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INTRODUCTION

The ATLAS Financials Accounts Receivable Module, built in partnership with CGFS, allows for
FMC to collect on money owed by employees. 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.
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LoGaGING IN To ATLAS FinaNciALS

Having trouble remembering what [Service Provider, instance, etc.] means? No problem! Check out our ADG
Glossary here: : - i - -

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.

WEeLcome To ATLAS FiNANCIALS!

My PROFILE
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Upon logging in, you will be prompted to update your profile. Ensure your information is
accurate, add any additional details you'd like associated with your account, and click the green
Update Profile button in the top, right corner of the screen.

AbMINISTRATION - CONFIGURING YOUR PosT

The next section explains the process for configuring your post, its users, sections, and fiscal
data. To begin creating Bills of Collection, all post settings must first be configured.

NOTE: Many of these configurations may only be completed by Administrators (users who have
been granted the Account Receivable Administrator or Instance Admin roles).

MANAGING USERs

Users are individuals with specific Roles within the ATLAS Financials system. Users can be
assigned several roles to align with the permissions needed to complete the Accounts
Receivable process.

To manage Users, navigate to Administration > Users.

\ Administration v

20 Users

&, Positions

B Sections

& Agencies

282 Recipients

B BOC Types

B ViewBOC Types

&2 Exchange Rates

# Fiscal Strip Templates
B Fiscal Data

8, Configuration
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The users assigned to each role within the various ATLAS Financials modules are listed here. To

add a user to a role, click the Plus (+) sign next to the role.

&0 Manage Users

7 Account Receivables Roles

42 Account Receivable Administrator (' 4t Account Receivable Configurator Gy + 42 Account Receivable ReadOnly 4% +

Enter the user’s name or email and click Search. Select a name from the list. On the new page,
check that the Role and User are accurate, include the posts this user’s role will be assigned to,
and if required, select the Account Receivable Bill Type the user’s role should be limited to. To
assign the selected role for an entire mission, leave the dropdown empty. Then, click Add User

Role.

&0 Manage Users

 Add User to Role

Role Account Receivable Administrator

User Constanzaq, George

Account Receivable Bill Types

Cancel Add User Role

The user will now be listed under the assigned role. To Edit or Delete the user from the

assigned role, click the Edit icon.

482 Account Receivable Administrator (¢ +

@ |constanza, George
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MANAGING PosITIONS

Positions are the Positions currently encumbered at post. These can be added individually or
added in bulk by synchronizing with ATLAS Directory.

To manage Positions, navigate to Administration > Positions.

\ Administration v

20 Users

&, Positions

B Sections

& Agencies

22 Recipients

B BOC Types

B View BOC Types

2% Exchange Rates

# Fiscal Strip Templates
B Fiscal Data

&, Configuration

On the main Positions page, users can create/view a Position in any post at their mission, or to
pinpoint a particular post, select a post from the dropdown. From there, click the Edit icon to
make any edits to a previously created Position, or click the Ellipses to Display or Delete the
position.
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&, Manage Positions

Posts

Belfast

Iochoglooy Annlication

Developer

Technology Application

Developer

Created

Search:

Last modified

CReATING NEw PosITIONS

To create a single new Position, click the + Create button at the top of the page.

& Mission UK v

In the new window, enter the Post, Code, Title, and any Notes that might be relevant to the
new Position. The toggle provides an option to Deactivate the position, if necessary. Next, click

Save Changes.

& Mission UK v

& Manage Positions - Create New

{ CANCEL B SAVECHANGES

* Post

* Code

* Title

Deactivated

Notes

The newly created Position will now appear on the Positions page.

Users also have the ability to add to ATLAS Financials all positions currently entered in ATLAS
Directory. To do this, click the Synchronize Now button in the top, right corner of the page.

ATLAS Financiats AR Abmin MANUAL
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& Mission UK v

& Manage Positions

m | + SREATE

All Positions pulled from Directory will now be listed on the Positions page and will display a
Lock icon under the Directory Sync column.

NOTE: If a Position is not linked with Directory, the icon will display as a Crossed Out Link.

OMS (DCM)

s/Gso

Oslo

Oslo

%

IMANAGING SECTIONS

ADDING SEcCTIONS IN BuLk

Navigate to Administration > Sections.

ATLAS Financiats AR Abmin MANUAL

3 Administration v

Users

Positions

Sections

e

Agencies

Recipients

BOC Types

View BOC Types

Exchange Rates

Fiscal Strip Templates

Fiscal Data

Configuration

ADG

PaGe 9 oF 45
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To configure multiple Sections at one time, click the purple Bulk Import button.

#® Tri-Mission Rome v B BULKIMPORT + CREATE

B Manage Sections

® excel [} CcsVv (D Copy = Columns v search
Short Code T Description Created Last modified
No data available in table
Show 10 & entries Showing 0 to 0 of O entries s

Individually click the Sections you’d like to configure for your post. Upon clicking, they will
appear on the right panel of the page. Alternatively, click the Add Standard Sections button
then OK, and a group of common Sections will auto populate in the right panel.

