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Overview:

Welcome to the New Features Guide for ASAP.gov. This guide provides an overview to
you, the Payment Requestor, of new features available in ASAP.gov and general
information.

Getting Started:

* Browser Requirements/URL — Defines the browser requirements in order to use
ASAP.gov and the URL.
# Single Sign On — Users only have to enter their User ID and Password once.

Requirements to Run ASAP.gov

Follow the chart below to help you determine any upgrades required to access &
use ASAP.gov. To effectively use the chart, you should first determine your
computer’s operating system.

Your Current Configuration Upgrade Action Required

Windows 3.0 or 3.1 Upgrade to Windows 95, 98, 2000, or NT 4.0 —
or greater — with Internet Explorer 5.x or
Netscape 4.x browser — or greater (except
Netscape 6.x). Note: You may need

additional disk storage.

Windows 95, 98, 2000, XP, or NT 4.0 — or No Action Required.
greater — with Internet Explorer 5.x or
Netscape 4.x browser — or greater (except

Netscape 6.x.)

Internet Explorer 4.x or Netscape 3.x Upgrade to Internet Explorer 5.x or Netscape
4.x or 7.x browser — or greater (except

Netscape 6.x).

Netscape 6.x browser ASAP.gov does NOT support Netscape 6.x.
Upgrade to 7.x or use Internet Explorer 5.x — or

greater.

DOS Upgrade to Windows 95, 98, 2000, XP, or NT
4.0 — or greater — with Internet Explorer 5.x or
Netscape 4.x browser — or greater (except
Netscape 6.x.) Note: You may need additional

disk storage.
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Macintosh OS with Internet Explorer 5.x or
Netscape 4.x browser — or greater (except

Netscape 6.x).

No Action Required.

Linux OS with Internet Explorer 5.x or
Netscape 4.x browser — or greater (except

Netscape 6.x).

No Action Required.

Mozilla 4.x or 7.X Internet browser

No Action Required.

AOL Internet browser

ASAP.gov does NOT support AOL Internet
browser. Upgrade your browser to Internet
Explorer 5.x or Netscape 4.x — or greater

(except Netscape 6.x.)

Internet access not available

You will need an Internet Service Provider
(ISP), an Internet Explorer 5.x or Netscape 4.x
— or greater — browser (except Netscape 6.x),

and a modem.

Internet Explorer: For information about downloading the latest version, visit the
following website: http://www.microsoft.com/windows/ie/default.asp.

Netscape: For information about downloading the latest version, visit the
following website: http://channels.netscape.com/ns/browsers/default.jsp

General:

ASAP.gov Availability

ASAP.gov is available for the following transaction types during the following

hours:

Account/Authorizations
Batch: 24 hours a day

Online: 8:00 am — 9:00 pm ET Monday — Friday, excluding Federal holidays

Payments

Automated Clearing House (ACH) payments (next-day payments):
8:00 am — 11:59 pm ET Monday — Friday, excluding Federal holidays
Fedwire payments (same-day payments):

8:00 am — 5:45 pm ET Monday — Friday, excluding Federal holidays

New Features Guide
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Technical Tips

Problems Logging On

If you are experiencing problems logging onto ASAP.gov it may be due to one or
a combination of the following. For further assistance, please contact your
servicing RFC.

® The ASAP.gov application is unavailable at this time. Operating hours for
ASAP.gov are 8:00 am — 11:59 pm ET Monday —Friday except holidays.
The application may be available for inquiries and reports outside of these
hours.

# Your operating system or browser version may not support the ASAP.gov
application. Please see the “Requirements to Run ASAP.gov” below for
additional information.

Verify your Logon ID and password. The ASAP.gov Logon ID and password
are case sensitive (an upper case letter is different from a lower case letter).
If you haven’t been in ASAP.gov for a while, your password may need to be
reset call FRB CBAF (804) 697-8384.

Viewin

# ASAP.gov Internet is best viewed with a minimum of 800 by 600
resolution (pixels). Please consult your IT Department for assistance with
changing your screen settings.

+ ASAP.gov is compliant with Section 508 of the Rehabilitation Action (29
U.S.C. 794d). Users needing a 508 accessible website must use Internet
Explorer or Netscape 7.1 browsers.

# Starting April 2004, Certifying Officers must use Internet Explorer or
Netscape 7.1 browsers.

General Navigation Features:

® Homepage — Once signed on, users are presented with a multi-faceted
homepage with Messages and Notifications.

+ Do not use the browser’s (e.g., Internet Explorer or Netscape) Back and Forward
buttons to move from Step to Step within ASAP.gov. This will prompt a
navigation error, returning you to the step from which you came.

# Only click once on all the navigation buttons, icons, and links within ASAP.gov.

# Drop down menus — Drop down menus allow the user to navigate throughout the
site.

# 3to 4 Step Process — Each function within ASAP.gov has only a three (3) or four
(4) step process in order to complete.

® Find Feature — If a user has forgotten the specific ID of the Recipient or the
Federal Agency, they have available a find feature that will assist them in
searching for the specific ID they need in order to complete a transaction.
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® Paging — ASAP.gov has a paging feature in order to present data to more
efficiently and organized.

#+ Display Selection Criteria — Users will now be able to see exactly what was
entered in order to retrieve a specific set of data.

# Shopping Cart Feature — Users can create a “Shopping Cart” of Payment
Requests.

# Help — An interactive online guide will assist the user step by step through a
specific transaction.

# Linked Profiles — Whenever an account ID, Recipient ID, or Agency ID is
displayed, the user will be able to click on that particular ID and view the profile.

