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February 9, 2014
	      								     Accounts Payable-JAQJA
SUBJECT:  GFEBS Single Use Charge Card Manual Payments-askDFAS                                                   

REFERENCES:  See Enclosure 1

OVERVIEW. See Enclosure 2

PURPOSE.  This procedure is to ensure the proper submission of a manual payment request.

APPLICABILITY. This procedure applies to all Army Commands that submit manual payment request to the Defense Finance and Accounting Service (DFAS).


1. RESPONSIBILITIES.  It is the responsibility of the Army Commands to gather and submit manual payment request in a timely manner and provide all required documents for each request.

2. PROCEDURES.  Refer to Enclosure 3




3. EFFECTIVE DATE. This instruction is effective on final approval by the Accounts Payable Analytical Division 1 Chief. 







Renita Brown
Chief, Analytical Division 1
Accounts Payable
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[bookmark: _Toc375564781][bookmark: _Toc385158654]ENCLOSURE 1- REFERENCES

(a) DoD FMR 7000.14-R Volume 10, Chapter 23: “Purchase Card Payments”





































	


[bookmark: _Toc375564782][bookmark: _Toc385158655]ENCLOSURE 2-OVERVIEW

[bookmark: _GoBack]In accordance with the DoD FMR 7000.14-R Volume 10, chapter 23 Agency/Organization Program Coordinators (A/OPC) serve as the Agency’s functional representative and have oversight to manage and ensure the integrity of the purchase card program. 


PROCESS OVERVIEW. The procedures listed below describe the process of submitting a manual pay request, including the required documents needed, to ensure proper payment of each request. 




































[bookmark: _Toc375564783][bookmark: _Toc385158656]ENCLOSURE 3-PROCEDURE

1. askDfAS website

a. To submit a manual payment request, click on the link below: https://corpweb1.dfas.mil/askDFAS/custMain.action?mid=5040

b. Once the page opens click on “Submit A Ticket” 
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c. Click on “GPC-New Inquiry” under Subcategories
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d. Fill in the information:
1. First and last name
2. Email and Re-enter email
3. Command
4. Fund Center
5. Primary Phone type
6. Preferred Method of Contact 
7. Managing Account Number
8. Billing Cycle End Date
9. Questions/Comments (Any questions or comments you may have for this submission)
10. Attachments: To avoid submission rejections, please only submit the following documentation:
(a) Managing Account Bank Statement, 
(b) Certification Statement 
(c) Completed excel spreadsheet with all columns filled out.
**Note** Any information not provided or omitted will cause the request to be rejected.
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2. Attachments of required documentation 

Please double click on each one of them:

a. Managing Account Bank Statement




Example of Bank Statement for the Manual Payment Requests

b. 
Certification Statement


Blank Certification Statement for the Manual Payment Requests

c. Excel Spreadsheet referencing to Purchase Order (PO) Number


      
Blank Excel Spreadsheet for the Manual Payment Requests 


















3. Follow up on a Request (A ticket submitted)

a. After receiving confirmation e-mail. Click on the website. 
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b. Make sure the Ticket Number is the same one from the E-mail. If so, type in your “Email”
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c. On the next screen, you will have 3 options: “Request Status”, “Close Ticket” and “Modify Ticket”
[image: ]
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Providing payment services for the U.S. Department of Defense

888-332-7411

Wilitary Members ary & Annuitants an Employees | Contractors & Vendors

GFEBS SINGLE USE MANUAL PAYMENT REQUEST —— ONLINE CUSTOMER SERVICE

FAQs | | submit A Tickst Help

Providing responsive, professional finance and accounting services for the people who defend America means delivering timely useful information. Our site allows
customers the ability to request support or provide feedback. Every individual is unique, but they often face similar issues. Browse our frequently asked questions
database before submitting a question for best results.
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+ Step 1: Category selected is: AP-GFEBS Single Use Manual Payment Request
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Your Information

Change Category Sub-Category sslection
Catsgory:  AP-GFEE Single Use Manual Payment Request
Subcategory:  GFC- New Inquiry.

