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Introduction

As a participant in GPOExpress you have access to eView. eView provides a cardholder or agency designee access
to GPOEXxpress invoice and account activity.

You have been set up with a username and password to access the GPOExpress eView site at
http://eview.fedexkinkos.com/eview

Using This Guide

This guide provides instructions to help you navigate and perform actions on eView. The website will enable you to
execute the following:

1. Built-in security module to accept the following organization levels and permission:

Tyjile of User Access Description

Super User A user (FedEx Kinko's team members only) who is capable of
creating new user views access including granting
GPOExpress Admin and Agency Admin access and
maintaining the eView application,

GPOExpress Admin User A user (GPO team members) who is capable of creating new
user view access including granting Agency Admin access.

GPOExpress User A user (GPO team members) who is capable of viewing all
agency information available on the eView application

Agency Admin User A userwho is capable of creating new user view access within
their agency.

Agency User A userwho is capable of viewing specific agency information
available on the eView application.

BAC User A userwho is capable of viewing specific BAC information
available on the eView application.

Account User A userwho is capable of viewing account information available
on the eView application.

Card User A user who is capable of viewing his/her card information only

. View current and past invoices and its details (up to the last 3 yrs of data)
. View payment information and its status (up to the last 3 yrs of data)
. View and download weekly/monthly reports created by FedEx Kinko’s CAS
. Advanced Invoice and Payment Search
. Display whether a card is no longer in use (canceled or invalid)
. Display list of all Agency Administrators
. Make available a Hierarchy List, includes the complete GPO organization levels
. Extend Admin privileges to authorized users
* Create new levels or remove existing levels (Agency & BAC) in the organization structure
+ Create new users to access the website
+ Assign user view and/or admin access based on defined security levels with the ability to modify
* Display user’s current eView access and its inheritance
« Edit existing users’ information
* Remove existing users
* Reset & Change Password
* Upload new weekly/monthly reports and eView User’'s Guide
11. Column Sort
12. Multi Page Sequencing
13. Export data to PDF or XLS files

O©CoO~NOOOTAWN
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Logging On to eView

Once your account is created by an administrator, an e-mail with your assigned username and password is sent to
you directly. Both username and password are unique to each user where username is your e-mail address and the
password is randomly generated by the system. Note that the password is case sensitive.

To login as a user

1) Open new browser window and type eView

website (http://eview.fedexkinkos.com).

2) Enter the following required information:

a. Username, type your e-mail address
b. Password, type assigned password

3) Click the Login button

4) If valid username and password, return
Account Listing or Invoices screen.
a. Account Listing if you have been

granted access to view more than

one account.

b. Invoices if you have been granted

access to view only one account

c. Based on user access level, you are

GO
Express.

eView

Trouble Logging In?.

Nete: Please disabie: your pop-up biockers to proceed

This site s protected by copyright

granted certain authorized interfaces

&

Express.

eView

Hello, PALL ORFALEA | Change Password | Cont

[ Account Listing

e |

Payments | Reports.

Assign Access Views
Create New Levels.
Create New Users
Edit Users

(eP ey
Express.

eView

Hello, PAUL ORFALEA | Change Password | Contact Us | Helo | Logout

Account Listing |

Assign Access Views
Create New Users
EditUsers

Express.

eView

Hello, PAUL ORFALE# | Change Password | Contact Us | Helo | Loaout

Account Listing | Invoices | Reports ]

GO
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eView

Hello, PAUL ORFALEA | Change Password | Contact Us | Help | Logout

[ Account Listing__| Invoices |

Logging Out of eView

laws under US T, All

rved, @ 1995-2006 FecEx

=>» Super User or GPOExpress Admin User

= Agency Admin User

= Agency View User

= BAC or Card View User

When you complete viewing the information, exit eView by logging out to ensure that no one else can access your

system.

To log out as a user

1) Click the Log Out link, located at the top right of every screen (except Login screen)

2) Return you to the Login screen

FedEx Kinko’s
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Viewing List of Accounts

Based on your predetermined access level, you are granted access to view certain accounts. You will be presented a
listing of accounts as soon as you successfully log in, unless you are only granted to view one account. In which
case, you can access this listing by simply clicking the Account Listing form the navigation menu.

To view accounts

1) Click Account Listings from the navigation
menu.

2) Return Account Listings screen.

3) Display a list of accounts,
Account number : BAC Agency (Transaction Limit)

To filter account listing

1) Type complete or partial account name in the
Filter Listing input text field.
2) Automatically filter the Account Listing.

Display accounts that “contains” the search
string. To return to original list, delete the search
string or select the Account Listing tab from the
navigation menu.

GdO
Express. *

eView

Hello, PAUL ORFALEA | Chanae Password | Contact Us | Help | Losout

Account Listing Invoices. | Payments | Reports | Adrrin 9

Account Listing

To narrow your search, biegin entering any part of the Account Narme in the Filter Listing input text field o simply select an account from the listto view more details. Example: Enter
06" 0¢ RS In the Input text field, syslem retuns aff accounts contgining 06" o TRS"from the Account Listing.

8300024091 : 1505-01 GPO (A) ~
8300022723 : 1595-01 GPO (E)

6300027486 : 2210-23 US.CIT. (D)

8300026556 : 2211-01 USSC (J)

8300026554 : 2211-01 USSC (T)

8300025804 © 3410-02 USDA AMS (J)

8300028888 : 3410-02 USDA AMS PACA (E)

8300026690 : 3410-05 USDA FSA (0)

8300025209 : 3410-13 USDA OC (T)

8300025913 : 3410-13 USDA OC (R) ~

This site is protected by copyrioht and trademark laws under US and international lav. Al ights reserved. © 1995.2006 FedEx

GO

eView
Express.

Hello, PAUL ORFALEA. | Change Password | Cortect Us | Help | Logout

Account Listing Payments | Reports | Admin 9

Account Listing

Ta narow your search, begin entering any part of the Account Name in the Filter Listing input text field or simply select an account from the list to view more details. Example:
Enter 56'or RS in the input text field), system returms aif accounts containing '56' or YRS'from the Account Listing

8300024091 : 1505-01 GPO (&)
8300022723 : 1595-01 GPO (E)

GPO Fitter Listing

This site is protected by copyright and trademark laws under US and International law. Al rights reserved. @ 1995-2006 FedEx

FedEx Kinko’s
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Viewing Transaction Data

eView offers cardholders, managers and administrators the ability to access transactional data, available on the
Invoices and Payments screens. On these screens, you can view up to three years of invoice or payment list of data,
perform advance searches and export using either Excel or PDF formats.

To view invoices

1) Select an account from the Account Listing
screen and click View button.

2) Returns the Invoices screen.

3) Display the last 6 months open and closed
invoices for the selected account.

Invoice I
1 24500000501

To view details on a specific invoice

1) Select an Invoice ID from the Invoices
screen.

