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Chapter 1

Introduction

his reference guide is intended to provide Requestors, Approvers, and Processors with

information about using the electronic Payment Request System (ePRES) to initiate,
approve, and finalize processing of payment requests. Several advantages of the ePRES
system include:

e Same day transmittal of approved payment requests to the Treasury,

o Ability to monitor the progress of payment requests throughout the payment
process, and

o  FEasy management of Payee information.

The ePRES Users Guide provides detailed information about:

Requesting access to the ePRES application,

Initiating payment requests,

Approving payment requests,

Final processing and transmittal of payments to the Treasury, and
Managing Payee information.

The following sections provide information about users of the ePRES application as well as
contact information for Financial Management Division (FMD) representatives.

1.1 Definition of ePRES Users

Payment Requestor is generally an Administrative Support Assistant (ASA) who is located in the foreign
country and responsible for initiating payment requests.

Payment Approver is generally a Foreign Service Officer (FSO) who is located in the foreign country and
responsible for approving payment requests.

Payment Processor is a Financial Management Division (FMD) representative who is located in Minneapolis,
MN and responsible for final processing of the payment request and transmitting the information to the
Treasury.

Pdi you have any questions about your user role assignment, please contact an FMD
representative.

APHIS ePRES Users Guide 1
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1.2 FMD Contacts and Additional Technical Assistance Information

Location Contact Email Phone

Shannon Bona | Shannon.L.Bona@aphis.usda.gov | 612.336.3247

Kaitlin Jacobs Kaitlin.A.Jacobs@aphis.usda.gov | 612.336.3252

Minneapolis
Laura Schultz Laura.L.Schultz@aphis.usda.gov 612.336.3240

Julie Tripp Julie.K.Tripp@aphis.usda.gov 612.336.3246

If you have problems establishing a connection to the APHIS network, please contact APHIS Techni-
cal Assistance Center (ATAC).

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

Requesting Access to ePRES

his chapter provides information about requesting access to the ePRES application.
Users must have an e-Work user ID and password or establish an e-Work user account
for access to ePRES. Once ePRES access has been approved, users can begin processing

payments via the ePRES system.

2.1 Requesting Access to ePRES for First-Time e-Work Applications Users

Prior to using the ePRES 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 ePRES

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). Follow new requestor instructions for establishing an e-Work user ID and password and

access to the ePRES application.

. =]
Fort Collins Development Server. H‘
Riverdale Development Server: &
3
Fart Collins e-Waork Database

. ]
Riverdale e-\Work Database

=]
Production Server W

News and Release Information

eForms Mews Bulletin (February 2006)

Available eForms Forms

eForms Usage Guide

Request Application Access

Ewodjitegistration Document

Login te PRODUCTION Server (i.e. eForms)

e-Work Links for Developers

e-Work Resources Login Zone =b site

d Office web site

Server Support and Questions

e-Work Developer Zone

Login (Developers only. eForms login on Left <-)

Site Sponsored by: APHISATD-AIM

Figure 2-1: e-Work Registration Document Link on APHIS TechCenter Home Page
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2.2 Requesting Access to ePRES 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

ePRES application via e-Work.

10 Register for Access to ePRES

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).
3. When the e-Work Application Registration page opens, select the ePRES application from the drop

down menu (see Figure 2-3).

News and Release Information

eForms News Bulletin (February 2006}

Available eForms Forms

%
=)
=
=
[7p]
)
=
@
H
)
=%
=3
(%] 7

Fort Collins Development Server M

. =
Riverdale Development Server: %5

i =]
Fort Collins e-\Work Database m eForms Usage Guide

. =
Riverdale e-\Work Database: %3

e-Work Resources Login Zone

F‘.euueﬂr.ﬂ.pplication Access

e-Work Links for Developers

Ework Registration Document -
Office web site

Login to PRODUCTION Server (i g eForms)

e-Work Developer Zone

Contact Information

Server Support and Questions

Site Sponsored by: APHISITD-AIM

Figure 2-2: e-Work Application Access Link on APHIS TechCenter Home Page

Login {Developers only, eForms login on Left <-)

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

5. Enter your e-Work user name.

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 ePRES

Docket Clearance Process Denise
[MRFBES ITD Change Mot
MRPESForeignAllowance
MRPESTelework

|leFABS

(ePRES

Figure 2-3: e-Work Application Registration Page

7. Submit your ePRES 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
ePRES application.

2.3 Logging on to Metastorm e-Work and Accessing ePRES

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

To logon and access ePRES

1. Using Internet Explorer, access the APHIS TechCenter homepage located at:

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

APHIS ePRES Users Guide 5
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2. Click on the Login to PRODUCTION Server link located under e-Work Production Server (see Figure 2-

4).

Fort Colling Development Server: @_‘
Available eForms Forms

eForms Usage Guide

Riverdale Development Server

Fort Collins e-Work Database:

News and Release Information

eForms News Bulletin (February 2006}

Riverdale e-Work Database

e-Work Resources Login Zone

Request Application Access

e-Work Links for Developers

| Office web site

Ework Registration Bocument

R@BUCTI®N Server (ie. eForms)

Login tcan'

e-Work Developer Zone

“Cuntact Information

Server Support and Questions

Login (Developers only. eForms login on Left <}

Site Sponsored by: APHIS-TD-AIM

Figure 2-4: Login to PRODUCTION Server Link on APHIS TechCenter Home Page

3.

4,
(see Figure 2-5).

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

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

# Your password is case-sensitive. Be sure to enter your password exactly as you entered and

saved it for e-Work login access.

icrosoft Interne orer

@ \._h‘f":)saar:h

P @[ 2- -3

a ‘e-Work Server Log in - Microsoft Internet Explorer

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

User name |Usemame

Password |eessssse

L&

£ http:fmnmias 12.trm.aphis.goy:8 1/escriptsfeweb.difel oginPage
— -

®) Trusted sites y

Figure 2-5: Metastorm e-Work Login Dialog Box

5. The Metastorm e-Work main page opens.
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You now have access to the ePRES system and can begin processing payment requests. Although specific
capabilities of ePRES are dependent upon user role assignments, navigational and workflow features of e-Work
are consistent among all roles. Refer to Figure 2-6 for an overview of the navigation and workflow environ-
ment in Metastorm e-Work.

Displays a list of forms
and workflow items
dependent upon Toolbar
selection (e.g., To Do
List, Watch List, Blank
Forms, or Administration
Forms)

To Do List - Displays
payment requests
requiring user action

Watch List - Displays Blank Forms - Provides Administration Forms - Provides all
the progress of payment  requestor access to the users with access to ePRES Payee

requests / MRPBS100 form Maintenance Form
sl 3 s

Fo A i

e-Work Server Logout <«———

e-Work Server Login <———

(&)

H =) e-vork Server
Forms

<
<

EPagelufZ
| Action |

APHIS Proc Reg

APHIS Registration

APHIS Registration
DEF
Email
EworkWorkbench
Flag Test
ICDocTrackl
ITForum
JumpTest
MRPES100
Mail Mergs

Employee E_Work
Reqgistration
Employee eWork
: Registration
eluth Registration
First action
First action
WS Test
Start Folder
Leg in Document
Registration Form
First action
Request
Create Letter

Apply for access to Internal process

Apply for access to Internal process

Log-in an IC Document Tracking Record
IT Forum 2004 Registration

e-Payment Request Entry System (ePRES)

Figure 2-6: Metastorm e-Work Main Page Showing Navigation and Workflow Options

The following chapters provide detailed information about individual user role capabilities in ePRES.
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Chapter 3
Initiating Payment Requests in ePRES

n the ePRES system, payment requests are initiated by Requestors who access the
MRPBS100 form via the Blank Forms list on the Metastorm e-Work main page. Once
the MRPBS100 form is submitted for approval, Requestors can monitor the progress of the
request via the e-Work Watch List. In addition, Requestors can easily edit payment requests
returned for correction using the To Do List. This chapter provides detailed information

about:

*  Accessing and completing the MRPBS100 form
*  Monitoring the progress of payment requests

»  Editing returned payment requests

3.1 Accessing and Completing the MRPBS100 Form in ePRES

/ If you are a first-time Requestor, you cannot complete the MRPBS 100 form until you have entered payee
information into the system. Refer to Chapter 6 for information about adding payee address, payee
account, and bank information in ePRES.