Please click the Sections you want to add: Selected Sections:
>>>>> h dodordsecion
Add Standard Sections B save Changes

DHS/CBP/PREC rently selected. Please select the Sections you want to import from the
DHS/ICE
DHs/usce

DHS/OIA

DHs/usss

DHS/TSA Please click the Sections you want to add: Selected Sections:
search Add Standard Sections
Add Standard Sections B saveChanges
DHS/CBP/PREC meT
DHS/ICE MGT/FMO
DHS/USCO MeT/GS0
DHS/OIA vGT/IMO
DHs/USSS mGT/IMO/iSC
DHS/TSA

To add additional Sections, click the Section on the Left Panel and it will appear under the
Selected Sections panel on the right.

To remove a Section, click the Section from the Right Panel, and it will return to the left side of
the page.

To Save the selections, click Save Changes.

ADDING SECTIONS INDIVIDUALLY

To individually add sections, click the + Create button in the top, right corner of the screen.
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# Tri-Mission Rome v r A ! B BULKIMPORT + CREATE

B Manage Sections

[ Excel [}, CSV (D Copy :i= Columns v Search:

Short Code 1 Description Created Last modified

No data available in table

Show 10 & entries Showing 0 to 0 of O entries

Select the Short Code, enter a Description, add Notes about the Section, and if no longer
active, toggle the Deactivated button to blue. Finally, click + Create. The newly created Section
will now appear on the Manage Sections page.

MANAGING AGENCIES

Agencies must be configured prior to adding Recipients, as Recipients are tied to an ICASS
Agency in the ATLAS Financials system. If an attempt is made to create a Recipient prior to
configuring Agencies, the system will display the following error:

202 Recipients Enable Mass Updates

There are currently no Agencies created for Mission Egypt. Please create or import the Agencies before adding a recipient.

Bulk Import Agencies

preT YD P
[® Excel [}, csv (@ Copy i= Columns v Search:
Recipient T Current Okta Email Type Section Supervisor ICASS Agency Op.BOC T. Due Last modified
No data available in table
show 10 4 entries Showing 0 to 0 of 0 entries

To manage Agencies, navigate to Administration > Agencies.
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\ Administration v

20 Users
#, Positions

&

B Sections

& Agencies

42 Recipients

B BOC Types

@ View BOC Types

£ Exchange Rates

# Fiscal Strip Templates
& Fiscal Data

&, Configuration

ADDING AGENCIES INDIVIDUALLY

To add Agencies individually, click the Create button at the top of the page.

Select the ICASS Agency you'd like to add from the dropdown.

If your post uses a different name than what appears in the dropdown, you may apply an
Override Name. For example, if FAS (Foreign Agricultural Services) is called ‘Foreign Ag’ at your
post, you may type that into the Override Name field, and that name will override FAS and will
be used throughout the system for your post.

® e ¢ e

B Agencies - Create New

ALLICASS Agency Override Name

1235.0: AG - FAS (Foreign Agricultural Service) Foreign Ag

ATLAS Financiats AR AbmiN MANUAL ADG Pace 12 orF 45
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AbpDING AGENCIES BY BuLk IMPORT

To add multiple Agencies at once, click the Bulk Import button.

® Oslo v t A B BULKIMPORT Q§ HEALTH CHECK + CREATE

On the Bulk Import page, to add an Agency individually, click the Agency on the Left Panel and it
will appear under the Selected Agencies panel on the right.

& Bulk Import

On this page you can add Post's ICASS Agencies: just select the ICASS Codes from the left panel and click Save Changes. To remove a selected Agency click it again from the right panel.

Please note: you can insert the standard Agencies (1900, 1901, ) using the Add Standard Agencies button.

Please click the Agencies you want to add: Selected Agencies:
Search Add Standard Agencies
Add Standard Agencies B saveChanges
7025.0: DHS - CBP - Container Security Initiative 7025.0: DHS - CBP - Container Security Initiative

7024.0: DHS - (IAP) and (NTC)
7023.0: DHS - CBP - International Affairs Office
7022.1: DHS - CBP Preclearance Abu Dhabi

7022.0: DHS-CBP-Preclear, Dublin,Ottawa,Nassau,Bermuda,Aru

20200 DHS - ICF - HS| - Intl Affairs Office

Alternatively, click the Add Standard Agencies button then OK, and a group of common
Agencies will auto populate in the right panel.

To remove a Section, click the Section from the Right Panel, and it will return to the left side of
the page.

To Save the selections, click Save Changes.

HeaitH CHECK

To ensure post’s ICASS Agencies are up-to-date, you can apply a ‘Health Check’ to each Agency
configured at post. To do this, click Health Check > select the year > Apply Health Check. If any

adjustments need to be made, those will be listed. If post’s ICASS agencies are up-to-date, no
action is required.

ATLAS Financiats AR AbmiN MANUAL ADG Pace 13 oF 45
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B8 Health Check

Please select the Year to Check

2024 v Qp start Health Check

B Health Check

Agency Fiscal Data Health Check Results for 2024

No Issues found for the selected Fiscal Year

£ Back

MANAGING RECIPIENTS

A Bill of Collection is always assigned to a Recipient. Recipients can be Vendors, Desk
Employees (those with an Okta account and official email address), or Non-Desk Employees
(those without an Okta account or official email address).

To manage Accounts Receivable Recipients, navigate to Administration > Recipients.

3 Administration v

20 Users
& Positions
B8 Sections

& Agencies

42 Recipients

B BOC Types

B View BOC Types

£ Exchange Rates

# Fiscal Strip Templates
& Fiscal Data

¥, Configuration

CREATING RECIPIENTS
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To create a new Recipient, click the + Create dropdown button, and select the Type of recipient.