2) Return the Invoice Details screen.

3) Display all purchases made to the selected
Invoice ID along with the total balance
calculated for the Customer Discount and
Amount.

GO eView
Express. * !

Account 8300024081 : 1505-01 GPO (A) Vie:

ot Details

Initial results return the last six months of data; howsver, if you are looking for a specific invoice or a broader range, use the lnvoice Se

Allltems. (3 total)
1

124500000501 1245 /Washington DC K Street CAROL CN o014 1505.01 GRO(AY 06.21-2006 26628
051900001631 0519/ Chattanooga TN Breinerd St CARRE GIE® 0002 PO# NPS Presertation 06-21-2006 574
052800001334 0528 /Mars PA Cranberry. NANCY BEDNAR-ESCHER 0005 200 copies letter folded 05.23-2008 36540
181500004465 1815 /Washington DC 2020 K Street WATHERINED. CLARKE 0006 05.11.2006 39126
150900001619 1509 / Atlarta G Mctown CARRIE GIES 0002 earrie gibh - nete test 04-21-2006 32999
12450P000134 1245 [Washington DC K Street CAROLCNI 0014 TESTPRONG 04.18-2006 s002
12650000126 1245 /\Washinglon OC K Street CAROL CN 0014 03.28.2006 3085
012300000594 0123 /Lille Rock AR Dawniown CARRE GIES 0002 APPL conference 03.05-2006 38550
012300000395 0123 fLtls Rock AR Downtown CARREE GiB8 0002 150501 GPO (A) GPO express  03-06-2008 183,06

X xcel | £OE

This site is protected by copyright and trademark laws under US and international lavw. Al ights reserved. © 13952006 FedEx

G-(}' eView
Express. * v

Hello, PALIL ORFALEA | Change Password | Contact Us | Help | Losout

Account Listing Payments | Reports | Admin 9

>
Account 8300024081 : 1505-01 GPO (A) Yiew Account Delails

Invoice ID : 124500000801
Location : 1245 f Washington DC K Street

All iems. (3 total)
1

Inoice Line Deseription Ouantity  Unit Of Measure Unit Price  Unit Price Discount Customer Discount Amount

1 FS OfS Color Heavy Weight Cost 36.00 EA 1000 3.0000 $108.00 $252.00
2 Document Creation Scan Graphic 1.00 EA 693 0.7000 3070 $629
3 Document Creation CD Master Cr 1.00 EA 985 1.8500 385 $5.00
Total #1085 $266.29
X Excel | poF

This ste copyright laws under US lave. Al rights reserved. ® 1995.2006 FedEx

FedEx Kinko’s
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To view payments

1) Click Payments from the navigation menu.

2) Return the Payments Screen.
3) Display the last 6 months open and closed
payments.

Payment ID

1143101

To view details on a specific payment

1) Select a Payment ID from the Payments
screen.

2) Return the Payment Details screen.

3) Display the last 6 months open and closed
payments for the selected Payment ID.

Account Hame Invoice ID Activity Entry Amount
§300024091:1505-01 GPO (&) 012300000394 Detail 53

GO eView
Express. * !

Hello, PALL ORFALEA | Cr ssword | Contact Us | Hele | Logout

[ Account Listing | Invaices Reports [ Adrmin 9

Initial results retum the 1ast si months of data; however, ifyou are laoking for a Specific payment or a broader range, USe the Payment Search feature

Allters. (13 total)
1

Payment ID Date Received Payment Amount
1143101 0B-05-2006 32581241
1143101 05-30-2006 $33,708 87
1143101 05-19-2006 $21,905.99
1143101 05-05-2006 $5,118.03
114310 04-14-2006 $1,13027
1143101 04-07-2006 $273452
1143101 03312006 $5580
114310 03-24-2006 sz
1143101 03-17-2006 $573.32
1143101 03-10-2006 $247.19
1143101 03-06-2006 $1.931.14
1143101 02-24-2006 $1559.09
1143101 02-21-2006 $2,78330
K] Excel | OE
This site is protacted by copyright lawes under L Il @1935-2006 FedEx

v

Gﬂ eView
Express. * ’

Helo, PAUL ORFALEA | Change Password | Contact Us | Hels | Logout

| Account Listing | Invices Reports | Adrmin 4

Payment ID - 1143101

Payment Details

Al terns. (16 total)
1

To view invoice activity status

1) Click the Detail link from the Payment
Details Screen.

2) Return Invoice Activity Details Screen.

3) Display current payment status

Account llame Invoice 1D Activity Amour
8300022723:1595-01 GPO (E) 052500000314 Detal $533.73
8300022729:4191-03 SOCIAL SECURITY ADM (T) 182400000377 D $855.00
8300022729:4191-03 SOCLAL SECURITY ADM (T) 183200000414 Detall $1,71000
8300022729:4191-03 SOCIAL SECURITY ADM (T) 036600000181 Detal $96.23
8300022729:4191-03 SOCIAL SECURITY ADM (T) 036600000185 Detal 345885
8300022729:4191-03 SOCIAL SECURITY ADM (T) 0GE700000347 Detad 33648
8300022729:4191-03 SOCIAL SECURITY ADM (T) 123000000630 Detail $1.076.14
8300022735:4311-AM DOIUSGS (L) 182300000408 Detal $463.41
8300022735:4311-AM DOIUSGS (L) 182300000414 Detal 88287
8300022737:4830-01 RS (T) 244300001129 Detal 052
8300022737:4830-01 RS (T) 244300001133 Detal $1932
B300022737:4830-01 RS (T) 244300001081 Detal $18.24
4031:1505-01 GPO (8) 012300000394 Detad 35301
8300024081:1505-01 GPO (A) 012300000385 Detal $17865
B300024565:4831-03 RS (E) 2443000012685 Detail 3
B8300024565:4831-03 RS (E) 244300001355 Detad $3574
X Excel | £OF
This ste is protected by copyright lavws under | A1 ©1995-2006 FedEx

Gn iew
Express. * eve

Hello, PAUL ORFALEA | Change Password | Contact Us | Help | Loagt

‘Account Listing Payments | Reports [ Admin 4

Account 8300024091 : 1505-01 GPO (A)

Card Holder : CARRIE GIBB

Invoice 1D : 012300000394

Agency Job Reference | APPL conference
Htem Status : CLOSED

Invoice Activity Details

Alltems. (3 total)
1

Accounting ription Amount
03062005 N 5550
05422006 T #53.01)
05-25-2008 L 32.79)
Total Balance $0.00
Klexcel 1T e0F
This ste pyrigh lovws under L .. All rights reserved. ®1995-2006 FedEx

FedEx Kinko’s
Office and Print Services
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Viewing Reports

Based on your predetermined access level, you are granted access to view certain reports. For example:
a. For GPOExpress Admin and GPOExpress levels, you can view and save all reports including the master

reports.

b. For Agency Admin and Agency levels, you can view and save reports for your specific agency only

There are two types of reports, weekly and monthly reports. Reports include data such as account numbers, detailed
spend reports per cost center, SKU reports per invoice and total weekly/monthly dollars per program and more.

