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Overview 

Welcome to the New Features Guide for ASAP.gov. 
you, the Agency User, of new features available in ASAP.gov. 
includes: 

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. 
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 

greater – with Internet Explorer 5.x or 

Netscape 4.x browser – or greater (except 

Netscape 6.x.) 

No Action Required. 

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. 

This guide provides an overview to 
The New Features Guide 

To effectively use the chart, you should first determine your 
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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. 

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: 
following website: http://channels.netscape.com/ns/browsers/default.jsp 

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. 
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. 
Three (3) or Four (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 
Requestor, they have available a find feature that will assist them in searching for 
the specific ID they need in order to complete a transaction. 
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. 

Upgrade your browser to Internet 

For information about downloading the latest version, visit the 

This will prompt a 
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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 Requestor ID is 
displayed, the user will be able to click on that particular ID and view the profile. 

Accounts: 
Change Status for Multiple Accounts – Users can change the status on one to 
many accounts. 
Suspend.” 
Setting Agency Review – User can place one to many accounts on Agency 
Review 

Payments: 
Review Payment Requests – Users can review Payment Requests from 
Requestors who initiated a Payment Request from Accounts that were placed 
under Agency Review. 

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. s can 
receive emails directly from ASAP.gov. 

This document only describes and explains the new features of ASAP.gov. 
assumed that the user has experience using a web-based application and is familiar with 
the legacy ASAP System. cess 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. 

General: 

ASAP.gov Availability 

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

Accounts/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 

This section also describes the new status of “Temporary 

User

It is 

Users also have ac
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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. 
servicing RFC. 

The ASAP.gov application is unavailable at this time. 
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. nts to Run ASAP.gov” below for 
additional information. 

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

Viewing 

ASAP.gov Internet is best viewed with a minimum of 800 by 600 
resolution (pixels). 
changing your screen settings. 

ASAP.gov is compliant with Section 508 of the Rehabilitation Action (29 
U.S.C. 794d). 
Explorer or Netscape 7.1 browsers. 

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

For further assistance, please contact your 

Operating hours for 

Please see the “Requireme

The ASAP.gov Logon ID and password are 
If you 

Please consult your IT Department for assistance with 

Users needing a 508 accessible website must use Internet 
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Logging On: 

Single Sign On 

ASAP.gov offers users a single sign on page as shown above. 
signing on is www.asap.gov. assigned to users 
upon enrollment. 
SENSITIVE. 
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. 

The URL for 
User IDs and passwords are 

Remember, when logging in, the password IS CASE 
After three (3) attempts with the incorrect password, you will have 
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General Navigation: 

Homepage 

When a user signs on to ASAP.gov, their user name and organization appears at 
the top of the page. wo 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. 
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). 

Homepage 
Messages 

Broadcast 
Messages 

User Name and 
Organization 

Application Drop 
down menus 

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

John Doe 
U.S. Dept. of Energy 

In addition, they will be presented with t

By clicking on the Homepage Message, the user is taken 
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Drop Down Menus 

ASAP.gov allows the user to choose the transaction type they would like to 
complete by using drop down menus. 
throughout the application. 
the pull down menu. 
Agency Functions.  user only has to place the cursor on the desired menu 
option and click once. 
which they have been enrolled. For example, a Federal Agency will not have 
access to any of the Payment Requestor options, nor will a Federal Agency Entry 
Clerk have access to “Certify Online Authorizations”. 

If a user is in the middle of a transaction (i.e., a Create an Account), choosing a 
menu option will cancel that activity and take the user to Step 1 of the selected 
menu option. 
Authorizations and chooses Initiate Payment Requests (FPA) from the above pull 
down menu, a pop-up appears warning the user that they are about to cancel 
their specific transaction. he user clicks “ok”, then Enter Online Authorization 
will be cancelled. 
when at a confirmation Step (i.e., Step 4. 
(3) or Four (4) Step Process” for more information). 

