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Accounts Receivable User Manual

VERrsioN 1.1. LAsT upDATED MARCH 22, 2024

INTRODUCTION

The ATLAS Financials Accounts Receivable Module, built in partnership with CGFS, allows for
FMC to collect on money owed by employees and vendors. The development of this application
commenced in April 2023. A second stage of development will begin in 2024 to include a wider
range of financial functions and responsibilities. Stay tuned for details.
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LoGaGINnG IN To ATLAS FiNnANcIALS

Having trouble remembering what [Service Provider, instance, etc.] means? No problem! Check out our ADG
Glossary here: https://adgsupport.state.gov/hc/en-us/articles/15001670021267-ADG-Glossary

ATLAS Financials is available online at financials.state.gov and accessible via Okta Verify.

Users can sign in from any web browser by logging in via Okta Verify. (If you have SAFE, you
have an Okta Verify account.) Don't have an Okta account? Reach out to Post’s IMO section or
submit a request to adg-support@state.gov.

Go to financials.state.gov and enter your Okta Verify username and password. Then, you will be

asked to enter a code. Open the Okta Verify app on your smartphone, find the six-digit number
for login.state.gov and enter it into the website. Be quick—the number changes every 30
seconds.

Once signed in, your browser will take you to ATLAS Financials automatically.
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WeLcome To ATLAS FinanciALs!

My DASHBOARD

My Dashboard displays data for the Account Receivable, Pending Approval, Watchlist, My
Initiated Bills of Collection, Supervised Sections and Supervised Employees tabs
(permission-based). See image below:

# Dashboard .

» Accounts Receivables s Pending Approval &a Watchlist % MyBOCs & Supervised Sections 2s2 Supervised Employees

Post Chart Settings

Use Amounts  ~

L’: Drafts and Open Bills of Collection hd

Pending FMC Approval Open Bills of Collection
$0.00 $0.00 Diterns

Over 30 Days Over B0 Days
$ 0.00 0 itens $12.00 litemns

Waiting CGFS Drafts
$0.00 i $239.92 i

Note: Supervisors can see an overview (not details) for BOCs assigned to their employees within
the Supervised Employees tab.

The following sections will explain the features and functions of the tabs within My
Dashboard. Each tab corresponds to a page(s) within the user guide. Please continue
following the guide to review the details of the tabs within My Dashboard.

AccounTts ReceivasLEs Tas

The Accounts Receivables tab includes two interactive charts. These charts feature tiles that
allow users to view more detailed information on Bills of Collection in Draft or Open Status. The
Other Bill of Collection chart provides specific details on Paid, Written Off, and Referred to
CGFS bills, with a feature that enables users to toggle within a specific time range. Additionally,
users are able to filter between posts and select chart settings that will display amounts or BOC
counts.
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L” Dashboard &  Accounts Receivables
Post Thart Setings

Use Amounts.  ~

# Drafts and Open Bills of Collection

Pending FMC Approval
$0.00

Oitems

$0.00

Drafts
$239.92

Waiting CGFs
$0.00

& Pending Approval

Open Bills of Collection

&d Watchlist

Over 30 Days
$0.00

3items

) MyBOCs

- . 2t "
it Supervised Sections 42 Supervised Employees

Over 60 Days
$12.00

0itemms

FiLTERING BY PosT

Post and Chart Settings: To view posts available:

1. Navigate to the Account Receivable Tab.
2. Click on the Post dropdown menu to display all available posts.
3. Select another Post to update information within:

o Draft and Open Bill

of Collection chart,

o Other Bills of Collection chart, according to the selected Post.

Post

[All Posts]
Chennai
Hyderabad
Kolkata
Mumbai

New Delhi

FiLTERING BY CHART SETTINGS

To access Chart Settings, click the Chart Settings dropdown.

Changing Chart Settings:

1. From the dropdown menu, select either "Use Amounts" or "Use BOC Count".

2. If you select Use Amounts:
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o The BOC information in the Draft and Open Bill of Collection, and Other Bills of
Collection charts will update to display amounts in USD.
3. If you select Use BOC Count:
o The details will be updated to display the number of BOCs for each category.

Chart Settings

‘ Use Amounts

Selecting a different post will update the information accordingly. Alternatively, you can type in
the name of the post you’re looking for, and the field will generate matching results. The
information within the Draft and Open Bill of Collection and Other Bills of Collection charts will
update according to the selected post.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivables Administrator or Accounts Receivable Technician

Draft and Open Bill of Collection (chart): This chart provides detailed information on Bills of
Collection in Draft or Open Status. Additionally, it offers six tile options, each redirecting users
to pages with various filter criteria to locate specific bills of collection records.

To customize Chart settings:
Access My Dashboard: Navigate to the My Dashboard section.
Locate the Charts: Identify the charts you want to customize

Expand or Hide Charts:

To expand a chart: Click on the down-arrow icon next to the chart.
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To hide a chart: Click on the down-arrow icon again to collapse it.

(refer to the green highlighted outline below)

Save Settings: Customize your My Dashboard by expanding or hiding charts as desired

L’; Drafts and Open Bills of Collection b I

Over 30 Days
$ 0.00 0 items

Over 60 Days
$0.00 0 items

Pending FMC Approval
$0.00

Open Bills of Collection
$ 604.55

Within the Drafts and Open Bill of Collection chart (located in the Accounts Receivable Tab), six
tiles are available - see example below.

L’ Drafts and Open Bills of Collection

Pending FMC Approval Open Bills of Collection Over 30 Days Over 80 Days
$0.00 Qitems $604.55 4items $0.00 Oiterns $ 0.00 Ditems
Waiting CGFS Drafts
$0.00 Oitems s“"gs ‘2items
Post Pipeline BOC Statuses

= ® Pending FMC Approval
® Open Bills of Collection
- @ Over 30 Days
= ® Over 50 Days
® Waiting CGFS
5400 ® Drafts
5 604.55
5200
o

New Deihi Mumbai Kolkata Chennai Hyderabad

Clicking on any ftile will redirect users to a separate page showcasing various Bill of Collection
details and filter criteria.

Below are descriptions of each tile:

Pending FMC Approval - Bills of Collection awaiting FMC data/approval
Open Bill of Collection - Bills of Collection in an Open Status

Over 30 Days - Bill of collection statuses that have exceeded 30 days
Over 60 Days - Bill of collection statuses that have exceeded 60 days
Waiting CGFS - Bills of Collection that are awaiting CGFS review

Drafts - Bills of Collection in draft status

o vk wnNeE
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Other Bills of Collection (chart): This chart features an interactive graph that updates as the
cursor hovers over different locations, displaying bill of collection details based on what’s been
paid, amounts written off, and items referred to CGFS or an Agency.

4% other Bills of Collections - All 4 Mission UK Posts - from 7/1/2023 to 6/7/2024 v

Processed Bills of Collection
@rzid @ vriiten OFf @ Referred 1o CGFS @ Referrad 1o Agency Paid §227.84 Written Off $ 0.00

240.00
2 Paid BOC 0 Written Off BOC

Amount

&
]

12000 Referred to CGFS $0.00 Referred to Agency  $ 0.00

Amounts (5]

0 Referred to CGFS BOC 0 Referred to Agency BOC

Total Amount $0.00 Total Armaunt

0.00 Chart Time Range:

1 2 3 4 5 6 7 8 9 10 1n 12 Last 12 months

Note: When users click on the amounts within the Paid, Written Off, Referred to CGFS, or
Referred to Agency boxes, they will be redirected to Manage Closed Bills pages. Please refer to
the green highlighted arrow (above), indicating an interactive example.

MaNAGE CLosED BiLLs PaGE
To view closed bills information:

1. Click on Paid, Written Off, Referred to CGFS, or Referred to Agency.
2. Navigate to the Manage Closed Bills page.

Users will be directed to the Manage Closed Bills page upon clicking on the amounts within the
Paid, Written Off, Referred to CGFS, or Referred to Agency boxes. Within this page, they can
filter by fiscal year, bill date, and closed status (Paid in Full Received, Accepted by CGFS, Referred
to Non-State Agency, or Written Off), as well as recipient type (Employee, Non-Desk Employee,
Vendor)- see example below.
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Ba Manage Closed Bills 08OC ($0.00)

Payment in Full Received

i, Amount USD
D Recipient Status Bill Date
l °n Amount LCU

The Manage Closed Bills page also includes an Advanced Search option that offers additional
in-depth fields to help you find specific records.

B Manage Closed Bills 080cC ($0.00)

Agencies Referral Type

For example, you can search by currency, USD amount, ID, category, agencies, referral type, or
posts.

The Manage Closed Bills page also features a shortcut option that redirects to the Search Bills
page- see example below.

& Mission india ~ Q seARcHBILS

W Manage Closed Bills 080¢ ($ 0.00)

To view the Search Bills page:

1. Click on Search Bills.
2. This page displays open bills and their associated statuses.
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3. You can use filter criteria such as fiscal year, bill date, and recipient type.
4. Additionally, you can search by statuses including Closed, Draft, Open, Submitted, and
Voided.

