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[bookmark: _Toc410226062]System Access

[bookmark: _Toc410226063]Accessing the Application

There is only one method available for accessing FMIS 5.0 on your workstation, the direct web access method. The FMIS 5.0 application consoles are directly accessible from the FHWA Extranet via UPACS. Simply navigate to the following URL using your Internet Explorer web browser: https://fhwaapps.fhwa.dot.gov.

This quick reference guide (QRG) is oriented towards users from STATE DOTs as well as their counterparts in FHWA Divisions. As a result, each user type is granted different access rights and views at the discretion of their system managers. In addition, the credentials each user type uses may differ whether user is a State DOT or a FHWA Division user. Throughout this user training manual, such user type distinctions will be made.

Note: In this Quick Reference Guide, STATE DOT users are referred to as “RECIPIENTs” as to adhere to the new terminology used in the FMIS 5.0 application.

[bookmark: _Toc409077774][bookmark: _Toc410226064]RECIPIENT DOT Users -Accessing UPACS Using the Web

Recipient DOT users access the UPACS system with their assigned ORC credentials.

	Step
	Action

	1
	Double click the Internet Explorer icon on your workstation desktop/laptop.

	2
	Type the following URL in your Internet Explorer Address Bar field: https://fhwaapps.fhwa.dot.gov and select the ‘Enter’ key to launch the URL.

	3
	Click on the picture below to ‘Log in to UPACS using ORC credentials’ title.
[image: ] 

	4
	Once on the ORC Home Page, user enters assigned ORC User ID and User Password under the ‘Current User’ heading.
[image: ]

	5
	Click the ‘Log In’ Button. 



New Recipient DOT users: Select ‘Register’ button under the ‘New User’ heading and follow the instructions to complete the ORC eAuthentication application. Further instructions are available and can be found in the UPACS system manual (https://fhwaapps.fhwa.dot.gov/upacsp/jsp/info/faq.jsp?popupTitle=FHWA%20Information%20Systems%20-%20%20UPACS%20Frequently%20Asked%20Questions&helpFile=faq).
[bookmark: _Toc409077775]

[bookmark: _Toc410226065]FHWA Division Users – Accessing UPACS using UPACS credentials

To obtain a UPACs account, prospective user contacts UPACS administrator or designated FHWA Division personnel and establishes the need for an account. Once approval is granted, prospective user establishes a UPACS account by registering by accessing the link above. Further instructions for this process are provided in the UPACS Quick Reference Guide (https://fhwaapps.fhwa.dot.gov/upacsp/jsp/info/faq.jsp?popupTitle=FHWA%20Information%20Systems%20-%20%20UPACS%20Frequently%20Asked%20Questions&helpFile=faq).

	Step
	Action

	1
	Double click the Internet Explorer icon on your workstation desktop/laptop.

	2
	Type the following URL in your Internet Explorer Address Bar field: https://fhwaapps.fhwa.dot.gov and select the ‘Enter’ key to launch the URL.



	3
	In order to enter UPACS, you will need to enter your assigned UPACS USER ID and set UPACS Password in the fields as shown below.
[image: ]

	4
	Select ‘Login’ option.



[bookmark: _Toc409077776][bookmark: _Toc410226066]FHWA Division Users – Accessing UPACS using DOT issued PIV Card

Your DOT issued PIV card can also be used to authenticate to the UPACS system. Follow the steps below.

	Step
	Action

	1
	Double click the Internet Explorer icon on your workstation desktop/laptop.

	2
	Type the following URL in your Internet Explorer Address Bar field: https://fhwaapps.fhwa.dot.gov and select the ‘Enter’ key to launch the URL.



