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PREFACE








FEDPAY System on Internet for Government Vendors was designed and developed to input invoices online efficiently and quickly, providing cost savings, eliminating mail delivery time and enabling full cycle electronic commerce vendors to get paid in 10 days.





In addition to submitting invoices for payment, the system allows the vendor to view  purchase orders and payment information just by keying a Purchase Order or Invoice Number accordingly thereby saving time researching over the phone.





Designed to meet the practical needs of vendors in accessing the FEDPAY system online, this guide provides the system access and help desk information, and explains all the steps to be taken in order to logon to the system, input and submit invoices for payment, view purchase orders and payment information, search purchase order numbers by requisition number or stock number, change password and much more.








Your Comments are Welcome








The FEDPAY System technical staff at General Services Administration welcomes your comments and suggestions.  Your opinion is the most important feedback for us as we write and revise the document.  If you prefer to tell us what you like and dislike about this users guide, call us at 816-926-7287, or email to us at: kc-fedpay.finance@gsa.gov, or write to us at the following address:





FEDPAY System Technical Staff


General Services Administration


Systems Branch – 6BCX


1500 East Bannister Road


Kansas City, MO 64131
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FEDPAY System Access Information








The FEDPAY System will be available ONLY during Weekdays (Monday-Friday) from Midnight to 5 p.m. Central Standard Time.





The System will NOT be available during Weekends and Government Holidays.  Refer to Page 40 for list of government holidays.





The System will shut down earlier on last business day of every month.





The first time you logon to the system successfully, you will be required to change the password to a new one of your choice.  After you password has been changed, the system will exit automatically by displaying appropriate message to reset your NEW password.  Logon to the system again with your Userid and New Password.





Your password will expire once every 3 months and at which time you will be required to change your password to a new one.  The System will alert you five days before your current password expires thereby giving you enough time to think of a new password.





Logon to the System periodically in order to keep your FEDPAY System Account Active. Your Userid will expire if found IDLE for 3 months.  In this case, you need to go through the registration process to regain system access. 





FEDPAY System User Session will be terminated if found IDLE for 15 minutes.  When this happens, the user needs to logon to the system again.





It is the Company or User responsibility to have their Userid(s), Password and Validation# safe and secure.  





You should let us know through email if there is any change in your personal or company information so we can update your personal record in the system. If there is a change in your email address, let us know immediately since the mode of communication between you and us is through email.  For your own safety and security reasons, we have decided to have email as the primary communication mode.





In order to EXIT the FEDPAY application smoothly, we request you to EXIT each individual screen by Clicking on Exit Screen Button placed at the bottom of every screen; please DO NOT use the x button at the top right corner of the window.  We also recommend you to EXIT the System by Selecting File from the Main Menu and Select Exit or Press F8 key once on the keyboard when you are at the Main Screen.  We really appreciate your cooperation in this regard.
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Every Screen in the System has a HELP button.  Click on the button to get online help which will guide and assist you.  You can also select HELP from the Main Menu and select from the choices available under it accordingly like Help Desk Information, System Availability, Send us your Questions or Comments, How Do I, Calendar, List of Government Holidays, Y2K Countdown, Calculate Duration By Date and About Fedpay.
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HOW DO I LOGON TO THE FEDPAY SYSTEM ?








DESCRIPTION





Allows user to logon to the FEDPAY System via the Internet.








STEPS TO BE TAKEN





1.  Open the Browser like Netscape Navigator or Internet Explorer.


2.  Go to FEDPAY home page address: http://fedpay.gsa.gov


3.  Scroll down to the bottom of the page and click on the word Connect from the line


     “Registered Vendors Click on Connect”


4.  You will see a Disclaimer Page.  Scroll to the bottom of the page and click on the


     the underlined word Continue from the line “Registered Vendors Click on Continue


     to Connect”


5.  Please wait for few seconds for the connection to be established and the system logon


     screen to appear.