8 Mission India + CREATE

Q, search Bills 080G ($ 0.00)

Amount USD

D Recipient o Status Bill Date
i an Amount LCU

This page includes another shortcut option to the Create Bill of Collection page, where the
system automatically generates records against which you can create BOCs.

Return to My Dashboard, click on the Accounts Receivable Tab to continue following the
user guide and to view the additional and final feature(s) of the Accounts Receivable Tab.

PenDING ApPPROVAL TAB

The Pending Approval tab displays Bill of Collection write-off requests that are pending FMO or
Write-Off Authority approval. It also provides details of the BOC, including its status, and the
post from which the request originated. If you have the FMO or Write-Off Authority role within
the system, there are two distinct dashboards dedicated to your approvals- refer to FMO

Dashboard and Write-Off Authority Dashboard within this guide for more information.
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” £ 5
@ ATLAS Financials Dashboard % Accounts Receivabig & Pending Approval My Bills of Collections
B2 Bills of Collection Write Off Requests Pending FMO Approval v
Show 10 % entries Search
1 g - Amount USD
(o} Post Bill Date Description Status
Amount LCU
london  04/19/2024 io RADoys Ovardg
Nrite OFff - Waiting far FMO Approval
1 61Days Overdue
London test test test +++ more irther ermnail yo Y
100.00 GaP if - Waiting for FMO Approval
28571 USD 51Days Overdue
Landan (Maria)
200.00 GBP Aalitir
o Bills of Collection Write Off Requests Pending Write-Off Authority Approval ~
There are currently No Bills of Collections Pending Write-Off Authority Approval
i et

Bill of Collection Write-Off Requests Pending FMO Approval: Within this section, there are
three options: Pending FMO Approval, Approved by FMO, and Rejected by FMO- see image

below.

# ATLAS Financials Dashboard

% Accounts Receivable & Pending Approval }J My Bills of Collections
B2 Bills of Collection Write Off Requests Pending FMO Approval v
Show 10 3 entries Search
- ) 2 s Amount USD
iD Post Bill Date Description Amount LCU Status
12.82 UsD 54 D Overd:
london  04/19/2024 1282 USD So ays Overdue
10.00 GBP Write Off - Waiting for FMO Approva
12 SD ?o 51Days Overdue
100.00 GBI Wi OR = WG
London 28571 USD ?o 51Days Overdue
o 000 e te Off - Waiting for FMO Approval
A Pending FMO Approval + Approved by FMO m
& Bills of Collection Write Off Requests Pending Write-Off Authority Approval ~

Thereare y No Bills of Collecti ding Write-Off Authority Approval

A Write-Off Authority Approval v Approved by Write-Off Authority @ Rejected by Write-Off Authority
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Bills of Collection Write Off Requests Pending Write-Off Authority Approval:Within this section,
there are three options: Pending Approval, Approved by FMO, and Rejected by FMO- see image

below.

& Bills of Collection Write-Off Requests Pending Write-Off Authority Approval

There are currently No Bills of Collections Pending Write-0Off Authority Approval

I A Pending Write-Off Authority Approval + Approved by Write-Off Authority ® Rejected by Write-Off Authority I

Clicking on any of these options will redirect you to specific pages that display either pending
approvals, those approved by FMO, or rejected records—see the example below of the Pending

FMO Approval page.
To view Pending, Approved, or Rejected requests (FMO):

1. Navigate to Receivables > FMO Dashboard.
2. This page displays Pending FMO Approval along with Approved and Rejected requests.
3. Below is an example of the Pending FMO Approval page.

Note: The pages include shortcuts to other options. For example, in the image above, which
shows the Pending FMO approvals page, you'll find Approved Requests and Rejected Request
options in the upper right corner. Clicking on those will redirect you to their respective pages,

and vice versa.

Bill of Collection Write Off Requests Pending Write-Off Authority Approval: Within this section,
there are three options: Pending Write Off Authority Approval, Approved by Write Off Authority,
and Rejected by Write Off Authority. See green highlighted outline below.
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# ATLAS Financials Dashboard

R Accounts Receivable i5a Pending Approval

E7 Bills of Collection Write Off Requests Pending FMO Approval

There are currently No Bills of Collections Pending FMO Approval

A Pending FMO Approval v Approved by FMO

I & Bills of Collection Write Off Requests Pending Write-Off Authority Approval I

There are currently No Bills of Collections Pending Write-Off Authority Approval

A Write-Off Authority Approval +/ Approved by Write-OFf Authority ® Rejected by Write-Off Authority

$J My Bills of Collg

Clicking on any of these options will redirect you to specific pages that display either pending

approvals, those approved by Write-Off Authority, or rejected records- see the example below

of the Pending Write Off- Authority Approval page- see image below.

Mission India v

Q, Pending Write-Off Authority Approval

Fisc. Yeor Bill Date (From - Te) Recipient/vendor Name

show 10 & entries

Category

D Recipient Post =
1 Description

+ APPROVED REQUESTS Q = D REQ

Advanced Search A

search:

Status Bill Date

No data available in table

Amount USD

0BOC (s 0.00)

Amount LCU

Note: The pages include shortcuts to other options. For example, in the image above, which

shows the Pending Write Off Authority approvals page, you'll find Approved Request and

Rejected Request options in the upper right corner. Clicking on those will redirect you to their

respective pages, and vice versa.
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Additional feature(s): Pending Approval, Approved by or Rejected pages for either the Bill of
Collection write off request sections for both FMO and Write Off Authority have the same
features.

Q. Pending Write-Off Authority Approval 0B0c ($ 0.00)

Bill Date (Frorr o) Recipient/Vendor Name

Description Amount USD
D Recipient Post Status Bill Date
category Amount LCU

Note: Advanced Search and Search options offer additional in-depth fields to help you find
specific records. For example, you can search by currency, USD amount, ID (Drafts BOC

temporary ID or unique ID), category, agencies, referral type, or posts.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer

or Write-off Authority

WATCHLIST TAB

The Watchlist tab will give users visibility of Bills of Collections they wish to be notified about.
There are options: not to receive email notifications of changes, to be notified of every status
change, or to be notified only when the status changes to open or closed.
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# Dashboard 2w @ & Fending Approval ([ED)

6d Watched BOCs

" . o Amount USD
[[+] Post Bill Date Description Status
Amount LCU

London 07/05/2024 test e =0 C@

2,000.00 GBP Not Applicable

To add users to a watchlist, navigate to the watchlist section within a BOC (see image below).

1. To add yourself to a watchlist, click on the blue button Add Me to the Watchlist. You will
automatically be added to this BOC's watchlist section.

2. To add another user, click on the + Add button, search for the user you'd like to add.

3. There is also a delete option available if you'd like to remove someone later on.

My BiLL or CoLtections (BOCs) Tas

My BOCs tab allows you to view all records where you are the BOC Recipient. This section is
divided into two parts: My Open Bills of Collections, which displays all the BOCs that currently
have an open status, and My Closed Bills of Collections, which displays all BOCs assigned to you
that are currently in a closed status.
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-+
# Dashboard % Accounts Receivables u & Pending Approval B3 Watchiist +h Supervised Sections 22 supervised Employees

Wd My Open Bills of Collections

Post.
Search:

Londen I Amount USD
— ——————— T r——————————ar——y] ption Status Attachments

Amount LCU

f f 124.52 USC ® & Days Overdue Official BOC
232-2024-00017 tondon 07/12/2024 test (LE Record) 2450 Y L
100.00 GBP Initial Notification Sent

Other Attochmant

howing | to | of | entries TEVIOUS n

My Open Bills of Collections: which displays all the BOCs that currently have an open status and
initiated by your account. If applicable, you also have the ability to select Posts to see other Bills
of Collection details. There is a search functionality that will allow you to filter by specific
criteria related to the BOCs.

] -
& Dashboard % accounts Receivables [} o Pending Approval  Bd watchiist 5) MyBOCs | g Supenvised Sections 482 Supervised Employees

W% My Open Bills of Collections

Posts
Search:
Londlon ! Amount USD
— ——————— T r—————————ar——] ption Status Attachments
Amount LCU
I ' 12452 USC ® 5 Days Overdue B official BOC
232-2024-0007 Londan 07/12/2024 test (LE Record) SRETe o
100.00 GBP Initial Notification Sent. | othe + Attachrment
Other Attochment

My Closed Bills of Collections: Displays all BOCs that currently have a closed status. If
applicable, you also have the ability to select Posts to see other Bills of Collection details. There
is a search functionality that will allow you to filter by specific criteria related to the BOCs.

Additional feature(s): Choose to view entries in increments of 10, 25, 50, or view all records.
Additionally, within the Attachments field you can click Official BOC to see the uploaded
attachment(s).

Attachments: To view an Attachment, click Official BOC > you will be able to preview and
download any associated attachments.



GA\DG

< Application Development Group >

Attachments

[, Official BOC

| Other Attachment

You can also use the page indicator to navigate to the next page by clicking Next or Previous
when needed.

To open the attachment:

1. Click Open at the center of the attachment box.
To download an attachment:

1. Click the Download button in the bottom right corner.
To exit:

1. Click the Close option to return to the My Initiated Bills tab.
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Preview BOC-250-2024-00007.pdf x

DownloadAttachment

e @1

Required Role(s) to view/edit this page: Every role within the system will have a Bills of
Collection tab.