Initiate Payment Request:

* Manage Remittance Data — Users can add remittance data for each payment
request. In addition, users can divide up the specific payment request into
multiple remittance codes.

# Creating, Using, and Deleting Templates — Users can now create, modify, and
delete payment templates. This allows users to use the same template over and
over again for payment requests.

Payment Schedules:

* Create a Payment Schedule — Users can schedule a payment request for up to
one year in advance. In addition, users can also set recurring payment
schedules for weekly or monthly time frames.

* Modify Payment Schedule — Users can modify or delete previously created
payment schedules.

Inquiries and Reports:
#® Inquires — Users have immediate access to same day inquiries on their
transactions in a variety of downloadable formats.
# Reports — Users can access reports for all activity, up to and including the
previous business day, in a variety of downloadable formats.

Notifications:
# Users can retrieve notifications that are specifically created for them. Users canr
eceive emails directly from ASAP.gov.

This document only describes and explains the new features of ASAP.gov. ltis
assumed that the user has experience using a web-based application and is familiar
with the legacy ASAP System. Users also have access to online help at every step
of a specific transaction, which explains in detail what the user needs to do in order
to proceed to the next step and to complete the transaction.
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Logging On:

Single Sign On

7} ASAP._gov Login - Microsoft Internet Explorer

File  Edit “iew Favoritez Toolz Help |

I S | fi‘l‘@@@‘ = E

Back Fmand Stop Refrezh Home: Search  Favortes  History PFrint Edit Dizcusz  Messenger

i

Adress [#] -GETESMAGENTMAME=$SM$rSE SMMIKMyTN27RIS EME 3771VA oRS sKOZopplha’2byGa-tTARGE T -hitps: /qa ssap. gov/ASAPGov) | (@ Bo

‘ ASAP.gov

Automated Standard
Application for Payments - on
the ‘Web

Log On to ASAP.gov

User I [

Password :

[ Logon NN

Having Trouble Logging On?

ASAP General
Information

WARMNING: This iz an Official United States Government System, which may be used only for authorized purposes. Unauthorized modification of any information

stared on this systern may rezult in eriminal prosecution. The Government may monitor and audit the uzage of this systemn, and all persons are hereby notified that

the use of this system constitutes consent to such monitering and auditing. Unauthorized attempts to upload information or change information on this service are
stricthy prohibited and may be punishable under the Computer Fraud and Abuse Act of 1936 and the National Information Infrastructure Protection At

-

[

ASAP.gov offers users a single sign on page as shown above. The URL for
signing on is www.asap.gov. User IDs and passwords are assigned to users
upon enrollment. Remember, when logging in, the password IS CASE

SENSITIVE. After three (3) attempts with the incorrect password, you will have

to call the ASAP hotline in order to get your password reset (1-804-679-8384,
ASAP CBAF Help Desk), as ASAP.gov will lock your User ID.
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General Navigation:

Homepage
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HOME

Enrolirnents

User Name and

Organization

Homepage Messages

 Usar Documantation
m 30 Dnline authorizations swaiting certidication
4 Batefl authorizations with & 1olal of 63 authon zations
Application Drop- i o i
R i Broadcast Messages
Down Menus 40 nofifications abaiing revies 9

Broadcast msﬁagﬂs/

ASAP.GOV will be down for system maintenance from 11pm Thursday November 27 until
4am Friday, November 28

=l

When a user signs on to ASAP.gov, their user name and organization appears at
the top of the page. In addition, they will be presented with two (2) different types
of messages; Broadcast Messages and Homepage Messages, as displayed
above.

Broadcast Messages are general messages to all ASAP.gov users and are
displayed at the bottom of the Homepage. Announcement of a Federal holiday
or a scheduled system outage are examples of a Broadcast message.

Homepage Messages notify select users that items are awaiting their action and
are displayed as links. By clicking on the Homepage Message, the user is taken
to Step 1 of the pending action. Homepage Messages are different than
Broadcast Messages as they are only displayed to users qualified with certain
roles (i.e., Certifying Officer).
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Drop Down Menus
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down menu
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ASAP.gov allows the user to choose the transaction type they would like to
complete by using drop down menus. The drop down menus follow the user
throughout the application. Moving the cursor over a specific menu title activates
the pull down menu. Above is a typical pull down menu available for Payment
Requestor Organizations. A user only has to place the cursor on the desired
menu option and click once. Each user will only have access to those functions
for which they have been enrolled. For example, a Payment Requestor will not
have access to any of the Federal Agency options.

If a user is in the middle of a transaction (i.e., a Payment Request), choosing a
menu option will cancel that activity and take the user to Step 1 of the selected
menu option. For example, if a user is on step 3 of 4 of Initiate a Payment
Request and chooses Create Template from the above pull down menu, a pop-
up appears warning the user that they are about to cancel their specific
transaction. If the user clicks “ok”, then Initiate a Payment Request will be
cancelled. The exception to this is when the user chooses a menu option when
at a confirmation step (usually step 4....see the below section entitled “3 to 4 step
process” for more information).
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Three (3) or Four 4) Step Process
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Initiate Payment Request

Enrollmerds | Peayne Resuests

Step 1 of 4
Retrieve Accaunts

Eriar ona or moma of tha followeing

Recipent 0 m
acrregon [ o G

Accourd |0 (e padial |

e

Salact a Template : [—Hone— =

Spacify Payment Infarmalion
= Bawmand Fasest Tura | —Clalac— =l
S |a Inere

ASAP.gov is designed so that each function either has 3 or 4 steps. The last
step is always the confirmation step. For example, for the above transaction,
Step 1 is Retrieve Accounts, Step 2 is Enter Payment Transactions, Step 3 is
Review Payment Transactions, and Step 4 is Payment Transaction Confirmation.
Within ASAP.gov there are no more than 4 steps to complete any transaction,
although there may be substeps within a transaction.