4 CREATE v

Employee

Non-Desk Employee

Vendor

To link a Recipient to an Okta account, click the Magnifying Glass next to the Okta Account
field.

& Employee and Position Information v

* Last Name First/middle Name

In the popup window, type the name of the user and click Search. Click the name of the correct
Okta account, and the User’s information will auto populate in the Recipients - Create New

page.
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Search Okta User x

Se eria
E-.'r'/:i{ ‘

e

Please select Employee

Show $ entries Search : x

Name T email

Benes, Elaine BenesE@state.gov

Complete the remaining mandatory fields (those marked with an asterisk).

Finally, click the green Save Changes button. The Recipient will now appear on the Recipients
page.

Linking A RecipieNT To THEIR ATLAS PROFILE

There are two methods to link a Recipient with their ATLAS Profile:

1. When creating a Recipient, if the Recipient is not automatically linked to their ATLAS
Profile (found in Directory), you may link the Recipient by navigating to the Edit
Recipient page. Click the Search in ATLAS Profile link in the ATLAS Profile Integration
section. Once the Recipient has been linked to ATLAS, the Chain Link icon will appear
next to the Recipient’s name, along with their Assignment ID.

2. From the Manage Recipients page, click the Update Contact Info button in the top, right
corner of the page.

@ Mission Bahamas v BULK IMPORT & UPDATE CONTACT INFO |m + CREATE v
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FiLTERING RECIPIENTS

Users can filter by Section, Recipient Type, and/or by the Recipient’s Supervisor. Type the
Section or click the dropdown to start filtering. To undo the selected filter, click the X next to
the filter type.

Sections Recipient Type Supervisor

To filter the entries by column, click the Up/Down Arrows next to the column title.

Recipient T current Okta Email Dype Section Supervisor ICASS Agency Op.BOC T.Due Last modified

Note: The Type of Recipient is indicated by either a Building (Vendor), Desk (Desk Employee),
or Person (Non-Desk Employee).

Finally, to Search for a specific Recipient, enter the Recipient details in the Search bar, located
above the chart.

UprDATING A RECIPIENT’S INFORMATION

To edit a Recipient’s information, click the Edit icon in the far right section of the recipient’s row.
Edit the necessary fields and click Save Changes.

UprpaTE LoG

To view the update history, click the blue Update Log button at the top of the screen.

& Mission UK v < cance

4 Recipients - Edit

This screen displays the Date/User who completed the update, the Operation completed, and
the specific Updates made to the Recipient.

EnaBLE Mass UPDATES
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The Enable Mass Updates button allows users to change the Supervisor for more than one
Recipient at a time. Click the Enable Mass Updates button > Change Supervisor > toggle to
blue any recipients requiring the change.

202 Recipients Bulk Updates (2 Records Selected) v
Sections Recipient Type Supervisor
@ Excel [}, csv (D copy :i= Columns v Search
Recipient Tc t Okta Email T Secti S i (CASS Op.BOC T' tost
ecipien urren a Emai e  Section upervisor .
P b P Agency P Due modified
B ACME Industries v HiEH 0300.0 3 4/10/2024 ®
A - i P ST, D' Ambrosio, YV . o
af) | Acosta, Wilson v acostaw2@state.gov - . 2 $34492  04/1/2024 @
Ahmec D'Ambrosio,
= o v ahmedmn@state.gov MGT/GSO 42754 4/11/2024 L]
Mohamed = h - - - sandro ©

BuLk IMPORTING RECIPIENTS

To import Recipients in bulk, click the Bulk Import button at the top of the page.

R by

Next, click Download Template. Complete the template and save it to your device. In the
application, click Choose File > Select the newly created template from your file finder > Click
Open.

NOTE: When completing the Excel file, if the Recipient is a Non-Desk Employee, type ‘Non-Desk
Employee’ in column E. Otherwise, leave this field blank.

Non-Desk Employee

Non-Desk Employee

On the Review and Confirm Import Operation page you will find the following markers:

e Purple Banner: Indicates the number of Recipients to be imported

ATLAS Financiats AR AbmiN MANUAL ADG Pace 18 orF 45
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e Yellow Banner: Indicates the number of Recipients not to be imported
e Toggles: Turn toggles on/off to display or update:

o New Recipients

o Existing Recipients

o Records with errors

o Records without errors
o Error Message: Details description listed on the Recipient line item

22 Bulk Import

Please Review and Confirm Import Operation

Please note: 1 Recipients would be updated (please see below for details)

Please note: 1Recipients would NOT be imported due to validation errors (please see below for details)

Do not Create New Recipients Do Not Update Existing Recipients  Display only Records with errors  Display only Records without errors
I » » » » I ¥y Advanced Settings

Show 10 ¢ entries Search:

Row | Email Display Name New / Update Recipient Type Updated Fields Error oK

Email, Display Name, Countryld, ~ +
3 crydersm@gmail.com SM Cryder P Employee Recipient Type, Employment Type, v
Section, Work Phone, Employee ID

Email, Display Name, Countryld,
4 stephcryder@none.com  None Cryder + Non-Desk Employee  Recipient Type, Recipient Type, I Supervisor field is required for non-desk employees I O

NonDeskemployee v

Showing 1to 2 of 2 entries Previous n Next

< Back B BulkImport 1 Recipients

To confirm the bulk import, click the Bulk Import X Recipients button, in the bottom right
corner of the screen. The newly added Recipient(s) will now be listed on the Recipients Table.