SuPERVISED SECTIONS TAB

The Supervised Sections tab displays the open and closed bills of collections for Sections where
you have been assigned as Section Head (role). Section Heads can see the overall information
(not details) on the BOC assigned to their Sections.

To view Sections, click on Section > a list of sections to which you have been assigned as Section
Head (role) will appear.

& ATLAS Financials Dashboard 5 My Bills of Collections & Supervised Sections

Section

|Please Select]

Required Role(s) to view/edit this page: Section Head
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Viewing Bill of Collections (BOCs):

1. Click on the section (e.g., "Open" or "Closed") you want to view information about the
BOCs.

2. The records associated with that section will be displayed, showing detailed information
about the respective Bill of Collections.

& Dashboard % Accounts Receivables n & Pending Approval &d Watchlist $] MyBOCs o Supervised Sections 22 supervised Employeas

ABM:

L'd ABMC - Open Bills of Collections

o0 & ntries Search:
0 & entries

” Amount USD
] Post Bill Date Description Status Attachments

Amount LCU
s00.00Ggp 7 DaysOverdue

e ®

Additional feature(s): Choose to view entries in increments of 10, 25, 50, or view all records.
There is a search functionality that allows you to filter by specific criteria related to the BOCs.
Anything you type in will automatically update the results/entries in the sections. You can also
use the page indicator to navigate to the next page by clicking 'Next' or 'Previous' when needed.

SuPervISED EmpLOYEES TAB

If you have the supervisor role, the Supervised Employees tab provides a list of each employee
you supervise. Within this tab, you can view both open and closed bills of collections associated
with these employees. Detailed tables display the information for each bill of collection.

Viewing Supervised Employees:

1. Click on the Supervised Employees tab.
2. Select Employee from the dropdown or menu.
3. Alist will appear, showing employees to whom you have been assigned as supervisor.

How 1o AbD A SUPERVISOR
Adding a Supervisor to a Recipient Record:

1. When creating a recipient record, locate the supervisor field.
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2. Add the user to the supervisor field.
3. Once added, the recipient's record will appear in the supervisor's Supervised Employees
Tab.

& ATLAS Profile Integration:

2 Employee and Position Information v
ctive @) Recipient Type  Employee
¢ Okta Account ICASS Agency
* Last Name * First/middle Name
Display Name Non-desk »

TOY ] [ Suj

* Section Position

Viewing Supervised Employee Records:

1. Click on the supervised employee's name or profile.
2. Two sections will appear:
o Open Bill of Collections: Displays detailed information about records associated
with the supervised employee that are currently open.
o Closed Bill of Collections: Displays detailed information about records associated
with the supervised employee that are closed.
3. Each section includes:
o Search Feature: Use this feature to find records based on specific information
(e.g., record ID, date, status).
o Show Feature: Adjust this setting to increase the number of entries displayed per
section.

Required Role(s) to view/edit this page: Supervisor / Section Head. The Supervised Employees
tab may be empty if you are not designated as a Supervisor.

My PRoFILE

The ATLAS Financials Profile page displays your contact information and assignments. It consists
of two sections: Personal Information and Post Assignments. You can update your details by
clicking on the Update Profile button and confirming the information- see green highlighted
outline below.
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# Mission Italy ~ My Profile

£ CANCEL B UPDATE PROFILE

3 ATLAS Financials Profile

‘Welcome to your ATLAS Financials Profile:
On this page you will find your contact information and your ATLAS Financials Assignments.

Piease confirm your information and click UPDATE PROFILE.

2 Personal Information ~

The Personal Information section allows you to keep your profile updated, while the Post
Assignments section provides an overview of your current responsibilities.

Note: In the Watch My Drafted BOC section, you can choose whether you would like to receive

notifications about updates to your BOC. You have the option to be notified or not notified of
any changes.

Updating Your Profile:

1. Click on Edit.
2. Update your details.
3. Click Save.

Managing Post Assignments:

1. Within the Post Assignments section, locate the assignment you want to modify.

2. Include a Sponsor and mark the assignment as TDY (if applicable).

3. Use the down arrow next to the Section field to select the corresponding Section for the
assignment.

& Post Assignments v

Instance Current DY Section Position Sponsor

Mission italy ‘ » DoD Ryan, Connor LI:

To update your Post Assignment, click on Edit > update Instance click Save.

If any changes need to be undone, there is an option to undo or save changes at the bottom,
right next to the Supervisor field.
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& Post Assignments v
instance Sponsor Name Sponsor Email

Mission italy u

DY Arrival Departure Overseas Address

section Position Supervisor

REecevaBLEs (ALL MENU OPTIONS)

Overview: The following information will provide a general summary of all the pages within the
Receivables menu and the functionalities within those pages. A note indicating the roles that
have access to each page has been included at the bottom of every section. For further
information on roles and their abilities, please see the Roles section within this user manual.

The Receivables menu dropdown provides options for managing Bills of Collection (BOCs). Your
access to specific pages and dashboards is determined by your role(s) and permissions.

While having certain roles may grant access to pages, it does not guarantee the ability to
perform all responsibilities associated with those pages. For detailed information on roles
within the system and their corresponding abilities, please refer to the Roles section of this
user manual.

New BiLL

When users click on the New Bill page, the system will automatically generate records against
which users can create Bills of Collections. To create a bill of collection, you have two options:
create a BOC against records already in the system or create a recipient and associate them with
a bill of collection.

To create a new bill, navigate to Receivables > New Bill.
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qtlas 2% My Dashboard aa My Profile %) Receivables v
Financials

® Mission UK v )
E; New Bill

2 My Initiated Bills

& ATLAS Financials Profile 22 My Office Bills

Creating New Bills of Collection (BOCs):

e Option 1: Create New BOC
o Navigate to Receivables.
o Click on New Bill.
o Select Create new BOC.

e Option 2: Create New Recipient

Use Option 2 when a BOC needs to be created for a Recipient not yet in the system.

o Navigate to Receivables.
o Click on New Bill.
o Choose Create New Recipient.

Completing the Bill of Collection (BOC):

Fill out the Post and Recipient Details section.

Provide information in the Bills of Collection Details section.
Add any necessary attachments.

Input fiscal strip data as required.

PR

Q  create New Bill of Collection - Recipient Selection
Create New Reciplent ~

& Please Select the Recipient or click 'Create New Recipient' to create one |

a

Name Current Okta Email ICASS Agency Type Create
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NOTE: Clicking on the Name/Record ID of any record will redirect you to a page that displays
the record's details. This feature is the same throughout the application.

Post and Recipient Details: This section should contain information about the Recipient,
including their name, overseas address, contact information, employment type, and any other
required details. Required information is marked with a red asterisk.

When creating a new bill against the records the system has generated- some fields will already
be populated with Recipient and Bill of Collection details- see example below.

Save Draft and Send Initial Notification: At the top right of the Create New Bill of Collection
page, you have the option to Save Draft, allowing you to save and continue adding information
later. The Send Initial Notification option can be used to start the BOC clock, but only after a
BOC Fiscal Strip is attached.

1. Draft (Saved): Certain fields must be completed to save a draft. Once a draft has been
saved- it can be found in the Drafts page within the Receivables menu- highlighted in
green in the image below.

2. Send Initial Notification: When you click on Send Initial Notification, a prompt will ask,
"Are you sure you want to start the clock on the Bill of Collection?" If you click OK, the
notification will be processed, and you will be redirected to the Search Bills page where
sent notifications can be viewed.

When a BOC is officially submitted, it is assigned a unique official number that consists of the
Post Code, the Year, in a sequential order. A unique official number cannot be created while the
BOC is in draft status, as there may be changes to the post, the year, or the start of the BOC
clock. All drafts require a draft number, which is an identifiable number used while the BOC is
being processed; this is where the "ID" comes from. The ID remains when the BOC clock starts,
but on screen, it is replaced with the official number.

NOTE: Below is an example of the Outlook email notification received once the initial
notification is sent. Notice the attachments that are included in the initial notification- Notice of
Indebtedness and Bill of Collection documents.



Viewing Saved Drafts:

Save the draft.

e W e

Editing the Recipient:

1. Click on the magnifying glass icon next to the current recipient.

ATLAS Financials Mission India - Bill of Collection Process Started

svc365ADGEmailService@usdos.onmicrosoft.com
To:

[& Notice_of_Indebtedness-428. v BOC-428-2024-00009.pdf
¥ 3 L

atlas
Financials
Bill of Collection Process Started

You have a new Bill of Collection

To view the saved draft, navigate to Receivables.
Click on Drafts.

Look for the draft you created.

The draft is highlighted in green in the image below.

Receivables v

& New Bill

2 My Bills

202 My Office Bills

# Drafts

% Pending Fiscal Data

2. Search for the recipient by name or email address.
3. Alternatively, click on the Edit button to modify or remove the current recipient.

< Application Development Group >
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NOTE: Clicking on the Edit option will redirect you to the Employee and Position Information
page. Here, you can update the Employee and Position Information, Emails and Phone
Numbers, and Sponsor information as needed. Additional options within the Recipient edit page

below.