	3
	Click on the picture of the PIV Card below the ‘Log in to UPACS using PIV card’ title.



	4
	The system will try to authenticate and prompt you for your associated PIV PIN number.



	5
	Enter PIN number and select ‘OK’.



Note: The first time you log into UPACS using your DOT issued PIV card, you will be prompted to enter your assigned UPACS user id and UPACS password. This step will allow for the UPACS system to link your UPACS credentials to your PIV card.
[bookmark: _Toc409077777]




[bookmark: _Toc410226067]Obtaining Access to a Secured System such as FMIS 5.0

Some applications, such as FMIS 5.0, have security requirements in addition to obtaining a UPACS user ID. A user is blocked from entering such an application unless he/she has access rights approved by its system owner. The following steps are required:

	Step
	Action

	1
	User selects a sponsor and makes contact for requesting access rights.
Note: A list of available Sponsors to contact is available under “Contact/Sponsors” option located on the menu bar of the FHWA Information Systems Menu Screen.

	2
	Sponsor validates and determines needed rights to the system.

	3
	Once rights are determined, Sponsor enters these rights in UPACS and creates a user access profile for System Owner approval.

	4
	System Owner approves/disapproves the requested rights and access.

	5
	If approved, user and sponsor are notified via e-mail.



[bookmark: _Toc410226068]Accessing FMIS 5.0 (RECIPIENT DOT & FHWA Division Users)

To enter the FMIS 5.0 application, follow the below steps:

	Step
	Action

	1
	Double click the Internet Explorer icon on your workstation desktop/laptop.

	2
	Select ‘Fiscal Management Information System 5.0 – Test’ by clicking on the option.


Note: Once FMIS5 goes live, users can access the FMIS5 Production environment by using the FMIS5 link from the “FHWA Information Systems – UPACS Production Menu”

	3
	You are now in the FMIS 5.0 application.







[bookmark: _Toc410226069]Exploring through FMIS 5.0

[bookmark: _Toc409077780][bookmark: _Toc410226070]Understanding the New Application
The new FMIS 5.0 User Interface is a simple, intuitive screen that utilizes a tabbed drop-down menu design that is familiar to most end users.

The FMIS 5.0 Home Page will display by default after being authenticated. This is the view of the new Home Page.

[image: ]

From this Home Page, you can navigate through the various different functions of the application.

[bookmark: _Toc409077781][bookmark: _Toc410226071]Navigation Toolbars
On the top right corner of the Home Page, you will notice two rows of navigation toolbars, which will always be visible no matter where you are in the application.
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The first navigation toolbar displayed in the blue ribbon allows you to perform some of the very basic functions of the FMIS 5.0 application. The utilities are: FMIS Home, Contact, About, and Exit.
	Function
	Purpose

	FMIS Home
	Select this option to return to the FMIS 5.0 Home Page at any time.

	Contact
	Select this option to contact the FMIS 5.0 support staff for any questions. This link will automatically prompt MS Outlook to compose an email addressed to the FMIS and Current Bill Support Staff with its pre-populated email address.

	About 
	Select this option to reference the FMIS 5.0 Technical User Manual.

	Exit
	Select this option to end your session in the FMIS 5.0 application.



The second navigation toolbar in the gray ribbon are your tabbed drop-down menus, called ‘modules’, to perform the various functionalities in the FMIS 5.0 application. The modules are: Projects, Fund Control, Current Bill, and Reports.

Note: Depending on your granted user access, you may not see all of the displayed modules and its sub functions.

[bookmark: _Toc409077782][bookmark: _Toc410226072]Projects Module
The Projects Module provides users with an overview for all aspects of the projects under their purview. Functionalities such as project header information, detail line summary information, signature status, and related projects are available under this module.

[bookmark: _GoBack]By clicking the down arrow to the right of the Projects Module, you will find the following options:
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	Function
	Purpose

	Manage Projects
	Select this option to view and access your managed projects under one screen.
Under the ‘manage projects’ section, you will be able to:
· See the default view
· Perform Quick Search
· Manage Filters

	Block Signatures
	Select this option to display all the projects that have been selected for Block Signing.

	Projects Groupings
	Select this option to link related FMIS projects and add a new group to identify or relate the associated projects to an existing group. A single named group might represent a major project such as Woodrow Wilson Bridge or a single disaster event such as Hurricane Katrina.