6.  After the logon screen appears:


	a.  Enter your Userid and hit tab key


	b.  Enter your Password and hit tab key


 	c.  Click on Connect button


	d.  The system will take you to the Vendor Validation Screen if the logon was 


                 successful; otherwise it will display a logon denied message and prompts 


                 you to enter and try again.


7.  At the Validation screen, enter the Validation# and click on ‘Let Me In’ button for


     the system to Validate your access.  After successful validation, the system will


     take you to the FEDPAY System Main Screen; otherwise the system will display a 


     Invalid Validation# message and prompts you to enter and try again.


8.  Upon successful entry to the system main screen, a welcome message box will be


     displayed.  Acknowledge the box.  You will see the main menu up at the top laid


     out horizontally where you can mouse click to select items under File or Invoice


     Input or Search or Help to perform actions accordingly.








HOT KEYS:





Press Alt key + underlined letter on the Main Menu to Select the Menu or Sub Menu item accordingly.
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For example, when you are at the Main Screen, Press Alt key + I to pull down items under Invoice Input Menu or Alt key + S to pull down items under Search Menu.








TIPS





Refer to enclosed Exhibits A, B and C to visualize Logon Screen, Validation Screen and System Main Screen.





You may exit the logon screen by clicking on Cancel Button or exit the validation screen by clicking on Exit Screen Button.





Logon screen and validation screen are considered sensitive.  For safety and security reasons, the logon screen will automatically exit in 3 minutes and the validation screen will exit automatically in 1 minute.





If you have problems connecting to the system, please feel free to call the help desk at 816-926-7287.
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EXHIBIT A








FEDPAY SYSTEM LOGON SCREEN
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EXHIBIT B








VENDOR VALIDATION SCREEN
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EXHIBIT C








FEDPAY SYSTEM MAIN SCREEN
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HOW DO I CHANGE MY PASSWORD ?








DESCRIPTION





Allows user to change password from generic password given at the time of initial setup to a secure password that only the user knows.  The screen also may be used to change password at any other time the user feels necessary.  Passwords expire in 3 months at which time you will be prompted to enter a new password.








STEPS TO BE TAKEN





1.  Select FILE from the Main Menu


2.  Select CHANGE MY PASSWORD


3.  Enter your new password and hit TAB or ENTER key


4.  Enter your new password again and hit TAB or ENTER key


5.  The CHANGE button will now be activated; hit ENTER key or click CHANGE


6.  An alert box will appear confirming that your password has been changed; click OK


     or hit ENTER key.  The Password Change Screen and the System will exit


     automatically to reset your New Password.


7.  Logon to the FEDPAY System again with your Userid and NEW Password. 








HOT KEYS:





1.  Press   Alt key + C   to   Change your Password.   


2.  Press   Alt key + X   to   Exit the Screen.


3.  Press   Alt key + H   to   Get Online Help.


4.  Press   Alt key + U   to   Send us any Questions or Comments.








TIPS





Refer to enclosed Exhibit D to visualize Password Change Screen.





Please remember to use you new password when you log on to the system the next time.





Click on EXIT SCREEN button to Exit the Password Change Screen.
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EXHIBIT D








PASSWORD CHANGE SCREEN
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HOW DO I KNOW MY PASSWORD EXPIRATION INFO ?








DESCRIPTION





Allows user to get information about their password expiration.








STEPS TO BE TAKEN





1.  Select FILE from the Main Menu


2.  Select MY PASSWORD EXPIRATION INFO


3.  As soon as this screen is selected, the system will display your password expiration


     information as specified below:





Date you Last Changed your Password


Current Date


Date your Current Password Expires


Required to Change your Password in another X Months or Y Days.








TIPS





Refer to enclosed Exhibit E to visualize Password Expiration Info Screen.





This Screen will exit automatically in 1 minute.  Manual exit can be performed by clicking on the EXIT SCREEN button provided at the bottom of the screen.