To view a report

1) Click Reports from the navigation menu.
2) Return Reports Screen.
3) Select a report from the scrollable list box

Selected
Agency_Weekly Activity (USDA FS)_070506.xls

GIO: -
Express. * eiew

Hello, PALIL ORFALEA,

sword | Cortact Us | Help | Logout

Account Listing | Payments

Reports

‘To viewwe ekly or monthly account details, select a report from the list Upon clicking the View buttan, you can directly open or save the report file to your desktop.

Weekly Activity Reports Monthly Activity Reports
[Agencies_Weskly Actiity_(USDA FS) 070506 xIs | Agencies_Monthly_Actiity 072006 xls
Agencies_Weekly_Actiity_(USDA FS) 071906.xIs Agencies_Monthly_ Activity 062006 xls
Agenties_Weekly_Actiity_(USDA FS) 072606.xIs

Agencies_Weekly_Actiity_(USDA FS) 080206.xls
Agencies_Weekly_Actiity_(US ARMY)_071206.xls
Agencies_Weekly_Actiity_(US ARMY) 080206 xls
Agencies_Weekly_Activity_(USMMA)_070506.xIs
|Agencies_Weekly_Activity_(USMMA) 071206.xis
|Agencies_Weekly_Activity_(USMMA) 072606.xis

Agencies_Weekly_Activity_(USMIMA) 080206 xIs v

View Monthly Report

GEO eView
Express.

Helo, PAUL ORFALEA | Che

1 Us | Help | Logout

Account Listing | Payments

Reports

To view weekly or monthly account details, select a report from the list. Upon clicking the View buttan, you can directly open or save the report file to your desktop.

4) Click the appropriate View button

Ag Veel (USDA FS) 070506.x1s

[Agencies_Monthly_Actity_072006 xIs

DA FS)_071906 xls (Agencies_Monthly_ Actiity_062005 xIs

(USDA FS)_072606 xls
\Agencies_Weekly_Actiity_(USDA FS)_080206 xIs
Agencies_Weekly_Actiiity_(US ARMY)_071206.xls
Agencies_Weekly_Activity_(JS ARMY) 080206, xls
Agencies_Weekly_Actiity_(USMMA) 070506, s
Agencies_Weekly_Activity_(USMMA) 071206, xls
Agencies_Weekly_Activity (USMMA) 072606, xls
(Agencies_Weekly_Activity_(USMMA) 080206, xls v

5) Display the File Download window and
prompt to select Open or Save
a. If you select Open, system opens
report in a new window.
b. If you select Save, system download
or save file to your personal desktop.

; View Weekly Report || View Monthly Report

File Download [i|
Do you want to open or save this file?

@ Mame: Agencies_Weskly_Activity_(USDA FS)_070506.xds
JU Type: Microsoft Excel Worksheet

From: eview.Fedexkinkos.com

Open ][ Save ][ Cancel I

‘wWhile filez from the Intemet can be useful, some files can potentially

ham your cormputer, If you do not trust the sowce, do nat open of
save this fils. What's the risk?

FedEx Kinko’s
Office and Print Services
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Uploading Reports

In addition to having view access to the reports, super users also are the only level that has the ability to upload them

on eView.

To upload a report

1) Click Reports from the navigation menu.

2) Return Reports Screen.

3) Click Browse button in the appropriate
Upload feature.

4) Open Choose File window.
5) Select a report file from your desktop.

Selected
Agency_Weekly_Activity_(USDA FS)_070506.xls

6) Click Open button, and populates the eView
upload input text field.

7) Select the corresponding Upload button.

~
DN B
G-D' * eView
EXp ress. Hello, PAUL ORFALEA | Chance Password | Contact Us | Help | Logout
Account Listing | Payments
Reports
To view weekly or monthly account details, select a report from the list. Upon clicking the View buttan, you can directty open or save the report file to your deskiop.
Agencies_Weekly_Actiity_(USDA FS) 071906 xIs ~ Agencies_Monthly_Actiity 072006 x5
Agencies_Weekly_Actiity_(USDA FS) 072606.xIs Agencies_Monthly_ Activity_062006. xls
Agencies_Weekly_Activity_(USDA FS)_080206.xI5
Agencies_Weekly_Actiity_(US ARMY)_071206.xls
Agencies_Weekly_Actiity_(US ARMY) 080206 xis
Agencies_Weekly_Activity_(USMMA) 70506 xIs
Agencies_Weekly_Activity_(USMMA)_071206.xIs
Agencies_Weekly_Activity_(USMMA)_072606.xIs
Agencies_Weekly_Activity_(USMMA)_0B0206. xIs
Agencies_Weekly_Activity_(CNS)_072608.xls v
[ |(Browse.. J |(Browse. ]
v
Choose file m@
Look in: [ (3 eView Reports x| - @EekE-
}) ’@Agen ._Monthly_Activity_072006.xs
P FS)_070506,x1s
My Hecen\'
Documents
Desktop
My Documents:
My Computer
My Network. i name: |agencies_weekly_Activiy_(USDA F5)_07050 | Open
Ces
Flesoftype: |4l Files () | Carcel
7 |
~
N B
Gﬂ * eView
Express. TR comm e | ot L
Account Listing | Payments
Reports
Ta view weekly of monthly account details, select a reportfrom the list Upon clicking the View button, you can directly open of save the repor file 1o your desktop.
Agencies_Weekly_Activity_(USDA FS)_071906.xls -~ Agencies_Monthly_Actiity_072006.x1s
Agencies_Weekly_Activity_(USDA FS) 072606 xls Agencies_Monthly_ Activity_062006.x1s
Agencies Weekly_Actity_(USDA FS)_080206.xIs
Agencies Weekly_Actiity_(US ARMY)_071206.xIs
Agencies_Weekly_Activity_(US ARMY)_080206.xIs
Agencies_Weekly _Activity_(USMMA)_T70506 xls
Agencies_Weekly_Actiity_(USMMA)_072606.xIs
Agencies Weekly_Activity_(USMMA) 080206 xIs
Agencies_Weekly_Actiity_(CNS) 072606, xls v
fts\agencies_Weekly_Actiity (USDA FS) 070506.xls| [ Browse. |(Browse.
»
> —
v

FedEx Kinko’s
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The Reports screen automatically refreshes and
the new report is uploaded and accessible from
the scrollable list box.

