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Overview

W elcome to the New Features Guide for ASAP.gov. This guide provides an overview to
you, the Agency User, of new features available in ASAP.gov. The New Features Guide
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. 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 No Action Required.
Netscape 4.x browser — or greater (except

Netscape 6.x).

Linux OS with Internet Explorer 5.x or No Action Required.
Netscape 4.x browser — or greater (except

Netscape 6.x).

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 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.

® 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.
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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. This section also describes the new status of “Temporary
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. Users can
receive 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.

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

New Features Guide Page 5 of 45 1/16/2004




ASAP.gov New Features Guide - Federal Program Agencies

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.

Viewing

® 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.
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Logging On:

Single Sign On

/J ASAP_gov Login - Microsoft Internet Explorer

File Edt “iew Favoites Toolz Help |
L =

I S o QA @ 8| 9 oA .

Back Farnsard Stop Fiefrezh Home Search Favorites Higtory Frint Edit Dizcuss  Messenger

Address I@ =GETESMAGEN THAME =$5M $15E SMMiKMyINzFRISEE 377VR oRS sk 0Zoppl Aak2buGa=t TARGET =https: //qa. asap. gov /A5 APGov/ j @ Go

‘ ASAP.gov

Automated Standard
FApplication for Payments - on
the Wieb

-

Log On to ASAP.gov

User I |

Password :

Having Trouble Logging On?

ASAP General =
Information

WARMING: This is an Official United States Govermnment System, which may be used only for authorized purposes. Unauthorized modification of any information

stored on this system may result in criminal prosecution. The Government may monitor and audit the usage of this system, and all persons are hereby notified that

the use of thiz system constitutes consent to such monitoring and auditing. Unautharized attempts to upload information or change infarmation on this zervice are
stricthy prohibited and may be punishable under the Computer Fraud and Abuse Act of 1926 and the National Information Infrastructure Protection Act.

=l

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

/J ASAPGOV Menu - Microsoft Internet Explorer

File  Edit ‘“iew Favorites Tool:  Help | 1 .

|»

LDS OFF

Home John Doe
3 . U.S. Dept. of Energy
BUILD: CURRENT CYCLE DATE:
2003.10.15 104232003 ASAPQOV

5 e = Lo U5, Departmert of the
w Payment Requests | Federal Auency Functions | Reports | Inguiries | Help st

Management Service

User Name and

Organization Homepage
ser Documen on Messages
m 30 Online authorizations awaiting cerification /
4 Batch authorizations with a total of 60 authorizations
awaiting cerification
. . 4 Payment requests awaiting review
App||Cat|0n Drop A0 notifications awaiting review B roadcaSt
down menus Messages
Broadcast Messages _—
ASAP.GOV will be down for system maintenance from 11pm Thursday November 27 until
4am Friday, November 28
El

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 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

/J ASAPGOV Menu - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help | -

L. B0 B oDl e o9 5 =7 . H

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuss  Messenger

Address I@ hitpz: /it asap.gov A5 APGov/ j @Go

Home LOSOFF John Doe
. . U.S. Dept. of Energy
BUILD: CURREMNT CYCLE DATE:
2003.10.15 11072003 ASAPQOV

. . P e .5, Department of the
w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]

Managemernt Service

_ - N Moving the cursor
nlln: a.uth.onzatm.nhs awa|t||nt:g§mﬁchat|.on . over 1 Federal
authorizations with 2 total o authorizationg . »

awaiting certification Agency FunCt|0nS

1 Payrnent requests awaiting review activates the drOp

4539 notifications awaiting review down menu
Broadcast Messages

| have been one acy walked out in rain -- and back in rain. | have outwalked the furthest city light. --
Robert Frost

Some circumstantial evidence is very strong, as when vou find a trout in the milk. -Thoreau LI

@'] |avascript: featureFunctional(] ’_’_E  Internst

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 Federal
Agency Functions. Auser 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 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. For example, if a user is on Step 3 of 4 of Enter Online
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. If the user clicks “ok”, then Enter Online Authorization
will be cancelled. The exception to this is when the user chooses a menu option
when at a confirmation Step (i.e., Step 4. See the below section entitled “Three
(3) or Four (4) Step Process” for more information).
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Three (3) or Four (4) Step Process

/J Enter Online Authorizations - Microzoft Internet Explorer

File Edit “iew Favorites Tool: Help | -

@.».@ﬁ‘@@@@

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

LOG OFF
— John Doe
BUILD: CURRENT CYCLE DATE:
20031015 1107/2003 U.S. Dept. of Energy ASAPQOV

. . P e .5, Department of the
w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]
Managemert Service

Enter Online Authorizations

Step 1 of 4
Retrieve Accounts

Enter ane or maore of the following

Recipient ID :I— m
Group ID :I— m
Account 1D (or partial) :I
croaw G
DUNS #(orpartiah | | _
il

[ [ [B@nemt

4]

ASAP.gov is designed so that each function either has three (3) or four (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 Authorization
Information, Step 3 is Review Authorization Transactions, and Step 4 is
Authorization Entry Confirmation. Within ASAP.gov there are no more than 4
Steps to complete any transaction, although there may be sub Steps within a
transaction.
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Find