The System will alert you five days before your current password expires by displaying a message accordingly after the welcome message at the main screen thereby giving you enough time to think of a new password.
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EXHIBIT E








PASSWORD EXPIRATION INFO SCREEN
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HOW DO I EXIT THE SYSTEM ?








DESCRIPTION





Allows user to Exit the FEDPAY System.








STEPS TO BE TAKEN





1.  Select FILE from the Main Menu


2.  Select EXIT





(or)





Press F8 key once you are at the FEDPAY System Main Screen.








TIPS





Refer to Exhibit F to visualize System Exit Action.





In order to Exit FEDPAY application via Internet smoothly, please take the above steps.  PLEASE DO NOT click on x button at the top right corner of the window as this action causes the application to terminate abruptly and ungracefully.  Thanks for your understanding and co-operation in performing smooth system exit.





If you encounter any problems and need assistance while trying to exit system, please feel free to call the help desk at 816-926-7287.
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EXHIBIT F








SYSTEM EXIT





�
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HOW DO I KEY IN EXPRESS INVOICES ?








DESCRIPTION





Express invoicing is the quick and convenient method to create an internet invoice.  Through minimal input of only three items which include : purchase order number, invoice number, and date of shipment an internet invoice can be created.  





Validations of the information entered ensue, and you will be prompted to take corrective action when appropriate.  The purchase order items will be displayed after successfully passing through the validations mentioned above.  If you do not want to invoice for what is left on the purchase order, exit this screen and go to the regular invoicing screen.








STEPS TO BE TAKEN





1.  Select INVOICE INPUT from the Main Menu





2.  Select EXPRESS INVOICING





3.  Key in Purchase Order Number and press TAB key. Your PO number should look like one of the following: a) UPNB123456U or  b) SW123456H or c) RPNN12345





4.  Key in Invoice Number and press TAB key. Only alpha or numeric characters are allowed.  Please do not try to enter spaces, blanks, dashes, asterisks, etc.





5.  Key in the Date Shipped in the format MMDDYY and press TAB key.


         MM = TWO DIGIT NUMERIC MONTH


         DD = TWO DIGIT DAY OF THE MONTH


         YY = TWO LAST DIGITS OF YEAR





AT this point the system will:





   a.  Display all line items associated with purchase order keyed.


   b.  Display line item amount for each line item.


   c.  Display total amount to be invoiced.


d.  Activates and highlights the PAY ME button if there is open quantity on any of the 


        line items.


e.  If there is no open quantity, a message box will pop-up indicating there is no open   


        quantity remaining on the Purchase Order entered. If you still to wish to see line 


        items click on VIEW DATA, else click CLEAR SCREEN to start with another   


        invoice.
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Click on PAY ME button if there is open quantity to process the Invoice.  An Alert box will appear confirming that your Invoice has been processed successfully.  Acknowledge the message box by clicking on OK button or pressing enter key.  The Invoice Screen will now be cleared for you to start freshly with next invoice.








HOT KEYS:





1.  Press  	Alt key + P   	to    	Process the Invoice.


2.  Press  	Alt key + C   	to   	Clear the Screen.


3.  Press  	Alt key + X   	to   	Exit the Screen.


4.  Press  	Alt key + H   	to   	Get Online Help.


5.  Press  	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer to Exhibit G to visualize Express Invoicing Screen.





You may clear the screen at any time by clicking on CLEAR SCREEN which erases any information currently on the screen.  You may then start again with another invoice by entering the purchase order number.





You may leave this screen at any time and return to the main menu by clicking on EXIT SCREEN.  By clicking this button you discard any information currently on screen.  





You may be prompted during processing with alerts and messages to provide guidance in completing the form.  Please respond in accordance with these messages.





If you encounter any problems or have any questions you may contact the help desk at 816-926-7287.
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EXHIBIT G








EXPRESS INVOICING SCREEN











�
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HOW DO I KEY IN REGULAR INVOICES ?