New Features Guide Page 10 of 37 1/16/2004




ASAP.gov New Features Guide - Payment Requestors

Find
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Initiate Payment Regusst

Encollimneits | Payen Reauests
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Step 1 of 4 .
Retrieve Accourts FIND button assists the
user in identifying the
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Recipient [0 @ P
acrregon [ ] D
Aceourd 10 (e paial | i
O
Salact 3 Template ;| —More— =
Specily Payment Information
* Pawnnard Rasnest Tura - [—Calar— =l

<8 Find Recipient ID - Microsoft Internet Explorer

‘ ASAP.gov

U.S. Department of the Tressur ¥

Find Recipient ID

Enter one or more of the following:

Recipient Mame (or partial) I|

State :I—Ncme— vl

Drganization Type |—N0ne— LI
Enter Criteria and e
Click “Continue” to
Retrieve a List of i
Recipient IDs

While conducting a transaction, ASAP.gov allows the user to search, based upon
specific criteria, if they are unsure of the data to enter. For example, in the above
illustration, a find button is located next to Recipient ID and ALC/Region. If the
user does not know the Recipient ID, he/she can click “Find” and be presented
with a pop-up window, as displayed below, which assists in identifying the
Recipient ID. Once the user fills in the criteria and clicks “Continue”, they are
presented with a list of Recipient IDs matching the criteria. The user selects the
desired Recipient ID from the list and clicks “Apply”. The Recipient ID is
displayed in the Recipient ID field.
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‘OR PARTIAL’

When you don't know the exact ID (Recipient, Requestor, ALC/Region, on
Account), you can retrieve a list by using wildcard characters (% and )
preceding, in the middle of, or following the ID you are seeking. The ASAP.gov
partial search feature does not work with the Windows-based “*” wildcard.

Examples for use of percent (%): (Do not enter quotation marks, “ “, they are
used here for explanation only.)

Typing “%cat” into the Account ID field could result in “wildcat, bobcat,
and cat”

Typing “cat%” into the Account ID field could result in “catalog and cat”

Typing “%cat%” into the Account ID field could result in “wildcat, bobcat,
catalog, and cat”

Examples for use of underscore ():

Typing “ 234" into the Accounf ID field could result in “1234”
Typing “456_" into the Accounf ID field could result in “4567”
Typing “67_9” into the Accounf ID field could result in “6789”
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Paging

/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help

R S | é Q @ 4 S =
Back Fanxard Stop Fiefrezh Home Search  Fawvortes  Higtory Frint Edit Dizcuzz  Messenger
Address I@ hitps: #ft. azap.gov/ASAPGov/ j @Go
LT oTE LU I R ) S | L L) L L L) ) = ~
COMTROL ACCT TEST - o |
RAW OYSTER BAR FUND Ren ¥
COMTROL ACCT TEST - o |
SPINACH SUCKS LEGISLATION  =P®! ¥
CREATETEST REGULAR! Open | §0.005 |
CTRL1 Open | $0.00
CTRL1 - o |
CTRL1-A Ren ¥
CTRL1 - Onen |
CTRLI-B P §
CTRL1 - o |
CTRLI-C Ren ¥
CTRLI-KFG Open $0.00
CTRL1-KFG - o |
DETAIL ONE Ren ¥
Pages: 123
L coninue Yso conce L el o i e
4| |
&) [ |5 (4 Intemet
Pages of Information
Fages: 123 9

CID O O CIIIID

ASAP.gov uses a paging feature. If a user retrieves a listing of accounts, the
number of accounts may exceed what can fit on a single page within the

browser. Each page will display up to 20 account lines. In the above example,
there are 3 pages. Users will always know which page they are one by looking at
the display. In the above example, the user is at page one (in black) and page 2
and 3 are displayed as links. The user can click on the linked pages to be taken
to that page.
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Display Selection Criteria
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Initiate Payment Request

Step 2 of 4
Enter Payment Transactions

Dieplar Seectn bere—— | Link Shows Specific
Criteria Used in Step 1

Payment Request Type © Indsidual of the Transaction
Paymert Methad : ACH

Bank Relationship @ ACH#F
Reguested Settlernent Date © 110472003

¥our crilena maiched 55 account (=]
26 accounts ral shown because they are unavailabla far payment or dready selectad

i | =

£ | 5 | Intmrre

U.g. Department of the

w Payiment Requests Federalﬂ(enFum:(iuns sy el
Management Service
Initiate Payment Request

/X Initiate Payment Request - Microsoft Internet Explorer [_ O] -
PO p_u p BOX D|Sp | ays Initiate Payment Request Selection Criteria
Selection Criteria Recipient ID : 1140050
Agency Location Code / Agency Region Code: 55552222
=

Your criteria matched 55 account(s)
24 accounts not shown because they are unavailable for payment or already selected

Recipient : REC FOR FMS TESTING D {1140050)

al fuoncy PA F [}
1 »

In most cases, Step 1 of a transaction requests users to specify certain criteria in
order to conduct a transaction. On subsequent steps, users have the ability to
see what specific criteria they used in Step 1 by clicking the link “Display
Selection Criteria” (which is always located under the step number and the
description of the step as indicated above). Clicking this link will bring up a pop-
up box as shown in the example below.
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‘Shopping Cart’ Feature
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Initiate Payment Request