John Doe 
U.S. Dept. of Energy 

Moving the cursor 
over “Federal 

Agency Functions” 
activates the drop 

down menu 

The drop down menus follow the user 
Moving the cursor over a specific menu title activates 

Above is a typical pull down menu available for Federal 
A

Each user will only have access to those functions for 

For example, if a user is on Step 3 of 4 of Enter Online 

If t
The exception to this is when the user chooses a menu option 

See the below section entitled “Three 
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Three (3) or Four (4) Step Process 

ASAP.gov is designed so that each function either has three (3) or four (4) Steps. 
The last Step is always the confirmation Step. 
transaction, Step 1 is Retrieve Accounts, Step 2 is Enter Authorization 
Information, Step 3 is Review Authorization Transactions, and Step 4 is 
Authorization Entry Confirmation. 
Steps to complete any transaction, although there may be sub Steps within a 
transaction. 

John Doe 
U.S. Dept. of Energy 

For example, for the above 

Within ASAP.gov there are no more than 4 
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Find 

While conducting a transaction, ASAP.gov allows the user to search, based upon 
specific criteria, if they are unsure of the data to enter. 
illustration, a find button is located next to Recipient ID and Group ID. 
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. 

FIND button assists the user 
in identifying the Recipient ID 

John Doe 
U.S. Dept. of Energy 

For example, in the above 
If the user 
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Once the user fills in the criteria and clicks “Continue”, they are presented 
with a list of Recipient IDs matching the criteria. 
desired Recipient ID from the list and clicks “Apply”. The Recipient ID is 
displayed in the Recipient ID field. 

Enter Criteria and 
Click “Continue” 
to Retrieve a List 
of Recipient IDs 

The user selects the 
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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. e 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” 

Th
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Paging 

ASAP.gov uses a paging feature. ts, the 
number of accounts may exceed what can fit on a single page within the 
browser. 
there are two pages. 
at the display. In the above example, the user is at page one (in black) and page 
2 is displayed as a link. 
that page. 

Pages of Information 

If a user retrieves a listing of accoun

In the above example, Each page will display up to 20 account lines. 
Users will always know which page they are one by looking 

The user can click on the linked pages to be taken to 
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Display Selection Criteria 

In most cases, Step 1 of a transaction requests users to specify certain criteria in 
order to conduct a transaction. 
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). -
up box as shown in the example below. 

Link Shows Specific 
Criteria Used in Step 1 

of the Transaction 

John Doe 
U.S. Dept. of Energy 

On subsequent Steps, users have the ability to 

Clicking this link will bring up a pop



New Features Guide Page 16 of 45 1/16/2004 

‘Shopping Cart’ Feature 

The Add More Accounts button (as shown above), appears on Step 3 of Enter an 
Online Authorization (displayed above) and Initiate a Payment Request (FPA) 
and will return you to Step 1 where you can enter selection criteria to retrieve 
additional accounts. 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. 
in the shopping cart. 

The “item count” shows the number of items 
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Help 

ASAP.gov HELP is an Internet-based Help system available to all users via the 
ASAP.gov application. to extensive information that is 
organized to facilitate quick and easy look-up and is comprehensive to answer all 
questions 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. 
make the system easy to use. 
window, you can print the Help page. 

Access 
ASAP.gov Help can be accessed two ways: 
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. 

1) 

It provides access 

Help is also convenient in that special navigational features 
As an example, by right clicking anywhere in a 

1) Through the burgundy 
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2) 

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. 
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. 

However, if the user chooses 



‘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. 
for this Step’ and ‘Help for this Page’ buttons, Step-specific information is 
displayed. reaks down the Step and defines its purpose, actions, terms, 
and buttons to support the user during the transaction. 

When the user selects the ‘Help 

Help b
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Linked Profiles 

Within ASAP.gov, users can click on IDs (Requestor, Recipient, and Account) 
and bring up the specific profile in a pop-up. 
above. -up is shown below. 

Requestor Profile 
Pop-up Accessed by 

Clicking ID Link 

ID Links 

Examples of these links are shown 
An example of the Requestor profile pop
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Accounts: 

Change Status for Multiple Accounts 

Federal Agency Users can change the status for multiple accounts in ASAP.gov. 
Although this feature’s main purpose is to “temporarily suspend” accounts in the 
even of a debt ceiling crisis, it can be used to suspend all accounts of a 
requestor, a recipient, or all accounts that belong to the user’s agency. 
will be asked to specify some specific criteria on Step 1, and then will be taken to 
a Step 2, which will show all the accounts, which were returned from the search 
criteria. 