Agency_Weekly_Activity_(USDA FS)_070506.xls

~
D%
GO * eView
EXp ress. Hello, PAUL ORFALEA. | Change Password | Contact Us | Help | Looout
Account Listing | Payments
Reports
Ta view weekiy or monihly account details, select a report from the list. Upon clicking the View button, you can directly open or save the report file 1o your deskiop.
Weekly Activity Reports. Monthly Activity Reports
[Agencies_Weekly_Activity_(USDA FS) 070606 xis ~ (Agencies_Monthly_Actiity_072006 xls
Agencies_Weekly_Activity_(USDA FS)_071906 xIs Agencies_Monthly_ Actiity_062005 xIs
Agencies_Weekly_Actiity_(USDA FS) 072606 xls
Agencies_Weekly_Actiity_(USDA FS) 080206 xls
Agencies_Weekly_Actiity_(US ARMY)_071206 xIs
Agencies_Weekly_Activity_(US ARMY) 080206 xIs
Agencies_Weekly_Activity_(USMMA)_070506 xIs
Agencies_Weekly_Activity_(USMMA)_071206 x5
Agencies_Weekly_Activity_(USMMA) 072606 xis
Agencies_Weekly_Actiity_(USMMA) 080206 xis v
[ |(Erowse.. [(Erowse.. ]
v

FedEx Kinko’s
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Creating New Users

Super users and GPOExpress and Agency administrators have the ability to create new users from the Create New
Users screen.

For every new user added in eView, an e-mail confirmation is sent to the new user along with his/her unique
username and password which immediately grants the user access to the application. The user information is also
saved to the database and populated in the User dropdown list on the Assign Access Views screen.

Cardholders are automatically added as an eView user and can bypass this action which is process within 24 hours
after a card account has been assigned in PeopleSoft.

To create a new user

1) Click Create New Users from the Admin
navigation menu.

2) Return Create New Users screen.

3) Enter the following required user information:

a. E-mail Address, also referred to as
username

b. Full Name, type first and last name

c. Phone Number, type XXx/XXX-XXxx

d. Select Agency Classification

4) Click the Submit button.

5) Return Confirmation screen with the option
to begin assigning user view access.
6) Click the Assign Access Views text link.

7) Return Assign Access View screen with the
user populated in Section 1.

Also displays the Section 2: Display user’s
current access level and Section 3: Grant user
access level permission.

Go to Assigning Access Views for more
instructions.

ebe]
Express.

eView

| Contact Us | Help | Locout

Hello, PALIL ORFALEA | Change Paseword | ¢

Create New Users

Account Listing |

Admin 9

Payments [ Reports

Please provide the information requested below in order to create a new user. Upon clicking the Submit button, the new user is saved and an e-mail confirmation will be sent
with thei respective usemame and password. Ater new User creation, you will be granted permission to begin assigning user with access levels. Qptions inciude Agency,

BAC, Account and Card levels,

Fielis marked with an asterisk () are required.

Email Address :* John. Smith@gpo. gov

Full John Smith
Phone Humber : * 000/000-0000
RS-
Ageney Classification : * APPLE v
Submit
This site is pr y copyright and tr under US and All rights reserved. @ 1935-2006 FedEx
eX .
G-D- eView
Express. ek A P AL | o et s
Account Listing | Payments | Reports
Confirmation
Assign Access Views
copyrigh under ©1935-2006 FedEx
ey )
Gn‘ * eView
Express. e e
[ Account Listing | Payments Reports

> Assign Access Views

‘Section 1: Select an existing user to update access levels.

User.

View Hierarch

m Assign GPOExpress Admin || Assign GPOExpress View

ction 2 User selected is currently

User's Access Assignments

0 resuts found

0 resuts found

0 resuts found

0 resuts found

access, click k.

Section 3: , select Hold down the €t key
AAART A
APPLE
Agency: |ARMY
CHAMIZAL NATL MEMORIAL
CNS

v Next Sub-Level | nssignAccess ||  assign Agency Admin

This sie is protected by copyright andl trademark laws under US and International law. Allrights reserved. © 19952006 FedEx
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Assigning Access Views

Super users, GPOExpress and Agency administrators have the ability to grant user admin and/or view access from
the Assign Access Views screen.

Based on your access level, you are granted certain authorized actions:

> Super User
R oot e | e Ay R > GPOExpress Admin User
> Agency Admin User

The Assign Access Views screen includes the following sections and features. Access are instantly granted and
displayed in the appropriate User’'s Access Assignment table.

Grant view access across all agencies «——————

Grant administrative and view access across all agencies €«————

Select from complete user list «———

> ;
GD‘ * eView
Express. L e e o
Focomt Uing | Paymerte | | Fepors
Assign Access Views Vigw Hisrarchy
>
H H Section 1: Select an existing user 1o update access levels.
Section User List
user: ] | surchuser || nssign GPOExpress aamin | assion GeOExpross view |

ex selected is curently access, click ik

User’s Access Assignment

0 resuls found

_, 0 results fourd
—Pr Section3: i Hold
[AaaRT 3
1 APPLE
Assign User Access P i
CHAMIZAL NATL MEMORIAL
lens g

This sie is protected by copyright and!trademark laws under US and International law. Allrights reserved. @ 13952006 FedEx

Go to next/previous org level

Grant view access to an agency «———

Grant administrative and view access to an agency «——

FedEx Kinko’s
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7} Fedex Kinkos GPOExpress eView - Microsoft Internet Explorer

To assign administrator or view access I e T i ] ~
Q- Q HRAG P oros @ -5 W [JEH B
. . . . Adiress @) Kinkostest, & VB ks ™ - et redexknkos [
1) Click Assign Access Views from the Admin s
. t GD‘ eView
navigation menu. . Express. Vet PAUL ORFALEA | Chang P | Cotct s i Lot
2) Return Assign Access Views screen. [ oot | oo ogoms

3) Select username from User dropdown menu. | Assign Access Views

Section 1: Select an existing user fo update access levels

User | <-Select a User-> v
JOHN MORSE — USDA ARS ~
JOHN O'CONNOR -~ GPO
JOHN SH s

JOHN SM
JOHN WHEB' S
[JOHNIE LEWIS — NEA
This site i [JOHNNY SMITH - FEMA, reserved. ©1995-2006 FedEx

JON P. CIPOLLA - DOE BPA

[JONATHAN BELSON - DOI NPS

JOSE M. ZELAYA -— GPO

JOSEPH HARRINGTON - GPO

JOSEPH LOVE - HUD

JOSEPH WASHINGTON --- CREDIT ADMIN
JOSEPHINE JENKINS - USDA AMS PACA
JOSHUA ELVIOVE - GSA PBS

JOSHUA SMITH - USMMA

JOYCE ANDERSEN — USDA FS

JOYCE THOMAS - GSA PBES ORD

JUAN B. ROJO - USDA APHIS WS
JUDITH SHEON - USSC

View Herarchy

Eloone JUDY HAWKINS — USDA GIPSA FGIS
JULIE DUNNWALD - DHHS PSC FOH

 Internet

JULIE TRZECIAK - USDA FS

James J. Shannon — USDA APHIS PPQ
James Keysor - DOC/NOAA/NWS
James Kramper - DOC/NOAANWS
James Meyer — DOC/NOAAMNWS
James Pringle --- DOC/NOAAMNWS

To assign administrative access Jimes Searen  DOCNOAANNS

| Jeff Johnson - DOC/NOAA/NWS ~

4) GPOExpress Admin GO *
a. Click Assign GPOExpress Admin Express.

eView

Hello, PALL ORFALEA | Change Password | Contact Us | Heio | Logout

button. Feeomt g |

Payments. | Reponts

b. Display assigned level under User’s Assign Access Views
Access Assignment table. DS —

Vigw Hierarchy

vser | Iy ) Switch User Assign GPOExpress Admin || Assign GPOExpress View

5) Agency Admin S — —
a. Select an agency from the Agency hrEniese s aNARNS
List.
b. Click Assign Agency Admin button.
c. Display assigned level under User’s
Access Assignment (Agency) table.