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

SM, Cryder v SMCryder@state.gov - MGT/FMO 0 $0.00 =

EnaBLING Mass UPDATES

The Enable Mass Updates button allows users to change the Supervisor or Synch with ATLAS
Profile for more than one Recipient at a time.
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To mass update a Supervisor, click the Enable Mass Updates button > Change Supervisor >
toggle to blue any recipients requiring the change, or click the toggle next to the Recipient
column to select all. NOTE: Vendors do not have Supervisors and can therefore not be

.';: Recipients Mass Updates (2 Records Selected) v
Sections Recipient Type Supervisor Link with ATLAS Profile
All Recipients
Show 10 & entries searcn:
» Recipient T current Email Type Section Supervisor ICASS Agency Open BOCs Total Amount Due
a@ | roveindusties B crmeinc@acmecom Bt 03000 $ 20000 ®
» v sstategov B P 4 4 $389492 “
‘ v U g MGT/GSO 3 $112754 @

In the pop-up window, type in the search information for the Supervisor to be found in the Okta
system . Click the correct email address associated with the Supervisor. A pop-up confirmation
will appear listing the number or Recipients updated.

To enable mass updates that Sync with ATLAS Profile, click the Enable Mass Updates > Sync
with ATLAS Profile button in the top right corner of the screen.

Recipients can be updated all at once, by toggling the top toggle to Blue.
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EI Recipent

Showing 1to 10 of 20 entries

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

v 03000 $200.00 ©

v - 4 $3,89492 =

v = MGT/GSO $1127.54 (4

v Py $197814 ©

v ey 2 $62048 (4

v r L 73

v E Recipient T Current Okta Email Type Section Supervisor ICASS Agency Open BOCs Total Amount

oo af)  ACMEndustries v 03000 1 $200.00 ©

| v ad v u $389492 “

¥ kg ad v = MGT/GSO $1127.54 ©
ad v - $197814 ©
ad v - $62048 ©
ad v - 1900.0 0 $0.00 ©
ad v s if 11560 0 $000 ©
ad v - 0 $ 000 ©
ad v - 1900.0 0 $0.00 ©
ad v ‘= MeT/IMo 2 $21522 ©

Alternatively, to individually select Recipients to update, flip the toggle to Blue next to the name

of each Recipient requiring updates.

» Recipient
‘ ACME Industries
-

»

»

»

-

»
-

»

»

T Current Okta Email

Type

Section

MGT/GSO

MGT/IMO

Supervisor ICASS Agency Open BOCs
0300.0 1
4
3
7
2
1900.0 0
1156.0 0
0
1900.0 0
2

Total Amount Due

$200.00

$ 3,894.92

$1127.54

$197814

$ 62048

$ 0.00

$ 0.00

$ 0.00

$ 0.00

$ 21522

~

Once the update begins, pop-ups of the completed Recipient updates will appear in the top

right corner of the screen. Finally, click OK in the Operation Completed pop-up to complete the

update(s).
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# Mission UK v I @ savecuances

252 Recipients - Edit

B S ———

@ ATLAS Profile Integration: NotConnected Search in ATLAS Profile Q
& Employee and Position Information v
cryders@state.gov ]
Ak h
-
» . §

Operation Completed x

* B Recipients synchronized
« 5 were not synchronized
* 2 Recipients could not be updated

Ganeel n

Users synchronized with an assignment will have a Business Card icon next to their email.

» Recipient T current Email Type Section Supervisor ICASS Agency Open BOCs Total Amount Due

ME Industries IR s e e e OH 0300.0 $200.00 04

» AC
» v state.g E ) 4 $ 389492 =

BOC Types

To a Bill of Collection Type, navigate to Administration > BOC Types.
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3 Administration v

20 Users

& Positions
B8 Sections
B Agencies

3e% Recipients

B BOC Types

B View BOC Types

2% Exchange Rates

# Fiscal Strip Templates
B Fiscal Data

&, Configuration

To create a new BOC Type, click the + Create button. To edit a BOC Type, click the Edit icon next
to the BOC Type requiring changes. Both options will take you to the same type of page.

From here, select the:

Type from the dropdown menu

Override Description

Toggle the Recipient type to include either Employees or Vendors
Post from the dropdown menu

Toggle to blue if a Vendor Code or Address Code is required
Toggle to blue if the Recipient should Not Be Emailed

Source from the dropdown menu
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B BOC Types - Edit
Type Deactivated Override Description Employees Vendors
Property damage & loss v » » »
Posts Vendor Code Required Address Code Required Do Not Email Recipient
» » »
Import Format Source
v Only AR Technicians/Admins can create BOCs of this Bill Type v

Finally, click Save Changes.

ExcHANGE RATES

Navigate to Administration > Exchange Rates.

S Administration v

ao Users

&, Positions
B Sections
& Agencies
42 Recipients
B BOC Types

B View BOC Types

£% Exchange Rates

# Fiscal Strip Templates
B Fiscal Data

R, Configuration

All configured Exchange Rates are listed on this page.

CREATING A SINGLE EXCHANGE RATE

ATLAS Financiats AR AbmiN MANUAL ADG
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To create a single Exchange Rate, click the + Create button at the top of the page.