TDY and Non-Desk Employee Toggles: Toggle the TDY option as needed to indicate that this is a
TDY assignment. The Non-Desk option serves as a shortcut feature to quickly change the
Recipient type- see green highlighted outline below.

& Employee and Position Information

Supervisor: Include a Supervisor for the Recipient. The assigned Supervisor will have visibility to
this record within the Supervised Employees tab on My Dashboard. For more information,
please refer to the Supervised Employees tab section in this user guide.

NOTE: A Supervisor must be added for all Non-Desk Employees

= Employee and Position Information

)

Sponsor: The selected Sponsor will receive notifications containing the ID of any pending bill of
collection for the Recipient.

Selecting a Sponsor:
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1. Click on Select.
Choose Search for a Sponsor by name or email address.

3. When choosing a sponsor, note that they will be notified about any outstanding
payments remaining at post after the recipient departs.

it Sponsor v

Sponsor Name Sponsor Email Approved By

Instance Admin have the authority to select sponsors, opting for individuals who can visit
cashiers and make payments on behalf of the recipients. It's important that the chosen
sponsor is fully aware of the collection process.

View Log: To view any changes made to a record, click on 'View Log."' This feature provides
details on when changes were made and what specific changes were implemented.

/ € CANCEL B saAvEcHANsES

Q. Recipients - Edit i viewlog

NOTE: Remember to click the Save Changes button, to save all updates made. Or Click the
Cancel button, indicated by the green arrow in the image below, to return to the New Bill page.

New Bill (continued):

BOC Email Behavior: Within the Post and Recipient Details section on the New Bill page, you
can specify the recipient's email behavior. You have the option to use the listed work email,
input a different email, or opt for no emails or notifications to be sent.
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BOC

Email Behavior

Use Category Recipient Emai

setling

Other Email

Use Category Recipient Email Setting

st the Recipient

Employment Type

Do not send ANY emai

Non-State Agency: If the Recipient being added is from a Non-State Agency, the system
provides a feature to indicate this. Toggle the Non-State Agency button on or off as needed to
accurately mark the Recipient.

Q. Create New Bill of Collection

& Postand Recipient Details i

Bill of Collection Details: In this section, provide details regarding the bill of collection. Include
information such as the Category, Bill Amount, Description, and other related details pertaining
to a Bill of Collection.



< Application Development Group >

# Bill of Collection Details

payments

* Post New Delhi
* Category
* Bill Amount
USD equiv. amount
Dual-currency »

Status Draft (#000000000)

* Date 06/11/2024

4 * Ex.Rate 2
] usD>rundefined n

* Description

BOC Vendor Code 393939

Address Code

Bill Amount: Next to this field, there is an option to update the currency if desired.

Updating Currency within a BOC:

o vk wNRE

Click on Edit.
Select Select Currency.

A currency box will appear.

Click on the down arrow to view a list of available currencies.
Choose the desired currency from the list.

Refer to the image below for an example.

Select Currency

| 001l US Dollars

00!: US Dollars

002: LC Dollar (Viet Nam)
003: LC Dollar (Cambodia)
004: US Dollars (Ecuador)
005

005: US Dollars (Panama)

006: US Dollars (El Salvador)
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» Bill of Collection Details <7

* Post New Delf Status Draft (#000000000)

ategory * Date 06/11/2024

Managing Exchange Rates:

1.
2.
3.

Navigate to the Ex. Rate USD > Undefined field.
Click on the blue search icon located in this field.
This action allows you to manage exchange rates within this record.

Enabling Dual-Currency Payments:

1.
2.
3.

4.

Locate the Dual-Currency Payments toggle button.

Toggle the button to enable dual-currency payments.

By default, payments cannot be made using a currency different from the one in the
BOC.

Enabling this button allows payments to be made in a different currency.

Attachments and Fiscal Strips: This section should include any attachments, such as fiscal data
or CGFS notices. Additionally, include information about fiscal strips if applicable, detailing fiscal
data. More details about attachments and fiscal strips are provided below.
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@) Attachments ~

Attached Documents

File Description * Type Date Sent

Bill of Collection has no ottochments

Upload new Attachment

Drop files here

i
i

i

'

H

o i

h i

I

i

Choose File No file chosen )
i

'

i

i

'

i

Fiscal Strip Friendly Name Amount Curr.

Adding an Attachment:

Click on Choose File (blue button) to upload a document from your device.
Create a new Description or leave it as is

Select the Attachment Type

The Date Sent will update automatically once the BOC is sent and the clock starts

A

© Attachments v

Attached Documents

File Description * Type Dhte Sent

Role Details AR.docx Role Details AR 2 ﬂ

Upload new Attachment

Drop files here|

or

Choose File No file chosgn 3

Unspecified

Note: Attachments shared with the recipient become official communications and cannot be
deleted. Attachments not shared with the recipient can be deleted. You can add as many
attachments as you'd like and delete them as long as they haven't been shared with a recipient,
making them official communications.

Fiscal Strips: Adding Fiscal Data:
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1. Update the Fiscal Year:
o Click on the + or - buttons next to the Fiscal Year located at the top left.
2. Add a Friendly Name:
o Enter text that helps FMC recognize an otherwise anonymous sequence of digits.
3. Select Currency:
o Click on the dropdown arrow to display a list of currencies for selection.
4. Adding Another Fiscal Strip:
o Click on the blue + icon to add another Fiscal Strip.
5. Deleting a Row:
o To delete a row, click on the red trash can icon associated with the row.

BB Fiscal Strips v
2024

Fiscal Strip Friendly Name Amount Curr.

pxample 300,000.00 | uso(oo) ~ n
‘ |

INR (017)

usD (oo}

ATLAS Financials Quick Links

Editing Fiscal Strip Data:

1. Locate the Fiscal Strip field.
2. Click on the Edit icon (outlined in green in the image above).
3. The fiscal strip box will be displayed, showing fields to input data for the Fiscal Strip.

Editing Fiscal Strip (Edit Box):

Click on the Edit icon within the Fiscal Strip field.

The screen illustrated in the image below will appear.

Enter all the necessary fiscal data into the provided fields.

Once you have entered the data, click Save located at the bottom right corner of the
screen.

5. If you decide not to proceed with editing, you can click the Cancel button to exit without
saving changes.

P wnNPeE
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Edit Fiscal Strip

Friendly Name example
ey examp

Agency/Bureau Bureau
BBFY 2024 EBFY 2025
Appropr. 234234 Allotment
Operating Allowance Obligation
Object Code Project Code

Function Code ASDFFF organization Code

Property ID 123 Reporting Category

Paste Fiscal Strip

Currency USC e Amoun t 300,000.00

Paste Fiscal Strip: In the Fiscal Strip edit box, there is a feature called Paste Fiscal Strip- outlined
in green above.

Paste Fiscal Strip

E2 Stcwdnrt:{

This feature allows you to paste fiscal strip details that were created previously. You can either
add a fiscal strip template to the fields or replace all the fields. Once all the necessary
information has been added for the fiscal strip, be sure to click on the Save button.

NOTE: Fiscal Strip Templates and Fiscal Data management are covered in the Administration
guide. For additional information on managing these details, please refer to the Administration
manual.

New BOCs can be created using one of two methods. Below is the second option:
To create a new bill (create new Recipient option), navigate to Receivables > New Bill.

1. Click Create New Recipient and select the Recipient type: Employee, Non-Desk
Employee, or Vendor. NOTE: Only FMC may select an Okta account for a new Recipient.
BOC Initiators may only enter the First and Last Name of the Recipient.

2. Create the new BOC using the steps described in Step 1.
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Q_ create New Bill of Collection - Recipient Selection

& Please Select the Recipient or click 'Create New Recipient' to create one 4+ Create New Recipient ~

4 Employee

= Non-Desk Employee

= # Vendor
Name Current Okta Email ICASS Agency Type

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator, Accounts Receivable Technician, or BOC initiator

My InmiATED BiLLs

The My Initiated Bills page displays Bill of Collections you have drafted as a Service Provider.

Bill of Collections may be filtered by Fiscal Year, Bill Date, Status, and Recipient Type, or
Recipient/Vendor Name. For Advanced Filters, select the Advanced Search button on the right
side of the page.

Epit, DispLay, or DeLeTE A BOC

Managing Bills on the My Initiated Page

My Initiated page: shows records where you are either the Recipient or have drafted them as a
Service Provider. Each row offers options at the end to Edit, Display, or Delete, indicated by a
green highlighted outline.

My OFrice BiLs

The My Office Bills page displays all bills assigned to your office. BOCs may be filtered by Fiscal
Year, Bill Date, Status, and Recipient Type, or Recipient/Vendor Name. For Advanced Filters,
select the Advanced Search button on the right side of the page- green highlighted outline.
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® wmission italy Q, SEARCHBILS
202 My Office Bills 10 BOC ($ 23,826.36)
Date (f s @ Recif
B T
= Al
D Recipient pode| StegOry Status  Bill Date mount USD
Description Amount LCU
Test - Prod ® s 439.00 USD =
nith, Donie Rome 05/28/2024 [/,
Fuel 5 439.00 EUR e
Test 36.31
Tith, Daniel RomMe v ¥6/28/2024
th, Danie ome ol l_'l - 590.00 EUR Q

NOTE: Clicking on the Record ID of any record will redirect you to a page that displays the
record's details. This feature is the same throughout the application.