DESCRIPTION





Regular Invoicing allows you to create an internet invoice in cases where you are invoicing for an amount less than what is in the purchase order and/or where you need to include non-merchandise charges (i.e. transportation, inside delivery, pre-approved surcharge, blocking / bracing, etc).





Validations of the information entered ensue, and you will be prompted to take corrective action when appropriate.  The purchase order line items will be displayed after successfully passing through the validations.








STEPS TO BE TAKEN





1. Select INVOICE INPUT from the Main Menu





2. Select REGULAR INVOICING





3.  Key in Purchase Order Number and press TAB key. Your PO number should look like one of the following: 





a) UPNB123456U or  b) SW123456H  or  c) RPNN12345





4.  Key in Invoice Number and press TAB key. Only alpha or numeric characters are allowed.  Please do not try to enter spaces, blanks, dashes, asterisks, etc.





5.  Key the Date Shipped in the format MMDDYY and press TAB key.


         MM =  TWO DIGIT NUMERIC MONTH


         DD =  TWO DIGIT DAY OF THE MONTH


         YY  =  TWO LAST DIGITS OF YEAR





6.  If there are discount terms you wish to offer that are different from the PO, enter the percentage in the next two boxes as X.XX and the days.  If there are no discount terms, press TAB key three times.





7.  If there are net days you wish to enter that are different from the PO, enter them in the NET box.  Otherwise press TAB key.
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At this point the System will:





a.  Display all line items associated with purchase order keyed.





b.  The cursor will be in the first column of the first line, SEL.  It is in the SEL column where you "SELect" the line item(s) you wish to invoice for by entering XX.





c.  The next column, INV QTY / OPEN QTY, will display the INVOICE Quantity (which you may change to the quantity you are invoicing for, but it cannot be greater than the open quantity) and the OPEN Quantity (which indicates the quantity authorized to be paid).  You may invoice for equal to or less than this quantity, you do not have access to change the OPEN QUANTITY.





d.  The next column, INV UCP / PO UCP, will display the Invoice Unit Cost Price (which you may change to the UCP you are invoicing for, but it cannot be greater than the PO UCP) and the PO Unit Cost Price (which indicates the UCP authorized by the PO).  You may invoice for equal to or less than the PO UCP.        You do not have access to change the PO UCP.





e.  If you need to include "Non-Merchandise" charges on your invoice (i.e. transportation charges, inside delivery, special handling charges, etc.) you should press TAB key or point and click to the first empty line after the merchandise line items.  The cursor should be in the "SEL" column.  You may now enter the appropriate 2 digit Non-Merchandise Code or Select the Code by clicking on the button titled "Select Non Merchandise Code".





The valid non-merchandise codes are as below:





    A)     01  -  Freight Charge Transportation


    B)     02  -  Accessorial Charge


    C)     03  -  Inside Delivery


    D)     05  -  Diversion Charge


    E)     07  -  Ocean Freight





If you enter codes 01, 03, 05, or 07, the cursor will move to the amount box where you should key in the amount (Note: you must key in the decimal point if the amount is not even and only TWO decimal positions are allowed).  You may enter as many non-merchandise charges as required.  However, upon processing your invoice, FEDPAY will only pay those non-merchandise charges that are authorized by the Purchase Order.





If you enter code 02, the cursor will move to the "CODE 02 DESCRIPTION" box.  You must enter a description of the charge in this box up to 20 characters.  When you have entered the description, press TAB key to enter the amount for the code specified.
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f.  When you have selected all the lines you wish to invoice for and entered any non-merchandise charges, you may then click at the "PAY ME" button.  A process message box will appear and prompt you to confirm the invoice processing by displaying the total invoice amount.  Answer YES to Process the Invoice or NO if you wish to make some changes before Processing the Invoice.