Middte: Last

1f you are using spam blocking software on the email you provide, you may not receive any.
responses from our system. In order to ensure that you receive our responses please add: WEE-
ASKDFASEDFAS.MIL 10 your list of approved senders before submitting your item.

Name: irsr
Emai:

Aditions)

emait

Command:

Fund Center®

Primary Phone:

Re-enter Emsit

170U would like this information and responses sen o additional emall addresses, enter them here. Separate
multipl addresses with the semi-colon ()

primary Phone. | suuctone—— [<]

e

secondary

Phone:

swontsy  [“saecrone— 5]

Phone type:

Freerred | soect One

Method of H

Contacr

Managing

Account

Number-:

siling Cycle

enc Date

Question® ~H3

~ls

@ The selected category area sllows you t attach fle()or document() to your inauiry. I you would ike to sttach () or
document(s), press the “Atach Files” st entering il required information. Otherwise, press Submit The following
formats are accepted: xIs. xIsx. doc. _docx. _ppt. -pprx. .msg. -pdf. gif. bmp.
i, G, 1. xfdl and text fles. Individual files cannot exceed 5 Meg in size.

= Submits your item to a customer service representative.
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Sample Manual Pay  Request (3).pdf


Sample Manual Pay Request (3).pdf
RFAX12330N01263 Page 1 of  received 12/4/2012 8:49:11 AM [Eastern Standard Time] from CSID: 443-861-2248  to DID: 2640 118

To: DFAS Indy

F A x Fax number: (877) 842-4224

From: Gt

CECOM ;;}"i‘r' Fax number: SN
= ‘C4ISH
Date: 12/4/2012
CECOM LCMC
DCSRM/GE MAD CSB
6002 Combat Drive Regarding: September Statement

RM D2110, POD 121

APG, MD 21005 .
Phone number for follow-up:

COM: NN DSN: I

- Managing Account Holder's name and Billing Cycle

Mr. I staterment for September 2012,
Provide last 6 digits of Managing Account #.

Bllling Account Ending In A

i, Total amount of due for specific billing cycle for this
Amount to be pald $ | managing account. This will be the amount of the
manual payment

Number of pages (Including header): 5

Please let me know if you have any questions or need any further information.

Thank you,

Provide follow up contact info to include
email address, which should be the email

N
; address from which the confirmation email is
sent to DFAS-GFEBS-GPC@dfas. mil






RFAX12330N01264 Page 2 of  received 12/4/2012 8:49:11 AM [Eastern Standard Time] from CSID: 443-861-2248  to DID: 2640 245

Statement for the Managing account, not the individual card

@bank holder statements, that displays all charges to be made, and
s matches to the following spreadsheet
P.O. BOX 8347
FARGO ND 6B126-6347 ACCOUNT NUMBER [ ]
STATEMENT CLOSING DATE 09.19-2012
A AMQUNT DUE 536,860,
vz} ACCOUNT BALANCE $35.RA0.34

PAYMENT DUE IN ACCORDANCE WITH PROMPT PAYMENT ACT

T RINT e gnent A So-03EY

I feggpespape I gelafoagg D pd fgen g Wy g

00000518 1 SP 108481786529101 8 3 ?)Cﬂ 8‘00' 3

ease moke check paysble ta™ll.5, Bank”™

A%
5 T DR
%\&B R GRD ND  21005-1845 U.S. BANK NATIONAL ASSOCIATION ND
%\ 'LW’ FARGO ND~ 58125-6313

L ke W

- %ﬁ\

v %G‘s\“\s I DU F—
>0 ot et e e e ee e eee e e e memmeeeemee e menen

%@ga aar paymaont coupen at parfaration.
R

ACCOUNT MESSAGES

Faraign transactions Include a 1946 forelgn currency conversion fee Incorporated in the exchange rate.