Select the Day, Currency, Post, and type in the Exchange Rate for that day. Then click Save
Changes.

_
® Mission UK v < CANCEL B SAVECHANGES

22 Exchange Rates - Create New

Day Currency Post Exchange Rate

04/25/2024 GBP (232) London

232: UK. Pound Sterling &

The Exchange Rate will now appear on the main Exchange Rates page.

Burk ImPoRTING EXCHANGE RATES

To configure multiple Exchange Rates at one time, click the purple Bulk Import button.

If you have not already done so, download the Exchange Rates template by clicking the
Download Template button at the bottom of the page.

ATLAS Financiats AR AbmiN MANUAL ADG Pace 25 oF 45



G\DG

< Application Development Group >

22 Bulk Import

Please select the Excel File to Import

Post Import File

- ‘ Choose File | No file chosen m

Bulk Import Instructions

| |
Complete the information in the Excel file and save the file with a descriptive name. NOTE:

When entering the date, use the format Year-Month-Date.

Return to the Bulk Import page, select your post from the Post dropdown, choose the file to
import, and click Import.

22 Bulk Import

Please select the Excel File to Import

Post mport File

Choose File | No file chosen m

Please select the Excel spreadsheet cont ) the Exchange Rates to be imported
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Next, confirm the import details are accurate and click Import X Exchange Rates.

2% Bulk Import

Please Review and Confirm Import Operation

Please note: 2 Exchange Ranges would be imported (please see below for details)

Display only Records with errors »

Show 10 ¢ entries

Search
Row T Day Rate Currency Message OK
2 05/27/2024 12 GBP (232) v
3 01/23/1900 13 GBP (232) v
Showing 1to 2 of 2 entries vious n Next
{ Back

B 'mport 2 Exchange Rates

If an error occurs during the import process, a yellow banner will appear indicating the number
of Exchange Rate errors. To only view the Exchange Rates with errors, click the Toggle next to
Display only Records with errors. The error Message is displayed in the table. When ready,
click Import X Exchange Rates.

22 Bulk Import

Please Review and Confirm Import Operation

Please note: 1 Exchange Ranges would be imported (please see below for details)

Please note: 1 Exchange Rates would NOT be imported due to validation errors (please see below for details)

| Display only Records with errors » |

Show 10 ¢ entries

Search:
Row T Day Rate Currency Message OK
5 05/27/2024 12 GBP (232) I There is already an Exchange rate for the selected Currency, Post and Day l O
3 05/26/2024 13 GBP (232) v

Showing 1to 2 of 2 entries

{ Back

@ 'mport1Exchange Rate

All newly imported Exchange Rates will now appear on the main page. To edit or delete an
Exchange Rate, click the Edit icon or Ellipses.
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Date Post Currency
2024-05-26 London GBP
2024-05-2 London GBP

Exchange Rate

Created

Last modified

FiscaL STRIP TEMPLATES

Fiscal Strip Templates can save time by being applied when creating a new Fiscal Strip.

CREATING A FiscaL STRIP TEMPLATE

To create a new Fiscal Strip Template, navigate to Administration > Fiscal Strip Templates.

Click the + Create button in the top, right corner of the screen.

£ A

&

~~

¢, Positions

Sections

Agencies

42 Recipients

BOC Types

View BOC Types

Exchange Rates

3% Administration v

20 Users

# Fiscal Strip Templates

&

ke

Fiscal Data

Configuration

#®  Mission UK v
Enter the following Fiscal Strip Template Details:
1. Description
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Separator
Toggle to Active/Inactive
Elements, in the order you’d like them to appear

vk W

Notes

NOTE: The Pattern will auto populate as you add each Element.

# Fiscal strip Templates - Edit W Detcils  ® Testlemplate it UpdatesLog
E2 'Cﬂ‘lp\[:iii *
Agency/Bureau/BBFY/Appropriation/Allotment/OperatingAllowance/FunctionCode/ObjectCode/ProjectCod Element

G0 o -

Not

LR -
o |n -
| ‘ -
o |h -
D [~ o
| ‘ -
S [ o
<[] oo -
| -
e x 2l -
Seajees -

Finally, click Save.

The new template will now appear on the main Fiscal Strip Templates page.
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# Fiscal Strip Templates

@ Excel [}, csv (D Copy I= Columns «

= Search:
ID T Regular Expression Description Active Last modified
[Bureau/BEFY/Ap ation/Allotment/Operatingallow S -
. del ionCode/ i v 05/28/2024 £
rojectCode/ Propertyld/ OrganizationCode/ ReportingC . = < ®
Show 10 & entries Showingltoloflentries Previous - A

To Edit or Delete the template, click the Edit icon or the Ellipses. Once a template has been
created, it can be used when creating Fiscal Data.

TesTING A FiscAL STRIP TEMPLATE

Select the fiscal strip you’d like to test. Then, click the Test Template tab.

In the new tab, enter the fiscal strip details in the Paste Your Fiscal Strip here field, then click
Parse Fiscal Strip. The fiscal strip details will appear in the fields below.

# Fiscal Strip Templates - Edit $'J Details @y Test Template 482 Updates Log

Template

Agency/Allotment

Paste your fiscal strip here

1800/1234

Parse Fiscal Strip

Agency 1900

Allotment 1234

FiscaL STRiPS

Fiscal strips can be saved as favorites, or frequently used fiscal strips. To do this, navigate to
Administration > Fiscal Strips.
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To create a single Fiscal Strip entry, click the + Create button.