Step 3 of 4
Review Payment Transactions

Fayment Requast Type : Indmidial
Paymeri Method : &CH
Biank Relationship | ACH# =
Raquastad Settlerest Date ;110452000

~J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Fawvortes Toolz Help

=8 . @9 B o ] o s S 3. E

Back Eanward Stop Refresh Horne Search Favorites History Print Edit Discuss  Messenger

Address I@ hitps: A/t asap. gov ASAPGow/ ﬂ @Gn

-

Payment Reguest Type : Individual
Payment Method : ACH
EBank Relationship : ACH#1
Requested Settlement Date : 11/04/2003

Recipient: REC FOR FMS TESTING D {1140050)
Federal Agency : FPA FMS TEST D {55552222)
Cash on Hand : 5 rotor: s FFTEVECCRGIINNN |

Row Account Requestor Reference Available Remittance
freemm D Status Number Balance EREOR R presad Data
ABCKYT open | $1,142,056.00§ [1, 000, 000, 0O
AUTHTEST oOpen | $148,179.02 5 [1, 555. 00
=D oo Y corcel
€] [ S [ ntemet

The Add More Accounts button (as shown above), appears on step 3 of Initiate a
Payment Request and will return you to Step 1 where you can enter selection
criteria to retrieve additional accounts.
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When you return to Step 1, the transaction you just entered will be temporarily
saved in a “shopping cart” and you will not be able to update certain criteria.
However, you will be able to view your transaction set at any time by clicking the
View Pending Items button located in the upper right corner of Steps 1 and 2,
as shown below. The “item count” shows the # of items in the shopping cart.
This feature is only available in Initiate a Payment Request.

/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help

Step 1 of 4
Retrieve Accounts
ltern Count: 5

Enter one or maore of the following

Recipient ID :I m
ALC / Region :I ,rl_ m

Account 1D (or partial) :I

Number of Items in the
‘Shopping Cart’

Specify Payment Information

* Payment Request Type : Individual
* Payment Method : ACH
* Bank Relationship : ACH#
* Requested Settlement Date : 10/24/2003

Reguestor Reference Number I

&) Done |—|—rg|wemet—L
R start| @chn..l @NE...| Mic...l [Un...l @Mic...”@lni___ @|niti...| iy s ST SO R 11:54 M
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Help

ASAP.gov HELP is an Internet-based Help system available to all users via the
ASAP.gov application. It provides access to extensive information that is
organized to facilitate quick and easy look-up and is comprehensive to answer all
guestions concerning the new ASAP.gov Internet application. A readily-available
Table of Contents and complete Glossary of ASAP.gov terms are also on hand
for the user’s aide. Help is also convenient in that special navigational features
make the system easy to use. As an example, by right clicking anywhere in a
window, you can print the Help page.

Access

ASAP.gov Help can be accessed two ways: 1) Through the burgundy
flyover menu entitled ‘Help’, located in the Header, and 2) Through the
blue ‘Help for this Step’ or ‘Help for this Page’ buttons located on the
bottom of each transaction screen.
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When entering Help from the flyover, the user is provided the opportunity
to choose the home page for a function, such as payments or
authorizations, or for the Help system itself. However, if the user chooses
to enter from a ‘Help for this Step’ or ‘Help for this Page’ button, a
comprehensive explanation and description of the displayed Step will be
provided.
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‘Help for this Step’ & ‘Help for this Page’

One of the most unique and exciting features of the ASAP.gov system is

the extensive information provided for the user to fully understand and

complete each unique transaction step within ASAP.gov. When the user

selects the ‘Help for this Step’ and ‘Help for this Page’ buttons, step-

specific information is displayed. Help breaks down the step and defines

its purpose, actions, terms, and buttons to support the user during the
transaction.
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ASAP TERMS FOR THIS STEP =]
Definitions for the following terms are available in the Glossary. When you click on a term below, a definition will be provided,
Ta retum 1o this page, simply close the browser window that has provided the definition. This can be done by clicking the ' in
the upper right-hand comer of the window.
NT ID
ALC/REGION
ACCOUNT ID
TEMPLATE
PAYMENT REQUEST TYPE
PAYMENT METHOD
BANK RELATIONSHIE
REQUESTED SETTLEMENT DATE
REQUESTOR REFERENCE NUMBER
BUTTONS & LINKS FOR THIS STEP
[ Fina ] A utility associated with helping find specific infarmation for enterable fields,
usually in specifying selection criteria
This buttan will advance you ta the next step
Opens HELP in a new browser window, which gives information specific to the
comesponding ASAP. gow Step
{or partial) This is a link that displays a description of how the ‘or partial' function behaves
When you da not know the exact entry, you can retrieve a list by using wildcard
characters (% and _) that will precede or follow a set of data. See
FREQUENTLY ASKED QUESTIONS for mare infarmation
NEXT STER
PROCEDURES
TIPS & TRICKS
BACK TO TOP
ERROR MESSAGE EXPLANATIONS
PAYMENTS HOME L
Eoos 15 e .
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Linked Profiles

/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -
L =g

T D A G oS 9 Ao

Back Fanward Stop Refresh Home Search  Favortes  Histary Prirt Edit Dizcusz  Messenger