HOT KEYS:





1.  Press  	Alt key + P   	to    	Process the Invoice.


2.  Press  	Alt key + I   	to    	See the Current Invoice Status.


3.  Press  	Alt key + C   	to   	Clear the Screen.


4.  Press  	Alt key + X   	to   	Exit the Screen.


5.  Press  	Alt key + H   	to   	Get Online Help.


6.  Press  	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





If there is no open quantity, a message box will pop-up indicating there is no open quantity remaining on the Purchase Order entered. If you still to wish to invoice for non-merchandise charges click on CONTINUE, else click CLEAR SCREEN to start with another Invoice.





There is a button titled "Click here to see the Current Invoice Status" available on the regular invoicing screen.  This button, when clicked brings up the invoice status screen which shows the current invoice information like the total invoice quantity, total merchandise line(s) selected, total non-merchandise line(s) keyed and also the total merchandise amount, total non-merchandise amount and the total invoice amount.  You must click on OK button to get back to the main invoice screen from the status screen.





You may clear the screen at any time by clicking on CLEAR SCREEN which erases any information currently on the screen. 





You may leave this screen at any time and return to the main menu by clicking on EXIT SCREEN.  By clicking this button you discard any information currently on screen.  





You may be prompted during processing with alerts and messages to provide guidance in completing the form.  Please respond in accordance with these messages.





Refer to Exhibit H to visualize Regular Invoicing Screen.  If you encounter any problems or have any questions you may contact the help desk at 816-926-7287.


�



EXHIBIT H








REGULAR INVOICING SCREEN
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HOW DO I DELETE INVOICES KEYED IN ERROR ?








DESCRIPTION





Invoices keyed in error may be deleted from the system.  To delete an invoice from the system it must have been entered into the system on the same day as the delete is being attempted. 








STEPS TO BE TAKEN





1.  Select INVOICE INPUT from the Main Menu


2.  Select EXPRESS INVOICING or REGULAR INVOICING


3.  Key in Purchase Order Number and press TAB key.


4.  Key in Invoice Number and press TAB key.


5.  A message box will appear asking you if you wish to delete this invoice. Click on


     YES to Delete the Invoice.


6.  An alert box will appear confirming that the Invoice has been Deleted Successfully. 


     Acknowledge the box by clicking on OK button or pressing the Enter key.  The


     Invoice Screen will be cleared for you to start with another invoice.








TIPS





If you encounter any problems and need assistance while trying to Delete an Invoice, please feel free to call the help desk at 816-926-7287.
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HOW DO I SEARCH INVOICES KEYED TODAY ?








DESCRIPTION





There are two different Invoice Searches.  By selecting "KEYED TODAY" research of Invoices keyed today is made possible.   





Invoice searches may be made by entering either a Purchase Order, or Invoice Number, or Both.








STEPS TO BE TAKEN





1.  Select SEARCH from the Main Menu


2.  Select INVOICE


3.  Select KEYED TODAY (Searches Invoices keyed into system today)


4.  You may enter either the        


     (a)  PURCHASE ORDER NUMBER


     (b)  INVOICE NUMBER          -or-


     (c)  both PURCHASE ORDER NUMBER and INVOICE NUMBER


5.  To activate search click on the SEARCH button at bottom of screen.   


6.  To clear the screen and start new search click on CLEAR SCREEN button.


7.  To exit this screen click on EXIT SCREEN button.








HOT KEYS:





1.  Press 	Alt key + S   	to   	Search Invoices Keyed Today.


2.  Press 	Alt key + C   	to   	Clear the Screen.


3.  Press 	Alt key + X   	to   	Exit the Screen.


4.  Press 	Alt key + H   	to   	Get Online Help.


5.  Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer to Exhibit I to visualize Invoices Search (Keyed Today) Screen.
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EXHIBIT I








INVOICES SEARCH (KEYED TODAY) SCREEN
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HOW DO I SEARCH INVOICES PROCESSED PREVIOUSLY ?








DESCRIPTION





There are two different Invoice Searches.  By selecting "PROCESSED PREVIOUSLY", research of Invoices keyed previous to today is made possible.   