EpiT, DispLay or DeLete A BOC

Within the My Office Bills page, all bills assigned to your office will be displayed. At the end of
each row, there are options to either Edit, Display, or Delete.

% My Office Bills 10 BOC ($ 23,826.36)
te (F ] £ !
+ ontr
14 r Amount
D Recipient podr  Cotegory status  Bill Date ourtusD
Description Amount LCU
Tost - Prod < aaodo uso
rmith, Daniel Rome ® 05/28/2024 )
Fuel sagoee &
Teost Jan 36.36 US
b " % J6/26/2024
le | e I._J it S 590.40 EUR G

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator, Accounts Receivable Technician or BOC initiator

DRrAFTS

The Drafts page displays all the records that are in Draft status. BOCs may be filtered by Fiscal
Year, Bill Date, Status, and Recipient Type, or Recipient/Vendor Name. For Advanced Filters,
select the Advanced Search button on the right side of the page- see green highlighted outline
below.
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@ Drafts 180¢ ($1,000.00)

Category . Amount USD
Status Bill Date

D Recipient Post
Jescription Amount LCU

BOC - Write-Off Test.” r7 4

1,000.00 EUR & :

NOTE: Clicking on the Record ID of any record will redirect you to a page that displays the
record's details. This feature is the same throughout the application.

Drafts: At the top of the Drafts page there is a Search Bills and Create options. See below for a
description of each:

2 My Bills 6B0C ($23,136.79)

Searching Bills:

1. Click on Search Bills.

2. You will be taken to a page displaying all bills of collections.

3. This page offers filter criteria such as BOCs in draft, submitted, open, closed, or voided
status.

Creating a New Bill:

1. Click on the Create button.
2. This action redirects you to the Create New Bill of Collection - Recipient Selection page.
3. On this page, you have two options for creating a new bill:

0 Create new BOC

o Create New Recipient
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Display Action:

1. Click on Display.
2. This action redirects you to view the associated record.

Delete Action:

1. Click on the Delete button.

2. This action redirects you to the associated record.

3. You will be prompted to confirm the delete option again.

4. Ensure this is the action you want, as there is no additional notification currently.

Editing Draft:

1. Click on Edit.
2. This action redirects you to the Draft page.
3. Here, you can access embedded sections such as:
o Post and Recipient Details
o Bill of Collection Details
o Attachments
o Fiscal Strips

[Z Drafts 180C ($1,000.00)

Category N ” Amount USD
D Recipient Post $ Status Bill Date =
Description Amount LCU

BOC - Write-Off Test.” 0.00US
~  Property/Fumniture damage & [:4 1,000.00 EUR

@ |
L

Confirmation to Update Recipient Details:

1. Upon clicking Edit, you will receive a confirmation to update the Recipient details pulled
from the ATLAS database.
2. To update the fields, click on Update All Recipient Information.
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Confirm Recipient Update %
d you like to -li}Zl‘Z!'.% the Recipient Information for the current
for
Field Old New
Section 2

Cancel Update ALL Recipient Information

Within this page, there are additional edit options. See below for a description of each:

Mission UK v Q SEARCHBILS & CANCEL 8 save @ arPROVE R

B vopeu

& Drafts - Edit WY  Bill of Collectior ©y StotusHistory @ EmailHistory 2 Updateslog

Search Bills:

1. Click on Search Bills.
You will be taken to a page displaying all bills of collections.

3. This page offers filter criteria based on BOCs in draft, submitted, open, closed, or voided
status.

Cancel/Save Actions:

1. Click Cancel to return to the My Initiated Bills page.
2. Click Save to capture any changes made.

Send Initial Notification:

Click on Send Initial Notification.

A prompt will ask, "Are you sure you want to start the clock on the Bill of Collection?"
Click OK to proceed with sending the notification.

You will be redirected to the Search Bills page where sent notifications can be viewed.

PwnNeR

Ellipsis (Three Dots) Menu:

1. Click on the ellipsis (three dots) menu.
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Void Bill:

1. Enter a comment for voiding the BOC.
2. Click Void to proceed.

Within this page, there are also tabs: Bill of Collection, Status History, Email History, and Updates
Log. Below is a description of each one.

L% Bill of Collection Bu Status History % Email History ae2 Updates Log

Bill of Collection - Show all the Bill of Collection sections and details

Status History - Any changes that have been made to the status of a record will display within
this tab.

Email History- This tab shows all email communication between parties-
- Including recipients and the subject. lines
- Additionally, you can further send additional notifications within this tab.

Updates Log - This tab shows a comprehensive list of any changes made to a record.

When a draft is submitted, the Draft ID remains available for reference purposes. However,
on-screen, it is replaced by the official BOC ID number.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator, Accounts Receivable Technician or BOC initiator

Penbing FMC AppPRoOVAL

The Pending FMC Approval page shows records that are waiting for FMO or Account Receivable
Technician to add fiscal data information. Users can use various filter fields to find specific
records pending FMC approval by fiscal year, bill date ranges, recipient types, and vendor
names. For Advanced Filters, select the Advanced Search button on the right side of the page-
see green highlighted outline below.
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® Pending FMC Approval

D Recipient Post

exico  TEST
Medicol

Description
Category

180C ($ 59.17)

Amount USD
Amount LCU

Status Bill Date

B 3 Toy 59,17 USD -
QZQ i 100000mMxn &

ManAGe OPEN BiLLs

The Manage Open Bills page shows all the open bills. Users can use various filter fields to find
specific open records by fiscal year, bill date, open status, recipient type, Recipient/Vendor
name. For Advanced Filters, select the Advanced Search button on the right side of the page-

see green highlighted outline below.

oo

© Manage Open Bills

D Recipient Post

ost

Category
Description

Damage Property
F

= B

4 BOC (S 604.55)

Amount USD
Amount LCU

Bill Date
412.61 UsO »
34,434.00 INR e

118.96 USD :
10,000.00 INR L

NOTE: Clicking on the Record ID of any record will redirect you to a page that displays the
record's details. This feature is the same throughout the application.

Manage Open Bills: At the top of the Manage Open Bills page there are Search Bills and Create

options. See below for a description of each:
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© Manage Open Bills 480C (8 604 55)

Dispute PROCESS

Dispute Process: Adding Dispute Details

1. If there is a dispute with the Bill of Collection, navigate to the relevant section.

2. Add the relevant dates, status, and provide detailed information about the dispute.

3. Once a dispute is initiated, the Bill of Collection will remain in a wait state until the
dispute is resolved.

* Dispute Process

art/End Dispute

Su Mo Tu We Th Fr  Sa

L2 HR/PayroliColle 2 2z 4 5 5 7 8 &

Clear

Starting a Dispute:

To report a dispute, enter the start date of the dispute for the Bill of Collection.

When a dispute start date is applied, the dispute status defaults to "Dispute Pending."
A dispute start notification is sent to the designated FMO.

A banner indicating the dispute status will appear on the Bill of Collection.

el R

Ending a Dispute:

1. Once the dispute is resolved, enter the end date of the dispute for the Bill of Collection.
2. Applying a dispute end date updates the Bill of Collection status to reflect the outcome.
3. A dispute end notification is sent to the designated FMO.
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A banner will appear on the Bill of Collection noting the dispute status- example below.

Please note: this BOC is under dispute

Notification Settings: Notifications are automatically sent when a dispute is opened or closed.
Settings can be configured to disable these notifications.

BOC Statuses: Sent (No Permission):

When a Bill of Collection is sent but the recipient has no permission to view it.
During the dispute process, all fields are frozen. No notifications are sent as the
record is under review.

Dispute Decided (Decision Made): Days when the Bill of Collection is under review due to a
dispute do not count towards the total days (60 days).

End Date Description: The end date includes a description and provides a button to amend the
Bill of Collection.

Dispute Statuses (see image below):

#* Dispute Process

start/End Dispute No Dispute

BOC Amount Updated

Z7 HR/Payroll Collection Process PRIG ARty

Start/End Collection No Dispute Pending

No Dispute

BOC Amount Updated: Indicates that the amount on the Bill of Collection needs updating. Click
"Amend BOC" to proceed.

BOC Canceled: Indicates that the Bill of Collection has been canceled. Click "Cancel BOC" for
further action.

BOC Not Changed: Indicates that the Bill of Collection remains unchanged due to the dispute.

Dispute Pending: Indicates that a dispute regarding the Bill of Collection has started.
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No Dispute: Indicates that the Bill of Collection has no ongoing dispute.

HR/Payroll Collection Process: Note: this feature can be used upon acceptance of a written
installment repayment agreement with the LES Employee.