Address I@ hitpz: //ft. asap. gow/ASAPGow/ j @Go

Payment Request Type : Individual
Payment Method : ACH

Bank Relationship : ACH#
Requested Settlement Date : 11/04/2003

\

ID Links

Recipient: REC FOR FMS TESTING D (1140050}

Federal Agency : FPA FMS TEST D (555652222)

Cash on Hand : § - 1,001,555.00

Row Account Requestor Reference Available Remittance
# geconniln Status Number Balance Smouni=dussted Data
ABCKYT Open | §1,142056.00 ¢ [1, 000, 000. 0O
AUTHTEST Open | $148,179.023 [1, 555. 00
=D o
&) N

a Federal Agency Frofile - Microsoft Internet Explorer M=l E3 I
Federal Agency Profile

Hame FRAFMS TESTD
Agency Location

Code/Region 855522270
City WASHINGTON
State oe

| Federal Agency
'~ Profile Pop-up

Accessed by
Clicking ID Link

Within ASAP.gov, users can click on IDs (ALC, Recipient, and Account) and
bring up the specific profile in a pop-up. Examples of these links are shown
above. An example of the ALC profile pop-up is shown below.
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Initiate Payment Request:

Managing Remittance Data

/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help
L =g
T D A G oS 9 Ao
Back Fanward Stop Refresh Home Search  Favortes  Histary Prirt Edit Dizcusz  Messenger

Address I@ hitpz: //ft. asap. gow/ASAPGow/ j @Go

-

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : ACH#
Requested Settlement Date : 11/04/2003

Recipient : REC FOR FMS TESTING D {1140050)
Federal Agency : FPA FMS TEST D (555652222)

Cash on Hand : § 1,001,555.00

Remittance

Row Account ID Account Requestor Reference Available Amount Requested

# Status Number Balance Data
ABCKYT Open | §1,142056.00 ¢ [1, 000, 000. 0O
AUTHTEST Open | $148,179.023 [1, 555. 00 ﬂ\
~—
oD o Remittance Data
can be added by
5 S Clicking Link

Payment Requestors, in ASAP.gov, have the option of entering remittance data
for each payment transaction. A Remittance Code is assigned by the user to
uniquely identify each draw from an ASAP account comprising an ACH summary
payment. Remittance Codes allow the Requestor to not only make a request at
the ASAP.gov Account level or Account Detail level, but also to break out each
account/account detail-level draw by codes that are relevant to their
organization’s internal accounting or reporting needs.

The Remittance Codes and amounts will be passed to the Requestor’s financial
institution along with the ACH payment in an Electronic Data Interchange (EDI)
transaction set which, in turn, may be passed on to the Requestor organization
for automatic updating of their accounting systems. Remittance Codes are not
saved unless they are defined in a Template (see Template section for more

information). The icon underneath Remittance Data shown in the example above
indicates that remittance data may be added for this payment transaction.
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Once clicked, the user is taken to a screen and may enter as many Remittance
Codes as needed (as shown below). However, the dollar breakdown associated
with each Remittance Code must equal the total amount requested. Users may
enter as many Remittance Codes as needed, an optional header guide, and
amounts.

[y AT AT R T R S TU TR T

FPayment Method : ACH
Bank Relationship : ACH#1
Reguested Settlement Date : 10/23/2003

Recipient : REC FOR FMS TESTING D (1140050)
Federal Agency | FPA FMS TEST D (55552222
Account D : ABCKYZ

Amount Requested g;llDD . 0o

Header
Guide :

E4563302 i00.00
¥

Total Arnount © $|1DD .00

Add New Remittance Code

Remittance Code Amount Requested

Once the user clicks “apply”, the user is taken back to the previous step and the
“Amount Requested” field is filled in with the total and the icon changes to a pen
icon. (If the user had previously entered an amount requested before going to the
Remittance Data screen, the amount requested would show on the Remittance
Data screen. The below illustration, shows what is displayed to the user, once
the user clicks the apply button in the Remittance Data screen. Notice how the
Remittance Data icon has changed. The pen icon indicates that Remittance
Codes are entered and may be edited as necessary.
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/2 Initiate Payment Requests - Microzoft Internet Explorer

File Edit “iew Favortes Tools Help | 5
=
R S Q G 8 A
Back Fonward Stop Refresh Home Search Favorites Histary Print Edit Discuss  Messenger
Address I@ hittps: /. asap. gow/ASAPGow/ j @GD

-

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : ACH#
Requested Settlement Date : 11/04/2003

Recipient : REC FOR FMS TESTING D (1140050}
Federal Agency : FPA FMS TEST D (55552222)

Cash on Hand : § - 1,001,555.00

Row Account Requestor Reference Available Remittance

Account ID Amount Requested

# Status Humber Balance Data
ABCXYT Open | §1,142,056.00 4 [1, 000, 000. 00 yd
AUTHTEST Open | $148,179.025 [1, 555. 00 \

<D oD
&1 [ 3 [ intenet

Remittance Data
has been added

New Features Guide Page 23 of 37 1/16/2004




ASAP.gov New Features Guide - Payment Requestors

Creating and Using Templates

; ASAPGOY Meru - Mctoezoll Intemed Exploes

Ebe Edbt Yew Fovole: Tode Hep

5.5 .9 @B oala u o3 3 o

Hach, EALTL Stop  Heliesh  Home Seach  Faroiler Hishop Frin mil Denss - Messargal