Invoice searches may be made by entering either a Purchase Order, or Invoice Number, or Both.








STEPS TO BE TAKEN





1.  Select SEARCH from the Main Menu


2.  Select INVOICE


3.  Select PROCESSED PREVIOUSLY (Searches Invoices keyed into system before


     today)


4.  You may enter either the        


     (a)  PURCHASE ORDER NUMBER


     (b)  INVOICE NUMBER          -or-


     (c)  both PURCHASE ORDER NUMBER and INVOICE NUMBER


5.  To activate search click on the SEARCH button at bottom of screen.   


6.  To clear the screen and start new search click on CLEAR SCREEN button.


7.  To exit this screen click on EXIT SCREEN button.








HOT KEYS:





1.  Press 	Alt key + S   	to    	Search Invoices Processed Previously.


2.  Press 	Alt key + C   	to   	Clear the Screen.


3.  Press 	Alt key + X   	to   	Exit the Screen.


4.  Press 	Alt key + H   	to   	Get Online Help.


5.  Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer to Exhibit J to visualize Invoices Search (Processed Previously) Screen.
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EXHIBIT J








INVOICES SEARCH (PROCESSED PREVIOUSLY) SCREEN
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HOW DO I FIND LIST OF INVOICES KEYED TODAY ?








DESCRIPTION





There are two different List of Invoices.  By selecting "KEYED TODAY" list of Invoices keyed today is made available for reference.








STEPS TO BE TAKEN





1.  Select SEARCH from the Main Menu


2.  Select LIST OF INVOICES


3.  Select KEYED TODAY


4.  As soon as this screen is selected from the Search menu, all the Invoices that has


     been keyed today will be displayed on the screen.  This Screen will only show the


     following information:  Invoice#,  PO#,  Amount,  Date and  Keyed By.  If you wish


     to get more Invoice Information, select the Invoices Search Keyed Today Screen from


     the Search Menu.


5.  To exit this screen click on EXIT SCREEN button.








HOT KEYS:





1.  Press 	Alt key + X   	to   	Exit the Screen.


2.  Press 	Alt key + H   	to   	Get Online Help.


3.  Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer to Exhibit K to visualize List of Invoices Keyed Today Screen.


Use KEY DOWN to go to the Next Record and KEY UP to go to the Previous Record.


You can also use the scroll bars to navigate between Invoice Records.


Press Alt key + letter underlined on the button to perform appropriate action.
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EXHIBIT K








LIST OF INVOICES KEYED TODAY SCREEN
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HOW DO I FIND LIST OF INVOICES BY DATE ?








DESCRIPTION





There are two different List of Invoices.  By selecting "BY DATE" list of Invoices for the date specified as input is made available for reference.








STEPS TO BE TAKEN





1.  Select SEARCH from the Main Menu


2.  Select LIST OF INVOICES


3.  Select BY DATE 


4.  Enter the Date in the format MMDDYY and the date entered cannot be today's date or


     future date.


5.  Mouse Click on Search Button to find the list of Invoices keyed for the date specified


     as input.


6.  This Screen will show only: Invoice#, PO#, Invoice Amount, Amount Paid, Received


     and Keyed By.  If you wish to get more Invoice Information, please select Invoices


     Search Processed Previously Screen from the Search Menu.


7.  Click on Clear Screen Button to clear screen and start NEW Search.


8.  To exit this screen click on EXIT SCREEN button.








HOT KEYS:





1.  Press 	Alt key + S   	to   	Find List of Invoices By Date.


2.  Press 	Alt key + C   	to   	Clear the Screen.


3.  Press 	Alt key + X   	to   	Exit the Screen.


4.  Press 	Alt key + H   	to   	Get Online Help.


5.  Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer to Exhibit L to visualize List of Invoices Keyed By Date Screen.


Use KEY DOWN to go to the Next Record and KEY UP to go to the Previous Record.


You can also use the scroll bars to navigate between Invoice Records.