John Doe 
U.S. Dept. of Energy 

The user 
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Notice how every account is selected. 
selected “Change Status for Multiple Accounts”, then the user will want all the 
accounts to be selected. 
to change. not deselect an account, does not change the status, 
and clicks continue, the account will carry forward to Step 3 with the same status 
displayed in Step 2. If the user only wants to change one status for one account, 
then the user should use the “Modify Account” Feature from the drop-down 
menu. -down list for 
status to change the status for one or multiple accounts. 

Every Account is Selected 

John Doe 
U.S. Dept. of Energy 

ASAP.gov assumes that if user has 

The user can deselect those accounts they do not wish 
If the user does 

In the above example, the user is also presented with a pull
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In addition, “Temporary Suspension Reason” and “Temporary Suspension 
Reminder Date” fields are also displayed. 
changing the status to “Temporary Suspend”. 
Temporary Suspend, then the reason field is mandatory. 
optional and will display a reminder to the user on (and after) the date entered 
that there are Temporarily Suspended Accounts. 

These are only used if the user is 
If the user changes the status to 

The reminder date is 
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The user also has the option to change the status of all selected accounts all at once, as 
shown below. If the Federal Agency user needs to Temporarily Suspend all accounts, 
all pages, they would fill out the section displayed. 
Suspension”, the screen refreshes and all selected accounts are changed. 
are shown below. 

Once the user clicks “Set Temporary 
Both actions 
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If the user wants to remove Temporary Suspend, then the user clicks “Remove 
Temporary Suspension” and the page refreshes and all accounts revert back to 
their original status1 . 

1 If the end date of the account has passed since the account was on temporary suspension, then 
the account will now display a status of “suspended” and not open 

Click Here to Remove 
Temporary Suspension 
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The user can also change all the accounts that are selected to another status. 
However, business rules do apply. 

For example, a suspended account cannot be reopened if the end date is in the 
past. 
progress further until the error is corrected. 

Use this Button to Change All 
Statuses for All Selected Accounts 

ASAP.gov will alert the user if an error occurs and will not allow the user to 
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Accounts: 

Set Agency Review 

An Agency user can select one or many accounts to be set for agency review. 
This feature should only be used in conjunction with specific Agency’s policies 
and procedures and MUST be communicated to the Requestor as to why a 
specific account will be set with Agency Review. 
to set Agency Review on more than one account. 
set Agency review for only one account specifically, then the user may wish to 
select “Modify Account” from the drop-down menu. 

This feature will set an account on Agency Review, a threshold amount, a default 
action, and a reason for Agency Review. 
user will be asked to define the accounts, which will be displayed in Step 2. 
Step 2, the user will be presented with a list of accounts as shown on the next 
page. 

In addition, this feature is used 
If the Agency user wishes to 

In Step 1, as in all other Steps, the 
In 
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Notice how some accounts already are placed on Agency Review. Definitions for the 
above displayed fields are as follows: 

• Agency Review – This sets the account for Agency Review. 
account is not under Agency Review. 
Review. 

• Threshold Amount – The user sets this amount. est is 
equal to or greater than the threshold amount, the payment will be placed on 
Agency Review. 
44” has a threshold amount of $1.00. 
exceeds $1.00 will be placed on review. 
every payment request will be placed on Agency Review. 

• Default Action – This is the action that will occur after three (3) business days 
after the payment request is under review.  makes 
a payment request for $5.00 on the account “A VOTE FOR ARNOLD 44”. 
After three (3) business days, the payment request is approved automatically 
(since the Agency User took no action). 
Reject, Approve. 

• Agency Review Reason – This field must be filled out if the account is put on 
Agency Review. 

If “No”, then the 
If “Yes”, the account is set for Agency 

If the Payment Requ

In the above example the account “A VOTE FOR ARNOLD 
Therefore every payment request that 

If user types a 0.00 into this field, 

For example, a Requestor

The Default Actions are: Hold, 
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Like the previous section (Accounts), the user may also wish to set Agency 
Review for all accounts on all pages, as shown below.  The user needs to fill out 
the threshold amount, the default action, and Agency Review Reason, then click 
“Apply to Selected”. 
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The screen will refresh and all selected accounts and all pages will be placed under 
Agency Review. if the User needs to place all accounts for a 
particular recipient or requestor on review. 