Athesd [B] hips A asap g &S AP 7S meermASAPRONVER Ut HomesHome =] @6

Hame P00 Juhn Daw
BUILL. CURRENT CTCLE DATE: ABC Uni exsity
HORIOAS IR ASAPQGV

- - LZ. Depariment of iha
et s [ e | S

Harzgemnent GEryie

1 Onling authorizalions swaiing cetiicalion

Create a
Template

d Baich sidborizations with & ioisl of 60 awdhorizsdions
awaiing certficati

Broadcast Messages

| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Roks=r Frost

Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau

2] mvasoplfeshisfuncionsl] . : ;| 4 Irtens:

-

ASAP.gov offers the option of making a payment request using a template (menu
option “Create Template” shown above). A template is a custom grouping of
accounts and account details built and maintained by the Requestor to allow
quick access to these accounts. Requestors can assign a unigue name to each

template that is created. Templates may contain accounts for multiple
recipients/agencies and may contain Remittance Data. For example, if a

Requestor had five accounts from which they always make payment requests,
then the Requestor can group these accounts together in a template. Once
created, a template can be used each time when initiating a payment request,

instead of retrieving 5 different accounts.
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Modifying and Deleting Templates

A ASAPGEDY Menu - Microsofl Inbamnest Eeplose

Bk Edt Yew Favoie: Todr Heb

s R A TR I = e e

Haxh EALTL Slop Refiosh  Homa Seach  Faroilne Hetop Frnl =i Deies - Messsrgel
Athesd [B] hips A asap g &S AP 7S meermASAPRONVER Ut HomesHome =] @6

Hame P00 Juhn Daw
BUILL. CURRENT CTCLE DATE: ABC Uni exsity
HORIOAS IR ASAPQGV

- - LZ. Depariment of iha
[ o [ [ S
Hansoemnent Geryies

: Modify and
: / Delete a
 ' Template

3 ine_auihorization ailifng i I -—I
d Baich sidkorizafions with & ioial
awating cediicati

Broadcast Messages
| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Rober Frost
Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau LJ
2] mvasoplfeshisfuncionsl] ;| 4 Irtens:

Payment Requestors can modify and delete existing templates. In each
instance, the Payment Requestor will be asked to select the template they wish
to modify or delete from a drop down menu. Once deleted, a template cannot be
retrieved.
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Payment Schedules:

Create Payment Schedule

; ASAPGOY Meru - Mctoezoll Intemed Exploes

Bk Edt Yew Favoie: Todr Heb

.= @ [ 4 8 & 32 3 =H S

Bk, EALTL Shop Reliesn  Home Seach  Faroiler Hishop Frinl Rl Denss - Messargal
Athesd [B] hips A asap g &S AP 7S meermASAPRONVER Ut HomesHome =] @6

Hame P00 Juhn Daw
BUILL. CURRENT CTCLE DATE: ABC Uni exsity
HORIOAS IR ASAPQGV

- - ILE. Dmperiment of iha
i s S
Hansoemnent Geryies

Create a Payment Schedule

i with & ioial of B0 awdharizafions
ing cedicati

Broadcast Messages

| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Roks=r Frost

Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau LJ

2] mvasoplfeshisfuncionsl] - . . : ;| 4 Irtens:

One advanced feature of ASAP.gov is the ability for Payment Requestors to
create Payment Schedules for a specific account. A Payment Schedule sets up
a future date(s) (up to a year in advance) for a payment request, thus allowing
the user to set a series of dates without accessing ASAP.gov for each payment
request.

After the user defines the account for which they wish to create a schedule, the
user will be asked for a schedule name, schedule dates, and scheduled amount
as shown below:
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"0 Departrert of the
Treasury Financial
Management Service

Create Payment Request Schedule

Step 3 of 4
Create Schedule

Enroliments | Pament Requests | Federal Auency Functions | Reports | Inguiries | Help

Payment Schedule - Account ID level

* Schedule Name :I

* Schedule Status :IAdive *I
* Bank Relationship :Iach#1 'I

* Business Days Prior to Settlement :I_ (At least 1 and at most 32)
Settlement Dates : Add Specific Date :

Y =

Add Recurring Dates :

—~

DEFINE button
Rermove Selected Dates : allows user to enter

recurring dates

This presents a pop-up screen allowing the user to set a recurring schedule by
either choosing monthly or weekly and setting the frequency. The start date and
the end date refer to the start and end of the schedule. Following is an example
of the pop-up screen:
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Define Recurring Dates

Start Date:l_,fl_;l—D
End Date:l_,fl_,fl—lj

& VWaekly :

Repeat avery |—58|Bd— "I weeks on |—58|BCt— "I

= Monthly

Repeat avery |—58|Bd— "I manths on the I—SE|ECT— "I day on the manth

Scheduled dates falling on non-business dates should be :
 Moved to the previous business date.
" Moved to the following business date.
& Mot Scheduled.

D C CIIIED

Once the user selects the frequency and the start and end dates and clicks
apply, the user is taken back to step 3 of 4 has the opportunity to review the
dates scheduled. It is important to note that if the available balance is not equal
to or greater than the amount of the scheduled payment request, when the
system attempts to initiate the payment based on the schedule date, the payment
request will be rejected. For more information on this feature, please review the
help section on creating a payment schedule.
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Modify Payment Schedule

; ASAPGEDY Manu - Mictesoll Intemet Exploes
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ABC University

BUILD.
2003.10.18

CURREMT CYCLE DATE:
RRFE: e

‘ ASAP.gav

LS. Deperiment of iha
Traseury Rnsnoiz
Hanagement Geryine

Modify a

Payment

Broadcast Messages

Roben Froat

2| evasoplfeshiefunclomsl]

| hawe been one aoguaimed with the night. | hawe walked out in rain - snd back boain | have outwalked the funhest city light, -

Some circumstanlial eviderce is very =irong, a= when you find = traut nihe milk. -Thoresy LJ

Schedule

B A ke

A Payment Requestor can modify a previously created payment schedule by
selecting “Modify Payment Schedule” from the drop down menu.