\ Administration v

20 Users
&, Positions
B Sections

B Agencies

282 Recipients
B BOC Types

#%2 Exchange Rates

# Fiscal Strip Templates

@& Fiscal Strips

&, configuration

< Application Development Group >

& Mission UK v

B BULKIMPORT

> e

On the Create New page, enter the Fiscal Data by completing each field.

& Mission Egypt v

& 2024 Fiscal Strips - Create New

Paste Fiscal Strip

00t US Dollars (4

8y Recor

TS B savechanoes

0.00

ATLAS Financiats AR AbmiN MANUAL

ADG

Pace 31 orF 45



< Application Development Group >

If you have a fiscal strip on hand, and you’ve created a Fiscal Strip Template, you can quickly
enter the data by clicking the Paste Fiscal Strip button, selecting the template from the
dropdown, and then pasting the fiscal strip in the Paste Fiscal Strip field.

By clicking the Replace All Fields button, all fields in the Create New form will be replaced with
the information entered below. If an edit is made to a fiscal strip, click Append Existing Fields,
and only the edited fields will change.

Paste Fiscal Strip

Template

Agency/Bureau/BBFY/Appropriation/Allotment/OperatingAllowance/FunctionCode/ObjectCode/ProjectCode/Propertyld/OrganizationCode/ReportingCategory/Obligation v

Cancel Replace All Fields Append to Existing Fields

CROSSWALKS

Fiscal Data can also be applied in the form of a Crosswalk. To do this, click Download CrossWalk
Template in the Attachments section.

© Attachments] pownload CrossWalk template B

Attached Documents

File Description *Type

Bill of Collection has no attachments

Upload new Attachment

Drop files here

or

Choose File Sample B..ent l.docx

Complete the template and save the file with a distinctive name. NOTE: The Transaction
Amount (listed on the file) is the same as the Allocated Amount in the application.

Next, in the application, click Choose File, and select the file from your file folder. Click OK in
the pop-up window if you agree to use the Fiscal Strips from the CrossWalk Template.
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The information from the template will auto populate in the respective fields and will also be
listed as an attachment in the Attachments section.

B 2024 Fiscal Data - Create New B stip

¥y Reconciliation Rules

Validation Error

Friendly Name

Agency/Bureau 1900 Bureau
BBFY 2024 EBFY 0
Appropr. 21__9202000000 Allotment 1031
Operating Allowance Obligation S90A25GZ
Object Code 2572 Project Code SECSTATW
Function Code 5732 Organization Code 156368
Property ID Reporting Category

Currency usD (001) v Allocated Amount 0.00
001:US Bollars & Spent Amount 0.00
Paste Fiscal Strip Collected Amount 0.00

1900-2024-NA-21__9202000000-1031-S90A25GZ-5732-2572-SECSTATW-156368

@ Attachments: Download Crosswalk template Bi v
Attached Documents

File Description * Type

CrossWalkTemplate _Test.xlsx Cross Walk Template_ Test Crosswalk v n

Once completed, click Save Changes.

NOTE: To learn more about the Reconciliation Rules tab, please read the Reconciliation
Manual.

Burk ImPORT

To Bulk Import Fiscal Data, click the Bulk Import button at the top of the page.

e 1T ]

Next, download the template. Complete the template and save the file with a distinctive name.
Next, in the application, click Choose File, and select the file from your file folder.
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Review and confirm the import information. The Fiscal Data will now appear on the Fiscal Data

B 2024 Fiscal Data Fiscal Year:1 2024
Agency Bureau Appropriation Allotment Op.Allow. Obligation Function Code
Advanced Filters A
[® Excel [} csv (@ Copy i= Columns v Search:
BBRY Fi | Strij Friendly Ni Modified
i i rien m ifi
egry  Fiscd P iendly Name odifies
2024 1901-2024-NA-1234 1901-2024-NA-1234 06/04/2024 (23
show 10 ¢ entries  ShowingTito Tl of Il entries FiEuEs NExE

To edit or delete a Fiscal Strip, click the Edit icon or the Ellipses.

HeawtH CHeck

To complete a Fiscal Data Health Check, click the Health Check button in the top right corner of
the screen.

| ® Mission UK v suxweonr | @ venmeneck |+ cueare

Select the Year from the dropdown and click Start Health Check. Any issues with the Fiscal Data
information will be listed. If there are no issues, a No Issues Found message will appear.

CONFIGURATION

The Configuration tab encompasses all Email Configurations for your post.

Posts CONFIGURATION

Emails are configured on this page. Information that is used across all posts can be configured
in the Email Configuration for ALL Posts section. If post(s) have differing information, for
example, the Cashier hours of operation vary between posts, those configurations can be made
at the individual post level, in the sections below the Email Configuration for ALL Posts section.
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To configure emails, navigate to Administration > Configuration > Posts Configuration.

\ Administration v

[

B

~

&

20 Manage Users

#, Manage Positions

Manage Sections

42 Manage Recipients

Manage Billing Types

View Billing Types

Exchange Rates

Agencies

Fiscal Data

Fiscal Strip Templates

=

Configuration

¥4 Posts Configuration

EmaiL ConFIGURATION FOR ALL Posts

™ Email Templates

W View System Email Templates

© Blocked Emails

To configure emails for all posts, click the Edit button.