™

]

33 cgg CLLC1 1RG0
T

Burchasan salfAuaneu
And Other Interest Chack Currant Aceaunt
Cnarges +  Fanally + Chazka = Fea - Credia = Acivly Balance
Paymenta

3000 9000 3000  $000 3392303 2030500 | 33680034 |

VIR

SRS

Rt ‘Fr‘i]m-h@f‘-ir-r: ytd

TOTAL CORPQRATE ACTIVE
$7.006.00CR
Paat Tran
Data Data Refarence Numbar Transaction Description Amount
09-05 08-05 74798262249000000000032 ELECTRONIC PYMT THANK YOUO0R00 A 9,395.00 PY
0¢-05 09-05 74798282249000000000081 CRDT BAL REV THANK YOU 00000 A 2,390.00

Default Accounting Code: ABODH 1111111111 N N X I |
ACCOUNT NUMBER ACCOUNT SUMMARY
CUSTOMER SERVICE CALL PREVIOUS BALANGE 7,005.00
I PURCHASES &
OTHER GHARGES 39,250.34
888-994.6722 STATEMENT DATE | DigpyTED AMQUNT | INTEREST PENALTY 00
08/48/12 .00 CHECKS .00
GHECK FEE 00
SEND BILLING INQUIRIES TO: CREDIT /
q AMOUNT DUE ,l]n_EnNﬁ | -
, | BILLING ACTIVITY 39,260.34
U.S. Bank Government Services R
e 'Oﬁgnsxa 13235353335 36,860.34 | PAYMENTS 539800 |
argo. «
8 ACCOUNT BALANCE  36,860.34

I paymantsa towards previous balancas nave been made, please deduct fram the payment due

Page1of 2





RFAX12330N01263 Page 3 of & received 12/4/2012 8:49:11 AM [Eastern Standard Time] from CSID: 443-861-2248  to DID: 2640 345

Statement for the Managing account, not the individual card
holder statements, that displays all charges to be made, and
matches to the following spreadsheet

e

Company Name: [N
Bllling Account Number: [INEIEGEG_—_—

Statement Closing Data: 08-18-2012

WS CREPITS PURCHASES CASH ADV TOTAL ACTIVITY
0.00 512,278.24 50.00 $12,276.24
ceounting Lode:

Post Tran
Data Date  Reference Mumber Transactlon Degcription Amount
08-20 0817 %449215 2308458077183370 PAYPAL ‘FLOSCATER!N 4 2-9 8- 7733 CA 360.00
08.13 08-11 246 266980002318287  IMPACT PARTNERS -1126 2.99&.00
09-17 0813 24184072 E??BDEBEQB%E 1800(GG0FEDEX 1DD1 007 &00 8221147 TN
09-17 02.13 2468072225888000231823 IMBACT PARTNERS LP 71128 TX 2.956.00
08.18 0018 242707627 EEB 36398848 SETON JDENTIFICATION PRD B800-248-6624 CT 2.954.40
0818 G917 24050292 ué 002318222 IMPACT PARTNERS LPF 469-574-1126 TX Z 887.00
CREDITS PURCHASES CASH ADV TOTAL ACTIVITY
$0.00 4,080.00 £0.00 $4,080.00
Accounting Coda:
Post Tran
Data Data  Rafar Transaction Bascription Amount
08-17 09-14 24210712? 2200733700225 GRADLIATE SCHOOL REG 888-744-4723 0C 745.00
03- 1? 0214  24210732250J0073% uu233 ADUA; G 888-744-4723 DC 745.00
SS 09-14  2421073226920073970 GRAD § HSSI: & B06-744-4723 DC 1,295.00
17 09-14 242107322 Bz.uu .9700258 GRADUAT REG 88B-744-4723 DC 1,295.00
CREDITS PURCHASES CASH ADv TOTAL ACTIVITY
% 50,00 $8,984.01 $0.00 $6.964.91
ccounting voda:
Eost Tran , .
Referanca Numbar tion Description Amouni
0913 08.12 243268822862002 ‘4‘3?00217 ABl LITYONE BSC ABERDEE ABERDEEN PROV MD 2, 979 07
09.18 08.17 24328RR224120020 s 388 A LIT DEE ABERDEEN PROV MD
09-18 0917 243286R822812002 B ] LITYONE BSC AB RDEE AEERDEEN FROV MD 2, 799 01
0819 0818 2432688226220029 00123 ABILITYONE BSC - ABERDEE ABERDEEN PRQV MD 2,898.87
CRED|TS PURCHASES CASH ADV TOTAL ACTIVITY
w 50.00 $11,538.16 $0.00 £11,539.18
ceotinting Coda:
Post Tran
Data Data__ Reference Number Trensactlon Daseripiion Amount
09-13 2808225 0200175 ABILITYONE BSC - ABEROFE ABERDEEN PROV MD 2,889.22
09-17 Q9 15 gﬁﬁﬁﬂﬂ 53&8858 2318261 ARTNERS LP 483 574-1 g § 2.916.00
09-18 0917 2432688 g;z 9200081 ABILITY NE BSC - ABERDEEN PROV MD 55 4,58
09.19 0918 24326882362300309300185 ABILITYONE BSC - AEERD ABERDEEN PROV MD 299.18
Depanment: 00000 Total: $36,800.34
Division: Q0000 Total: $36.880.34