	User Defined Fields
	Select this option for Recipient and Division users to access the Defined Fields.



[bookmark: _Toc410226073]Manage Projects

	Step
	Action

	1
	Select this option to view and access all your managed projects under one screen.

	2
	This is the Default View of the Manage Projects option



	3
	
To Manage Filters and Columns in ‘Default View’, click the Manage Filters button on the Manage Projects screen. The ‘Choose Your Filters’ screen appears.

	4
	Expand the ‘Common’ or ‘Other’ fields in the ‘Available Data’ section to see fields available for filtering.
[image: ]
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	5
	Click the ‘Add>>’ link to add the project status filter condition to the ‘Data Filters’ section.
[image: ]


	6
	Click the ‘Apply’ button if you want to temporarily apply the filter on the Manage Projects list screen.

If you want to save this filter for future use, Click the ‘Save’ button. The “Save Search Criteria’ screen is displayed. Click the ‘Save New’ radio button and enter a name for this Search criteria.

Check the ‘Set As Default’ checkbox if you want this search criteria to be applied on the Manage Projects screen instead of the system default. Click ‘Save’ link to save the search criteria.
[image: ]


	7
	The Manage Projects screen is displayed with the saved search criteria
[image: ]


	8
	To Manage Columns, click the ‘Manage Columns’ button and expand the ‘Common’ or ‘Other’ fields in the ‘Choose Your Columns’ screen to view all columns that can be added to the Manage Projects screen.
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	9
	Click the ‘Add>>’ link to add the selected column to the ‘Grid Columns’ section and click the ‘Apply’ link to temporarily add the column to the Manage Projects screen.

Click the ‘Save’ link if you want to save this selection with a name so that it can be used for future use.

Use the ‘<<Remove’ link to remove any existing columns from the Manage projects screen.



[bookmark: _Toc410226074]Adding a New Project

Only FMIS 5.0 users with “Project Update Allowed” privileges are able to create a new project detail.

	Step
	Action

	1
	Click the ‘Manage Projects’ link under the ‘Projects’ Module in the gray navigation toolbar.

	2
	[image: ]Click the ‘Add New Project’ link of the ‘Manage Projects’ screen.


	3
	Enter General Project Information. Only the fields denoted with a “*” are required to create/add a new project. When user adds a new project, the FMIS 5.0 system will adhere to all the rules (business, protection & required and project status rules). Please refer to User Training Manual for further information.

	4
	Click ‘Save’ or ‘Cancel’. 
Note: User will not be able to navigate to other screens or access the navigation menus unless the user clicks the ‘Save’ or ‘Cancel’ buttons in the Project Information screen.

	5
	Click on ‘Project Details List’ Tab.
[image: ]

	6
	Select the ‘Add Details’ Option.
[image: ]


	7
	Enter further project details in ‘Add Project Detail’ screen. The FMIS 5.0 system will adhere to all the rules (business, protection & required and project status rules). Please refer to the User Training Manual for further information.

	8
	Click ‘Save’ or ‘Cancel’. 
Note: User will not be able to navigate to other screens or access the navigation menus unless the user clicks the ‘Save’ or ‘Cancel’ buttons in the Project Information screen.

	9
	On the ‘Project Detail List’ screen, click on the magnifying glass to the left of the detailed line item.

	10
	User enters location details by clicking on the ‘Project Detail Locations’ tab and ‘Add Location’ button.
[image: ]
Fields denoted with a “*” are required to add project details location.

	11
	Click on ‘Save’ to update the ‘Add Location’ details.



[bookmark: _Toc410226075]Approving a New Pending Project – RECIPIENT

	Step
	Action

	1
	User will need to return to the ‘Project Information’ Header tab.

	2
	User clicks on the ‘Sign’ button. 
[image: ][image: ]


	3
	An ‘Electronic Signature’ window will now appear.

	4
	The user must select the appropriate signature level. All three options under the ‘State Signatures’ box must be selected before clicking the ‘Submit’ button.