1.  Once you have logged into Metastorm e-Work, click on MRPBS100 under Blank Forms (see Figure
3-1). Refer to Chapter 2 for instructions about logging into e-Work.

mﬁpagelof2
Process a

=8| =-work Server ADTRAVELZO2 Complete Travel
Forms : Requst H

APHIS Proc Reg Emﬂ;\;{;sﬂ;?ﬂork Apply for access to Internal process

3 W
APHIS Registration : Employee eWork H Apply for access to Internal process

Registration

APHIS Registration | eAuth Registration
DEP First action :
Email First action
EworkWarkbench WS Test
Flag Test Start Folder :
ICDocTrackl { Login Document Log-in an IC Document Tracking Record
ITForum i Registration Form IT Forum 2004 Registration
JumpTest First action :
Mail Merge db i Create Letter !
ap H First action i 52

Figure 3-1: Metastorm e-Work Applications Main Page Showing MRPBS100 Form
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2. When the ePRES Treasury Payment Worksheet opens, select payment method by clicking on the
appropriate radio dial option for Draft or Wire (see Figure 3-2).

/ When you select the Wire option, blank data fields appear for the bank payment information and
automatically pre-fill once you select the payee (refer to Figure 3-2).

e 7 — | — —

Figure 3-2: ePRES Treasury Payment Worksheet

3. Select the appropriate processing option from the dropdown menu. You have two processing choices:

= Standard PMT — Foreign Currency — a payment in foreign currency
= Convert US to Foreign Currency — a payment converted from US dollars to foreign currency

/ Not all countries can receive both types of payments. Please check with an FMD Minneapolis
representative to verify what payment type is available in your country’s currency.

4. Select country from the dropdown menu. When you select country, the office site address and
currency type cells automatically pre-fill.

5. Click on Lookup Payee to open the payee selection page (see Figure 3-3). You can locate payee
information by typing an individual’s first or last name in the Search For cell and clicking on the
Last Name Search button. In addition, you can scroll through the names using the navigation arrows
located at the top of the list.
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Initiating Payment Requests in ePRES

4
[AMERICAN CONSULATE
T-Pmt00259 M Standard Pmt - Foreign Currency = ||[Mesico  -[[[Peso

ind Payee
Search For

Last Mame Seamhl Cancel I Edit Papees |

Click to select payee
L EIEIETY
Addess  Addess  County
AGUSTIN PEREZ ADDRESS1 ADDRESS 2
ALBERTO GONZALEZ ADDRESS MEXICO
ALEJANDRO DE LOS RID ADDRESS1 MEXICO
ALEJANDRD GOMEZL ADDRESS1 MEXICO
ALEJANDRO PEREZ k ADDRESS1 MEXICO
ALEJANDRO SANCHEZ ADDRESS1 MEXICO
AMDRES MORAM ADDRESS MEXICO
AQUACOOLER ADDRESS SOUTH AFRICA
ARBOREA BUSINESS ADDRESS SOUTH AFRICA
ARNULFD CASTRO ADDRESS MEXICO
ARNULFD PEREZ ADDRESS1 MEXICO
AUTO COUNTRY ADDRESS1 MEXICO
AUTOD WORLD ADDRESS1 MEXICO
AUTO ZONE ADDRESS MEXICO
AUTOMOVILES ADDRESS MEXICO
AUTOS REYMDSA ADDRESS MEXICO
|BRAULID TOREZ ADDRESS MEXICO
| ERODK BABYLONIA ADDRESS MEXICO
BYMISA ADDRESS MEXICO
CANDIDO LOPEZ ADDRESS MEXICO
I

Figure 3-3: ePRES Payee Selection Page

6. Once you have located the correct payee, click once on the name and the ePRES Treasury Payment
Worksheet will automatically pre-fill with the payee information.

@ brior to completing the Payment Reference and Detail Accounting Information sections,
refer to Appendix A for information about character restrictions in data entry. Character
restrictions are based on limitations of wire transfer communication systems. Essentially,
any invalid characters or string of characters will send the payment request to repair. You
must remove the invalid character or string of characters for successful processing of your
payment request.

7. Complete the Payment Reference cell. This information is specific to the payment reference supplied
to the payee who uses it as a cross-reference upon receipt of the payment.

8. Enter the payment total into the PMT Total cell.
9. The Detail Accounting Information section requires the following data for each line item:
* BFY — budget fiscal year in two-digit form (e.g., 04, 05, 06)

* Program Code — a nine-digit numeric or alphanumeric value that specifies what account should be
charged with the expenditure

APHIS ePRES Users Guide 11
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* Object Code — a four-digit numeric budget object code that is used to identify spending by

classifying the object into government-defined categories (i.e., supplies, travel, salary, services,
etc.)

* Amount — line expense amount

* Description — a statement describing the specific items associated with the budget object code

(i.e., books, copying service, etc.) that is entered into the financial system and appears on the
accounting reports

10. When you have completed entering a row of data, click the Insert key to add an additional row of
information on the ePRES Treasury Payment Worksheet. You can insert as many rows of data as are
necessary for the payment request.

/ To delete a row of information, click once on any cell in the row, hold down the Control <Ctrl> key
and press the Delete <Del> key to remove the information from the list.

11. Once you have completed the Detail Accounting Information section, add any necessary comments
under Requestor Remarks, select the appropriate Approver from the approver dropdown menu list, and
select the Date Prepared from the popup calendar (see Figure 3-4).

Requestor remarks. KCPmtRequestor
KCPmtApprover J
I |

M[«] september 2005 [v]W]
Requestor Remarks Mon Tue Wed Thu Fri Sat Sun
- allows requestors e
5 6 7 8 8 10 1
to add any remarks 12013 14 18 18 17 18
o 19 20 21 22 23 24 25
specific to the payment a3 EEE
request

Date Prepared Popup
Calendar - allows
Requestors to select
the date that a payment
request is created

Route to Approver Dropdown

Menu - allows Requestors to select
appropriate approver for payment
request

Figure 3-4: Detail of Final Sections of ePRES Treasury Payment Worksheet

12. Click once on the green submit arrow located at the bottom of the page.
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Initiating Payment Requests in ePRES

/ If you have entered a payment amount that does not match the Calculated Total Amt, you will
receive a Microsoft error message informing you that the amount entered must match the system-
calculated amount. Verify the payment amount entered and make any necessary corrections to
the payment worksheet. Click on the green submit arrow.

13. The complete ePRES Treasury Payment Worksheet opens (see Figure 3-5). You have four processing
options located at the bottom of the window:

+ Edit Request — allows you to return to the original worksheet and make any necessary changes to
the payment request

+ Submit for Approval — allows you to submit the final worksheet for approval

+ Add Attachment — allows you to add any electronic documentation required for the payment

+ Add Comment — allows you to add any additional comments required for payment approval

¥ Payment Request " Attachments :
»

MX060287
Mo office site available

T-Pmt00287 [ » o Standard Pmt - Foreign Currency = ||[Mexico ]|

001122334455667788
ALEERTO GONZALEZ MORELOS ESQ CON CUPATITZID COL

WMEXICO

[sA| BNMXMXMM
Invoice #123

LEIEIEIN

523410030 2.500.00|Bocks
523410030 2.500.00 Copying Services
523410030 5.000.00|Travel

-

Please process ASAP. Thanks.

Figure 3-5: Complete ePRES Treasury Payment Worksheet

14. If you determine the payment request requires any changes to the information, click Edit Request to
open the editable worksheet and make necessary corrections. Click the green submit arrow.

15.  Prior to submitting the payment request for approval, use the Add Attachment and Add Comment
options to attach necessary documentation and comments to the payment worksheet. Refer to the fol-

lowing sections for information about adding attachments and comments to the payment request.

16. Once you complete the ePRES Treasury Payment Worksheet, click Submit for Approval.

APHIS ePRES Users Guide 13
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3.1.1 Adding Attachments to ePRES Treasury Payment Worksheets

To add an attachment

1. Click once on the Add Attachment option to open the attachment page (see Figure 3-6).

Add Open Delete
Attachment Attachment Attachment

Figure 3-6: ePRES Treasury Payment Worksheet Add Attachment Window Showing Toolbar Options

2. Click on 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 3-7).

Look in: I@Machmems j = ok B3

‘Attachment 1.doc
I-_E. Attachment 2.doc

Desktop

My Documents

.

-
My Networlc File name: Iﬁﬂachment 1.doc j
Places

Files of - Al Files ")

Figure 3-7: Choose File Window Showing Attachment File on Hard Drive
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Initiating Payment Requests in ePRES

4.  When the browse window appears with the file name showing, click on the green submit arrow to
attach the file (see Figure 3-8).

3 Select Attachment - Microsoft Internet Explorer

IH:‘-.Aﬂachments‘-..-’-‘machment1_d|:u: | Browse.. |
L&)

Figure 3-8: Browse Window Showing Attachment File

5. The attachment page shows the attached file. To add more attachments, simply click on the plus sign
and follow the previous steps.