Payment schedule/payment plan/ ability to withdraw funds from employees (payment
collection process). Alternate to CGFS for LES (State) for payment deduction/ payment plan

L3 HR/Payroll Collection Process

start/End Collection No Collection Done

No Collection Done

@ Attachments Ealigetonin Progress

Attached Documents

File

BOC-428-2024-00009.pdf Official Bill of Collectior

DispLay, EpiT, or DeLete A BOC

The information below covers how to display, edit, or delete a bill of collection. Bills of collection
can be displayed within My Initiated, My Office Bills, Drafts, Manage Open Bills, Manage Closed
Bills, and Search Bills. They can be edited within My Initiated, My Office Bills, Drafts, Manage
Open Bills, and Search Bills (only for certain statuses). And Deleted within My Initiated, My
Office Bills, Drafts, Manage Open Bills and Search Bills (only certain bills).

Display Action:

1. Click on Display.
2. You will be redirected to view the associated record.

Delete Action:

Click on the Delete button.

This action redirects you to the associated record.

You will be prompted to confirm the delete option again.

Ensure this is the action you want, as there is no additional notification currently.

A

Edit Action:
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1. Click on the Edit icon.

2. This action redirects you to the Bill of Collections.

3. Here, you can access embedded sections such as:
o Post and Recipient Details

350.00 USD -
- * :
350.00 EUR
: Display
2
Delete
1,000.00 EUR =3

AMENDING A BOC

When you amend a BOC, a new draft is created when the record is amended. You have options
to send the initial notification or void the draft. Please note that each time a draft is amended, a
new draft is created, which can be viewed by clicking on the 'View Original BOC' option.

o e P
& My Initiated Bills - Display 9 BilofCollection ([ Write-Off Process  %g StatusHistory & EmailHistory s Updates Log

This Is an amendment io the BOC 232-2024-00015.

During a dispute, if a BOC amount is updated, it will be labeled as 'BOC Amount Updated - A Bill
of Collection amount requires updating (Amend BOC).

(Q SEARCHBILLS { CANCEL B save

AMEND BOC

e

Fatus History ¥ Email History <s2 Updates Log

Steps to Amend a BOC:
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1. Click on the green Edit button. This will direct you to the example shown in the image
above.

2. To amend a BOC, this action will void the current BOC and create a new draft using the
existing information.

3. Enter a comment for the amendment.

4. Click Amend Bill of Collection to proceed.

Amending a BOC: Within an amended BOC, you will have the options listed below. A
description of each one is provided.

(Q SEARCH BILLS { CANCEL B SAVE DRAFT @ SEND INITIAL NOTIFICATION iov

hee L': * Ex. Rate USD>>INR INRMES} 83.36 . VOID BILL
(428) ;
* Description Security Deposit
Search Bills

1. Click on Search Bills to navigate to a page displaying all bills of collections.
2. This page offers filter criteria such as BOCs in draft, submitted, open, closed, or voided
status.

Cancel

1. Click Cancel to return to the My Initiated page.
Save Draft

1. Click Save Draft to capture any changes made.
Send Initial Notification

1. When you click on Send Initial Notification, a prompt will appear asking, "Are you sure
you want to start the clock on the Bill of Collection?"

2. Click "OK" to process the notification.

3. You will be redirected to the Search Bills page where sent notifications can be viewed.

Ellipsis (three dots)

1. The ellipsis menu provides additional options:
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1. Void Bill: Enter a comment to void the BOC, followed by Click Void to proceed.

An amended BOC has a feature that allows you to view the original BOC. See the image below
as an example.

[ Drafts - Edit

g Bill of Collection Q4 Status History & Email History 2e2  Updates Log

This is on amendment to the BOC 428-2024-00008. m

WRiTING OFr A BOC

The process for writing off a bill of collection depends on the type of employee associated with
the BOC. For example, Vendors and LES (state employees), their BOCs are first sent to the FMO
for approval to write them off. Upon approval, the BOC is then routed to the Write-Off Authority
for final approval. For amounts exceeding $500, automatic notifications are sent to the CGFS
Comptroller upon debt closure.

USDH employees with BOCs totaling less than $500 have their debts sent to the FMO for initial
approval to be written off. Subsequently, the Write-Off Authority provides final approval.

Open - Initial

Notification Sent Dispute ]

Open - 30 days
Notification Sent

l
Opgn - §0 days Open - Payroll
Notification Sent State LES Deduction

Closed - Paid in Full ]

State USDH <= $500
Closed - Referred to Write Off Write Off
[ Non-State Agency ] [ FMO Approval ] [ FMO Approval J [ SRfeined 0 CEES J

Financials will not Wﬁ't;.oﬁ I ]
track any further Authority Write-Off
progress Approval Authority Accepted by CGFS

Automatic notification Approval
upon closing debts for
Amounts greater than
$ 500 to CGFS
Comptroller

CLosINGg Out A Non-STate Acgency BOC
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ATLAS Financials will not track any further progress of BOCs referred to non-state agencies of
any amount, for both LE Staff and USDH. These bills are considered closed in the application.

The Steps:

1. Navigate to the Bill of Collection requiring referral

2. Click the Edit icon to modify the BOC

3. Inthe Post and Recipient Details section, find the Non-State Agency toggle button and
toggle to blue to enable the Non-State Agency referral

4. Enter the Non-State Agency Referral email address to which the bill is being referred.

CC Recipients Emails to

Non-State Agency »

Non-State Agency Referral Email

6. Click on the yellow "Refer to Non-State Agency" button to initiate the referral process.

Q, SEARCHBILLS ¢ CANCEL ‘ IR Refer to Non-State Agency |m P v

\Winrk Foneil aborinc leantoito cocuy

Note: Below is an example of the notification you will receive within the ATLAS Financials
system when you choose to refer a Bill of Collection to a non-state agency:

1. Certification Message: "I certify that all the necessary steps required prior to referring
the BOC to the Agency have been completed, and the BOC can be sent to the Non-State
Agency."

2. Email Notification: An email requesting the referral of the BOC will be sent to the
Non-State Agency (example123@gmail.com) along with all the attachments.
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3. Payment Process Change: The cashier will no longer be able to enter any payments
related to the BOC in ATLAS Financials. Payments will need to be sent directly to the
Non-State Agency.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator or Accounts Receivable Technician

MaNAGE CLoseD BiLLs

The Manage Closed Bills page shows all the closed bills. Users can use various filter fields to find
specific closed records by fiscal year, bill date ranges, closed status (including Payment in Full
Received, Accepted by CGFS, and Write-Off statuses), recipient types, and vendor names.

For Advanced Filters, select the Advanced Search button on the right side of the page.

Mission India v Q sEARCH BILLS

i.a Manage Closed Bills 5 BOC (5743.22)

Category Amount USD
[} Recipient Post s

Security Deposit

[

Q

5,000.00 INR

W  Security Deposit

f

15,000.00 INR Q

NOTE: Clicking on the Record ID of any record will redirect you to a page that displays the
record's details. This feature is the same throughout the application.

Search Bills

1. Click on Search Bills to navigate to a page displaying all bills of collections.
2. This page provides filter criteria such as BOCs in draft, submitted, open, closed, or
voided status.

View Closed Bill of Collection

1. Click on the magnifying glass icon to view a closed Bill of Collection.
2. At the top right of the screen, you will find options:
o Search Bills: Allows you to return to the Search Bills page.
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o Edit: Allows you to amend the BOC (Bill of Collection).
o Close: Redirects you back to the Manage Closed Bills page.

Editing a Bill of Collection

1. Notice that the majority of fields are grayed out.
2. Click on the Edit button if available to potentially amend the Bill of Collection.
3. Access to modifying the BOC may depend on your role permissions.

W Manage Closed Bills - Display \$J Bill of Collection ®g Status Histon

<]
)

:. Post and Recipient Details

BSES-UTILITIES * Vendor Name BSES-UTILITIES

Within this page, there are also tabs: Bill of Collection, Status History, Email History, and Updates
Log. Below is a description of each one.

g Bill of Collection $s Status History ¥ Email History ae2 Updates Log

Bill of Collection - Show all the Bill of Collection sections and details

Status History - Any changes that have been made to the status of a record will display within
this tab.

Email History- This tab shows all email communication between parties-
- Including recipients and the subject. lines

- Additionally, you can further send additional notifications within this tab.
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Updates Log - This tab shows a comprehensive list of any changes made to a record.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator or Accounts Receivable Technician

Reminder: While having certain roles may grant access to pages, it does not guarantee
the ability to perform all responsibilities associated with those pages. For detailed
information on roles within the system and their corresponding abilities on each page,
please refer to the Roles section of this user guide.

WHRITE-OFF AUTHORITY DASHBOARD

The Write-Off Authority dashboard displays Bills of Collection that are pending Write-Off
Authority approval, have been approved by Write-Off Authority or Rejected by this role. This
page allows users to search for Write-Off Authority bills by fiscal year, bill date ranges and
recipient/vendor names. For Advanced Filters, select the Advanced Search button on the right
side of the page.

Q. pending Write-Off Autherity Approval 080C ($ 0.00)

Fisc. Year Bill Date (From - To) Recipient/Vendor Name

Categol Amount USD
gan Status 8ill Date s

o Recipient Post s
l Description Amount LCU

No data available in table

Additional feature(s): Clicking on Approved Requests or Rejected Requests within the Write-Off
Authority dashboard will redirect the user to either the approved requests or those rejected by
the Write-Off Authority user.