	5
	User will need to confirm signature authority by entering user’s UPACS PIN when prompted.

	6
	A project is now successfully approved by the RECIPIENT.
[image: ]




[bookmark: _Toc410226076]Approving a New Pending Project – DIVISION

	Step
	Action

	1
	Division user with signature authority can view projects that are pending Division actions from accessing the ‘Project List’ view under the ‘Manage Projects’ menu from the drop-down menu of the ‘Projects’ Module.

	2
	Division user will click on the magnifying glass to the left of the project line in order to access the ‘Project Information’ and ‘Project Detail List’ tabs for Division user’s review.
[image: ][image: ]


	3
	Division user initiates the approving process by clicking on the ‘Sign’ button.

	4
	The Division user must select the appropriate signature level. All three must be selected before the user can click on the ‘Submit’ button.

	5
	Division user must check the box next to the confirmation sentence and click ‘OK’ to proceed further.

	6
	A ‘Sign Authority Confirmation’ message screen will appear, by which confirmation is done by entering user’s UPACS PIN number.

	7
	A new project is now in approved status by the Division.



[bookmark: _Toc409077790][bookmark: _Toc410226077]Displaying an Existing Current Project using ‘Manage Projects’
RECIPIENT or Division users can also view all current projects under the ‘Project List’ screen.
	Step
	Action

	1
	Click on the ‘Projects’ Module down arrow on the grey navigation toolbar.

	2
	Select ‘Manage Projects’.

	3
	Under ‘Project List’ screen, click on the down arrow by the ‘Selected Search Criteria’ field.
[image: ][image: ]


	4
	Select ‘Current Projects’.

	5
	Once that selected search criteria is clicked on, user will be able to see all projects under their purview.
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	6
	The Quick Search tab in the Manage Projects screen provides a quick way to search for Current and pending projects. Click the ‘Quick Search’ tab to go to the Quick Search screen.
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	7
	Select or enter the fields that you want to search on and click the ‘Search’ link to retrieve the projects that match the search criteria. For example, to retrieve all projects in Virginia that uses Program Code ‘M001’ and Improvement Type ‘New Construction Roadway’, enter and select those values in the ‘Program Code’ and ‘Improvement Type’ fields and click the Search button. The results are displayed in the grid below.
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[bookmark: _Toc410226078]Modifying a Project Header

The user will be able to modify information of a selected project, as long as the user has update privileges to the project.
	Step
	Action

	1
	Click on the ‘Projects’ Module down arrow on the grey navigation toolbar.

	2
	Select ‘Manage Projects’.

	3
	Under the ‘Project List’ view, click on the magnifying glass to the left of the project you would like to modify information for.
[image: ][image: ]


	4
	To modify a project, the user clicks the ‘Edit’ button in the Project Information screen to lock the project and enter Edit Mode.

	5
	All edits can be made in the ‘Edit Project Information’ screen.

	6
	Click ‘Save’ to update the changes just made.


[bookmark: _Toc409077794]
[bookmark: _Toc410226079]Modifying Project Detail

Modifications to the ‘Project Detail’ and ‘Project Detail Locations’ information will be made by accessing the ‘Project Detail List’ tab.

	Step
	Action

	1
	Click on the ‘Project Detail List’ tab.

	2
	Initiate the viewing of two additional tabs ‘Project Detail’ and ‘Project Detail Locations’ when the magnifying glass is clicked to the left of any detail line items.
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	3
	Select the ‘Project Detail’ tab.