6. To delete any attachments, select the document and click on the delete button located on the
attachment page (refer to Figure 3-6).

3.1.2 Adding Comments to ePRES Treasury Payment Worksheets

To add a comment

1. Click once on Add Comment to open the comment page (see Figure 3-9).

Add comments.

Figure 3-9: ePRES Treasury Payment Worksheet Add Comment Window

2. Type appropriate notes in the comment box and click on the green submit arrow to attach the
comments to the payment request.

3. Once you have completed the request, click on Submit for Approval to send the payment request to
the Approver.

The following section discusses monitoring the progress of payment requests and editing returned payment
requests in ePRES.

APHIS ePRES Users Guide 15
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3.2 Monitoring and Editing Payment Requests in ePRES

The ePRES system allows you to monitor the progress of your payment request using the Watch List.

When the payment request is in the process of being verified for its accuracy and completeness by the
Approver, the stage column shows Approver and the message states Submit for Approval (see Figure 3-10).

O O O O O O O T O O O A O O A R AT O T O | e-Work®

ﬁ ﬁ Page 10 of 10
Folder a Subject Updated Stage |Priority| Deadline Message
= e-Work Server . MX1060277 ALEIANDRO DE LOS RIO  4/6/2006 :
!l MRPES 100 T-Pmt00277 e Ty M e 05:37 Approver 9 Submit for Approval

Figure 3-10: e-Work Watch List Showing Submit for Approval Status

/ If the Approver denies the payment request, the Requestor receives an email stating the request has

been denied and the payment request is automatically removed from the ePRES system.

Once the approval process is complete, the Watch List will indicate the payment request is being processed.
The stage column shows Processor and the message states Please process. Payment Approved (see Figure 3-11).

W

e N e N N N N N TN T N RN NN NN Ry e-Work?®

ﬁ [ @ Page 10 of 10

al e-Waork Server _ 1X1060277 ALEJANDRC DE LOS RIC 4/6/2006 H
!l MRPES 100 Wire Payment Request : 05:37
MX060284 AGUSTIN PEREZ Wire 4/12/2006

Approver g Submit for Approval

Please process. Payment
Payment Reguest 11:04 approved

Processor

Figure 3-11: e-Work Watch List Showing Approved Payment Request

When the payment request has been processed and submitted to the Treasury for payment, the Watch List
indicates that the payment request process is complete. The stage column shows Reconcile and the Message
column states File Sent or Transmission and FFIS.
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Initiating Payment Requests in ePRES

If a payment request is returned to you for correction or additional information, you will receive an email
informing you about the returned payment request. The payment request will appear on your To Do List and
the message column states Return for Correction (see Figure 3-12).

R R R
R R R R R R R
e
I I I

m

MXIDGUEDD AGL}iSe:LI\;;AMOS F’a\frl'\entE 12{2.;22%05 Request Edit Request

: MXZUEUZ;ESVaEiﬁ?;IeNqS!:;EZ Dra.ft 3!?-}‘{%[;06 Request Request
MXlD6027PSE‘)(\I_I_HE;|”AtN£ePagezEREZ Wire 4.#?6':200206 Request Request
qusuzg:v?ﬂi%?ggqsggﬂ T 4!:;:21‘:(2)206 Return for Correction

# T-Pmt00284

Figure 3-12: e-Work To Do List Showing Returned Payment Request

To access the returned payment request

1. Click once on the payment request in the To Do List to open the payment request processing window.
The Comments tab is automatically preselected allowing you to view instructions from the Approver
for updating the request (see Figure 3-13).

2. Inaddition to viewing comments, tabs at the top of the window enable you to view the payment
request and attachments (see Figure 3-14).

/ These tabs only allow you to view these pages; you must use the options at the bottom of the window
to make any necessary corrections to the payment request.

ayment Request ;| Attachments

4/17/2006 11:57:00 AM - marie - Add Comment
Please process as soon as possible. Thanks, Requestor

4/17/2006 11:58:55 AM - dave - Return for Correction
Please attach document. Thanks, Approver.

Figure 3-13: ePRES Returned Payment Request Processing Window
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Cumments‘: ayment Request - Attachments

MX060285
Mo office site available

T-Pm00285 Standard Pmt - Foreign Cunency - [|[Mexico _{[Peso0 |

001122334455667788

BANCO NACIONAL DE MEXICO

ALEERTD GONZALEZ MORELDS ESQ CON CUPATITZIO COL
—

ADDRESS
MEXICO

Invoice #123

Attachment 1.doc
10.000.00
LIEIEICY

523410030
523410030
523410030

Comments & Payment Reque:

Please process ASAP. Thanks.

Payment Request Attachments

Figure 3-14: Tab Options and Window Views Available to Requestors from the Payment Request Processing Window

3. Six payment request processing options are located at the bottom of the window (see Figure 3-15).

/ Refer to Sections 3.1.1 and 3.1.2 for information about adding attachments and comments to your
payment request.

4. If the original payment worksheet requires any changes, click Edit Request to open the editable ePRES
Treasury Payment Worksheet.
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b P — A e o e e Y A e
- Po o g 6o A B e _d i e T e e T Ay, L S TS

R e d -~ . - - e
[ : l

o

Opens an Sends the Attaches Attaches Sends payment Sends payment
editable updated payment documents comments request to a request to a
ePRES request to the required for from the different Requestor different Approver
Treasury Approver payment Requestor for processing for processing
Payment approval to the
Worksheet payment

request

Figure 3-15: Processing Options Located at the Bottom of the Requestor Payment Request Processing Window

5. Make necessary changes to the payment request and click on the green submit arrow to return to the
payment request processing window.

6. Click on Submit for Approval to send it to the Approver.

7. Once the payment request process is complete, the Watch List will indicate the file has been sent to
FFIS for release of the payment.

Refer to the following sections if you want to reassign the payment request to a different Requestor or
Approver.

3.2.1 Reassigning Payment Requests to a Different Requestor in ePRES

To reassign the payment request to a different Requestor

1. Click Reassign Requestor at the bottom of the payment request processing window (refer to Figure 3-
15).

2. When the Reassign Requestor window opens, select the new Requestor from the dropdown menu (see
Figure 3-16).

3. Once you click the green submit arrow, a window showing the payment request opens. Click the red
cancel square to close the window.

4. The payment request is sent to the new Requestor.
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KCPtFiequestor -

Alejandio Hemandez
g

\
enazar
geavala
itripp
losaenz
mgurrala
WCOromInas

Figure 3-16: Reassign Requestor Window Showing Dropdown List of Requestor Names

3.2.2 Reassigning Payment Requests to a Different Approver in ePRES

To reassign the payment request to a different Approver
1. Click Reassign Approver at the bottom of the payment request processing window.

2. When the Reassign Approver window opens, select the new Approver from the dropdown menu (see
Figure 3-17). Click the green submit arrow.

KCPmiApprover -
KCPmt&ppraver
L 5uia Blanco |

dave

mullen

Figure 3-17: Reassign Approver Window Showing Dropdown List of Approver Names

3. When you return to the payment request processing window, click Submit for Approval to
send the payment request to the new Approver.

4. The payment request is sent to the newly assigned Approver.
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Approver Payment Request Processing
Options in ePRES

he payment request approval process is managed by Payment Approvers in the ePRES

system. Approvers access the payment request via their To Do List on the Metastorm e-
Work main page. Although Approvers cannot alter the MRPBS100 form, they have the ability
to verify the accuracy of the request, review all attachments required for the payment, return
incomplete payment requests to Requestors for additional information, and deny payment
requests.

In addition, the Approver can reassign payment requests to different Requestors and
Approvers. Once the approval process is complete, the payment request is submitted to

the Payment Processor who releases the request to the Treasury for payment. This chapter
provides detailed information about:

*  Accessing and approving the completed MRPBS100 form
*  Denying payment requests
*  Returning incomplete payment requests

*  Reassigning payment requests to different Requestors and Approvers

4.1 Accessing Payment Requests and Overview of the Approver Processing
Window in ePRES

1. Once you have logged into Metastorm e-Work, click on your To Do List to access the ePRES Treasury
Payment request (see Figure 4-1). Refer to Chapter 2 for instructions about logging into e-Work.

