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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. 
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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. 

[image: ]













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”
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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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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


Provide last 6 digits of Managing Account #.


Managing Account Holder's name and Billing Cycle


Total amount of due for specific billing cycle for this 
managing account. This will be the amount of the 
manual payment


Provide follow up contact info to include 
email address, which should be the email 
address from which the confirmation email is 
sent to DFAS-GFEBS-GPC@dfas.mil







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







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







Signed certification page, separate from the statement.  Should 


be signed by the billing official or designated certifying official, 







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.
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GPC Certification  Statement.pdf


GPC Certification Statement.pdf
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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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-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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