Page 2 of 2





RFAX12330N01266 Page 4 of  received 12/4/2012 8:49:11 AM [Eastern Standard Time] from CSID: 443-861-2248  to DID: 2640 445

Signed certification page, separate from the statement. Should
be signed by the billing official or designated certifying official,

Purchaze Gard Cantifying Officsr

*Pursuant w authonty viedted in me, | cenify that this invoice {hillmg statement} 18
vortest und pruper (of payment. except o8 hay be noted htrpin ar on supponing
Jucumenta

ifying Officer Signatute

OH W riivi jal b n

“f ceriity that the ilems listed hervin ar: carnect and proper for puysnent from the
Apprupriationsts) ur othet funth designuied terean or on suppuriing wouchers, and that
thix pay mant is legal, prope and cofract. exdept 0y May b noled herein or on suppariog
ducuments

L~ = g -
Kathorized sfpraving Official Signatucé





to DID: 2640

RFAX1233GN01267 Page  of  received 1214/2012 8:49:11 AN [Eastern Standard Time] from CSID: 4438612243

Septemboer_El0Manaul Orders (2}

Funds 81Gchild [Transaction [ . 7 Y R . [invoice [Total MA. [Fay Office
Lenter [N A t Jidoc |Amgunt PO Doc - . |PD Litie [Retufn or Rehate? . [DocXype: - 3" llnwoice Date |Receipt Date | Text field [Duo OolbAAC | PMS JPayment Black
P Toe ] e R - “n:"w(;_;
asoon | IO |1:1:242 2007 ' ofla012  sagma1 36860.34 [200490
scoce || 1>:<:0000| 20s4a sfl9fesl] 971972002 3586034 [20D490 00
[ss00n | | 15242 2966 ofiufaonz 919793 3586034 |Zogasa
pecor | 121532425 1224 ostepaonz|  ar19mon2 3586034 [ropasn oo
2E00H 121532423 350 gfsfaorz|  sf9f012 3686034 [z00iso Joo
AG0OH 121522432 2906| d65mI114] gnapaa|  sasmon 26800.34 |zop1s0 oo
ssoc | | 1215227 1295 25, sfiopasa|  sfispmny 36034 70090 |0
ooy || 121522472 1205 gpafonz)  opopony) 36804 20080 oo
wcoon || | . 52202 745 ooz spsieone 3686034 [200090 |00
capH 12153223 745 spaiz02|  gH9m012 2626034 |z0ds0 oo
gDk 121532423 7990.87 gpaiz012]  anepan2 3686034 |zapan oo
ook | S | 1225520231 2799.04f aicozzeno shapor|  eiwnoe 3626034 |7ape00  loo
weoon | | +:--:+:- 187.16] 4600009391] - - snspoa  af1ap0n2 3626034 |z00190  Joo
ac0H 121532623]  7979.07] 4600024546 af19f2012]  9f19p012 3686034 |zap4e0  [oo
N RH - Hon ARNG,
A60DH 121532623 2999.38) 4600025659 0GOOL|N/A .. Ochitsfetuns | 9/1fzen3]  sp1sfeonn 3686034 [zome0  [oo
- s | - T [RH-HonARKG -
scoon | | -:5:2z: e scocozses) oomfvia Detitsfiensins | 9n1aporz]  sprapena 3686034 |poss  [oo
B JESTE . RH -Mon ARNG
ssoce, | NG | 255043 2916) 4e0025669] zooem A’ Cetisfieturas | 9j19f2012]  srmfron 2685031 fraen oo
I : i - |AH - Non ARNG
A500K 121532423)  2999.23| 4600017425 WA - .- Debits/Retuns | 9719/7012)  or19/012) a6aa0.34 |ragio