/J Enter Online Authorizations - Microzoft Internet Explorer

File Edit “iew Favorites Tool: Help | -

@.».@ﬁ‘@@@@

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

OFF -

e John Doe
BUILD: CURRENT CYCLE DATE: U.S. Dept. Of Ener
2003.10.15 11072003 p gy ASAP.gOV

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help U'S'TFD:::&T'E::'::”;P:I

Managemert Service
Enter Online Authorizations

Step 1 of 4 -
Retrieve Accounts FIND button assists the user

in identifying the Recipient ID

Enter ane or maore of the following

Recipient ID :I— m
Group ID :I— m
Account 1D (or partial) :I
croaw G

DUNS # (or partial) :I -
4] | _’I_I

[ [ [B@nemt

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 Group ID. 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.
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/] Find Recipient 1D - Microsoft Internet Explorer

‘ ASAP.gov

W5, Departrmert of the Treasury

Financial Management Service
Find Recipient ID

Enter one or maore of the following:
Recipient Mame (or partial) : ||

State |—None— vl

Organization Type : |—NDne— j

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

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 Fntas Dabne Auwlbonizalions - Micicsol Istenel Esploe

Eke Edt Yew Fgvmiles Tock Help
IR R B = RNE . | | =1 I
Bk Foiwsaid Shap Aelizsh  Hore Semch  Favosker  Histesy Piirl P Dittiers  hlessnroe
Al s |E'| hitps:d . asap g PG o ﬂ i fig
& ATESTTHESTATUS 8 Fseec-HE[ o I B o
@ AUTHIEST q [Fseea-E[ /[ ([ T
P ETE s Feeea- = I ¢ o T
2 | | —
B & conmolaccTEs s [Saea- ®[ 1] I¢ fi
Bl & CREATETEST RECULARI CREATEACCTg [zeea- H[ /[ s =
& DFSADF 5 Feelea- [ [ s £
&8 PUCKER UF MATE! s Fsec-H[ [ s E s
n ZA 0 1 5| I-Sele;‘.- ﬂl_;l_; :
re 5| |-Selac - :Jl_.fl_r _| §12,
[+ [ 5 [-3etaci- jl_-,rl_.r ==
Pages: 12
- D Pages of Information
al I ; _"-—'
= | 3 @ Iema

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 two 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 is displayed as a link. The user can click on the linked pages to be taken to
that page.
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Display Selection Criteria

TR Endes Dinline Auth odlzobions - Miorosolt Indeimst Esplono
Fla  Ec Wew  Fawaiies  Tooe  Help _
il BT TR E L = | | sl [ =
Bk Fomvasid Bhop Aafiealy Haome Geainh Fawodias Hisioy Fiird DigcCise  MEsiergsn
A [#] hips: At ssap goeieSaPGmed =] ~Ge
Hurigy L00 T
LD CURRENT CCOLE DaTE:
L LR R THorEnns John Doe ﬁSAP.gDU
pDept. g 1 .
T Ly e e TR
Pl ey mert Serwion
Enter Online Autharizatians
Step 2 of 4 -
Enter Authorzation Information
=cLiar ritenz

Agency Feterence Humber |

Link Shows Specific

REREL R Criteria Used in Step 1
g::, %I::rr Account 1D Growp 1K Authorization Amownt It'll':::::; Of th e Tl’ansacn on
A 1031 4 §l111 |increese =] |1 7= ETTT T 5
-ll.- e T b T ey - :I_I o — 1 x| ’ et
£l [ [ [ irteine

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.

; Display Selection Criteria - Microsoft Internet Explorer M= E3

Retrieve Accounts Selection Criteria

Recipient 10 ;1140050

Account ID (or Partial ) : %A%

Regular Account
Contral Account
Account Type 1031 Account
Slobal Account
Slobal Control Account
Dpen
Suspended
Ligquidated
Ternporarily Suspended

Account Status
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‘Shopping Cart’ Feature

AR Entel Unlne Auwlhonizations - Miciosol Inisinet Eaploset

Fla Edié ‘“mw Favmilee Toock Halp “
o e E e = TR | o =
Bk Foawpand Shop FAefeah Huaye Sesinh Favornes Hiztony Fiird ] DCibetbih e
e =
Review Authorization Transaction
Agency Reference Mumber [
Focpien : RES FOR FM5 TESTING O (1140080
Pairiad
Cumulative
Fam s Growp Increses Effeciive Date Coarman | ative
i Accoumi i 0 Anthorization Smeuni Dok MDD Axthorizad ﬁu?r:'lr::ud
A '
Bd in3ia g[1i1, on [rcremse =[11 [12,[z003 3760 454 00 $800 756,00
rurmaer of lterms 1
Total Increases : I: !
Total Dacraasas : I'
Hat Ariaur I [
i =

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. The “item count” shows the number of items
in the shopping cart.

i ) k=) )
T 7 i 1L Til Ii [
=
BuILe: CURRENT cvelLE DaTE (
2008.10.15 11072008 ASAP.gov

@ Payment Requests | Eederal Agency Functions | Reports | Inguiries | Heln e o
Managemert Service

Enter Online Authorizations

Step 1 of 4
Retrieve Accounts

View Pending Items

Itern Count: 1

Select an ALC/Region
* ALC/Region | S5552222 |

Enter one or more of the following
Recipient 10 ;| [ Fina ]
Group 1D ;| [ Fina ]
Accaount ID {or partial) ;|

CFDA #:| [ Fina J _ILI
5

< |
=] I & (s intemet
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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
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. 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.