>
METASTORM®
e-Work®
DEDE E
qusiaied ) Caac erariy pexiine
=] &-Wark Server E— : MX1060258 ALEJANDRG GOMEZ Wire 2 2 2006 pprover Subrmit for Approval
| MRPES 100 Payment Request 11:31 A H -

MXSDEDZE ALBERTO GONZALEZ Wire | 2/14/2006

T-Pmto0z67 e Mt e Approver Submit for Approval

MXIDEDZ 1 ALBERTO GONZALEZ Draft: 3/31/2006
Payment Request 14:53

MX1060277 ALEJANDRO DE LOS RIC | 4/6/2006
re Payment Request Approver

g Wi \ - 05:37 er H Submit for Approval “

T-2mtn0271 | Approver Submit for Approval

w W W w

T-PmMt0027

Figure 4-1: Approver To Do List Showing Newly Submitted Payment Request

2. Click once on the ePRES Treasury Payment request to open the processing window.
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3. When the processing window opens, the Comments tab at the top of the window is automatically
selected (see Figure 4-2). This allows you to read any comments from the Requestor.

” Comments : Payment Request ;. Attachments :

Audit Trail

14/17/2006 11:57:00 AM - marie - Add Comment
|Please process as soon as possible. Thanks, Requestor

14/17/2006 11:58:55 AM - dave - Return for Correction
IPlease attach document. Thanks, Approver.

Figure 4-2: Approver Payment Request Processing Window Showing Comments Tab

4. Three additional tabs located at the top of the processing window allow you to view the payment
request, view and download any attachments, and view the audit trail associated with the request (see

Figure 4-3).

5. Seven payment request processing options are located at the bottom of the window (see Figure 4-4).

Sends approved
payment request
to the Payment
Processor

Returns payment
request to Requestor
for further processing

Denies Attaches
request documents
and deletes  required for
payment payment
request

from the

ePRES

system

Attaches Sends payment Sends payment
comments request to a request to a

from the different Requestor  different Approver
Approver for processing for processing

to the

payment

request

Figure 4-4: Processing Options Located at the Bottom of the Approver Payment Request Processing Window
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#“Payment Request = Attachments :  Audit Trail :

[MX0E0285
[No office site available

T-Pmt00285 (i 2 Standard Pmt - Forsign Curenoy = [[Mesico ——— [JPesa |

eomments T v svmens wemues MO i vven

invoice 1123

LIEIEIE
523410030

06
06 523410030
06 523410030

Comments : Payment Request :  Attachments . Audit Trail

LDEEICD
Please process ASAP. Thanks

cld Attachment

mmmmmmmmmm Add Comment
Submit for Approval | marie ubmit for Approval
Retuin for Corection |dave Fetum for Conection

Submit far Approval | marie bt for Approval

Payment Request Attachments Audit Trail

Figure 4-3: Tab Options and Window Views Available to Approvers from the Payment Request Processing Window

The following sections provide information about using the Approve Request, Return for Correction,
Deny Request, Reassign Requestor, and Reassign Approver processing options.

/ Refer to Sections 3.1.1 and 3.1.2 for information about adding attachments and comments to your
payment request.
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4.2

4.3

4.4

Approving Payment Requests in ePRES

After you have accessed the ePRES Treasury Payment Worksheet from your To Do List, read any
comments from the Requestor and click on the Payment Request Tab to view and verify the accuracy
of the information provided on the request.

Click on the Attachments tab to view and verify the accuracy of all documentation associated with the
payment request.

Once you have completely reviewed the request and determined it is in good order, click Approve
Request.

The payment request is sent to the Payments Processor.

Denying Payment Requests in ePRES

After you have accessed the ePRES Treasury Payment Worksheet from your To Do List, read any
comments from the Requestor and click on the Payment Request tab to view and verify the accuracy of
the information provided on the request.

Click on the Attachments tab to view and verify the accuracy of all documentation associated with the
payment request.

If you determine the payment request is improper and should not be submitted to the Payments
Processor, click Deny Request.

When you deny a payment request, the ePRES system automatically removes the request from the
system and sends an email to the Requestor stating the request has been denied.

Returning Payment Requests to the Originator in ePRES

After you have accessed the ePRES Treasury Payment Worksheet from your To Do List, read any
comments from the Requestor and click on the Payment Request tab to view and verify the accuracy of
the information provided on the request.

Click on the Attachments tab to view and verify the accuracy of all documentation associated with the
payment request.

If you determine the payment request requires additional information from the Requestor, click Return
for Correction.

When the comment window opens, add necessary comments for the Requestor and click on the green
submit arrow (see Figure 4-5).

The payment request is returned to the Requestor for further processing.
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Please attach proper documentation. Thanks, Approver]

Figure 4-5: Comment Window for Approver Instructions When Returning a Payment Request for Correction

4.5 Reassigning Payment Requests to a Different Requestor or Approver
in ePRES

If the original Requestor is unavailable or the Approver is unable to review the payment request, the ePRES
system allows assigned Approvers to reassign payment requests to different Requestors and Approvers.

To reassign a payment request to a different Requestor
1. Click Reassign Requestor at the bottom of the processing window (refer to Figure 4-4).

2. When the Reassign Requestor window opens, select the new Requestor from the dropdown menu (see
Figure 4-5).

Alejandro Hemandez
iestor

Figure 4-5: Reassign Requestor Window Showing Dropdown Menu List of Requestor Names
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3. Click on the green submit arrow to return to the ePRES Treasury Payment Worksheet processing
window.

4. Click Return for Correction to send the payment request to the new Requestor.

To reassign a payment request to a different Approver
1. Click Reassign Approver at the bottom of the processing window (refer to Figure 4-4).

2. When the Reassign Approver window opens, select the new Approver from the dropdown menu (see
Figure 4-6).

Figure 4-6: Reassign Approver Window Showing Dropdown Menu List of Approver Names

3. Click on the green submit arrow.

4. When the attachment tab window opens, click on the red cancel square to close the window (see Figure
4-7).

Figure 4-7: Attachment Window that Opens Prior to Sending Payment Request to a New Approver

5. The payment request is sent to the new Approver.
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Final Processing of Payment Requests
in ePRES

he final step for payment request processing is managed by Payment Processors in
the ePRES system. Processors access the payment request via their 1o Do List on the
Metastorm e-Work main page. Processors cannot alter the MRPBS100 form, however, they

have the ability to verify the accuracy of the request, review all attachments required for the
payment, deny requests, and submit the request to the Treasury for payment. This chapter
provides detailed information about all Processor capabilities in ePRES including:

*  Accessing the approved MRPBS100 form

*  Denying payment requests

*  Submitting the request to the Treasury for payment

5.1 Accessing and Processing Payment Requests in ePRES

1. Once you have logged into Metastorm e-Work, click on your To Do List to access the ePRES Treasury

Payment request (see Figure 5-1). Refer to Chapter 2 for instructions about logging into e-Work.

A
P

@@Pagegofg

= e-work Server @

M| MRPES100

Figure 5-1: Processor To Do List Showing Approved Payment Request

2. Click once on the ePRES Treasury Payment request to open the processing window.
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3. When the processing window opens, the Comments tab at the top of the window is automatically
selected (see Figure 5-2). This allows you to read any comments from the Requestor and Approver.

Payment Request Intermediary Ban Attachments © Audit Trail *

2/2/2006 2:47:22 PM - dave - Return for Correction
Please attach required documents. Thanks, Approver

Figure 5-2: Processor Payment Request Processing Window Showing Comments Tab

4. Three of the four additional tabs located at the top of the processing window are functional and
allow you to view the payment request, view and download any attachments, and view the audit trail
associated with the request (see Figure 5-3). The Intermediary Bank tab is currently not a functional
tab in ePRES.

5. Seven payment request processing options are located at the bottom of the window (see Figure 5-4).

Releases Places the Removes Denies Attaches Attaches

the request payment the hold request and documents comments

for Treasury requestin a and allows removes the required for from the

payment temporary processing payment payment to Processor to
hold status of the request from the request the payment
for pro- payment the ePRES request
cessing request system

Figure 5-4: Processing Options Located at the Bottom of the Processor Payment Request Processing Window
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v

T-Pmt00285 { £ ] Standard Pmt - Foreign Cuniency _~ _ m

(LIEIEICN Comments ©  Payment Request ' Intermediary Bank ©  Attachments | " Audit Trail

06

Please process ASAP. Thanks. ubmit

Comments /* Payment Request = Intermediary Bank ' Attachments ' Audit Trail

Invoice #123

06 |523410030
06 |523410030 2100

MX060285
Mo office site available

001122334455667788 |

Comments - Payment Request : ' Intermediary Bank I-"' Attachments =  Audit Trail

ALBERTO GONZALEZ

ki

523410030

LI EIEIED

Add Attachmert
Add Comment
ubrit for Approval

o1 Appioval_|marie
Retum for Coneclion |dave etun for Correction
ubmit or Appioval | marie ubrit for Approval
Appiove request | dave lease process. Payment approved

ayment Request Attachments Audit Tra

Figure 5-3: Functional Tab Options and Window Views Available to Processors
from the Payment Request Processing Window

/ Please refer to Sections 3.1.1 and 3.1.2 for information about adding attachments and comments to the

payment request.