0 resuts found

Section 3t 4 Hokd
AAART ~
APPLE .

Agency: |ARMY

» CHAMIZAL NATL MEMORIAL
GO s
Express. .
Account Listing | Payments This she is protected by copyright and trademark laws under US and International law. All rights reserved. ©1935-2006 FedEx

Assign Access Views

Section 1: Select an existing user o updste access levels
User. N.SMITH@GF | Swilch User Assign GPOExpress Admin || Assign GPOExpress View

Section 2: User i levei(s).  click the Revole text link.

User's Access Assignments

v Next Sub-Level Assign Agency Admin

GPOExpress (Admin) Revoke

RS (Adimin) Revoke

A

0 results found

0 results found

0 results found

Section 3: levels, below. Hold key to make
HUD [

i
«
Agency. [MSFB

NEA,

E
INEARNG v

$

Next Sub-Level Assign Agency Admin

FedEx Kinko’s
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To assign org level view access
g 9 [ePe] * eView

6) GPOExpress V|ew Epress. Hello, PALIL ORFALEA. | Change Password | Contact Us | Help | Logout
a. CI|Ck Assign GPoExpress View Account Listing | Payments | Reports
button Assign Access Views NS

b_ D|Sp|ay assigned |eve| under User’s Section 1: Select an existing uzar 1o updiste scoess levels.
Access Assignment table. ‘ ‘ e RS

lewel(s). To remove level access, cick the corresponding Revoke text ink

7) Agency View
a. Select agency(s) from the Agency
List.
b. Click Assign Access button.
c. Display assigned level under e
User’s Access Assignment Socton 3 Tochrs s ot o : bty oo i st
(Agency) table. FEC s

Agency: |FERC m
@ FMC

8) BAC View ePe] *® eView

|FTe 2

Assign Agency Admin

. EXpl’ess. Helo, PAUL ORFALEA, | Change Passvord | Contact Us | Help | Logout

a. Select the ap_propnate agency from —
the Agency List. _ _

Assign Access Views View Hererchy

b. Click Next Sub-Level button;
collapse with the agency selection.
. Select BAC(s) from the BAC List
. Click Assign Access button.
e. Display assigned level under User’'s
Access Assignment (BAC) table.

‘Section 1: Select an existing user to update access levels.
User: M Gl | Switch User Assign GPOExpress Admin || Assign GPOExpress View

‘Section 2: User L o level(s). . click the Revoke text link,

o0

User's Access Assignments

0 results found

0 resuts found

Gﬂ-" * Section 3: select i below. Hold ey to make mul

EXx p ress. Helo, PALL ORFALL FMC 4
FTC
Account Listing Payments Agency.
GSA PBS

Assign Access Views

‘Section 1: Select an existing user 1o updste sccess levels
user. SMITH@ 501 | ‘Switch User Assign GPOExpress Admin | Assign GPOExpress View
‘Section 2: User selected is curently assigned to the following access levei(s). To remove level acoess, cick the cormesponding Revoke tex ink

User's Access Assignments

FEMA, Revoke

150501 Revake
O resus found
O resuts found
Section 3: To change the ,select g atrkey to make
agency. |

rﬂﬂ_ 8c
1595-01
<t 8d
FedEx Kinko’s
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9) Account View G‘,_:-ﬁ; ress * eView
. - Hello, PALIL ORFALEA. | Change Password | Contact Us | Help | Logout
a. Select the appropriate agency from — T —
the Agency LISt Assign Access Views View Hierarchy
b. Click Next Sub-Level button; R
collapse with the agency selection. - [ L ———_—

c. Select the appropriate BAC from the
BAC List.

d. Click Next Sub-Level button;
collapse with the BAC selection.

e. Select account(s) from the Account

Section 2: User selected is currently assigned to the following access level(s). To remove level access, click the corresponding Revoke text link.

User's Access Assignments

List GPO 1585.01 1595-01 GPO (E) Revoke
f. Click Assign Access button. .
Section 3: To change the , ol rmultiple selections

g. Display assigned level under User’s somor |
Access Assignment (Account) table. e |

A

Next Sub-Level Previous Sub-Level Assign Access

© | .

\
|
Accourt: ‘

10) Card View
a. Select the appropriate agency from G/__'-J)%J e & eView
. O Hello, PALL ORFALEA, | Change Password | Contact Us | Help | Logout
th.e Agency LISt' Account Listing Payments | Reports “
b. Click Next Sub-Level button; _ _ .
Assign Access Views View Hierarchy

collapse with the agency selection.

c. Select the appropriate BAC from the
BAC List.

d. Click Next Sub-Level button
collapse with the BAC selection.

e. Select the appropriate account from
the Account List.

‘Section 1: Seiect an existing user to update access levels
User | ATH@GF | Switch User Assign GPOExpress Admin || Assign GPOExpress View

Section 2: User selected is cumently assigned 1o the following access levei(s). To remove level access, elick the corresponding Revoke text ink

User's Access Assignments

FEMA

PO

f. Select Next Sub-Level button; 059 : 15501020 ®
collapse with the account selection. . = oo 2222’§1§$ Cev s —
g. Select card(s) from the Account List. | | scuonsmoommen ‘ . o
h. Click Assign Access button. |
i. Display assigned level under User’'s e | < @
Access Assignment (Card) table. sccnrt | < @

Caret

Car
Card 0004 © CINDY PEPPIN (Canceled)
Card 0005 - CHRISTINA RUDOLF A

Prosous S Low

© © o

At the assignment stage, the following additional actions can occur:
» To make multiple selections, hold down the Ctrl key.
* To return to the previous org level listing, click the Previous button.
» To remove an assignment, click the corresponding Remove text link.

FedEx Kinko’s

15 Office and Print Services




GO
Express. *

eView User’s Guide

Creating New Organization Levels

Super users and GPOExpress administrators have the ability to view, add or remove an Agency and Billing Access

Code (BAC) from the Create New Levels screen.