1)

1

Has Hally Rebadiau
QRLE G CLESEAT CHCLE DT E 1 1 THHH R0 ASAP DoV

iy | Py Flobweite | bt SO Fustii | Bambils | Dok | Hi Ltk Dt o ek T

.E:l Shorind to e apt e arurcharals!

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.

BETE]
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I

Firarms Uuramean Laras

Brandeagt Mageages
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Everylbmsg bove rie sond ere, sswn doscnwes ared wleres, ard | o, whodsser ginsie imay e n, hewminda be corband - Haien Keler
1 shankd b content {0 ook of 2 in bor whod § = and ek as 3 cemmer| on my e - O
eI Wk e o v ion of bsstmg e anky hation b e b alarp of th veorkd Dhal oo weed 0 thee oo Fesss 18 0 shds - PN R
Weresit aned prics Le sith & hewies Warad 1687 bings dend uadievents, s can ot i) of Hes Rorvvies, e g a3 dp by [hes Lattes. -~ Besjarin Frankis
W i (aoaed B Raran1Bgotber, or, 0 el s Barmdly, wo shad a0 by Saaiakly
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wimmrgicn Fitms TR ey AT w o e The e e ard m ey e e B g o e, e e e
Bk el b, s o i mdars vl sl b msh e sy o d el
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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.

tiate payment reqgquest pr - Microsoft Internet Explorer

P =1 |

= HOowr

‘ASAF’_QOV HELP
HELP FOR THIS STEP
Initiate Payment Requests (PR)

Step 1 of 4
Retrieve Accounts

PURPOSE OF STEP

This is the first step of the process for a Payiment Requestor to initiate a payment request. On this step, ¥ou will specify the
criteria of the accounts you wish to retrieve as well as define some data to characterize the payment request.

ACTIONS FOR THIS STEPR
1. Specify the account(s) that ¥ou wish to retrieve.
Enter one or more of the following criteria to retrieve your desired accounts:

Recipient 1D, AL CARegion, and Account 1D (o poasTiac)

Hote:

= “ou can search for the Recipient |ID and ALC/Region using Fimo

e You can entsr a partial Account ID using wildcards (the "or parTiac” link provides further explanation).
=. Specify Template information by entering the Template Mame
3. Specify payment information by completing the following required fields:

= Payment Request Type — select sither individual or summary

= Payment Method — select either ACH or Fedwire

= Bank Relationship - defined on the Payment Requestor profile

- Reguested Settlerment Date — if you specify Fedwire, the settlermment date is the current business date (or the following

business day if Funds cutoff time has passed): if Yyou specify ACH, you must can enter a date from one to 366 days
after the current business date, if the Agency allows it within the account and/ or agency profile.

4. You rmay enter an optional Reguestor Reference Mumber.

5. Click Continue.

ASAFP TERMS FOR THIS STEP

]k

Definitions for the following terms are available in the Glossary., YwWhen you click on a term below, a definition will be provided
To return to this page, simply close the browser window that has provided the definition. This can be done by clicking the %' in
the upper right-hand corner of the wwindow.

RECIPIENT ID
ALC/REGION
ACCOUNT ID
TEMBLATE

PAYMENT REQUEST TYBE

PAYMENT METHOD

BAMNK RELATICHSHIP

REQUESTED SETTLEMENT DATE

REQUESTOR REFERENCE HUMEBER

BUTTONS & LINKS FOR THIS STEP

A utility associated with helping find specific information for enterable fields,
usually in specifying selection criteria.

[ continue ] This button will advance you to the next step.

Cpens HELP in @ new browser window, which gives information specific to the
corresponding ASAF gov Step

{or partialy This is a link that displays a description of how the 'or partial’ function behaves
wwhen you do not know the exact entry, ¥ou can retrieve a list by using wildcard
characters (2% and _) that will precede of follow @ set of data. See

FREQUEHNTLY ASHKED @QUESTIONS for more infarmation

MNET STER
PROCEDURES
TIPS 5 TRICKS
BEACK TO TOB

ERROR MESSAGE EXPLAMNATIONS

BPAYMENTS HOME

=) Done

[ (& [ intermet

yd
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Linked Profiles

/J Initiate Papment Request - Microzoft Internet Explorer

Help | g

File Edit “iew Favortes Tools
. 0+ D A ‘ Q@ G 3| 5 =
Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

Back Fanxard Stop
Initiate Payment Request

Step 2 of 4
Enter Payment Transactions
Dizplay Selection Criteria

R FOR FIMS TESTING D (1105256

FI
Payment Request Type : Individual
Payment Method : ACH

Reguestor :

N

:Iach#1 'l

11/10/2003

Bank Relationship

IDL

Requested Settlement Date :

inks

Your criteria matched 34 account(s)
14 accounts not shown because they are unavailable for payment o

gady selected

Recipient: REC FOR FMS TESTING B (1115330}

Cash on Hand : $ -i!!!!l! .