The following sections provide information about using the Deny, On Hold, Release Hold, and Submit to
Treasury processing options.
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5.2

5.3

54

Denying Payment Requests

If you determine the payment request is invalid and cannot be submitted to the Treasury, click Deny
Request (refer to Figure 5-4).

When the Comment window opens, add appropriate comments and click the green submit arrow.

When you deny a payment request, the ePRES system automatically removes the request from the
system and sends an email to the Requestor stating the request has been denied.

Placing a Payment Request on Hold and Releasing the Hold

If you need to suspend the processing status of a payment request, click On Hold (refer to Figure 5-4).

When the Comment window opens, add appropriate comments and click the green submit arrow. The
payment request is suspended in your To Do List until further processing.

To remove the hold placed on the payment request, click Release Hold (refer to Figure 5-4).

Once the payment is released, you can complete processing of the payment request.

Releasing Payment Requests to the Treasury

Once you have reviewed the payment request, click Submit to Treasury to release the request for
payment (refer to Figure 5-4).

After you transmit the payment request file and reconcile the account, the payment request process is
complete.
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Managing Payee Information in ePRES

he ePRES system enables all users including Payment Requestors, Payment Approvers,
and Payment Processors to easily manage payee address, payee account, and payee
bank information. Users can add and update this data via the ePRES Payee Address win-
dow. This chapter provides detailed information about:
* Accessing the ePRES Payee Address window
* Adding and editing payee address information

*  Adding and editing payee account information

*  Adding and editing payee bank information

6.1 Accessing the ePRES Payee Address Window for all Users

Payment Requestors, Approvers, and Processors can access the ePRES Payee Address window using the
ePRES Payee Maintenance process under Administration Forms on the e-Work main page.

To access the ePRES Payee Address window from Administration Forms
1. Log into Metastorm e-Work and click on Administration Forms in the toolbar.

2. Click once on ePRES Payee Maintenance (see Figure 6-1).

W@Pagelofl

Docket Admin : Docket Search
PDF Writer PDF Writer
PreDocket Admin Forms : Pre Docket Search

=8| e-work Server
Forms

Query Query by content Find folders by name, subject, originator and creation date
Query Query by history Find folders acted on by yourself or ancther user
Query Query by status Find folders by process, stage and priority

RPMS Admin FRA Search H

Testlist
WorkingHistory

Test
Test

hange eWork User Email
Address :
Change eWork User
Fassword
—

eWork User Mgmt

eWork User Mgmt

Figure 6-1: e-Work Administration Forms Showing ePRES Payee Maintenance Process
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3. The ePRES Payee Address window opens (see Figure 6-2)

cPayment Request Entry System

APHIS.
& Payee Address

Enter and matitatn Payee addvess baformatton

Search for
Last Name Search / Reresh | Edit Payee Account Info | Edt Payee Bark Info_|
Name Address Address Country Office Ni_ Conlact Name Phone Ni DiaftOny =
5GUSTIN PEREZ 50D 2 [ |1 [NORMA MOREND & 5
AGUSTIN PEREZ ADDRESST ADDRESS 2 e 1 NORMA MOREND 525519971536 N
ALBERTO GONZALEZ ADDRESS MEXICO M1 NORMAMOREND 525518971536 N
ALBERTO GONZALEZ ADDRESS MEXICO MY 1 NORMAMOREND 525519971536 N
ALEJANDRODE LOSRID  ADDRESST MEXICO M1 LAURA BLANCD 5ZIIWAIBN0 N
ALEJANDRODELOSRID  ADDRESST MEXICO MY LAURA BLANCO 52333418310 N
ALEJANDRO BOMEZ ADDRESS1 MEXICO M1 Giabiigla Zavala 011526555204508 N
ALEJANDRO BOMEZ ADDRESS1 MEXICO MY Giabiizla Zavala 011525555204509 N
ALEJANDRD PEREZ ADDRESS1 MEXICO Me 1 NORMAMOREND 525519971536 N
ALEJANDRO PEREZ ADDRESS1 MEXICO MY NORMAMOREND 525519971536 N
ALEJANDRD SANCHEZ ~ ADDRESS1 MEXICO [ GABRIELAZAVALA  52SEE204503 N
ALEJANDRO SANCHEZ ~ ADDRESST MEXICO MY GABRIELAZAVALA 529555204509 N
ANDRES MORAN ADDRESS MEXICO [ HILDA ADAME WEEOELS N
ANDRES MORAN ADDRESS MEXICO Me 1 HILDA ADAME 0065 N
AQUACOOLER ADDRESS SOUTH AFRICA oo FELICITY DAVIS ZF000 N =
< l _>l_I
Displays all payeas in the database which match the search criteria entered
IEIEIEICDPage 1011
Name Address Address Country Office i Contact Name Phane Ni Draft Only

Figure 6-2: ePRES Payee Address Window

6.2 Requestor Access to the ePRES Payee Address Window
Via the MRPBS100 Form

In addition to using Administration Forms (refer to Section 6.1), Requestors can access the ePRES Payee
Address window from the ePRES Treasury Payment Worksheet.

To access the ePRES Payee Address window from the ePRES Treasury Payment Worksheet

1. Click on Lookup Payee located at the top of the ePRES Treasury Payment Worksheet (see Figure

6-3).

Lookup Payed/{

Figure 6-3: Lookup Payee Option on ePRES Treasury Payment Worksheet
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2. When the Find Payee page opens, click on Edit Payees (see Figure 6-4).

W= [+ 1= [

IAGUSTIN PEREZ

IADDRESS1 IADDRESS 2
ADDRESS 2

MEXICO

MEXICO

MEXICO

MEXICO

MEXICO

MEXICO

MEXICD

MEXICO

MEXICO

MEXICO

MEXICO

MEXICO

AQUACOOLER

OUTH AFRICA

AQUACOOLER

OUTH AFRICA

ARBOREA BUSINESS

OUTH AFRICA

ARBOREA BUSINESS

OUTH AFRICA

ARNULFO CASTRO

HEEEEEEEEEEEEEEEEEE

MEXICO

ARNULFO CASTRO

MEXICO

Figure 6-4: Edit Payees Button on ePRES Find Payee Page

3. The ePRES Payee Address window opens (refer to Figure 6-2)

6.3 Working with the ePRES Payee Address Window

Six processing options that are accessed from the ePRES Payee Address window allow users to fully manage

payee information including:

* Add and edit Payee Address information
* Add and edit Payee Account information
* Add and edit Payee Bank information

The following sections discuss each payee maintenance processing option in detail.

6.3.1 Adding Payee Address Information

To add payee address information

1. Open the ePRES Payee Address window and click once on the Last Name Search/Refresh button to ac-

cess the Edit and Add options for Payee address information (see Figure 6-5).

2. Click once on Add to open the Add Payee Address Record.
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APHIS cPayment Request Entry System
& Payee Address
Lot Name Seaich /Fiefiesh | Edt | AN Edit Payee Account rfo | Edit Payee Bank Info_|
EDEDPage 10113 2
Addiess County ifice Nr_ Contact Name Phone Ni Drsit Only
[4DDRESS 2 S 5255 5

N PEREZ ADDRESS! ADDRESS 2 b1 NORMAMOREND 525513971535 N
ALBERTOGONZALEZ  ADDRESS MEXICO [ NORMAMOREND 50551371535 N
ALBERTOGONZALEZ  ADDRESS MEXICO M1 NORMAMOREND 50551371536 N
ALEJANDRODELOS RI0 ADDRESST MEXICO M1 LAURA BLANCO 533418310 N
ALEJANDRODELOS RAI0  ADDRESST MEXICO M1 LAURA BLANCO 533418310 N
ALEJANDRO GOMEZ ADDRESST MEXICO M 1 Gabriela Zavala 011525555204503 N
ALEJANDRO GOMEZ ADDRESST MEXICO M 1 Gabriela Zavala 011525555204503 N
ALEJANDRO PEREZ ADDRESST MEXICO M 1 MNORMA MOREND 526519971536 N
ALEJANDRO PEREZ ADDRESST MEXICO M 1 MNORMA MOREND 526519971538 N
ALEJANDRO SAMNCHEZ ADDRESST MEXICO M 1 GABRIELA ZAVALA 526656204509 N
ALEJANDRO SANCHEZ ADDRESST MEXICO MX 1 GABRIELA ZAVALA 525555204509 N
ANDRES MORAN ADDRESS MEXICO MX 1 HILDA ADAME 956 5500625 N
ANDRES MORAN ADDRESS MEXICD [ HILDA ADAME 90065 N &
4 | _»l_l

the database which match the sear
Address Address Courlry Office Ni Contact Nams Phone Nr Diaf Orly