	4
	Click on the ‘Modify’ button to edit the detail information.
[image: ]


	5
	Enter all edited information in the ‘Edit Project Detail’ screen.

	6
	Click ‘Save’ to update all information just entered.



[bookmark: _Toc409077795][bookmark: _Toc410226080]Modifying Detail Locations

	Step
	Action

	1
	Click on the ‘Project Detail Locations’ tab.

	2
	Click on the ‘Edit’ button located to the left of the detail line item location displayed.
[image: ][image: ]


	3
	The ‘Edit Location’ screen will pop up.

	4
	Make necessary changes to the location information.

	5
	Click ‘Save’ to enter all updated information into the detail line.


[bookmark: _Toc409077797]
[bookmark: _Toc410226081]Reviewing and Approving a Project for RECIPIENT

Reviewing a project can be done both at the RECIPIENT and Division level for users with approval privileges. The same process is followed for approving a modification to a current project as it is in approving a new project.

	Step
	Action

	1
	Click on the down arrow from the ‘Projects’ Module menu located in the grey navigation toolbar.

	2
	Select ‘Manage Projects’ option.

	3
	Under the ‘Project List’ view, click on the magnifying glass to the left of the project RECIPIENT user needs to approve.
[image: ][image: ]


	4
	User clicks on the ‘Sign’ button located on the ‘Project Information’ tab.

	5
	An ‘Electronic Signature window will appear. 

	6
	The user must select the appropriate signature level. All three options under the ‘State Signatures’ box must be selected before clicking the ‘Submit’ button.
[image: ][image: ]


	7
	User clicks ‘Submit’ to approve.

	8
	User will need to confirm signature authority by entering user’s UPACS PIN when prompted.

	9
	A project is now successfully approved by the RECIPIENT.
[image: ]



[bookmark: _Toc409077798]
[bookmark: _Toc410226082]Approving a Project for Division

	Step
	Action

	1
	Click on the down arrow from the ‘Projects’ Module menu located in the grey navigation toolbar.

	2
	Select ‘Manage Projects’ option.

	3
	Under the ‘Project List’ view, click on the magnifying glass to the left of the project RECIPIENT user needs to approve.
[image: ][image: ]

	4
	User clicks on the ‘Sign’ button located on the ‘Project Information’ tab.

	5
	An ‘Electronic Signature window will appear.

	6
	The user must select the appropriate signature level. All three options under the ‘Division Signatures’ box must be selected before clicking the ‘Submit’ button.

[image: ]


	7
	User clicks ‘Submit’ to approve.

	8
	User will need to confirm signature authority by entering user’s UPACS PIN when prompted.

	9
	A new project is now in approved status by the Division user.
[image: ]





[bookmark: _Toc410226083]Fund Control Module
The Fund Control Module allows the user to view fund-related areas of FMIS such as viewing program codes.

By clicking the down arrow to the right of the Fund Control Module, you will find the following options:
[image: ]
	Function
	Purpose

	Allocations
	This selection is subdivided into four subgroups.



	Allocation List
	This subgroup provides a list of existing allocations and the ability to filter on a wide range of data elements.

	Allocation Memo
	All users may view the allocation memo by entering the program code then selecting FY, Program Office, and Date Signed.

	Allocation Memo List
	This subgroup allows users to filter and view all allocation transactions.

	Apportionments
	This selection is subdivided into four subgroups.
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	Apportionments
	This feature allows user to view any selected apportionments. Data can be viewed by fiscal year, program code, and recipient.

	Apportionment List
	This feature allows the user to filter on a wide range of apportionment data elements in order to display existing apportionments. It provides the same capabilities as the FMIS 4.0 TOTD screen, but with more flexibility in terms of columns displayed and filter criteria.

	Apportionment Transaction List
	Users can search apportionments using the Recipient and Program Code filters.User can filter transactions based on original amount, changes, InterAgency (IA) transfer, state to state transfer, fund to fund transfer, and lapse criteria.

	Limitations
	This selection is subdivided into three subgroups. 
[image: ]


	Balances
	Users will be able to view the Limitation balances and the corresponding limitation sub-amounts. Users will be able to change the filter criteria to view limitation balances for other recipients and other limitation types.

	Transaction List
	This feature shall provide the capability to view existing limitation records.

	Transfer
	This feature allows users to view completed transfers.