Account ID

Ccont Requestor Reference Number Available Balance

Amount Requested

Status

Open

TESTING GLOBAL

5

4]

| o

&) Done

[ [ [Bl@nemet

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

< Papment Requestor Profile - Microsoft Internet Explorer

Payment Requestor Profile

M=l 3

Mame

Requestor D

Crganization Type

FR FOR FMMS TESTING D
1105256

IMNDIAM TRIBAL ORGAMIZATION

Taxpayer ID Number
(TIN)
DUNE Mumber

1111111

T~

Address Line 1
Address Line 2

123 FMS TEST DRIVE

Requestor Profile
Pop-up Accessed by

Clicking ID Link
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Accounts:

Change Status for Multiple Accounts

/J ASAPGOV Menu - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help | -
o ="

& 05 09 é Q (e x ) = E

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger

Address I@ https://qa.azap.gov/ASAPGov/ PSMLOCALE=IIS-EN j @ Go

LOG OFF

Home r
BUILD: CURREMNT CWCLE DATE:
20021015 111072003 John Doe ASAPgOV

U.S. Dept. of Energy

. . P e .5, Department of the

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]
rit

: FHOME

tanagement Service

User Documentation

23 notifications awaiting review

Broadcast Messages

Some circumstantial evidence is very strong, as when you find a trout in the milk. -Thareau
The years teach much that the days never know. - Emerson
Everything has its wonders, even darkness and silence, and | learn, whatever state | may be in, therein to be content. -- Helen
Keller
| should be content to look at & mountain for what it is and not as a comment on my life - David lgnatow
YWe'l hold the distinction of being the only MNation in the history of the world that ever went to the poor house in an automobile. -
Wil Rnners LI

[ [ [al@hene

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. The user
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.
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/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favorites Tool: Help | -

&= s 0 ol a @ P a9 #
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz://qa.azap.gov A5 AP G ov/ j @Go

LOG OFF

Hore
BUILD: CURRENT CYCLE DATE: John Doe
2003.10.15 1141042003 U.S. Dept. of Energy ASAPQOV

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help U'S'TFD:::&T'E::'::”;P:I

Managemert Service
Change Status for Multiple Accounts

Step 2 of 4
Select Accounts

Display Selection Criteria
Your criteria matched 63 account(s)
Recipient : REC FOR FMS TESTING D (1140050}
Select Account ID Account Type Available Balance Status Temporary Susp
P 10314 1031 Account $300,765.00 | Open =l
P 1031 QA TEST 1031 Account $1,000,500.00 [ Open =l
[V 1031 TEST ACCOUNT 1031 Account $D.DD|Temp0rarin Suspendedj IBLAH BLAH
P 10311 1031 Account $0.00[Open =l o
‘I,/ | |
#Done [ 8 @ memet

Every Account is Selected

Notice how every account is selected. ASAP.gov assumes that if user has
selected “Change Status for Multiple Accounts”, then the user will want all the
accounts to be selected. The user can deselect those accounts they do not wish
to change. If the user does 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. In the above example, the user is also presented with a pull-down list for
status to change the status for one or multiple accounts.
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In addition, “Temporary Suspension Reason” and “Temporary Suspension
Reminder Date” fields are also displayed. These are only used if the user is
changing the status to “Temporary Suspend”. If the user changes the status to
Temporary Suspend, then the reason field is mandatory. The reminder date is
optional and will display a reminder to the user on (and after) the date entered
that there are Temporarily Suspended Accounts.

/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -
= s D o a @ @I 9 #H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz://qa.azap.gov/ASAPGow/ j @Go
V¥ ATEST Regular Account $650,000.00 | Open =l
Vv ATESTTHESTATUS Regular Account $999,BDD.DD|Suspended jl
W AUTHTEST Regular Account $145,179.02 | Open =l
Pages: 1234
on all selected Accounts {all pages)
Tempoarary Suspend Reason: Tempoarary Suspend Reminder Date:
[ [ )
on all selected Accounts (all pages)
on all selected Accounts(all pages) to IOpen 'l ‘
coninue s R corce
4 | i
] Emar on page. ’_’_E  Intemnet
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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. Once the user clicks “Set Temporary
Suspension”, the screen refreshes and all selected accounts are changed. Both actions
are shown below.

el el on all selected Accounts (all pages)

Temporary Suspend Reason: Temporary Suspend Reminder Date:
[Debt ceiling crisis 01 ,r|3|:| s|lzo04

e et 01 all selected Accounts (all pages)
on all selected Accounts(all pages) to IDpen 'I
contnuo J sori 3 conce

/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -

MR, I~ BC R B - R B A B =

Back Farard Stop Refresh Home Search  Favortes  History Frint Edit Discuss  Messenger

Address [&] hitps.//qa.asap.gov/ASAPGov/ | @6
L ChangeStawsformumpie Accounts — gy
Step 2 of 4
Select Accounts
Display Selection Criteria

Your criteria matched B3 account(s)

Recipient : REC FOR FMS TESTING D (1140050}

Select Account ID Account Type Available Balance Status Temporary Susp
¥ 10314 1031 Account $QDD,?65.DD|TempDrarily Suspendedleebt Ceiling Cri—
¥ 1031 GA TEST 1031 Account #1 ,DDD,SDD.DDlTempDrarin Suspendedleebt Ceiling Cri
¥ 1031 TEST ACCOUNT 1031 Account $D.DD|Temp0rarin Suspendedj IDebt Ceiling Cri
¥ 10311 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 10312 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 10313 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 1031-4 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 10315 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri

| ¥ 10315 1031 Account $D.DD|Temp0rarily8ulspendedleebt Ceiling Ciilll

4 »
&] Done [ 8 @ mneme |
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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 status”.