Step 1 of 3
Select Schedule

Fayment Request Schedule : |—Se|en::t—

EDLCATION - Ad,
B 15T AND 2ND SEMESTER

1—

The user selects the name of the payment schedule to modify from a drop down

list and clicks “continue” as shown below. This takes the user to step 2 of 3,

which displays all the dates and details of the selected payment schedule. The

user may modify the schedule, make the schedule inactive or active, or delete
the schedule.

New Features Guide

Page 29 of 37

1/16/2004




ASAP.gov New Features Guide - Payment Requestors

Printer Friendly Options

The “Printer Friendly” button allows you to print the page you are viewing in
ASAP.gov. For example, you may wish to print the page confirming a transaction
in order to keep a document for your records. The use of “Printer Friendly”
removes the graphics and other fields that you see on the screen and formats the
information in the form of a printed document. “Printer Friendly” buttons are
located on transaction confirmation pages (typically Step 4 of 4) in ASAP.gov.

The screen you are viewing in the ASAP.gov application is converted into a file
format referred to as a Portable Document Format (PDF) file. This file can be
viewed on the screen, printed, or downloaded.

The use of the “Printer Friendly” button launches a software program called
Adobe Reader. You must have Adobe Reader installed on the PC you are using
to access ASAP.gov. Also, Adobe Reader is available to download by clicking
the “Get Adobe Reader” icon on the ASAP.gov homepage. You may also go to
www.adobe.com.

Once installed on your PC, the Adobe reader program will launch each time you
use the “Printer Friendly” button. The screen you are viewing in ASAP.gov is
converted to a Portable Document Format (PDF) file. Adobe Reader allows you
to print this file and/or download the PDF file to your PC for future use.

There is no cost to download the free version of Adobe Reader from either the
ASAP.gov homepage or directly from www.adobe.com; however, Adobe does
offer different versions for a cost.
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Inquiries and Reports:

Inquiries

N AGAPGINY Menu - Miciozolt Inbesnet E eploes
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User Documentation

| hawe Leen one acguainted wath the right. | haee walked odl naack i raimn. | have outvealked the futhest ciy light -
Hobed Frozt

Some cicumsiantal evidance s wary strorg, == whan vou find a browt nthae malk -Thorgao Ll

5] imvasort ieatureFunctimsl] | S |8 Imerre

Inquiries available in ASAP.gov are all listed in the drop down menu for Inquiries.
Once a specific Inquiry is chosen, the user is taken to the relevant data retrieval
screen. Once the criteria is entered for the Inquiry, the user can select the type
of format in which they wish to view the Inquiry. The following formats are
available to the user:

¢ HTML — Web based format, for immediate viewing

¢ PDF — Adobe Acrobat format (you will need Adobe Acrobat installed in
order to read this format)

* PDF.zip — Like Adobe Acrobat format above, but in a .zip file

# (CSV - A common database format that can be read by most spreadsheet
programs (Microsoft Excel, Microsoft Access, Lotus 123, etc.)

# (CSV.zip — Like CSV above, but in a .zip file

It is important to note that if the user wants to immediately view an Inquiry they
must select the HTML version. Once they select HTML, a message appears
stating that the Inquiry is in process and will be presented to the user when
compiled. The screen will refresh every 10 seconds until the HTML Inquiry is

completed.
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Large Inquiries may take several minutes to process. Several factors impact how
quickly an Inquiry is generated once the user submits it for processing. These
factors include the size of the Inquiry, the criteria involved, and date parameters.
The user has the option of retrieving the Inquiry later by selecting the retrieve
results option on the drop down menu.

Inquiry
Formats
FDF-ZIP
CoY
CEV-ZIF
If the user wishes to download an Inquiry, regardless of format, the user can
download or view the inquiry by accessing the ‘retrieve results’ portion of the
inquiry pull down menu.
j Retiigye Inguiis Begults - Macoeofl Inbemed Exolone
Fé: Edt Yiew  Fawomes  Iook  Help _
LR S > D S L~ T . = - S |
Hack Frer it Sl Refiest  Hone Seach  Favoies  Hisloy Firl Edi Diszuag eazanger
A e |£| hilga /1. maap goudSAP Gou/ j o
— =
o Johm D 2
T S ( ASAP.gov Example
of
i el L e} e vaneecsi Bl |« et
e ' : e el g Retrieve
Retrieve Inguiry Results Inquiry
Results”
Delete Inguiry Hamg Pages Size [KH) Date Slatus LIStIng
ﬂ Bayment Begquestar inguiry - [POEY i F.37 IVERO03 09:21:17 Completed
H Paymart Requasi Satus Inguiry - [PRF] 1 BT V2400 02:40:01 Campletad
B retesk o Inguiny - (TN 1 O JOOXE003 14:5502 Completad i
E Apcounl Balance bhoire - [HITL] 1 537 D908 13:25:54 Completad
Bl 2ccouwnt Proile nguine - (HTRL) 1 1104 D242003 14:86.10°  Campledad
E B Benuestor Inguiry - [HT! 1 B.55 242003 10:41:33 Completad
B uice Besponse Arcount fievbier bguig - (HTPL) 1 B35 DACOOMI 133004  Completed
E Account Profila nguiry - (HTHL] 1 9.8 022003 13:03:13 Campleiad
H Accont Statament Inquiry - [HTWIL) ] 0.00 Deviuaond 10:22:55 Tirned O s
J— w
2] Do | 8 | e