Press Alt key + letter underlined on the button to perform appropriate action.
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EXHIBIT L








LIST OF INVOICES BY DATE SCREEN
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HOW DO I SEARCH PURCHASE ORDERS ?








DESCRIPTION





The PURCHASE ORDER search provides basic Purchase Order information, Line Item specific information, and Invoice Activity for each Line Item.    





Purchase Orders may be reviewed for a period of up to two years after they have been closed.








STEPS TO BE TAKEN





1.  Select SEARCH from the Main Menu


2.  Select PURCHASE ORDER


3.  Enter Purchase Order Number


4.  Click on SEARCH button at bottom of screen to start search process.








HOT KEYS:





1.  Press 	Alt key + S   	to    	Search Purchase Orders.


2.  Press 	Alt key + C   	to   	Clear the Screen.


3.  Press 	Alt key + X   	to   	Exit the Screen.


4.  Press 	Alt key + H   	to   	Get Online Help.


5.  Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer Exhibit M to visualize Purchase Order Search Screen.





To view Line Item Activity click on SEQ# of line you wish to view.  An Activity box will appear.  To dismiss Activity box click on BACK button.





To clear screen and start a new search click on CLEAR SCREEN.





To exit the purchase order query screen click on EXIT SCREEN.
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EXHIBIT M








PURCHASE ORDER SEARCH SCREEN
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HOW DO I SEARCH PO NUMBER (BY REQ#) ?








DESCRIPTION





The Purchase Order Number Search by Req# provides the PO#, Req# and Stock#.  This PO# Search Screen helps you in finding the exact PO number as stored in the system by keying in at least the first 6 positions of Req#.








STEPS TO BE TAKEN





1.  Select Search from the Main Menu.


2.  Select PO Number.


3.  Select By Req#.


4.  Enter at least the first 6 positions of Req#.  You can enter more than 6 positions or


     even the full Req# in order to narrow down the results of your search.  After entering


     Req#, hit Tab key.


5.  Click on SEARCH button at bottom of screen or Hit Enter key or Press Alt key + S  to


     start search process.


6.  System will initially Search on the FEDPAY Active area.  After successful search in


     active area, a button titled " Click here to Search PO# in INACTIVE Area for the same


     Req# " will be displayed.  Click on it to see PO's in Inactive area for the same


     Specified Req#.








HOT KEYS:





1. Press 	Alt key + S 	to    	Search PO Number (By Req#).


2. Press 	Alt key + C   	to  	Clear the Screen.


3. Press 	Alt key + X   	to	Exit the Screen.


4. Press 	Alt key + H   	to       	Get Online Help.


5. Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer Exhibit N to visualize PO Number Search (By Req#) Screen.





To clear screen and start a new search click on CLEAR SCREEN Button.





To exit the purchase order number search screen click on EXIT SCREEN Button.
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EXHIBIT N








PO NUMBER SEARCH (BY REQ#) SCREEN
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HOW DO I SEARCH PO NUMBER (BY STOCK#) ?








DESCRIPTION





The Purchase Order Number Search by Stock# provides the PO#, Req# and Stock#.  This PO# Search Screen helps you in finding the exact PO number as stored in the system by keying in at least the first 4 positions of Stock#.








STEPS TO BE TAKEN





1. Select Search from the Main Menu.


2. Select PO Number.


3. Select By Stock#.


4. Enter at least the first 4 positions of Stock#.  You can enter more than 4 positions or


    even the full Stock# in order to narrow down the results of your search.  After entering


    Stock#, hit Tab key.


5. Click on SEARCH button at bottom of screen or hit Enter key or press Alt key + S  to


    start search process.


6. System will initially Search on the FEDPAY Active area.  After successful search in


    active area, a button titled " Click here to Search PO# in INACTIVE Area for the same


    Stock# " will be displayed.  Click on it to see PO's in Inactive area for the same


    specified Stock#.