Penping WRITE-OFF AuTHORITY APPROVAL PAGE

The Pending Write-Off Authority Approval page shows all the records that are awaiting approval
from the Write-Off Authority role.
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Q, Pending Write-Off Authority Approval

ient/Vendor Name

Description
Category

Status

D Recipient Post Bill Date

0 BOC ($ 0.00)

Amount USD
Amount LCU

AprPROVING OR REJECTING A BOC WRITE-OFF REQUEST

Users with the Write-Off Authority role are responsible for rejection or final approval of
write-off requests for Vendors, LES (state), and USDH (state). Below is a flow chart illustrating
the bill of collection process. Please note that after 60 days, bills of collection (BOCs) follow
different paths depending on the recipient, either to receive approval (written off) or rejection.

Open - Initial
Notification Sent

|

Open - 30 days
Notification Sent
Open - 60 days
Notification Sent

[ Submitted

Voided / Amended

State LES

St
0L~ e
0
\I; s Uspy, .

)
State USDH <= $500

Automatic notification
upon closing debts for
Amounts greater than
$ 500 to CGFS
Comptroller

Closed - Paid in Full

QOpen - Payroll
Deduction

Closed - Referred to Write Off Write Off
[ Non-State Agency ] [ FMO Approval J [ EMO Approval } Rl e
+
Financials will not Write-Off
track any further Authority Write-Off
progress Approval Authority Accepted by CGFS
Approval

To approve/reject a write-off, follow these steps:

Click Edit.
Click Approve. You will be prompted to enter a justification.
Alternatively, you can choose to reject the write-off request.

P w N

Select the bill of collection pending Write-Off Authority Approval.
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Required Role(s) to view/edit this page: Instance Administrator or Write-Off Authority

FinanciaL MANAGEMENT DasHBoARD (FMO)

The Financial Management Officer (FMO) dashboard displays all BOCs that are pending FMO
approval, Approved by the FMO, or Rejected by the FMO. There's options to filter by fiscal year,
bill date ranges, and the recipient or vendor name. For Advanced Filters, select the Advanced
Search button on the right side of the page.

Pending FMO Approval: The Pending FMO Approval page shows all the records that are
awaiting approval from the FMO role.

Q, Pending FMO Approval 3Boc ($ 425.1)

Category . Amount USD
D Reciplent Post Status  Bill Date
Description Amount LCU

... BOC-Writeoff test (Maria) i

n Def 20000c8p & G

tost tost test +++ more test further email ? I L Eﬁ‘ .
Medi (] 100.00 GBF :

BoC Test i 282 USL P
i a19/2024 A
perty/Fumiture damage & © woocee & F

Display: Clicking the display option will redirect you to the associated record.

Delete: Clicking on the Delete button will redirect you to the associated record. You will be
prompted to confirm the delete option again. Currently, there is no additional notification, so
ensure this is the action you want.

Edit: Clicking on the Edit icon will redirect you to the Bill of Collections and its embedded
sections such as Post and Recipient Details, Bill of Collection Details, Attachments, and Fiscal
Strips.

Within this page, there are additional Write-Off options.
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{ CANCEL B Send to WRITE-OFF Authority B Reject Write-Off Request

Cancel: Clicking Cancel will take you back to the Pending FMO Approval page.

Send to WRITE-OFF Authority: Moves the BOC to the Write-Off Authority for approval.
Reject Write-Off Request:

Within this page, there are also tabs: Bill of Collection, Write Off Process, Status History, Email
History, and Updates Log. Below is a description of each one.

Mission UK ¢ cance B Send WRITE OFF to Management B Reject WRITE OFF Request

Q Pending FMO Approval % Bill of Coliection [# write Off Process By  Status History = Ernail History 28 uUpdates Log

Bill of Collection: Show all the Bill of Collection sections and details.

Write Off Process: This tab shows all the steps taken and their details, including the status of
each step, whether completed or the results of the write-off actions.

Status History: Any changes that have been made to the status of a record will display within
this tab.

Email History- This tab shows all email communication between parties-

- Including recipients and the subject. lines

- Additionally, you can further send additional notifications within this tab.

Updates Log: This tab shows a comprehensive list of any changes made to a record.

Approved by FMO: Clicking the magnifying glass icon (Display) will redirect you to the record
and its details.

Once inside the record, navigate to the Edit option.

Click on Edit to access and modify the fields that are not grayed out.
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Y Bill of Collection [# Write-Off Process By Status History ¥ Email History 4e2 Updates Log

1. After clicking Edit and making changes, look for additional options.

2. Click on the ellipsis (three dots) to access more actions.

3. Choose Amend BOC. This action will void the current BOC and create a new draft using
existing information.

4. Enter a comment specifying the reason for amending the BOC.

5. Click "Amend Bill of Collection" to proceed with the amendment.

S BN m E i

AMEND BOC

Rejected by FMO: For rejected records, you have the option to edit, view (display), delete, or
predate notifications to 31 days. See below for additional information.

Rejected by FMO 1BOC ($285.71)
02
Description Amount USD
] Recipient Post Status Bill Date

Category Amount LCU

BOC- Write off test (Maria) E
Eiotion Dep Ao ©

285 L ”
N De \ 200.00 GBP ]
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41281 USD

rA
34,434.00INR @
Display
Delete

Predate Notification 31 days

119.96 USD

r
10,000.00 INR e

Display: Clicking the display option will redirect you to the associated record.

Delete: Clicking on the Delete button will redirect you to the associated record. You will be
prompted to confirm the delete option again. Currently, there is no additional notification, so
ensure this is the action you want.

Edit: Clicking on the Edit icon will redirect you to the Bill of Collections and its embedded
sections such as Post and Recipient Details, Bill of Collection Details, Attachments, and Fiscal
Strips.

Within this page, there are additional edit options. See below for a description of each:

{ CANCEL B Send to WRITE-OFF Authority B> Reject Write-Off Request

¥, Write-Off Process By  Status History ¥ Email History ae: Updates Log

Cancel - Clicking Cancel will take you back to the Pending FMO Approval page.

Send Write Off to Write-Off Authority - Clicking this option will send the request to the
Write-Off Authority. An email will be sent to the designated Write-Off Authority/Front Office
users for approval.

Reject Write Off to Request - Clicking this option will initiate the rejection of this record.
Comments for the FMC Analysts are required. Click "Reject Write Off Request" when ready.

Within this page, there are also tabs: Bill of Collection, Write Off Process, Status History, Email
History, and Updates Log. Below is a description of each one.
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e

Rejected by FMO

& Post and Recipient Details

Bill of Collection - Show all the Bill of Collection sections and details

Write Off Process - This tab shows all the steps taken and their details, including the status of
each step, whether completed or the results of the write-off actions.

Status History - Any changes that have been made to the status of a record will display within
this tab.

Email History - This tab shows all email communication between parties- who the email was
sent to and the subject. Additionally, you can send additional notifications within this tab.

Updates Log - This tab shows a comprehensive list of any changes made to a record.

Required Role(s) to view/edit this page: Instance Administrator or Financial Management
Officer

Voipep BiLLs

This page allows users to search all voided BOCs by fiscal year, bill date ranges, status (including
draft, submitted, open, closed, and voided), recipient types, and vendor names. For Advanced
Filters, select the Advanced Search button on the right side of the page.

MLk

O Voided Bills 080¢ ($0.00)

Description Amount USD
D Recipient Post P Status Bill Date
Category Amount LCU

No data avoilable in table
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Voided Bills: At the top of the Voided Bills page there is a Search Bills and Create options. See
below for a description of each:

0 Voided Bills o0 BoC (5 0.00)
Bill Date (From - To status @ Reciplent Type

1. Search Bills:
o Clicking on "Search Bills" will take you to a page displaying all bills of collections.
o This page uses filter criteria such as BOCs in draft, submitted, open, closed, or
voided status.

2. Create:
o Clicking the "Create" button will redirect you to the "Create New Bill of Collection
- Recipient Selection" page.
o Here, you have two options for creating a new bill:
1. Create new BOC
2. Create New Recipient

ViEwING A Voipep BOC

1. Navigate to Receivables and select Voided Bills.
2. Filter by Status: In the status dropdown menu, select "Voided".

3.View Voided BOCs: This action will generate a list of all records that have been voided.

7 Voided Bills

Fisc. Year Bill Date (From - To) Status @ Recipi

Show 10 2 entries

Description

ID Recipient Post
! Category

No data available in

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator or Accounts Receivable Technician
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PaymenTs COLLECTION

This page allows Collection Clerks to enter payment information and also search for all payment
collection records by fiscal year, bill date ranges, payment status, recipient, or vendor names.
For Advanced Filters, select the Advanced Search button on the right side of the page.