4G REZ JsDDRESS1 S5 2 [M< |1 [NORMAMOREND = T
AGUSTIN PEREZ ADDRESST ADDRESS 2 MA 1 NORMA MOFEND 525519971536 N
AGUSTIN PEREZ ADDRESST ADDRESS 2 [ NORMA MOREND 528519971536
AGUSTIM PEREZ ADDRESST ADDRESS 2 M 1 NORMA MOREND 525519371536 N
ALBERTO GONZALEZ ADDRESS MEXICO M 1 NORMA MOREND 525519371536 N
ALBERTO GONZALEZ ADDRESS MEXICO M 1 NORMA MOREND 525519371538 N
ALBERTO GONZALEZ ADDRESS MEXICO M 1 NORMA MOREND 525519371538 N B
d | _»l“

Figure 6-5: ePRES Payee Address Window Showing Edit and Add Processing Options

3. Enter the payee name, address, country from the dropdown menu, office number from the dropdown
menu, contact name, phone number, and enter “N” in the draft only column (see Figure 6-6).

2N is the only data that should be entered in the draft only cell.

o |
Payes address record
MName Address Address Country  Office Nr - Contact Mame Phane Nr Draft Only
ASHLEE ANDERSON 125 SIERRA MEVADA MEXICO CITY M 2 ROBERT MOSES 45-4565122 I
-
(@

Figure 6-6: ePRES Add Payee Address Record

4. Click the green submit arrow located at the bottom of the window to add the new payee information.
You can cancel the payee address information and close the Add Payee Address Record by clicking on
the red square.

5. When you return to the ePRES Payee Address window, click the green submit arrow to confirm any
changes and close the window.

6.3.2 Editing Payee Address Information

To edit payee address information

1. Open the ePRES Payee Address window, enter the payee’s name in the Search For cell, and click once
on the Last Name Search/Refresh button to display the payee’s information (see Figure 6-7).

/ All payees that match the search criteria will be displayed.
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APMIS cPayment Request Entry System
& Pavee Address

Breer aondd matniatn Payes addvess information
Search for
[anderson Last Name Gearch / Refresh [ Edit 1] Add | Edt Payes Accaurt Infa | Edt Papes Bank Info|

[CIEIEIETIPage 1 of 1

Name Address Country Office Nr

ASHLEE ANDERSON
ASHLEE ANDERSON

MEAICOOITY M 2

Contact Mame Draft Only

ROBERT MOSES

Di: wveer i1 the database which match the search eriteria entered

CIEIEICIPage10f 1

Address

Address County Office Ni
Cl
b

MEXICO CITY
MEXICO CITY
MEXICO CITY

il D
125 SIERRA NEVADA
125 SIERRA NEVADA
125 SIERRA NEVADA

ASHLE
ASHLEE ANDERSON
ASHLEE ANDERSON

2
M

MX 2

Contact Name:

Phone Ni
45 2
454565122

Dt Orly

ROBERT MOSES
ROBERT MOSES
ROBERT MOSES

454565122
45-4565122

>

Figure 6-7: ePRES Payee Address Window Displaying Selected Payee Information

2. After the payee information is displayed, click once on
Address Record window (see Figure 6-8).

Edit to open the ePRES Maintain Payee

/ The Maintain Payee Address Record opens behind the ePRES Payee Address window. Hold
down the <Alt> key and press the <Tab> key to bring the editing window to the front.

Maintain Payee address record

MName Address Address Country Office Nr - Contact Mame Telephone Mr Draft Flag

ASHLEE AMDERSON 125 SIERR& MEVADA MEXICO CITY [ 2 ROBERT MOSES 45-4565122 N

ASHLEE AMDERSONM 1255 SIERRA MEVADA  MEXICO CITY 2 2 ROBERT MOSES 454565122 N

4 1]
- . |

Figure 6-8: ePRES Maintain Payee Address Record

3.
necessary changes to the address information.

The Maintain Payee Address Record is fully editable; locate the payee from the list and make any

/ If you need to delete a payee address record, contact an FMD representative for assistance.

4. Click on the green submit arrow located at the bottom of the window to confirm changes to the payee

address information. You can cancel the changes you made to the payee address information and close
the ePRES Maintain Payee Address Record window by clicking on the red square.

changes and close the window.

When you return to the ePRES Payee Address window, click the green submit arrow to confirm any
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6.3.3 Adding Payee Account Information

1o add payee account information

1. Open the ePRES Payee Address window and click once on the Edit Payee Account Info button (see
Figure 6-9).

APMIS  cPayment Request Entry System
& Pavee Address

Edit Payee Accouny(rfo]|  Edé Payes Bark Infa |

IEIEIEIEDPage10f13 =
Name Address Countiy Office Nr_ Cantact Hame Dralt Only
AU E s MO REND N
AGUSTIN PEREZ ADDRESST ADDRESS 2 M3 1 NORMA MOREND 525519371536 N
ALBERTO GONZALEZ ADDRESS MEXICO Mz 1 NORMA MOREND 525519971536 N
ALBERTO GONZALEZ ADDFESS MEXICO Mx 1 NORMAMOREND 525513971535 N
ALEJANDRODELOS IO ADDRESST MEXICO Mx 1 LAURA BLANCO 523336418310 N
ALEJANDRO DE LOS RID ADDRESST MEXICO M 1 LAURA BLANCO 523336418310 N
ALEJANDRO GOMEZ ADDRESST MEXICO M 1 Gabriela Zavala 011525555204509 N
ALEJANDRO GOMEZ ADDRES$1 MEXICO Mx 1 Giabrela Zavala 011525555204509 N
ALEJANDRO PEREZ ADDRESS1 MEXICO Mx 1 NORMAMOREND 529519971536 N
ALEJANDRO PEREZ ADDRESST MEXICO M 1 NORMA MOREND 5255193971536 N
ALEJANDRO SANCHEZ ~ ADDRESS MEXICO Mx 1 GABRIELAZAVALA 525555204503 N
ALEJANDRO SANCHEZ ~ ADDRESST MEXICO M3 1 GABRIELAZAVALA 529555204509 N
ANDRES MORAN ADDRESS MEXICO M3 1 HILDA ADAME 956 5500625 N
ANDRES MORAN ADDRESS MEXICO Mz 1 HILDA ADAME 956 5500625 N

| of

Address Courtry Office Ni_ Contact Name Phone Ni Diaft Oriy
| | |

stch the search critoria entered

[

Figure 6-9: Edit Payee Account Info Button on the ePRES Payee Address Window

2. When the ePRES Payee Bank Account Window opens, click once on the Name Search/Refresh button
to access the Edit and Add options for Payee address information (see Figure 6-10).

APHIS ePayment Request Entry System
& Pavee Bank Account

Enter and maiitain Payee bank account pyformation

Search For

Name Search / Refresh I Edit | Add M
T

EIEIEIEIIPage 1 of 7 -
Mame Account Nr Bank Code Address Status Branch Code Code Type
FRED JONES I T
¥ 5205205206520444444 brmEmzsmm refoima R 4338 Al
Eﬁgl.cllr;iﬂ ALDANA 111222333444555666 BHMxMA:MM INDEPENDEMCIA #174 R 4812 SA
AGUSTIM PEREZ 9990007 TTEEES55444 BCMAMXMM %f’é{EINSUF\GENTES SUR R SA
AGUSTIM PEREZ 121212121212121212 BHMEMXMM CHAPULTEPEC CALLE R 4444 SA
ALBERTO GONZALEZ  O01122334455667 788 BHMxMexib b MORELOS ESO CON R 183 54
CUPATITZIO COL CENT
ALEJANDRO PEREZ  111111111111111111 BHMx=Mexb b REFORMA 201, ES0 R 197 54
MONTES URALES
ALEJANDRODE LOS  2222222222202000  BHM=Met SERDAN 33 PTE. COL. R m SA
RID CENTRO
ALEJANDRO SANCHEZ 3333333333333 B Mo ot bt PSJ/—‘«D.A;,E’;;JBDHTE PONIENTE R bt SA =
o | _>I_I

Mote: An address record must be entered first in the Payee Addiess Information form. Once the
payee record iz entered and not marked as draft payment only, a bank record will be inserted in
this grid and awailable for madification.