HOT KEYS:





1. Press 	Alt key + S 	to    	Search PO Number (By Stock#).


2. Press 	Alt key + C   	to  	Clear the Screen.


3. Press 	Alt key + X   	to	Exit the Screen.


4. Press 	Alt key + H   	to       	Get Online Help.


5. Press 	Alt key + U   	to   	Send us any Questions or Comments.








TIPS





Refer Exhibit O to visualize PO Number Search (By Stock#) Screen.





To clear screen and start a new search click on CLEAR SCREEN Button.





To exit the purchase order number search screen click on EXIT SCREEN Button.
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EXHIBIT O








PO NUMBER SEARCH (BY STOCK#) SCREEN
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HOW DO I SEND ANY QUESTIONS OR COMMENTS ?








DESCRIPTION





Allows user to send any questions or comments to the FEDPAY Help Desk.








STEPS TO BE TAKEN





1.  Select HELP from the Main Menu


2.  Select SEND US YOUR QUESTIONS OR COMMENTS


3.  Enter your full name in the box titled Author (Mandatory).  Hit tab or enter key.


4.  Enter the Subject (Mandatory).  Hit tab or enter key.


5.  Select Message Priority - Normal or Urgent (Mandatory).  Hit tab or enter key.


6.  Type your message in the box provided (Mandatory).


7.  After you have finished typing the message, mouse click on the Send Button to send 


     your message.


8.  An alert box will appear confirming that the Message has been Sent and the box will


     have two buttons titled as EXIT and COMPOSE.  Click on the Exit Button if you 


     wish to exit the message screen or Click on Compose if you wish to compose another


     message.








HOT KEYS:





1. Press 	Alt key + S 	to	Send the Message.


2. Press 	Alt key + C   	to   	Clear the Message.


3. Press 	Alt key + X   	to   	Exit the Message Screen.


4. Press 	Alt key + H   	to   	Get Online Help.








TIPS





Refer Exhibit P to visualize Send us any Questions or Comments Screen.  You may clear screen by clicking on clear button or exit screen by clicking on exit button at any time.





You can Invoke the Message Screen from all screens in the system.  Every Screen in the System has a button titled “SEND THEM TO US”  for you to send us any questions or comments.  When clicked on this button, an alert box will appear with a message saying that ‘Invoking the Message Screen will Exit the Current Screen. Do you wish to Continue?’.  Click YES if you wish to compose the message or Click NO if you wish to stay in the Current Screen.
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EXHIBIT P








SEND US YOUR QUESTIONS OR COMMENTS SCREEN
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List of United States Government Holidays








January 01				-	New Year’s Day





3rd Monday in January			-	Martin Luther King Jr. Birthday





3rd Monday in February		-	Presidents Day





Last Monday in May			-	Memorial Day





July 04					-	Independence Day





1st Monday in September		-	Labor Day





2nd Monday in October		-	Columbus Day





November 11				-	Veterans Day





4th Thursday in November		-	Thanksgiving Day





December 25				-	Christmas Day








Note:





If the actual holiday falls on a Saturday, then it will be observed on Friday of that week.





If the actual holiday falls on a Sunday, then it will be observed on Monday of that week.
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FEDPAY HELP DESK INFORMATION








DESCRIPTION





Allows user to get information about FEDPAY Help Desk.








CONTACT INFORMATION





If you encounter any problems or require assistance, please feel free to call the Help Desk at 816-926-7287.





You can send us any questions or comments you may have by clicking on the button titled “Send them to Us” available at the password change, invoice input and search screens in the system or by selecting ‘Send us your Questions or Comments’ from the Help menu item.





You can also email us from our home page to the email address as below:


kc-fedpay.finance@gsa.gov








TIPS





Refer to Exhibit Q to visualize Help Desk Information Screen.





Help Desk Phone Number		816-926-7287





Email Address				kc-fedpay.finance@gsa.gov





Click on EXIT SCREEN Button to Exit the Help Desk Information Screen.
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EXHIBIT Q








HELP DESK INFORMATION SCREEN
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