Mission UK « ® PAYMENT REPORT
& Payments Collection
) O
@ excel [3 csv | (D Copy = Colur
Amount
Category uso
o Post Status Recipient Bill Date Paid
Description Amount
Lcu
s BOC- Write off test (Maria) 285 Usi >
ndo 1/22/2024 I r
s io il jucation Dep Allowanc 200.00 GBP ]
tost test test +++ more test further email Usl >
¥ / 4 ( 3 L4
?° Medico 100.00 GBP &
BoC Test 82 US )
; ahef | o
e i’o sl perty/Fumiturs damogs wooeap @
@ Help

NOTE: Clicking on the Name/Record ID of any record will redirect you to a page that displays the
record's details. This feature is the same throughout the application.

Payment Report: Click on the green Payment Report button to be redirect to the screen below:

j¢f  Mission UK v CLOSE

& Payments Report

Generate Payment Report:

1. Access the Payment Report tool.
2. Select your desired date range, Post, and Collection Clerk criteria.
3. Click the Export Payments button to generate the report.
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View Payment Details:

1. Click on the Edit icon to access the Payments section.
2. Review detailed payment information, including:
1. Payment details such as amounts and dates.
2. Currency specifics and exchange rate details.
3. Ability to add the OF-158 RFMS ID if required.

& Payments Collection - Edit
BB payments
31261
Date Amount LCU Amount USD Exch. Rate Currency Fiscal Strip OF ‘158 Method

|EB Fiscal Strips

Fiscal Strip

Friendly Name Amount Curr.
2020-2024-NA-ASDF-H-H-SDF - ASD-GGG-H a5t test 123
Y Bill of Collectic B Official B @ @ n 8 Status History =

» Bill of Collection Details

Tabs (descriptions):

Bill of Collection: Displays all details of the Bill of Collection, including date, bill amount, and
status as shown in the image above.

Official Bill: Shows the official Bill of Collection with options to download and print.
Attachments: Contains any documents uploaded to this record.

Payment Receipts: Displays associated official receipts of this record.
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Status History: Provides a comprehensive list of all status changes with corresponding time and
date details.

Email History: Shows a comprehensive list of all email communications associated with this
record. Includes an option to send an additional email now.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator or Collection Clerk

REerFerRING BiLLs of CotLectioN To CGFS

Referring a Bill of Collections to CGFS depends on the type of employee and whether specific
criteria are met within the system, making the BOC eligible for referral. For a BOC to be referred
to CGFS, the following conditions must be met:

1. The bill must be greater than $500 USD for a USDH employee.
2. A 60-day notification must have been sent to the Recipient.

Only when all of these conditions are satisfied will the Refer to CGFS option appear within the
system.

Q, SEARCHBILLS { CANCEL 1 Refer to CGFS G2 WRITE-OFF m R

How 1o REeFer A BiLL oF CoLtecTion (BOC) To CGFS

1. Navigate to the Receivables Menu

2. Locate the BOC being referred

3. Once inside the BOC, click the yellow button labeled Refer to CGFS in the top right
corner

4. Clicking this button will prompt a notification from the system with the following
message:

o "l certify that all the steps required prior to referring the BOC to CGFS have been
completed and the BOC can be sent to CGFS."

Upon certifying, an email will be sent to CGFS at ARSalaryDebts@state.gov with all the
necessary attachments.
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HANDLING PAYMENTS

Until CGFS accepts the package, the Collection Clerk can still upload any payments related to the
BOC in ATLAS Financials.

MarkING THE BOC as Received FrRom CGFS

Upon CGFS acceptance, update the BOC status to Received from CGFS in the system. After this
update, the Collection Clerk will no longer be able to enter any payments related to the BOC in
ATLAS Financials.

OutsTanDING EmpLoveEs BiLL ofF ColLection (BOC)

Visible to HR/Payroll, the Employees Outstanding Bills of Collection page features a table
displaying all open bills of collections for an Employee recipient, along with a summation of the
total amount due. This layout provides a comprehensive view of outstanding bills, allowing for
easy tracking and management of collections for Employee recipients.

¥ Employees outstanding BOC

Recipient I Current Email Type  Section Supervisor ICASS Agency Open BOCs Total Amount Due

The system allows users to locate specific outstanding records by sections, recipient type, listed
supervisor, or if the ATLAS Profile data is linked with the recipient.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator, Accounts Receivable Technician or HR/Payroll Office

OutsTAaNDING VENDORS BiLL oF CoLLecTion (BOC)

Visible to FMC Payroll the Vendors Outstanding Bills of Collection page features a table
displaying all open bills of collections for an Employee recipient, along with a summation of the
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total amount due. This layout provides a comprehensive view of outstanding bills, allowing for
easy tracking and management of collections for Employee recipients.

€] vendors outstanding BOC

Recipient Current  Email Type Section Supervisor ICASS Agency Open BOCs Total Amount Due

The system allows users to locate specific outstanding records by sections, recipient type, listed
supervisor, or if the ATLAS Profile data is linked with the recipient.

Required Role(s) to view/edit this page: Instance Administrator, Financial Management Officer,
Accounts Receivable Administrator or Accounts Receivable Technician

BiLL oF CoLLecTiON LiFECYCLE

The lifecycle of a Bill of Collection (BOC) begins with creating a draft, which can be voided,
amended, and submitted as needed. Once submitted, the BOC goes through notification
checkpoints sent to Recipients and tracking users. During this phase, the BOC may be disputed
(pausing the process), closed (if fully paid), or subject to payroll deduction. Following
notifications, the BOC is either referred to non-state agencies, routed for approval by the
Financial Management Office (FMO) and Write-Off Authority, or sent to the Controller General
Financial Services (CGFS).
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BOC Transition State Diagram

Open - Initial L
i { oww

!

Open - 30 days P
Notification Sent Closed - Paid in Full ]
|
Open - 60 days Open - Payroll
Notification Sent State LES Deduction
a0l <5 "afe
\a\e H s 85,
State USDH <= $500
Closed - Referred to Write Off Write Off
[ Non-State Agency [ FMO Approval ] [ FMO Approval ] [ Referred o CGFS J
Financials will not [
track any further Write Off Write Off
progress [ MGT Approval J [ MGT Approval ] [ i e o ]

Automatic notification
upon closing debts for
Amounts greater than
$ 500 to CGFS
Comptroller

The following summary outlines the lifecycle of a Bill of Collections (BOC):

1. Draft Creation: The process begins with creating a draft for the BOC. This draft can be
voided, amended multiple times as needed, and eventually submitted.
2. Notification Phase: Once submitted, the BOC will proceed through notification
checkpoints. Notifications are sent to the recipients and users monitoring its progress.
3. Possible Paths:
o Disputed: The BOC may be disputed, which will pause its processing.
o Closed: The BOC may be marked as closed if it is fully paid.
o Payroll Deduction: The BOC may initiate a payroll deduction process.
4. Post-Notification Actions:
o The BOC may be referred to non-state agencies.
o It may be routed to Financial Management Office (FMO) and Write-Off Authority
users for approval.

o Alternatively, it may be referred to the Controller General’s Financial Services
(CGFS).
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BOC StrucTURAL OVERVIEW

Below is an example of an official Bill of Collection document that is attached to a BOC within
ATLAS Financials.

e IR AN A
Kingdom

Depariment of State 232-2024-00038

BILL OF COLLECTION

BILLTO
Name: Example
Email:
Section: MGT/DT

DETAILS
Issued Date: 07/25/2024 Due Date: 08/24/2024
Amount; 111.00 GBP Exchange Rate: 1.000
Converted Amount: 111.00 USD Category: Medical
Reason: ittt

Payment instructions/methods:

The currency used for payment must match the bill of collection's currency or its equivalent. You can use the
payment options listed below:

1- Cash to the Class B Cashier

2- Pay.gov - https://pay_gov/public/home - See attached

3- EFT to the Embassy Bank Account using the details provided by post FMO.

CASHIER INFORMATION

Fiscal Data:

Barcode Structure (highlighted in green above)
The barcode is formatted as follows:
PostCode-YYYY-Serial
® PostCode: Represents the post funding code relevant to the item or location.

® YYYY: Indicates the year of issuance or relevance.
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Serial: A unique serial number assigned to each item for identification purposes.

Customizing Labels

You have the ability to customize the content of your labels within the Post Configurations
menu. Please refer to the Administration User Guide for more details.

The Post Configurations pages allow you to adjust various elements to meet your requirements,
including:

Header Labels: Modify the text or design of the header labels to better fit your branding
or informational requirements.

Payment Instructions: Customize the wording and instructions related to payment to
align with your specific processes or preferences.

By utilizing the post configurator, you can ensure that your labels not only meet functional
needs but also reflect your unique style and messaging.

Official Bill of Collection Example Description:

The image above is an example the Bill of Collections (BOC) which includes the following parts:

1.

4.

Mission: Where the Bill of collection is coming from
Bill To:

o Includes details of who the bill of collection is addressed to, their name, section

and email address.

Details: Provide specifics to the BOC, such as the issue date, amount, amount converted,
when its due, the exchange rate used, the category (type of bill), reasoning for the bill
and payment instructions.
Cashier Information: Their contact information, office hours, payment instructions.

Note: The green-highlighted outline indicates a barcode that cashiers can scan. Scanning this
barcode will automatically sync with the system, allowing cashiers to view the Bill of Collections

details.