& Email Configuration for ALL Posts

NOTE: The first field, Emails - CC (ALL Posts), is only editable by System Administrators in ADG.
To add or edit this email, please contact ADG Support via email at adg-support@state.gov.

& Email Configuration for ALL Posts

Emails - CC (ALL Posts)

FMC@state.gov

» Cee M

Complete the fields for FMC Information, Cashier Information, Post Official Address, Bill of
Collection Page Header, Bill of Collection Page Size, and the BOC Footer Text.
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& Email Configuration for ALL Posts

Emails - CC (ALL Posts) @

FMC@state.gov

2 G e

FMC Information
FMC London

email: LondonFMC _AR@state.gov
Phone: 02078923601

Post Official Address
33 Nine EIms Lane
London

SWI 7Us
United Kingdom

Bill Of Collection Page Size

Letter

BOC Footer Text
Payment instructions/methods:

1- Cash to the Class B Cashier
2- Pay.gov - https://pay.gov/public/home

4 - test

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

Cashier Information

5th Floor

Opening hours:

Monday - Thursday 9:30 - 12:30
Friday: 9:30-13:30

Bill Of Collection Page Header

U.S. Mission to the United Kingdom
Department of State

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

Below that is the option to upload Payment Instructions. This can include information such as

paying via pay.gov.
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Payment Instructions (ALL Posts)

Pay.Gov Egypt Instructions pdf

=  Pay.Gov London instructions

How to pay US Embassy Egypt by credit card
Goto: https://pay.gov/
Pay.gov
EEEE ) ccaravMENT  FNDANAGENCY  OMLINEHELP

Welcome to Pay.gov

MAKE A PAYMENT

+ Inthe search box at the top of the page type: Overseas Cashier Payments-CGFS Bangkok posts Charleston
« Hit the Search button; Scroll down to "Overseas Cashier Payments- CGFS Charleston posts” on the search page

Filter by Agency -

Overseas Cashier Payments-CGFS Bangkok posts

[0 #ational Endowment for the
Humanities (NEH) (2]

When all email configurations are complete, click Save.

EmaiL CoNFIGURATION FOR INDIVIDUAL PosTs

An individual post may elect to use the All Post value, meaning the information in the Email
Configuration for ALL Posts section will be applied to that post. However, if a post requires

unique information to be configured, click the Edit button next to the post name.

& London N

Any field requiring information different than that of the ALL Post value, click the arrow to
reveal a dropdown and select Specify different value. *Remember, emails can only be
configured by System Administrators at ADG.
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FMC Information (London) Cashier Information (London)

Specify different value Specify different value

Specify different value

> 'ALL Posts’ value

Use ATLAS Financials default value

Enter the new information in each field requiring changes, and click Save.

To configure any other individual post, follow the steps outlined in this section of the manual.
View SystEm EMAIL TEMPLATES

Prior to configuring your post’s email templates, you might want to view the email template
options. To view all email templates, navigate to Administration > Configuration > View System

Email Templates.

20 Manage Users

4. Manage Positions
B Manage Sections
22 Manage Recipients
B Manage Billing Types
B View Billing Types

22 Exchange Rates

& Agencies

B Fiscal Data

# Fiscal Strip Templates

., Configuration > |
%y Posts Configuration

™ Email Templates

| ™ View System Email Templates

© Blocked Emails

This page lists all the Template Types, who an email is Triggered By, who the email is Sent To,
and a preview of the Template Content.

To filter, or quickly find an email template, select the Recipient Type and Email Template Type
from the dropdowns. Or, type in a key word in the Search bar.
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¥ View System Email Templates

Recipient Type Email Template Type

[® Excel [}, CsVv (@ Copy = Columns v I Search |

To preview a template’s full content, click the Magnifying Glass icon next to the template or the
hyperlinked template title.

F
™ View System Email Templates - Display

Paragraph v B I @ @v & =i [

ppppp

The View System Email Templates page, displays the Recipient Type, Template Type, Sent From
— To information, the Template Content, and a Preview of the email.

EmAIL TEMPLATES
To configure email templates, navigate to Administration > Configuration > Email Templates.

The same email templates as the View System Email Templates page are listed here. However,
in contrast to the View System Email Templates page, Instance Administrators are able to edit

(not just view) the template to reflect post’s procedures.
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To edit an email template, click the Edit icon next to the template or click the + Create button.

=3 |

Template Type ©  Post Recipient Type Template Content Notes Last modified

Additional Not o “|:
t manually BOC#: BillNu

BOC Category:

BOC Date: at

Nacrrintinn:

*NOTE: By clicking the Edit icon, you will be directed to that template’s page. By clicking the +

Create button, you must follow the below instructions.
From the dropdowns, select the:

® Post
® Recipient Type
e Template Type

e Sent From — To

Click Import Template.
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™ Email Templates - Create New

ent From -> To

BOC Initiator -> Account Receivable Technician

Paragraph v B I @ Bv & =TT = = v Preview

The Template Content and Preview will now populate. From here, edit any information to

make the template relevant to your post. Click Save Changes when all edits are complete.