For every new agency or BAC added or removed in eView, an e-mail confirmation is sent to notify the administrators
at the GPOExpress and Tech — eView Support mailboxes.

To access the Create New Levels

1) Click Create New Levels from the Admin
navigation menu.

2) Return Create New Levels screen.

3) Display two options:
a. Create New Agency
b. Create New BAC

4) Display two tables:
a. List of all active agencies Ly
b. List of all active BACs with its

associated agency

Displays all active agencies and
corresponding BACs for GPO.

To remove an agency or BAC:

(6P e iew
Express. * evie

Hello, PAUIL ORFALEA | Change Password | Contact Us | Help | Logout
T T T

Create New Levels Wiew Hierarchy

Please provide the information requested below in order to creale a new organization |evel. Upon clicking the Create bution, the level is saved, and the corresponding list table
reflects where the new level is available for assignment.

Create New Agency Create New BAC

<-Select an Agency-> v

Create New Agency Create New BAC

Items 1-30. (82 total) Items 1-30. (126 total)
<< Previous 1-2-3 hext == << Previous 1-2-3-4-5 Next >=
Agency llame Remove Agency llame BAC Remove
AAART Remove Agency AAART B79-95++ Remove BAC
ARMY Remove Agency ARMY 710-26 Remove BAC
CHAMIZAL NATL MEMORIAL Remove Agency ARMY 3M0-LR Remove BAC
CNS. Remove Agency CHAMIZAL NATL MEMORIAL 4310-HF Remove BAC
COMPLIANCE Remove Agency CNS B050-28 Remove BAC
CREDIT ADMIN Remove Agency COMPLIANCE 7420-A5 Remove BAC
DEPT OF ENERGY HQ Remove Agency CREDIT ADMIN E705-01FAR Femove BAC
DHHS PSC FOH Remove Agency DEPT OF ENERGY HQ 8450-01 Remove BAC
DOCNOAANWS Remove Agency DHHS PSC FOH 4151-85 Remove BAC
DOE BPA. Remove Agency DOCINOAANNS 3510-23 Remove BAC
DOIBLM Remove Agency DOE BPA B450-15 Remove BAC
DOIFWS Remove Agency DOIBLM 4310-40 Remove BAC
DOl MMS Remove Agency DOI BLM 4310-75 Remove BAC
DOINPS Remove Agency DOl BLM 4310-GG Remove BAC
DOl NPS JOB CORPS Remove AGancy DOI BLM 4311-AC Remove BAC
DOl NPS MW ARCH CTR Remove Agency DOl FWS 4310-35 Remove BAC
DOl RECLAMATION Remove Agency DOIFWS 4310-AN Remove BAC
DOIUSGS Remove Agency DOl FWS 4310-8C Remove BAC
DoJ Remove Agency DOI FWS 431160 Remove BAC
DOJ ATF Remove Agency DOI MMS 4310-MR Remove BAC
DOJDEA Remove Agency DOINPS 4310-47 Remove BAC
DOy o Remove Agency DOINPS 4310-84 Bemove BAC
DOJ USMS Remove Agency DOI NPS 4310-A2 Remove BAC
DOL BLS Remove Agency DOINPS 4310-K8 Remove BAC
DOL OASAM Remove Agency DOl NPS. 4310-PW Remove BAC
DOT FHWVA Remove Agency DOINPS 4310-v2 Remove BAC
DOT-FED HWY ADMIN Remove Agency DOINPS 4310-W1 Femove BAC
EEOC Remove Agency DOINPS: 4310-X2 Remove BAC
EPA Remove Agency DOINPS: 4310-vP Remove BAC
FARM CREDIT ADMIN Remove Agency DOI NPS JOB CORPS 4310-8% Remove BAC
X Excel |'H por X excel | pOF

This sfe is protected by copyright and trademark laws Under US and International law. AllTights reserved. ©1995-2006 FedEx

1) Identify incorrect agency or BAC name from the appropriate Listing table

2) Click the Remove text link.

3) Remove the incorrect Agency or BAC from the table.

If there are no data or child relationship associated, you will have the ability to remove an Agency or BAC; otherwise,

it is prohibited.

FedEx Kinko’s
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To add a new agency

1) Type the new agency name in the input text
field for Create New Agency.
2) Click the Create New Agency button.

Apple |

Create New Agency

3) Confirm new agency addition and click
Continue button.

4) Display the new agency in the Agency List
table.

To add a new BAC

Gn' evView
Express. * "

Hello, PALIL ORFALEA, | Change Password | Cortect Us | telo | Losout

Account Listing | Payments | Reports

Confirmation

New agency APPLE A e-mail ining the agency to the GPOE mailbox

Continue

“This site is protected by copyright and trademark laws under UIS and Inmernational lav. Al rights reserved. © 1995-2006 FesEx

1) Select the assigned agency from the
dropdown menu.

2) Enter the new BAC in the input text field for
Create New BAC.

3) Click the Create New BAC button.

Create New BAC

|APPLE v| Amber

Create New BAC

4) Confirm new BAC addition and click
Continue button.
5) Display the new BAC in the BAC List table.

G’ﬂ evView
Express. * Vi

Hello, PAUL ORFALEA | Change Password | Cortact Us | Help | Logout

T T T, o

Confirmation

New BAC AMBER was created successtully. An e-mail confirmation containing the BAC name will be sert to the GPOExpress eView maibox.

This site is protected by copyright and trademark laws under US and International lav. All rights reserved. ® 1995-2006 FedEx:
lterns 1-30. (33 total) lterns 1-30. (127 total)
== Previous 1-2-3 hext == =< Previous 1-2-3-4-5 Next ==
Agency Hame Remove Agency Hame BAC Remove
AALRT Bemove Agency ASART S79-95++ Bemove BAC
Ceere ) Remove Agency Ceeree AMBER ) Remove BAC
ARMY Remove Agancy ARMY 3T10-26 Remove BAC
CHAMIZAL NATL MEMORLAL Eemove Agency ARMY 3T10-LR Remove BAC
It is required to add a new agency or BAC in eView before any cards can be assigned to them.
FedEx Kinko’s

17

Office and Print Services




GO

Express. eView User’s Guide

Editing New Users
Administrators have the ability to modify users information from the Edit Users screen.