/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -
& .= D AT = R E|
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz://qa.azap.gov/ASAPGow/ j @Go
V¥ ATEST Regular Account $650,000.00 | Open =l
Vv ATESTTHESTATUS Regular Account $999,BDD.DD|Suspended jl
W AUTHTEST Regular Account $145,179.02 | Open =l
Pages: 1234
on all selected Accounts {all pages)
Tempoarary Suspend Reason: Tempoarary Suspend Reminder Date:
[ [ )
on all selected Accounts (all pages)
on all selec%ccounts(all pages) to IOpen 'l ‘
coninue Y s R corce
4 < | i
] Ermar on page. \ ’_’_E  Intemnet

Click Here to Remove
Temporary Suspension

! 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
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The user can also change all the accounts that are selected to another status.
However, business rules do apply.

/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -

= s D o a @ @I 9 #H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Agdressl@ hitpz://qa.azap.gov/ASAPGow/ j @Go
V¥ ATEST Regular Account $650,000.00 | Open =l
Vv ATESTTHESTATUS Regular Account $999,BDD.DD|Suspended jl
W AUTHTEST Regular Account $145,179.02 | Open =l
Pages: 1234

on all selected Accounts {all pages)

Tempoarary Suspend Reason: Tempoarary Suspend Reminder Date:

[ [ )

B el o all selected Accounts (all pages)

on all selected Accounts(all pages) to IOpen 'l ‘
coninue I s 3 cance

-

4] , | o
] Emor 9ﬂpage. ’_’_E  Intemnet

Use this Button to Change All
Statuses for All Selected Accounts

For example, a suspended account cannot be reopened if the end date is in the
past. ASAP.gov will alert the user if an error occurs and will not allow the user to
progress further until the error is corrected.
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Accounts:

Set Agency Review

/J ASAPGOV Menu - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help | -

S RRE B A B - B~ I B = B/ B e

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuss  Messenger
Address I@ hitpz: /it asap.gov A5 APGov/ j @Go
-
Home LOGOFF
BUILD: CURREMNT CWCLE DATE:
20021015 11072003 ASAPgOV

. . P e .5, Department of the
w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]
ot tanagement Service

User Documentation

hline authorizations iting certification -

authorizations with & total o authorizations

awaiting certification
1 Payment requests awaiting review
4539 notifications awaiting review

Broadcast Messages

walked out in rain -- and back in rain. | have outwalked the furthest city light. --
Robert Frost
Some circumnstantial evidence is very strona, as when you find a trout in the milk. -Thoreau =l

@'] |avascript: featureFunctional(] ’_’_E  Internst

| have been one acy

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. In addition, this feature is used
to set Agency Review on more than one account. If the Agency user wishes to
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. In Step 1, as in all other Steps, the
user will be asked to define the accounts, which will be displayed in Step 2. In
Step 2, the user will be presented with a list of accounts as shown on the next

page.
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/J Set Agency Review - Microzoft Internet Explorer

File Edit “iew Favortes Toolz Help

= s D o a @ @I 9 #H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz://qa.azap.gov/ASAPGow/ j @Go

Set Agency Review

Step 2 of 4
Select Accounts
Dizplay Selection Criteria

"our criteria matched 41 account(s)

Recipient: REC FOR FMS TESTING D (1140050}

Default

Select  Account ID Status Agency Revi Threshold A Agency Review Re:

Action
12345730 11 Open [ve =] [ane- ]|
vl % Open |Yesj Il. oo |Appr0vej|Requestor under 1i:
M ABCXYZ Open [ves=] [1.00 [Approve =] [TEST
P ARLNEBAILOUT Suspended  |ves¥]  [1.00 [Approve ] [ATRLINE strike
P AMYROMFUND  Open [ve =] [ane- ]|
W ANY KIND Suspended  [ves¥]  [1.00 [Approve =] [TEST
FF  ATEST Open [vesz] |5, 000.00 [Hold  F][pECAusE
¥ ATESTTHESTATUS Suspended  [MNo 7] | [None— =] | I _|;|

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. If “No”, then the
account is not under Agency Review. If “Yes”, the account is set for Agency
Review.

Threshold Amount — The user sets this amount. If the Payment Request is
equal to or greater than the threshold amount, the payment will be placed on
Agency Review. In the above example the account “A VOTE FOR ARNOLD
44" has a threshold amount of $1.00. Therefore every payment request that
exceeds $1.00 will be placed on review. If user types a 0.00 into this field,
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. For example, a Requestor 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). The Default Actions are: Hold,
Reject, Approve.