BLockep EmaAILS

To view or create blocked emails, navigate to Administration > Configuration > Blocked Emails.
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S Administration v

20 Manage Users

& Manage Positions

B8 Manage Sections
42 Manage Recipients
B Manage Billing Types
B View Billing Types

2 Exchange Rates

B Agencies

& Fiscal Data

# Fiscal strip Templates

¥, Configuration > |
¥ Posts Configuration

™ Email Templates

™ View System Email Templates

© Blocked Emails

CReaTING A NEw BLockep EmaAIL
To block an email from being sent, click + Create.

# Mission UK v

Select the Email Template Type from the dropdown. Next, click the + Add All button to apply
the email blocker to all posts in the mission, or click the + icon to manually add posts. Repeat
the same process for the Recipient Type. Add additional notes, as needed.

© Blocked Emails - Create New

Post

Recipient Type

The newly blocked email will now be listed in the Blocked Emails page.
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EpITING A BLOoCKED EMAIL

Next to the Email Template Type, click the Edit icon.

< Application Development Group >

© Blocked Emails

D excel [X csv (@ copy i= columns v
Email

Template T Triggered By -> Sent to

Type

Posts

Edit the Email Template Type, Post, and/or Recipient Type and click Save Changes.

AccounTts ReceivasLe RoLes & PERMISSIONS

Users will interact with the application based on the role they are assigned. Each role comes
with specific permissions that determine what a user can/cannot do in the system. To view the

definition of a role in ATLAS Financials, navigate to Administration > Users.

S Administration v

&, Positions

B Sections

B Agencies

22 Recipients

B Billing Types

B View Billing Types

#% Exchange Rates

# Fiscal Strip Templates
B Fiscal Data

o Configuration

Each User title has an Information icon next to it. Hover over the icon to view the definition of

the role.
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20 Users

In this page you can see all the users assigned to each ATLAS Financials role.

Please note:

* Roles can be restricted by Post

¢ If arole can ol s
<s> Account Receivable Administrator
* Ifarole canal

Full administration rights over the Bills of Collection (BOC) in the

Receivables module

» Accounts Re

Ability to edit your own Bills of Collection, which is a unique ability of this
role
42 Account Receivable Administrator G 422 Account Receivable Cd

@ lacub, Svetlana [all Posts
@ Lefebure, Anne [

@ Qureshi, Asifa [All Post

RoLe DEeFINITIONS

Accounts Receivable (AR) Admin - Full administration rights over the Bills of Collection (BOC) in the
Receivables module. Ability to edit your own Bills of Collection, which is a unique ability of this role.

AR Configurator - Configuration permissions only. Ability to read BOCs but cannot manage users.

AR Read-Only - Ability to view the AR module and all details of a BOC without the ability to make any
modifications.

AR Tech - Ability to handle fund cite strips, set fund cites to BOCs, send manual notifications, initiate
write-offs of BOCs, send packages to CGFS, void BOCs, and edit specific fields such as dispute dates,
descriptions, and outcomes, payroll collection dates, and outcomes after the BOC process has started.

BOC Initiator - Ability to initiate a new bill of collection and submit BOCs to the Accounts Receivable
Technician only for those bill types for which they have been granted permissions. Note: Only Local
Administrators/ Permission Administrators can grant or revoke access to bill types for a BOC Initiator,
while only System Administrators (ADG personnel) can create new bill types.

Collection Clerk - Ability to send additional notifications, manage exchange rates, collect payments,
attach OF-158 forms, and close fully paid bills.
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FMO - Has all the permissions of an AR Technician, plus write-off authority for vendor BOCs. Ability to
review and forward employee BOCs to the Write-Off Authority. This role is notified about disputes and
payroll collections.

HR/Payroll Office - Access to the My Bill of Collection and Supervised Employees dashboards within the
My Dashboard page. The main ability of this role is to have access to the Outstanding Employees BOC
page, which shows a summation of the total amount due for the Employee recipients.

Instance Administrator - Complete administrative rights over all settings, including user administration,
within the Accounts Receivable module. Responsibilities include managing positions, sections,
viewing/creating recipients, submitting mass updates, viewing BOC types, managing agencies, managing
all email configurations for all posts, managing drafts, open, and closed bills, managing pending fiscal
data, initiating a voided bill, and amending bills.

Local Permission Manager - Authority to grant permissions within all modules.
Local Permission Viewer - Ability to view permissions across all modules exclusively for audit purposes.

Section Head - Access to a dashboard displaying a list of recipients and amounts within the sections you
are assigned to.

System Administrator - Manages instances (posts), post codes, email templates, and currencies. ADG
Personnel.

User - Person assigned a specific role and is granted permissions based on that role.

Write-Off Authority - Ability to view, approve, or reject any pending Write-Off requests requiring your
approval. This role is typically delegated to an Ambassador or Management Officer.

BOC Lire CycLe

A BOC has the potential to move through several transition stages. Below is the BOC Transition
State Diagram:
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Submitted

Notification Sent

Open - Initial ) ( _
Notification Sent L Dispute
Open - 30 days ) —
Notification Sent J Closed - Paid in Full
Open - 60 days

State USDH <= $500

Closed - Referred to Write Off Write Off
Non-State Agency FMO Approval FMO Approval
Financials will not
track any further Write Off Write Off

progress MGT Approval MGT Approval

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

( Open - Payroll
) stateLEs | Deduction

[ Referred to CGFS }

l

[ Accepted by CGFS J
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