Based on your access level, you are granted certain authorized actions:
» Super Users — ability to edit, remove and reset password
* GPOExpress Admin — ability to edit and reset password for all agency users
* Agency Admin — ability to edit and reset password for assigned agency users only

To edit a new user

1) Click Edit Users from the Admin g0
. . Gn‘ eView
navigation menu. Express. e, LR | o | Gt
2) Return Edit Users screen. Aecout ety Famete | Fasets
3 ) Dlsplay list of users and ca pa bil |ty to edit To modify a user's information, click the Edittext ink. To reset a user's password,click the Resettext ink and a new password wil automatically be generated and sentto the
th . . format'on user's e-mail address.
eirin lon. | eovvcsers |
a. Edit eView users
b . Edit non_eview users %RVN HUSKEY ‘CORY HUSKEY{@NE NGB ARMY MIL m—n"?
ADRIENNE GANTT GANTT ADRIENNE@EPA GOY 202/564-1847
C. Remove users AINA NEVES EDDA & NEVES@HUD GOV 4041331-5001
AKIKO WARD AIWARDEIGPO GOV 202-512-1187
d. Reset users’ password ALANA MaYE MAVE ALANAREPA GOV 20215643677
ALAN DORHOFFER ADORHOFFEREMUSSC GOV
ALBERT TRIPP JR. ALBERT TRIPP@CIT USCOURTS GOV 212i264.2812
ALECIA CRICHLOWY RICH! AADEPA GOV 202/564-36T7 EPA
ALEXIS RAMOS RAMOSAGDUSMMA EDL S16773-5472 USMMA,
ALLA BLACKFORD ABLACKF ORDE@NEH GOV 20206068247 NEH
i LICE MERRICK. LICE. 2 8634 GRO.
o ALLAN ARNOLD ARNOLDARUSHMMA EDU 516773-5437 USHMA,
ALLEN CROTTS ALLEN CROTTS@HG DOE GOV 202/586-4326 DEPT OF ENERGY HQ
ALLENPATCH ALLEN PATCHEMAL DOC GOV 515288-8614 Doc
ALMA CANDELARIA, ALCABLOC GOV 202/724-9226 COMPLIANCE
ALYSON COYLE ALYSON COYLE@TSI JCCBI GOV 40519548264 DOT RSPA TSI
AMANDA MING AMANDA MINGEDNOAA GOV DOCMNOAANNS
AMY BENSON AMY BENSONGMAIL DOC GOV 208/364-7T791 DOC
AMY DONALDSON AMY L DONALDSON@IRS GOV B859/669-3124 RS
<
AMY MUND AMY MUND@CO USDA GOV 720/544-2306 USDARD
ANDREA, RICCI ANDREA RICCIKDUSDA GOV 520670-4793 USDA AMS PACA
ANDREW ANDERSON ANDREW ANDERSON@MAIL DOC GOV 316/263-4067 DoC
ANDREWY BELL ANDYBELLATRICITY WU EDU USDA ARS
ANDREW CLAPPER ANDREW T.CLAPPERE@APHIS LISDA GOV 217/7241-6700 USDA APHISWS
ANDY GITZINGER ANDY GITZINGERGFEDEXKINKOS COM  (214) 703-4438 GPO
ANGELA HAYTHE AHAYTHEBGPO GOY. 202/512-0559 GPO
ANGELA MARTIN AMARTINGCNS GOV 202/606-6711 CNS
ANGELA SHMONS ANGELA SMMONS@CSOSA GOV 202220.5644 Depsa
- ANGELONIS KLONIS KLOMISA@RLSHMA EDU 516/773-5218 USMMA Not Editable
Y ANITAH, CLARK ANITA CLARKENPS GOV DOINPS ditable
ANITA SANTIAGO ANTA SANTLAL MAIL N 314/425-3300 Doc ot Editable
ANTAWALKER ANTAWALKEREMAIL DOC GOV 248/975-9600 DOC ot Editable
ANNA ADAMS ANNA ADAMSEIFHVWA DOT. GOV 720/963-3004 DOT FHWA ot Editable
ANNA DRAISEY ANNA DRAISEY@APHIS USDA GOV 518/869-6135 USDA APHIS VS Not Editable
ANNA-MARIE GERMAN ay\é‘A R JAPH AGOY. 912/554-4900 USDA APHIS PPQ INot Editable
ANNE M. HELLRUNG ANNE HELLRUNG@FHWA DOT GOV 21714924611 DOT-FED HWY ADMIN ot Editable
ANNE M. MCALOON AMCAL OONG@FMC GOV FMC ot Editable
ANNE WILLIAMS VWAL SH ANNE@BLS GOV 3124353.7200 DOLBLS
ANN MARIE GALLATY AJGSECDC GOV HHS/ICDC
< — ANNMARIE GIRANI GIRANIAGUISHMMA EDL 5167735382 UShiMA,
) ANN SANBORN SANBORNAGIISMMA EDU 5167735068 USHIMA,
ANN SHARPE ANNL.SHARPE@NASA GOV 2281813-6022 NSSC Not Editable
ANN VACKHAM VMCKHAMAGUSMMA EDL 516@73-5111 USHMA. Not Editable
ANTHONY M, CIFFQ ANTHONY CIFFO@CIT USCOURTS GOV 212/264-2812 UscCIT Not Editable
ANTHONY MICHALSKI TONY MICH, A W 702/388-6694 DoC
ANTHONY MICHELS ANTHONY MICHELS@MED VA GOV 509/434-7226 VA MEDICAL CENTER
ANTOINETTE PALMER TONIPALMERGFHWA DOT GOV 3600619-7726 DOT FHWA Not Editable
ANTONIO STRONZA ANTONIO_STRONZAGHUD GOV 787/766-5400 HUD
APRIL D, TOLL ADT BEPA GOV 503/230-7583 DOE BPA
This site is copyright laws under US lave. All rights reserved. &1595-2006 FedEx
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To edit an eView user

1) Identify user from the listing table.
2) Click the appropriate Edit text link.

3) Return the Edit User Information screen.

4) Re-enter the correct user information:
a. E-mail Address
b. Full Name
c. Phone Number
d. Agency Classification
5) Click the Submit button.

6) Return Confirmation screen.

7) Click Close The Window text link

8) Click Refresh button from the browser,
updates the user’s information with the
correction.

For example: Correct agency classification

from Apple to GPO.

Agency Classification : *

Hame E-miail Address

Edit User Information

Please provide the information requested below with the updaled user information.

Fields marked with an asterisk () are required

Email Address : * JOHN.SMITH@GPO GOV

Full Hame : * JOHN SMITH

Phone llumber : * 000/000-0000

Agency Classification:* | APPLE v

Confirmation

User information was updated successtully. Please refresh the previous screen in order to view the changes
Close This Window

GFD v

Phone Agency Classification

JOHM ShITH JOHM SRITHEGP O G0N 000A000-0000 PO

To edit a non-eView user

1) Identify user from the listing table.

2) Click the appropriate Not Editable text link.
3) Return the Edit User Information screen,
notifying that this user can not be edited and

requires to contact your GPOExpress
Administrator for assistance.

Edit User Information

This user's information is not editable in the eView application. Please contact the GPOExpress Administrator for assistance.

Close This Window

These users require to be corrected in PeopleSoft and the changes will be reflected in eView the next day.

FedEx Kinko’s
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To remove an existing eView user

1) Identify user from the listing table.