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

/J Set Agency Review - Microzoft Internet Explorer

File  Edit “iew Favortes Tools Help | -

« .o+ .9 a4 a a s =

Back Pz Stap Refresh Home Search  Favortes  History Pririt Bl Discuss  Messenger
Address [@] hitps.//qa.asap.gov/ASAPGov/ =] @

¥ CTRLI-KFG Open Mo =] ] |-MNone— =[] -

I CTRL2 Open [No =] I |—N0ne—j|

I CTRLS Open [No =] I |—N0ne—j|

I CTRL4 Suspended  [MNo 7| I |—N0ne—j|

¥ CIRLS Open [No =] I |—N0ne—j|

I CIRLE Open [No =] I |—N0ne—j|

Pages: 123
Set Agency Review for all selected Accounts (all pages)

/ Threshald Amount : Default Action Agency Review Reason :
I —Mane— j I

Remove Agency Review from all selected Accounts (all pages)

D O G CITIIED
4 | _>IL
7 [ [al@hene
Set Agency Review for all selected Accounts (all pages)
Threshold Amount : Default Action : Agency Review Heason
IlEIEI. oo Reject =] IUser iz under ludit

Remove Agency Review from all selected Accounts (all pages)

CID O GO CIIIID)
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The screen will refresh and all selected accounts and all pages will be placed under
Agency Review. This is convenient if the User needs to place all accounts for a
particular recipient or requestor on review.

/J Set Agency Review - Microzoft Internet Explorer

File  Edit “iew Favortes Tools  Help |
s D WD a m 3 a8 H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Agdressl@ hitpz: //ft. asap. gow/ASAPGow/ j @Go
Set Agency Review =
Step 2 of 4
Select Accounts
Display Selection Criteria
Your criteria matched 41 account(s)
Recipient: REC FOR FMS TESTING D (1140050}
Select Account ID Status  Agency Review Threshold Amount [Kift?:: Agency Review R
P 12345790_11 Open [ves=] [100.00 [Feiect =]|uzer is under Au
ANOTE FOR - -
Ird ARNOLD 44 Open |Yesj IlDD.DD IRB]BC‘t jIUser iz under Au
7 ABCRYZ Open |Yesj IlDD. 0o |Rejed jIUser iz under Au
P ARLNEBAILOUT Suspended [ves¥]  [100.00 [Feject Flfuzer iz under au
P AMYRONFUND  Open [vesz] |100.00 [Feject Flfuzer iz under Au
[ ANY KIND Suspended |Yesj IlDD. 0o |Rejed jIUser iz under Au
[ ATEST Open IYesj IlDD. 0o |Rejed jIUser iz under Au
P ATESTTHESTATUS Suspended  [Yes¥]  [100.00 [Feject Flfuzer iz under aus
4| | »
&) Done [ [ (4 Intemet
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Review Payment Requests

/J ASAPGOV Menu - Microsoft Internet Explorer

File Edit “iew Favorites Tool: Help | -
o ="

o S W a G a8 #H

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

Address I@ hitpz: //ft. asap.gov/BSAPGow/ j @Go

Home LOGOFF John Doe
. . U.S. Dept. of Energy
BUILE: CURRENT CYCLE DATE:
20031015 11/10/2003 ASAPQOV

. . P e .5, Department of the

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]
ot Managemert Service

: ; L HOME |

Two Ways of
Reviewing Paymerjt

Requests

hline authorizations awaiting certification

authorizations with a total of B0 authorizations
awaiting certification
5 Payment requests awaiting review
58 notifications awaiting review

Broadcast Messages

walked out in rain - and back in rain. | have outwalked the furthest city light. -
Robert Frost
Some circumstantial evidence is very strong, as when you find a trout in the milk. -Thoreau =l

@'] |avascript: featureFunctionall) ’_’_E  Intemnet

| have been one ac

Federal Agency Users have two ways to Review Payment Requests from
Payment Requestors. These are Payment Requests initiated from Accounts that
have been put under Agency Review (see previous section). Users can either
use the drop-down menu and choose “Review Payment Requests” or click on the
link on the homepage that states “# Payment requests awaiting review”.
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The user is taken to Step 1 of 4. The user can select the first radio button to view
all payment requests awaiting review, or can use the date parameter option.

3 Review Payment Requests - Microsoft Internet Explorer

File Edit Miew Favortes Tools

Help |_
= — : — = = = —
S A B P Q @ S | E E
Back FEonward Stop Fefrezh Home Search Favarites Hiztary Edit Discuss  Messenger
Address I@ httpz /A azap. gov AASAPG o/ 75 creen=ASAPG OV M enu&E utton_ R eviewP aymentR equests= _V_I .‘(;’ Go
BUILD: CURREMNT CYCLE DATE:
2002.10.15 111072003

X 532([5.90\! S|
z 3 = = U.S. Departmernt of the
Enroliments Payment Requests Federal Agency Functions | Reports

Treasury Financial
tanagemant Service
Review Payment Requests

Step 1 of 4
Retrieve Payment Requests

Select only one of the following options :
@ All Payment Requests
' Date Type (MDD YY)

I—None— ..'_i From:l—fl_fl l:lThrough:!_ II_ ;"! I:l

m Help for this Step

Il

L]

T IE',_ |4 Internet

Once the user clicks “Continue”, the screen displays Step 2 of 4 and the user is
presented with the Payment Requests awaiting review.
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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. This will leave the Payment Request as is for the time being.?

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. If User selects Reject, use must fill in a
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). If the 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.