	Program Code
	This feature allows the user to view established program code values.

	Recode
	This feature allows the user to view established recode values.

	Fund Summary
	This link will display a summation of funds for a particular Program Code and State.



[bookmark: _Toc410226084]Current Bill Module
Current Bill is the primary module used to reimburse Recipients and recipient localities for their Federal share of highway construction and highway related projects.

By clicking the down arrow to the right of the Current Bill Module, you will find the following options:

[image: ]

	Function
	Purpose

	Current Bill List
	When the user enters this function, all bills for the default period of one year shall be displayed.

	Holiday Schedule
	This feature provides a list of Federal Holidays and other non-payment days when bills cannot be scheduled for reimbursements.

	Transmission Error Status
	This feature provides the list of files not uploaded due to pre-edit or pre-validation errors.



[bookmark: _Toc378682115][bookmark: _Toc410226085]Current Bill Data Upload Format

To upload files into the Current Bill List, you must adhere to a specific file structure for them to be uploaded successfully. That criterion is as follows.

	Field Name
	Field Type
	Field Length
	Description

	BILL_DATE
	Date
	 
	A Payment Recipient assigned date sent in as the leading field on each detail line on the file. The Payment Recipients use this date for their own purposes to track the bill. Must be in MM/DD/YYYY format.

	PROGRAM_CODE
	CHARACTER
	4
	A four digit code that identifies the funding source of the obligation and expenditure for the project. Program Code will be validated against Program Codes Table in FMIS5.

	RECIPIENT_ID
	NUMERIC
	 4
	Recipient Code (Region Code converted to ‘00’ for FHWA or Federal Lands Code) concatenated with Payment Recipient ID (State FIPS Code or Other State Locality FIPS Code). 

	ACTIVITY
	CHARACTER
	2
	Two digit alphanumeric activity code. Common value is '50'. (Acceptable values are ‘50’ and ‘2M’).

	FEDERAL_PROJECT_NO
	CHARACTER
	7
	For FHWA projects, this is a Project Agreement Number which must exist on the Projects Table in FMIS5.

	OBJECT_CLASS
	CHARACTER
	4
	The code, which identifies the nature of services, articles, and other items for which obligations are incurred. Common value is ‘4100’ which is the only acceptable Object Class.

	DEMO_ID
	CHARACTER
	5
	This field holds the Demo ID value. 

	TRANSACTION_TYPE
	CHARACTER
	2
	This is the code that identifies the transaction to DELPHI. Valid code for all debits (zero and greater than zero detail amounts) is ‘10’. Valid code for all credits (less than zero detail amounts) is ‘20’.

	DETAIL_AMOUNT
	NUMERIC
	11,2
	The expenditure amount that the Payment Recipient is requesting to be paid for a particular project, program code (and Demo ID) combination. This field only allows for a total of 11 bytes including decimal point and two decimal places. Maximum detail amount allowed is 99999999.99 or $99,999,999.99.

	REQSTD_PAYMENT_DATE
	DATE
	 
	This is the date the payment is requested for and is the trailing field for any particular detail line.  Must be in MM/DD/YYYY format.



The file that represents a “bill” (previously known as ‘batch’) is to be submitted by the payment recipient in the new text pipe-delimited format.

Each data item is separated by a pipe (|) symbol. Each line in the file represents one record.

An example of a correct file format ready for upload is shown below.

[image: ]

[bookmark: _Toc410226086]Upload a Bill using the Browse Screen

Once each data item is populated, the overall ‘bill’ file is ready to be saved at user’s easy-to-find computer location for later retrieval.

The uploading process can now begin.