New Features Guide Page 32 of 37 1/16/2004




ASAP.gov New Features Guide - Payment Requestors

Reports

; ASAPGOV Menu - Microsoft Intemet Explorer

File Edit “iew Favoites Toolz  Help |-

& .5 @ [ ‘ Q@ m @| 9 =#H E
Back FEanard Stop Refresh Home Search  Favortes  Histary Print Bl Discuss  Messenger
Address l@ hitps: /it asap.gov/ASAPGov/ 75 creen=A5APGE0VEB utton_Home=Home _:l -PGU

-t

LOG OFF
Bl John Doe
BUILD: CURRENT CYCLE DATE: ABC University
20021015 110242002 ASAPgOV

5 7 & = U.5. Department of the

w Payment Requests | Federal Agency Functions T
Management Service

oy

Run Reports
Retrieve Reports

User Documentation

31 Online authorizations awaiting cerification —

4 Batch authorizations with & total of B0 authorizations
awaiting cerification
2 Payment requests awaiting review

4668 notifications awaiting review

Broadcast Messages

| have been one acquainted with the night. | have walked out in rain - and back in rain. | have outwalked the furthest city light. -
Robert Frost
Same circumstantial evidence is very strong, a3 when you find a trout in the milk. -Thareau =

& javascriptfeatureFunctionall] |_ |-_- IE' |® Internet

Payment Requestors may run pre-defined reports at any time. Unlike Inquiries,
the pre-defined reports are not listed in the drop down menus. Once the user
clicks on “Run Predefined Report” as shown above, the user is presented with a
list of available reports (shown below).
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Step 1 of 3
Select Report

—Select— j

—Select— -

LAccount Settlement Report

: Select Report
Accounts With End Dates Repont from the Drop-

Agency Account Transaction Repont
Agency Authorization Transaction Report |

Down List

Agency Book Entry Adjustment Report

Agency Interstate Autharization Transfer Repont
Agency Payment Cancellation Reponrt

Agency Payment Reponr

Agency Fayment Report-ERA

Agency Synchranization Report hd ,

Each report has a unique data retrieval screen. Once the user selects a report
from the pull-down list, they are asked to enter criteria for the report. Reports are
generated in various formats depending the user’s specific needs. These
formats are shown below:

*
*

*

HTML — Web based format

PDF — Adobe Acrobat format (you will need Adobe Acrobat installed in
order to read this format)

PDF.zip — Like Adobe Acrobat format above, but in a .zip file

CSV — A common database format that can be read by most spreadsheet
programs (Microsoft Excel, Microsoft Access, Lotus 123, etc.)

CSV.zip — Like CSV above, but in a .zip file

Format :I—Select— TI Report
HTHAL Formats

FDOF
FDOF-ZIF
o=
CEY-ZIF

Inquiries take precedence over reports in the queue, therefore it may take some
time for a selected report to be returned. Unlike Inquiries, Reports are not
available immediately using HTML. Several factors impact how quickly a report
is generated once the user submits the report for processing. These factors
include the size of the report, the criteria involved, and date parameters. To
retrieve a report, the user selects “Retrieve Report Results” from the pull down

menu.
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This option will take the user to a table holding all the reports the user has
requested along with relevant information. The user only needs to click on the
title of the report in order to view it or download it. Reports will stay on the list
until the user deletes them. In addition, a specific user’s report is not viewable to
other users.

Delete Report Hame Pages Size (KB) Date Status
E Agency Payment Cancellation Report - (HThWL) 1 774 10/0972003 16:08:16 Completed
E Payment Yarehouse Report - (PDF) 2 7.46 10/09/2003 10:02:08 Cornpleted

Important: Data in reports is available for up to and including the previous
business day. Inquiries will include same day information if requested.
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Notifications:
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ASAP.gov users may retrieve notifications using the Reports drop down menu.
(Homepage Messages and Broadcast Messages are discussed in the first portion of this
document). The notifications option takes the user to a criteria screen to either read all
unread notifications or to view notifications based on a specific data parameter.

Status Date/Time Sent Sender ID Sender Name View Details
IUnread 'l 10/2272003 10:04:28 elofcdl elofcidl g
IUnread vl 102172003 14:27:14 T1CHTO01 T1CT001 g

The user may delete the notification, leave it as unread, or change it to read. To view
the notification, the user clicks on the icon under “view details”. An example of a
notification is shown below.
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3 Notification Profile - Microsoft Internet Explorer

MNuotification Profile

FEDERAL AGEMCY 112233444 HAS CERTIFIED AN
AUTHORIZATION TO THE

FOLLOWYING ACCOUNT:

RECIPIENT ID ACCOUNT ID EFFECTIVE DATE
106709 REGT 07 A10/2003

INCREASE/DECREEASE AUTHORIZATION AMOUNT

INCREASE $55,001.00

YOLU MAY USE THE AUTHORIZATION TRANSACTION
[MGLIRY M THE INQLIRY MEMU

TO IMQUIRE 0N THE AUTHORIZATION. —

=]

Users also receive notifications via email for certain transactions. The email address
stored in the user’s profile is used to send email notifications. The only actions that
generate an email to the Requestor and Recipient are:

1. Cancel payment request by FPA (when a Federal Agency cancels a payment
request)
2. Review Payment Request (specifically rejected payment requests)
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