/J Review Payment Requests - Microzoft Internet Explorer

File  Edit “iew Favortes Tool: Help

o ="
D W a @ I =
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuss  Messenger
Review Payment Requests -

Step 2 of 4
ApprovelReject Pending Payment Requests
Display Selection Criteria

Recipient : REC FOR FMS TESTING D {1140050)
l:l;r[;n:er Entry BRequested  Total Payment
Action ¥ Date and Settlement Amount ltems oY Details Rejection Reason
o N Method
Revi Time Date Requested
eview
11/07/2003
[None =] Toe10  11M02003 $1000o000 | ACH Q9 |
1141042003
[None =] Tizos  q1z000s  $30000  1ACH al |
11/410/2003
[None =] Tizos  q12000a 520000 1ACH al |
1141042003
[None =] fitas ™ livmmars $1500 1 ACH al |
1141042003
ID”B =l Ty yppes B00 dach Q]|
Approve :
Feject

m @ @ Help for this Step ;I
- / B @
Selection View Details
Dropdown
Box

2 Although once 3 business days pass, the default action occurs. Default Action is set during
Agency Review and is discussed in the previous section.
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The example below shows what the user, specifically a Certifying Officer would
see if the user clicked the “details” icon. Only the Certifying Officer has the ability
to approve the Payment Request with a lesser amount than the original amount
requested. Any other user would only have the authority to either reject or
approve the Payment Request.

Murmber of Days on 1

F iy

Rquested Settlement 11/12/2003

Date:

Entry Date and Time: 111102003 13:27

Total Armount Requested: | $500.00

Total Amount Approved: $I

Wactual Approved Amount: $I

lterms: 1
FPayrment hethod: ACH
Modification Reason: I

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

“Approve”.
wetual Approved Amount: $|45 0.00
Iterns: 1
Payment hethod: ACH

Modification Reasaon: I

Recipient : REC FOR FMS TESTING D (1140050}
Fecipient REC FOR FMS TESTING D i
Action Aéfg‘%%%—mw_hum A Approved Payment Amount Available

R Status Requested Balance
eason

s | A VOTE FOR ARMNOLD 44 Open $500.00 53 ,642,011.00 I

ANOTE FOR ARMOLD 44 -
BUDGET FOR FOOD

§500.00 §[450.00

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

Magnified

View
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The user can click submit and is taken to Step 4 of 4.

/J Review Payment Requests - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help |

@,».@ﬁ‘@@@‘a
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger
B
Step 4 of 4
Approved/Rejected Payments Confirmation

Murmber of Days on Review: 1

Reguested Settlernent Date: 11/12/2003

Entry date and time: 11/10/2003 1327

Total Amount Requested: $a00.00

Total Amount Approved: $450.00

Actual Approved Amount: $450.00

ltermns: 1

Fayment Method: ACH

Madification Reasan: 500 is too muchlll

Recipient: REC FOR FMS TESTING D (1140050}

Agenwi\ccount Amount

Approved

n H Available N
Action Account ID Review Status Requested Payment Balance Rejection Reason |
Reason Amount
Approved  AWOTE FOR ARNOLD 44 Open $500.00 $450.00 %3 641,561.00
ANWOTE FOR ARMNOLD 44 -
BUDGET FOR FOOD $500.00 $450.00 8
&) [ 5 [ intemet
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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

; ASAPGOY Menu - Microsoft Internet Explorer

File Edit “iews Faworites Toolz Help |

= s 3 [ o ' s = = . =

Back Farsarnd Stop Refresh Hame Search Favorites Higtory Frint E dit Digcuss  Messenger

Address [@] hitps://ft.asap.gov/ASAPGow/ | @Ge
-
Horme LOG OFF
John Doe
BUILD: CURRENT CYCLE DATE:

2002.10.15 41072003 U.S. Dept. of Energy ASAPQOV

% Payment Requests | Federal Agency Functions USTE::':‘:_!T?:—:;:;:":
Managernert Service

»

horizations

| have been one acquainted with the night. | have walked OUT In tain - and back in rain. | have outwalked the furthest city light. --
Robert Frost
Some circumstantial evidence is very strang, as when vou find a trout in the milk. -Thoreau LI

B e Intemnet

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. Large Inquiries may take several minutes to process. Several
factors impact how quickly an Inquiry is generated once the user submits it for
processing.
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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.

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 Retrieve Inquiry Results - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help |

g =g
o A W a @ 9 a9 H
Back Fanward Stop Refresh Home Search  Favortes  History Prirt Edit Dizcuzs  Messenger
Address I@ https: /1t azap. gov ASAPGov/ S creen=ASAPG DV enutButton_RetrievelnquingR esultz=submit j @Go

MEmE LOG OFF 1
BUILD: CURRENT CYECLE DATE: John Doe ASAP gOV
2002.10.15 1140742003 U.S. Dept. of Energy '

. . P e .5, Department of the
w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]
tanagement Service