Spreadsheet that contains FULL managing account and all transactions for the specific billing
cycle affected, and ONLY that particular billing cycle. One fax per managing account, per billing
cycle. Spreadsheets missing any of the above info will be returned. The actual excel file used
should be submitted with the confirmation email to DFAS-GFEBS-GPC@dfas.mil.

Page iof 1
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GPC Certification  Statement.pdf


GPC Certification Statement.pdf
DoD 7000.14-R Financial Management Regulation Volume 10, Chapter 23 Annex 1
* September 2010

ANNEX 1

PURCHASE CARD CERTIFICATION STATEMENTS

A. The Cardholder (as Accountable Official) certification statement will read:

“I certify that. except as may be noted herein or on supporting documents, the purchases
and amounts listed on this account statement:

(H Are correct and required to fulfill mission requirements of my organization.

(2) Do not exceed spending limits approved by the Resource Manager (RM).

(&) Are not for my personal use or the personal use of the receiving individual.

4 Are not items that have been specifically prohibited by statute, by regulation. by
contract, or by my organization.

(5) Have not been split into smaller segments to avoid dollar Himitations.”

Authorized Cardholder Signature and Date
(or GAO approved electronic signature)

B.  The AO (as an Accountable Official) certification statement will read:

“I certity that the items listed herein are correct and proper for payment from the
appropriation(s) or other funds designated thereon or on supporting vouchers, and that the
payment is legal, proper, and correct. except as may be noted herein or on supporting
documents.”

Authorized Approving Official Signature and Date
(or GAO approved electronic signature)
(3 The Purchase Card certifying officer certification statement will read:

“Pursuant to authority vested in me. 1 certify that this invoice (billing statement) is correct
and proper for payment, except as may be noted herein or on supporting documents.”

Authorized Certifying Officer Signature and Date
(or GAQO approved clectronic signature)

\-23
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Manual Pay  Request.xlsx


Manual Pay Request.xlsx
Sheet1

		Funds Center		Managing Account		Transaction Amount		PO Doc		PO Line		Return or Rebate?		Doc Type		Invoice Date		Invoice Receipt Date		Total MA Due		Pay Office DoDAAC		PMS
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image8.png
-Original Message
From: GFEBS Single Use Manual Payment Request [mailto:WEB-ASKDFAS@DFAS.MIL]
sent: Thursday, February 20, 201411:25 AM

To: SMITH, BENJAMIN CIV DFAS

Subject: GFEBS Single Use Manual Payment Request received your ticket. #201402200375.

oNext | [2last

Dear Customer,
Thank you for your submission to GFEBS Single Use Manual Payment Request.
Your GFEBS Single Use Manual Payment Request ticket number is: 201402200375, Please reference this number in any communication about your ticket.

You may access your ticket online anytime at:
https://corpwebl.dfas. mil/askDFAS/cv.do?2=440234IMTEHS

You will receive a response to your ticket in a separate email within the next few days. Response times vary based on current volume and complexity of the item submitted.

‘We look forward to serving you,
‘GFEBS Single Use Manual Payment Request Customer Service

FOR OFFICIAL USE ONLY: This message may contain personal data or information covered by the Privacy Act of 1974. Please ensure this information is protected from unauthorized access and/or
disclosure.

This e-mail is generated from an unattended email server. If you wish to reply to this email, please leave the subject line s is. A daily process will run that will attach your email to your original ticket for
review. If your ticket was marked s closed, this will re-open your ticket.
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GFEES SINGLE USE MANUAL PAYMENT REQUEST —— ONLINE CUSTOMER SERVICE

View your onling submission. You will need to 5upply us with your ticket number and the email that was used when you submitted your online query.
Ticket Number: 201402200375
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Your ticket was marked indicating that you would |

0 receive an update about the status of your requst.
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