	Step
	Action

	1
	Hover the computer mouse over the ‘Current Bill’ Module Tab located in the gray navigation toolbar.

	2
	Click on the down arrow to the right of the ‘Current Bill’ Module.

	3
	Select ‘Current Bill List’ option.

	4
	Click ‘Upload’ button located on the top left of the ‘Current Bill List’ screen. 
[image: ] 

	5
	Select the ‘Browse’ button to navigate to the location of your saved bill file when the ‘Upload’ screen appears.

	6
	Select the file and then press ‘Open’ at the bottom.

	7
	Once the file is selected, click on the ‘Upload’ button to upload the file into the system.



Should a successful upload occur, the following message will be displayed, highlighted in green.

[image: ][image: ]
An unsuccessful upload will trigger the following message, displayed in red highlight.
[image: ][image: ]
User can refer to the user training manual for further instructions on reviewing and correcting uploading errors.

[bookmark: _Toc410226087]Reviewing an Uploaded Batch

To view/edit a bill, user must:
	Step
	Action

	1
	Navigate to the ‘Current Bill List’ screen under the ‘Current Bill’ Module.

	2
	To view and or edit the bill, Select the ‘View/Edit Detail’ button to the far left beside the bill.
[image: ]


	3
	The ‘Bill Information’ screen will then appear. The ‘Bill Information’ tab shows the header level data of the uploaded bill.

	4
	The ‘Bill Details’ tab displays the details of each data line of the uploaded bill, The user can make individual edits to each data line item should any information be incorrect. This eliminates the need for the bill to be re-loaded.[image: ]


	5
	Enter required payment information fields.

[image: ]

Please refer to user training manual for additional reference. 

	6
	Click ‘Save’ option on the upper left corner of the ‘Bill Information’ screen. When all corrections have been made, this action will update the bill's status from ‘Bill Loaded’ to ‘Wait State Approval’ status.


Note: The view/edit function is only available to users with approval rights.

[bookmark: _Toc410226088]Performing RECIPIENT Approval

This function can only be performed by recipients with approval authority.

The ‘Sign’ and ‘Disapprove’ options can be found on the ‘Bill Information’ screen available when user views/edits uploaded ‘bill’ under ‘Current Bill List’ sub-function of the Current Bill Module.

[image: ]

	To ‘Disapprove’ the ‘bill’:
	· User clicks the ‘Disapprove’ button.
· User confirms that disapproval will occur by clicking the ‘OK’ button.
· The ‘bill’ is now disapproved and has been permanently deleted from the FMIS 5.0 system.

	To ‘Sign’ the ‘bill’:
	· User clicks the ‘Sign’ button.
· User confirms of approval by clicking the ‘OK’ button. User approves of the voucher being incurred in accordance with the terms of project agreement.
· User enters UPACS PIN number and clicks the ‘OK’ button to electronically sign.
· ‘Bill Status’ has now changed to ‘Wait Division Approval’.



[bookmark: _Toc409077808][bookmark: _Toc410226089]Performing Division Approval

This function can only be performed by a Division Technician with approval authority.

Division Approval Official can complete any optional data fields before the ‘bill’ can be saved and ready for Division signature.
[image: ]

Division Approval Official will then ‘Save’ the entered information. The ‘Sign’ and ‘Disapprove’ options will be made available on the ‘Bill Information’ screen.

	To ‘Disapprove’ the ‘bill’:
	· User clicks the ‘Disapprove’ button.
· User confirms that disapproval will occur by clicking the ‘OK’ button.
· The ‘bill’ is now disapproved and will be stored in FMIS 5.0 system for up to a year.

	To ‘Sign’ the ‘bill’:
	· User clicks the ‘Sign’ button.
· User confirms of approval by clicking the ‘OK’ button. User approves of the voucher being incurred in accordance with the terms of project agreement.
· User enters UPACS PIN number and clicks the ‘OK’ button to electronically sign.
· ‘Bill Status’ has now changed to ‘Wait To Be Paid’.



Print Signature – The “Print Signature” button will be available in the “Bill Information and Details” screen after the Division Approving Official approves the bill. This feature will generate a ‘Bill Approval’ receipt for record purposes.

User will select the ‘Print Signature’ button and a prompt will appear to Open or Save in PDF format.
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The Reports Module is under development.
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