Retrieve Inquiry Results

Delete Inguiry Name Pages Size (KB) Date Status
_ Example
E Payment Request Status Inguiry - (POF 7 17.08 11/03/2003 15:45:49 Completed f
E Payment Requestar Inguiry - (POF 1 737 10/23/2003 09:21:17 Completed | « o_
_ Retrieve
E Payment Request Status Inguiry - (POF 1 B.83 10/22/2003 09:40:01 Completed | .
nquir
E Federal Program Agency Inguiry - (HThL 1 9.88 10022003 14:56:02 Completed g y,,
Results
E Account Balance Inguiry - (HThL) 1 5.37 09/25/2003 13:26:54 Completed L.
_ Listing
E Account Prafile Inguiry - (HThL) 1 11.04 0972472003 14:56:10 Cornpleted
E Payment Requestar Inguiry - (HThL 1 3.85 09/24/2003 10:41:33 Completed
E “oice Response Account Number Inguiry - (HThL) 1 6.35 09/22/2003 13:30:04 Cornpleted
E Account Prafile Inguiry - (HThL) 1 9.66 09/22/2003 13:03:13 Cornpleted
L | LI
[& [ 5 [ intemet

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. The .csv format provides you with the
option to manipulate the data to better meet your needs. However, please note
that, for large reports, if saved on your PC or network, it will remain there until
you delete it. If the report is not something you need to keep 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 a PDF or HTML Inquiry

When retrieving an inquiry in PDF or HTML format, a second browser window is
opened. Click the X in the upper right corner to close this window and return to
ASAP.gov. The inquiry is available in a Printer Friendly version by clicking the
button.
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Availability of Inquiries

Inquiries remain available for retrieval until they are manually deleted. If you

immediately view or retrieve an inquiry at a later time, this does not automatically
remove it from the ‘Retrieve Inquiry Results’ list.
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Reports

; ASAPGOY Meru - Mctoezoll Intemed Exploes

ke Edt M Favole: Tod: Hep

o= . 0@ [ o 2 u @ B S

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

Homs \‘r-
BUILD. CURREMT CYCLE DATE; John Doe A.SAP.-QG?
20031019 11020 U.S. Dept. of Energy

ILE. Dmperiment of iha
Trascurs Rrsnoil
gEmEnk Geryios

Hal

Broadcast Messages

| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Roban Froat
Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau LJ

2| mvasmptfeshusfuncionl] ;| 4 Irtens:

Federal Agency Users 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).

Step 1 of 3
Select Report

—Select— j

—Select— -

Account Setlement Beport Select Report

Accounts Wyith End Dates Repaont S from the [?mp-
Agency Account Transaction Report down List

Agency Authorization Transaction Report |
Agency Book Entry Adjustment Report
Agency Interstate Autharization Transfer Report
Agency Fayment Cancellation Report
Agency Fayment Beport
Agency Fayment Fepon-EFA

Agency Synchronization Report d
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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, 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. 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. 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 - (HTMWL) 1 774 10/0972003 16:08:16 Completed
E Payment ¥YWarehouse Report - (FDF) 2 746 10/0972003 10:02:03 Completed

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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Saving Reports

If you generate a report in any format it (except HTML) can be saved on a
diskette or CD, on your hard drive, or on your network. The .csv format provides
you with the option to manipulate the data to better meet your needs. However,
please note that, for large reports, if saved on your PC or network, it will remain
there until you delete it. If the report is not something you need to keep
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. Click the X in the upper right corner to close this window and return to
ASAP.gov.

Availability of Reports

Reports remain on the list until they are manually deleted. If you retrieve a

report, this does not affect its availability for retrieval at a later date by yourself or
another user.
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Notifications

; ASAPGEOY Mani - Micicsoll Inbammet Exnloe

Ebe Edt Yes Favolle: Tode  Help

P~ T I S - T T T T =

Bach EALT Slop Reliesn  Home Seach  Faroiler  Hitop Print =il Drnss - Messargael
At [B] hips A asap e A S AP 7 meermASAP RONVER Ut HomesHome =] @B

Homes ‘S0S Y

BUILL. CURRENT CTCLE DATE: (
ouasode . iveames ASAPQGV

- LE. Dmperiment of iha
, s [ e

:i:t'lh:-:d.b:rﬁ__ Harmgement Geryins

Notifications

m A1 Lnlinge aulhonzations swating catiicaion o
d Batch sudhorizadions with & jodsl of B0 sudharizsdions
Broadcast Messages
| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back i orain. | s oubwalked the funhest city ligh., -
Rober Frost
Some circumstanlial evidence is ve=ry =irong, a= when you find = trout nihe milk. -Thoreay LJ

& mvmsonpt FraluieFunchorel] 2 o Inkens:

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 Hame View Details
IUnread 'I 10/22/2003 10:04:28 glofcidl e1ofcidl g
IUnread vl 1042172003 14:27:14 T1CHTO01 T1CHTO0M g
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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.

] Notification Profile - Microsoft Internet Explorer

Motification Profile

FEDERAL AGEMCY 11223344 HAS CERTIFIED AN
AUTHORIZATION TO THE

FOLLOWYING ACCOUNT.

RECIPIENT ID ACCOUNT ID EFFECTIVE DATE
106709 REGT 07102003

INCREASE/DECREEASE AUTHORIZATION AMOUNT

INCREASE $85,001.00

YOLU MAY USE THE AUTHORIZATION TRANSACTION
(MQUIRY M THE INQLIRY MERU

TO IMQUIEE 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)

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. If 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.

New Features Guide Page 44 of 45 1/16/2004




ASAP.gov New Features Guide - Federal Program Agencies

Organizational Notifications vs. Individual Notifications

Notifications belong to the individual user NOT the organization. As such, if one user
views a notification, it does not change the status of the notification for other users in
the organization. Each user is responsible for their own notifications.
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