This is convenient 
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Review Payment Requests 

Federal Agency Users have two ways to Review Payment Requests from 
Payment Requestors. t Requests initiated from Accounts that 
have been put under Agency Review (see previous section). 
use the drop-down menu and choose “Review Payment Requests” or click on the 
link on the homepage that states “# Payment requests awaiting review”. 

Two Ways of 
Reviewing Payment 

Requests 

John Doe 
U.S. Dept. of Energy 

These are Paymen
Users can either 
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The user is taken to Step 1 of 4. 
all payment requests awaiting review, or can use the date parameter option. 

Once the user clicks “Continue”, the screen displays Step 2 of 4 and the user is 
presented with the Payment Requests awaiting review. 

The user can select the first radio button to view 
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The user may do one of four things on Step 2: 

• Select None – The first choice in the pull-down menu next to the payment 
request. the time being.2 

• Approve the Payment Request – By selecting Approve in the pull-down menu in 
the first column next to the payment request. 

• Reject the Payment Request – By selecting Reject in the pull-down menu in the 
first column next to the payment request. 
reject reason to continue. 

• View Details of the Payment Request – This allows the user to view the specifics 
of the payment request(s) and allows the user to also take action on the payment 
request(s). Payment Request is a Summary Payment request, viewing 
details will itemize all the payment requests within the Summary Payment 
Request and the above screen will have a number greater than “1” in the items 
column to signify that there is more than one Payment Request in the details. 

2 Although once 3 business days pass, the default action occurs. 
Agency Review and is discussed in the previous section. 

Selection 
Dropdown 

Box 

View Details 

This will leave the Payment Request as is for 

If User selects Reject, use must fill in a 

If the 

Default Action is set during 
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The example below shows what the user, specifically a Certifying Officer would 
see if the user clicked the “details” icon. 
to approve the Payment Request with a lesser amount than the original amount 
requested. 
approve the Payment Request. 

For example, the Certifying Officer decides that $500.00 is too much money to 
request on this account that is under review. 
to the actual Payment Request and changes the amount to $450.00 and selects 
“Approve”. 

Notice how the “Actual Approved Amount” (displayed in the table above the 
actual Payment Request) also displays $450.00. 
manually enter in the same amount into the “Total Amount Approved” field. 
addition, the Certifying Officer must enter a reason why the original Payment 
Request is being modified. 
Officer changes the original amount of the Payment Request. 
not required if the Payment Request is being rejected or approved for the full 
amount. 

Magnified 
View 

Only the Certifying Officer has the ability 

Any other user would only have the authority to either reject or 

The Certifying Officer scrolls down 

The Certifying Officer needs to 
In 

These two items are only used if the Certifying 
These fields are 
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The user can click submit and is taken to Step 4 of 4. 
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Printer Friendly Options 

The “Printer Friendly” button allows you to print the page you are viewing in 
ASAP.gov. 
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. 
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. 
viewed on the screen, printed, or downloaded. 

The use of the “Printer Friendly” button launches a software program called 
Adobe Reader. 
to access ASAP.gov. Also, Adobe Reader is available to download by clicking 
the “Get Adobe Reader” icon on the ASAP.gov homepage.  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. 
converted to a Portable Document Format (PDF) file. 
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. 

For example, you may wish to print the page confirming a transaction 

“Printer Friendly” buttons are 

This file can be 

You must have Adobe Reader installed on the PC you are using 

You may

The screen you are viewing in ASAP.gov is 
Adobe Reader allows you 
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Inquiries and Reports: 

Inquiries 

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. 
of format in which they wish to view the Inquiry. 
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. a message appears 
stating that the Inquiry is in process and will be presented to the user when 
compiled. 
completed. 
factors impact how quickly an Inquiry is generated once the user submits it for 
processing. 

John Doe 
U.S. Dept. of Energy 

Once the criteria is entered for the Inquiry, the user can select the type 
The following formats are 

Once they select HTML, 

The screen will refresh every 10 seconds until the HTML Inquiry is 
Several Large Inquiries may take several minutes to process. 
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These factors include the size of the Inquiry, the criteria involved, and date 
parameters. 
the retrieve results option on the drop down menu. 

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. 