2) Click the appropriate Remove text link.
3) Return the Remove User screen

4) Click the Remove button.

5) Return Confirmation screen, notifying that
user has been removed from the eView.

6) Click Continue button.

7) Return to the Edit Users Screen.

To reset an user’s password

1) Identify user from the listing table.
2) Click the appropriate Reset text link.
3) Return the Reset Password screen
4) Click the Reset button.

5) Return Confirmation screen, notifying that
new password will be sent to the user.

6) Click Continue button.

7) Return to the Edit Users Screen.

GO ]
Express. * evtew

Hello, PAUL ORFALER, | Chance Password | Conteet Us | Help | Logout

Account Listing | Payrments | Reports | Admin <

Remove User

Are you sure you want to remove the user JOHN.SMITHZGPO.GOV?

T T

This site is protected by copyright and trademark laws under IS and internalional law . Al ights reserved. 19952006 FedEx

G:D"’ eView
Express. * ’

Hello, PALL ORFALEA | Change Password | Contact Us | Help | Logout

Account Listing | Payments | Reports | Admin E

Confirmation

User remaved successtully. An e-mail confirmation wil be sent 1o the designated eview support malbox

This ste is protected by copyright and trademark laws under US and International law. Al rights reserved. ©1335.2006 FedEx

GIC * eView
Express. e, PALL ORFALEA | Chanon assce | Corfacn | oo | s
“account Listing__| Payments | Reports

Reset Password

Are you sure you want to reset the password for user JOHN.SMITH@GPO.GOV?

T T

“This site is protected by copyright and trademark laws under US and International vy, All rights reserved. © 19952006 FedEx

GO .
Express. * erew

Hello, PAUL ORFALEA | Change Password | Contact Us | Help | Locsut

e Ty T T

Confirmation

The password was reset successfull. An e-mai will be Sertto the user's e-mail address reflecting this change.

This site is protected by copyright and trademark laws under LIS and Internationallavw. All rights reserved, @ 1995-2006 FedEx
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Changing Your Password

Before you can change the password for a user account, you first log on as that user with the assigned username
and password. Both username and password are unique to each user and sent to you via e-mail. The username is
your e-mail address and the password is randomly generated by the system. Note that the password is case
sensitive.

To change your password

1) Click Change Password link, located at (eDel * eView
the top right of every screen (except Login Express. e —p— T
Screen). Account Listing | Paymerts | Reponts | Adrmin <

Change Password
2) D|Sp|ay Change PaSSWOrd screen. Please provide the information requested below in order to change your password. The new password mustinclude a minimur of eight characters consisting of numbers and

upper and lower case characters. Fields marked with an asterisk (") are required.

3) Enter the following required information:

a. Username, default to your e-mail
a d d ress Current Password:

b. Current Password, type assigned
password Confim lew Password

c. Change Password, type new
password S—— —— R

d. Confirm Password, re-type new
password

Itis recommended that you change your password every 60 days

Username :

Password requires to contain minimum of
eight characters and include at least one number, upper and lower case character.

3) Click the Submit button
4) Return confirmation screen and automatically send an e-mail, confirming password change.

Remember this password because you’ll need it every time you log in. It is recommended that you change your
password every 60 days for security purposes.

FedEx Kinko’s
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Needing Assistance

Trouble Logging On?, Contact Us and Help screens can assist you with the following:

« forget your login information

* identify your administrator

* questions about eView information
* how to use eView application

To find help logging on

1) Click Trouble Logging In? link from the
Login screen.
2) Display Trouble Logging In? screen.

Provide different ways to contact.
a. by e-mail
b. Administrator Contact List

To locate your administrator

1) Click Contact Us link, located at the top
right of every screen (except Login screen).
2) Display Contact Us screen.

Provide different ways to contact.
a. by GPO National Account Manager
b. by e-mail
c. by website
d. Administrator Contact List

To learn how to use eView

1) Click Help link, located at the top right of
every screen (except Login screen).
2) Display Help screen.

Provide you with the eView User’s Guide, step
by step on how to use the eView application.

Trouble Logging In ?

Please refer to the Administrator List to locate and contact your assigned administrator for assistance.
To e-mail GPOExpress: GPOExpresseview(@upo gov.

Administrator Contact List

All ltems. (9 total)
1

Administrator Agency Phone # E-mail Address.

BERT SIMON DOl BLM 703/648-7283 BSIMON@USGS GOV

MARK NEWCASTLE DOl FWS 703/358-2196 MARK_NEWCASTLE@FWS GOV
BERT SIMON DOIFWS 703/646-7283 BSMON@IUSGS GOV

BERT SIMON DOl MMS 703/845-7283 BSIMON@USGS GOV

BERT SIMON DOl RECLAMATION 703/648-72683 BSIMON@ISGS GOV

BERT SIMON DOIUSGS 703/648-7283 BSIMON@USGS GOV

RANDALL BACON EPA 202/564-9646 BACON RANDY@EPA GOV
SCOTT NEATON RS 20209277518 SCOTT HNEWTONG@IRS GOV
SHERRY JOHNSON TSA 571-227-1086 SHERRY JOHNSON@DHS GOV

G:x)' eView
Express. * v

Heto, PALL ORF ALEA | Chance Password | Contaet Us | Help | Locout
Account Listing | Payments | Reports | Admin <

Contact Us

For mare information on your account contact your GPO National Account Manager.

To e-meil GPOExpress: GPOExpres seview@apo.aov
For more information: hitp: v qpo oviapoexpress

Administrator Contact List

All liems. (3 total)
1

Administrator Ageney Phone = E-mail Address

BERT SIMON DOIBLM 703/648-7283 BSIMON@USGS GOV

MARK NEWCASTLE DOIFWS 70303582196 MARK_NEWCASTLE@FWS GOV
BERT SIMON DOIFWS 70356487263 BSMON@USCS GOV

BERT SIMON DOIMMS 7038487283 BSMON@USGS GOV

BERT SIMON DOIRECLAMATION 703/648-7283 BSIMON@USGS GOV

BERT SIMON DOIUSGS 703/648-7283 BSMON@USGS GOV
RANDALL BACON EPA 202/564-9646 BACON RANDY@EPA GOV
SCOTT NEWTON RS 202/827-7518 SCOTTHNEWTON@IRS GOV
SHERRY JOHNSON TsA $71-227-1086 SHERRY JOHNSON@OHS GOV
This site is o Y copyright and tre under US and . All rights reserved. © 1995-2006 FedEx
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HeBo, PALIL ORFALEA | Change Password | Contact Us | Help | Logout
| Account Listing | Payments | Repoits | Adrmin <

Help

Ifyou have questions orneed assistance on how to Use the eView application, review the attached gView User's Guide

This ste is pr ¥ Copyright and tr under US and

Alvights reserved. @ 1985-2006 FedEx
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