A

Figure 6-10: ePRES Payee Bank Account Window Showing Edit and Add Processing Options

3. Click once on Add to open the ePRES Add Individual Payee Bank Account Record Window (see Figure
6-11).
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idual Payee bank account record

Payee Name [ - |

Account Mbr l |

4

Select appropriate bank code from table. Press insert button, then press green arrow at

baottom of scresn
=
nk. Mame Bank Code Branch Code Bank Code Type

"EDRD COROMADD |B

BANAMER CHAPULTEPEC CaLLE BN Mrbbb 4444
BN bbb 3637 Se

BAMAMER JOHMSON BLYD
BAMAMEX LO5 MOCHIS BHMxMibM 320 S =
| B

4]

Bank Code I Branch Code Bark Code Type I
Ingert |

Figure 6-11: ePRES Payee Bank Account Record Processing Window

4. Select the payee from the dropdown menu, enter the new account number, and select the appropriate
bank from the list. When you select the payee’s bank, the cells at the bottom of the window for bank

code, branch code, and bank code type automatically pre-fill (see Figure 6-12).

@ If the payee bank information does not appear in the list, click on the red square to
close the account information window and refer to Section 6.3.5 to add new payee bank
information. Once the new bank information has been added, you can update the payee

account information.

dual Payes bank account record.

=l

Payes Name IASHLEE ANDERSON

Account Nbr [347456089752

Select appropriate bawk cods from table. Press insert button, then press gresn arrow at

botiom of scresn.
CIEIEIEDPage 1 of 4 <
Bank Mame Address Bank Code Branch Code Bank Code Type
BAMAMEX AW BAY PEDRD CORONADD BNMxXMMM 797 54

#s

B

4444 54

3657 5s |

CHAPULTEPEC CALLE

0l

BANAMEX

B4 ]
BANAMEX LOS MOCHIS 320 SA =
4| | B
Bank Code [ENMRMREMM Branch Code [3657 Bark Code Type [54

Irsert k

EXNCHRE |

Figure 6-12: ePRES Payee Bank Record Processing Window Showing New Record

5. Click Insert to add the payee account record and click the green submit arrow to close the processing

window.
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6. Click the green submit arrow to close the ePRES Payee Bank Account Window and return to the ePRES
Payee Address window.

7. When you return to the ePRES Payee Address window, click the green submit arrow to confirm all
changes and close the window.

6.3.4 Editing Payee Account Information

To edit payee account information

1. Open the ePRES Payee Address window and click once on the Edit Payee Account Info button (see
Figure 6-13).

ePayment Reguest Enry System

APHIS
@ Pavee Address

&

in Payes a

Last Name Seaich / Refresh | B ey o] BB
[EIEIEIEWPage 10 13 =
A Country Ofice Nr Contact Name Dt Only
0D

ADDI

i
1 NORMA MOREND N
ALBERTO GONZALEZ ADDRESS MEXIDD Mx 1 NORMAMOREND 525513971536 N
ALBERTO GONZALEZ ADDRESS MEXICO [CE NORMAMOREND 525513971536 N
ALEJANDRO DELDS RID ADDRESS1 MEXIDD Mx1 LAURA BLANCO 52336418710 N
ALEJANDRO DELDS RID ADDRESS1 MEXIDD Mx 1 LAURA BLANCD S233AIETI0 N
ALEJANDRO GOMEZ ADDRESS1 MEXICD Mx 1 vala 011525555204508 N
ALEJANDRO GOMEZ ADDRESS1 MEXIDD M1 vala 011525555204509 N
ALEJANDRO PEREZ ADDRESST MEXIDD M1 NORMAMOREND 525513971536 N
ALEJANDRO PEREZ ADDRESS1 MEXICD Mx 1 NORMAMOREND 525519971536 N
ALEJANDRO SANCHEZ  ADDRESS1 MEXIDD [CE GABRIELAZAVALA 25685204509 N
ALEJANDRO SANCHEZ — ADDRESS1 MEXICD [CE GOBRIELAZAVALA 525555204509 N
ANDRES MORAN ADDRESS MEXICD M1 HILDA ADAME WEIEESE N
ANDRES MORAN ADDRESS MEXICD M1 HILDA ADAME 9IS N B
Cll | _>l_|

Counlyy Difice Nr_ Cortact Name Phane N1 Dralt Orly

Figure 6-13: Edit Payee Account Info Button on the ePRES Payee Address Window

2. When the ePRES Payee Bank Account window opens, enter the payee’s name in the Search For cell;
click once on the Name Search/Refresh button to display the payee’s information (see Figure 6-14).

/ All payees that match the search criteria will be displayed.

APHIS ¢Payment Request Entry System
& Payee Bank Account

information

[Anderson Name Search /Fefresh | Edt Add
(LI EIEICIIPage 1 of 1

Name Account Nr

Address

Bank Code Stats  BranchCode  Code Type

Note: An addiess record must be entered fst in the Payes Addiess Infomation form. Once the
payes recoid i entered and not marked as draft payment only. a bark record il be inserted in
this grid and avalable for modiication

(] [ ]

Figure 6-14: ePRES Payee Bank Account Window Displaying Selected Payee Information

38 APHIS ePRES Users Guide



Managing Payee Information in ePRES

3. After the payee information is displayed, click once on Edit to open the Select Payee Bank Account
Record to Modify window (see Figure 6-15).

Select Payee bank account record to modifi

EIEIEIEINPage 1 0f
Mame Aot Mr Bank Code Bank Address Branch Code  Bank Code Type Status

4SHLEE AMDERSON 247456 N

ASHLEE AMDERSON 247456089752 BIMPAMe M JOHMEON BLVD 3657 SA &

Figure 6-15: ePRES Payee Bank Account Record Modification Window

4. Click once on the payee’s name to open the expanded account modification window (see Figure 6-16).

Select Payes bank account record to modifi b

CIEIEIEDIPage 101

Eank Code Bank Addiess EranchCode  Bank Code Type Status
BI: 1G] [JOHNSON BLYD 3697 54
BMMMhM JOHMSOM BLYD 3697 S& A

Branch Code Bank Code Type j

*¢ PEDRO CORONADO

CHAPULTEPEC CALLE BMMRMEMB 4444 SA

BANAMER JOHNSON BLYD BMMRMEMB 3697 SA

BANAMER LOS MOCHIS BMMRMEMB 320 SA =
| B

Verifi and correct account number as needed below. Click Update to save modified record

Payse Name [ASHLEE ANDERSON

Payee Acct Ni | 247456083752
Acct Status [

Bank Address [JOHNSON BLYD:

Bark Code [BMMXMXMM
Eranch Code |3697
Bank Code Type |54 Update

- - e |

Figure 6-16: Expanded ePRES Payee Bank Account Record Modification Window

5. Verify the payee bank account record to be modified is highlighted in the top list. If the payee is not
selected, scroll to the appropriate payee and click once on the row to select it.

6. Under the Select Payee bank account section, locate the payee’s new bank information and click once
on the row to select it.

7. In the final section, verify the payee’s information and make any necessary changes to the payee’s
account number.

8. Click once on update to commit the changes to the payee’s account information and refresh the account
modification window.
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9. Verify all changes have been made to the payee’s account information and click on the green submit
arrow to close the processing window.

10. Click on the green submit arrow to close the ePRES Payee Bank Account window and return to the
ePRES Payee Address window.

11.  When you return to the ePRES Payee Address window, click the green submit arrow to confirm all
changes and close the processing window.