Saving Inquiries 

If you inquire in any format it (except HTML) can be saved on a diskette or CD, 
on your hard drive, or on your network. 
option to manipulate the data to better meet your needs. ote 
that, for large reports, if saved on your PC or network, it will remain there until 
you delete it. 
may consider saving it with the same name each time so that you do not retain 
multiple copies that take up valuable space. 

Exiting from a PDF or HTML Inquiry 

When retrieving an inquiry in PDF or HTML format, a second browser window is 
opened. 
ASAP.gov. uiry is available in a Printer Friendly version by clicking the 
button. 

Example 
of 

“Retrieve 
Inquiry 

Results” 
Listing 

John Doe 
U.S. Dept. of Energy 

The user has the option of retrieving the Inquiry later by selecting 

The .csv format provides you with the 
However, please n

If the report is not something you need to keep electronically, you 

Click the X in the upper right corner to close this window and return to 
The inq
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Availability of Inquiries 

Inquiries remain available for retrieval until they are manually deleted. 
immediately view or retrieve an inquiry at a later time, this does not automatically 
remove it from the ‘Retrieve Inquiry Results’ list. 

If you 
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Reports 

Federal Agency Users may run pre-defined reports at any time. 
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). 

Select Report 
from the Drop-

down List 

John Doe 
U.S. Dept. of Energy 

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

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 

Inquiries take precedence over reports in the queue; therefore it may take some 
time for a selected report to be returned. 
available immediately using HTML. actors impact how quickly a report 
is generated once the user submits the report for processing. 
include the size of the report, the criteria involved, and date parameters. 
retrieve a report, the user selects “Retrieve Report Results” from the pull down 
menu. 
requested along with relevant information. 
title of the report in order to view it or download it. y on the list 
until the user deletes them. 
other users. 

Important: 
business day. de same day information if requested. 

Once the user selects a report 
Reports are 

These 

Unlike Inquiries, Reports are not 
Several f

These factors 
To 

This option will take the user to a table holding all the reports the user has 
The user only needs to click on the 

Reports will sta
In addition, a specific user’s report is not viewable to 

Data in reports is available for up to and including the previous 
Inquiries will inclu
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Saving Reports 

If you generate a report in any format it (except HTML) 
diskette or CD, on your hard drive, or on your network. 
you with the option to manipulate the data to better meet your needs. 
please note that, for large reports, if saved on your PC or network, it will remain 
there until you delete it. 
electronically, you may consider saving it with the same name each time so that 
you do not retain multiple copies that take up valuable space. 

Exiting from an HTML Report or Inquiry 

When retrieving a report in PDF or HTML format, a second browser window is 
opened. se this window and return to 
ASAP.gov. 

Availability of Reports 

Reports remain on the list until they are manually deleted. 
report, this does not affect its availability for retrieval at a later date by yourself or 
another user. 

can be saved on a 
The .csv format provides 

However, 

If the report is not something you need to keep 

Click the X in the upper right corner to clo

If you retrieve a 
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Notifications 

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). iteria screen to either read all 
unread notifications or to view notifications based on a specific data parameter. 

Notifications 

The notifications option takes the user to a cr
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The user may delete the notification, leave it as unread, or change it to read. 
the notification, the user clicks on the icon under “view details”. 
notification is shown below. 

Users also receive notifications via email for certain transactions. 
stored in the user’s profile is used to send email notifications. 
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) 

Retrieving All Unread Notifications vs. Entering Specific Criteria 

ASAP.gov's default is to retrieve all Unread Notifications (note the radio button is 
turned on for this option). Even though you entered a Date Range and Notification 
Status criteria, if you did not click the radio button for this option, the default option 
will be to retrieve all Unread notifications. 

Leaving Notifications as Unread 

Although a Notification Status can remain as Unread, ASAP.gov requires that a 
status be changed to proceed to Step 3.  you wish to view the details of a 
Notification without changing the Notification Status, click Cancel when you have 
completed reading the Notifications of interest to you. 

To view 
An example of a 

The email address 
The only actions that 

If
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Organizational Notifications vs. Individual Notifications 

Notifications belong to the individual user NOT the organization. 
views a notification, it does not change the status of the notification for other users in 
the organization. 

As such, if one user 

Each user is responsible for their own notifications. 
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