEFOR123456

Optional: Print form

2,500.00/Dinner

Figure 6.4-2: eFABS Representation Allowance Certifying Officer Processing Window
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4. In addition to viewing the payment information, six additional tabs at the top of the window allow you
to view the representation allowance, financial information, personal profile, attachments, notes, and
the audit trail of the request (see Figure 6.4-3).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to process the representation allowance request.

Payment Ini p Allowance : Financial Info : Personal Profile i Attachments : Notes : Audit Trail v2 :

4742005 =

-REP-0463

[T [ il

Payment Info © Rep Allowance I-"' Financial Info = Personal Profile | Attachments Notes Audit Trail v2

4/T742006
-REF-0463

Caio |

London ||
—

[ = [
Personal Profile ;| Attachments
Caito i

london |l
—

Audit Trail v2

" Attachments © Notes

Payment Info & Rep Allowance © Financial Info @ Personal Profile i

Altachment 1
Aftachment 1
Aftachment 2|

Payment Info © Rep Allowance Financial Info © Personal Profile : Attachments ‘ e Notes @ Audit Trail v2 :

Notes

3/2/2006 11:46:02 AM - mtripps - Add Notes ﬂ
Please process as soon as possible. Thanks, Employee

* Audit Trail v2 -

. Rep Allowance : ' Financial Info | Personal Profile ;' Attachments | Notes

ashderson

4 4/7/2006 05:22 Edit Rep aanderson Edit Rep
o 44742006 09:23 Submit asnderson Awmaiting Financial nfarmation
“ 4/7/2006 0927 Add Financial Info lissup Awaiting Authorization
4/7/2006 05:27 ForwardT oClaims ForwardT olClaims
4/7/2008 09:30 Authorize isproc Awaiting FFIS Review & Update

44742006 03:35 Update and Submit |isprt Awaiting Payment Certification
tor CO Review

Return to Payments

Rep Allowance Finai Info @ Personal Profile i’ Attachments : Notes

Figure 6.4-3: Tab Options and Window Views Available to Certifying Officers
from the Representation Allowance Processing Window
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5. Two representation allowance processing options are located at the bottom of the window (see Figure
6.4-4).

‘ Certify | Return to Payments \
| |

Certifies the Sends the
representation representation
allowance and allowance to the

releases the Payments Processor
request for for additional
payment processing

Figure 6.4-4: Certifying Officer Processing Options Located at the Bottom of the Representation Allowance Window

6. If you determine the representation allowance request requires additional information from the FMD
Payments Processor, click on Return to Payments. When the comment window opens, add necessary
comments for the FMD Payments Processor and click on the green submit arrow. The representation
request is returned to the FMD Payments Processor for further processing.

7. After you review the request, click on Certify to release the eFABS Representation Allowance for
payment.

8. The representation allowance approval process is complete.
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Prepare
Allowance or
have Advance

Receive eFABS Islthi§ itz
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Access to
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Access YES
eFABS & Establish | <1
PIN
Has
Create/Update something
Personal Profile UPDATE happened
or Make - PROFILE that requires
Requested an update to
Changes the Profile?
Changes
Requested
Submit Profile
(o] Approve or Profile
HEADQUARTERS Request Approved Maintained in
Changes eFABS
T
EDUCATION
ADVANCE REPRESENTATION
HQ
Creates Education Representation
Request for Allowance Allowance
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Submit to

Employee for Submit to
Verification/ HQ BUDGET
Changes

Submit to
Returned/ CLAIMS

Resubmitted for for
Program Code Authorization
Problems

Submit to
PAYMENTS
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Payment to
Employee via
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Resubmitted

Requested in
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Returned to
employee if
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missing or
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