6.3.5 Adding Payee Bank Information

10 add payee bank information

1. Open the ePRES Payee Address window and click once on the Edit Payee Bank Info button (see Figure
6-17).

APHIS cPayment Request Entry System

E‘ Payee Address

Enter and mainiain Payse address in

Searchfor

Last Hame Search / Rsfresh Edil Payes Acoount Info | _Edit Payee Banifipio |
Mame Addess Addess Countyy Difice Nr Contact Name Phone Ni DraftOnly =]
[AGUSTIN PEREZ [ADDRESS [ADDRESS 2 NORM# MOREND 52551 3
AGUSTIN PEREZ ADDRESS1 ADDRESS 2 Mx 1 NORMAMOREND 525519971536 N
ALBERTO GONZALEZ ADDRESS MEXICO Mx 1 NORMAMOREND 526519571536 N
ALBERTO GONZALEZ ADDRESS MEXICO Mx 1 NORMAMOREND 526519971536 N
ALEJANDRO DELOSRIO  ADDRESST MEXICO Mx 1 LAURA BLANCD S233AIT0 N
ALEJANDRO DELOSRID  ADDRESS MEXICO e LAURA BLANCO 5Z33/AIBI0 M
ALEJANDRO GOMEZ ADDRESS1 MEXICO e 1 Gabriela Zavala 011525555204503 N
ALEJANDRO GOMEZ ADDRESS1 MEXICD X1 Giabrigla Zavala [11525555204503 M
ALEJANDRD PEREZ ADDRESS1 MEXICO Mx 1 MORMAMOREND 525519971536 N
ALEJANDRO FEREZ ADDRESS1 MEXICO Mx 1 NORMAMOREND 526519571536 N
ALEJANDRO GSNCHEZ — ADDRESST MEXICO Mx 1 GABRIELAZAVALA 526555204509 M
ALEJANDAO S4NCHEZ  ADDRESST MEXICO Mx 1 GABRIELAZAVALS 529555204509 N
ANDRES MORAN ADDRESS MEXICO X1 HILDA ADAME 9565500625 N
ANDRES MORAN ADDRESS MEXICO Mx 1 HILDA ADAME 9565U0EZS M
AQUACDDLER ADDRESS SOUTH AFRICA SFo1 FELICITY DAMIS 27124314000 M

i ool

we which match the search criteria entered

Name Address Address Courtry Office N Contact Name: Phare Mt Draft Only

&

Figure 6-17: Edit Payee Bank Info Button on the ePRES Payee Address Window

2. When the ePRES Payee Bank window opens, click once on the Name Search/Refresh button to access
the Edit and Add options for Payee bank information (see Figure 6-18).

3. Click once on Add to open the Add Payee Bank Information Window.

4. Enter the bank name, address, country code from dropdown menu, code type from dropdown menu,
and branch code information (see Figure 6-19).

5. Click the green submit arrow to add the new payee bank information and close the processing window.
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APHIS Payment Request Entry System

& Payee Bank

4

Enter and maintai pertinent payee bank iyormation

Saarch For

Bank Name Search / F\Elreshl Edit Add MJ

EIEDEIEIIPage 1 of 4 =l
Bank Mame Address Country Code  Code Type Bank Code Branch Code

BANAMEX MEXICO CITY b Sh ENbbA M 4444

BANAMEX JOHNSON BLYD MEXICD ik SA BNM=MAMM - 3657

BANAMEX LOS MOCHIS MEXICD [k SA BNMatxMM - 320

BANAMER MATAMORDS TAMALLIPAS i 54, BNMtAMM - 0146

BANAMEX MATAMORDS TAMALLIPAS [ SA BRMxtAM - 853

BANAMEX MONTERREY NL. MEXICO i SA ENM:tMM - 558

BANAMEX REYMNOSA TAMAULIPAS [ Sh ENb:bAMb - 0335

BANAMEX TLIUANA Bita CALIFORNLA b Sh ENbbAMM - 0135 =
BANAMEX TIUANA BC MEXICD ik SA BNM=MAMM - 0774

BANAMEX TIUANA CALLE HERMOSILLD [k SA BNMxMAMM - 6543

BANAMER ADDRESS LINE1 MEXICO CITY. DUF. i 54, BNMxMAMM - 4622

BANAMEX MOMTERREY WL, MEXICO [ SA BRM=MM - 0755

BANAMEX PASED DE L& REFORMA CUAHUTEMOC i SA BNkt 4330 o
Il;/II\IM.JES(' CILIM GE™ EhRA IATNA PACEN ME | A REFMRAA hi ar EhIbdschAhabd 4738 | >|—I LI

() (=] |

Figure 6-18: ePRES Payee Bank Window Showing Edit and Add Processing Options

Add Payee bank nformation

Bank Mame Address Address Country Code  Code Type Bank Code Branch Code
BANK OF MEXICO 1235 SIERR& MEVADA LANE  MEXICO CITY [ Sh bbb b 2

Figure 6-19: ePRES Add Payee Bank Information Window

6. Click the green submit arrow to close the ePRES Payee Bank window and return to the ePRES Payee
Address window.

7.  When you return to the ePRES Payee Address window, click the green submit arrow to confirm any
changes and close the processing window.

6.3.6 Editing Payee Bank Information

1o edit payee bank information

1. Open the ePRES Payee Address window and click once on the Edit Payee Bank Info button (see Figure
6-20).

2. When the ePRES Payee Bank window opens, type the bank’s name into the Search For cell and click
once on the Bank Name Search/Refresh button to display the bank’s information.

/ All banks that match the search criteria will be displayed.
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APHIS  <Pavment Request Entry System
@ Payee Address

Enter and matntain Payse

Search for

Last Name Search / Refresh Edit Payes Accourt Info | Edit Payee Banklnia
(LI EIEIEIPPage 10113 =
Name

Adddre: Country Office Ni Canta Draft Only

[AGLSTIN PEREZ
AGUSTIN PEREZ
ALBERTO GONZALEZ

B2f
B2G513371636

AODRESS

MEXICO M NORMA MOREWD

N
N
N
N

1
1

ALBERTO GONZALEZ ADDRESS MEXICO Me 1 NORMAMOREND 52551337153

ALEJANDRD DELOSFID ADDRESST MEXICO Me 1 LAURiA BLANCO 523336418310

ALEJANDRD DELOSFID ADDRESST MEXICO ME 1 LAURA BLANCO 523336418310 N

ALEJANDRD GOMEZ ADDRESS1 MEXICO ME 1 Gabiels Zavala 011525555204508 N

ALEJANDRD GOMEZ ADDRESS1 MEXICD ME 1 Gabrels Zavala 011525555204508 N

ALEJANDRO PEREZ ADDRESS1 MEXICO ME 1 NORMAMOREND 52551997153 N

ALEJANDRO PEREZ ADDRESS1 MEXICO ME 1 NORMAMOREND 52551997153 N

ALEJANDRO SANCHEZ ADDRESST MEXICO M 1 GABRIELA ZaNaLA 525555204509 N

ALEJANDRO SANCHEZ ADDRESST MEXICO M 1 GABRIELA ZaNaLA 525555204509 N

ANDRES MOR&N ADDRESS MEXICO M 1 HILDA ADAME 956 5500625 N

ANDRES MOR&N ADDRESS MEXICO MK 1 HILDA ADAME 956 5500625 N -
| | _»I_I
Displays all payees in the database which match the search criteria entered

Page 1of 1

Mame Address Address Countip Dffice Nr - Contact Name Phane Nr Draft Orly

[

Figure 6-20: Edit Payee Bank Info Button on the ePRES Payee Address Window

3. After the bank information is displayed, click once on Edit to open the Edit Payee Bank information
window (see Figure 6-21).

Edit Payee bank information
Bark Name Address Addiess Country Code Code Type Bank Code Branch Code
BAMK DF MEXICO 123 SAN PEDRD LANE MEXICO CITY b SA BNBM:xMM - 7EEE
BAMK OF MEXICO 1235 SIERRA NEVADA LANE MEXICO CITY (14 54 bbb 2

Figure 6-21: ePRES Edit Payee Bank Information Window

/ The Edit Payee bank information window opens behind the ePRES Payee bank window. Hold down
the <Alt> key and press the <Tab> key to bring the editing window to the front.

3. The Edit Payee bank information window is fully editable; simply click inside a cell to make any
necessary corrections.

/ To delete bank information, contact an FMD representative for assistance.

4. Once you have made corrections to the bank information, click on the green submit arrow to commit

the changes

and close the processing window.

5. Click on the green submit arrow to close the ePRES Payee Bank window and return to the ePRES
Payee Address window.

6. When you return to the ePRES Payee Address window, click the green submit arrow to confirm any

changes and

close the processing window.
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Appendix A

The following tables provide information about acceptable and illegal characters for transaction data entry.

Table I. Acceptable characters for payment request transaction data.

Character Type Character Example Rules for Use
Numerical Digits 0,1,2,3,4,5,6,7,8,9
Capital Letters A through Z
Lower Case Letters a through z
Blank space
Apostrophe \
Comma

Cannot be used as the first character

Flvphen ) of a line or field of data
Parentheses ( )
Period
Plus Sign +
Question Mark ?
Forward Slash /
Pound Sign # Can only tljr? ;lrs;eadcé/voizl:]taﬁt;?gk ID code
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Table Il. lllegal characters for payment request transaction data.

Illegal Character Type Illegal Character Example

Symbols @, $, o/0, A, &, */ ~, <, >

Exclamation Point !

Quotation Marks @ ”

Colon

Semicolon

Sequence of Characters AMI, LLLL, MAC, MMMM, NNNN, QTA, VVVV, YZYZ, ZCZC

String of Periods [ e
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