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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 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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LoGaGING IN To ATLAS FiNnANcIALS

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

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.


https://adgsupport.state.gov/hc/en-us/articles/15001670021267-ADG-Glossary
http://financials.state.gov
http://firma.state.gov/
http://financials.state.gov
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WEeLcome To ATLAS FiNANcIALS!

My DASHBOARD

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

# Dashboard .

% Accounts Receivables &b Pending Approval bd Watchlist $) MyBOCs &h Supervised Sections :;l Supervised Employees

Post Chart Settings

v Use Amounts

# Drafts and Open Bills of Collection e

Pending FMC Approval Open Bills of Collection Over 30 Days Over 80 Days
$0.00 $1,262.48 2items $3n $0.00 Sl

Waiting CGFS Drafts
$833.33 $668.40

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.
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AccounTts ReceivasLes TAB

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, Accepted By CGFS
and Referred to Agency 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.

# Dashboard .

% Accounts Receivables & Pending Approval Ed Watchlist 3J) MyBOCs &h Supervised Sections :;l Supervised Employees

Post Chart Settings

Use Amounts -~

L’,‘ Drafts and Open Bills of Collection v

Pending FMC Approval
$0.00 0 items

Open Bills of Collection Over 30 Days Over 60 Days

$1,262.48 Bitems san Titems $0.00 Oitems

Waiting CGFS
$833.33 Therms

Drafts
$668.40 ol

FiLTERING BY PosT

Post and Chart Settings: To view posts available:

1. Navigate to the Accounts 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.
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[All Posts]

FiLTERING BY CHART SETTINGS

To access Chart Settings, click the Chart Settings dropdown.

Changing Chart Settings:

1. From the dropdown menu, select either "BOC Count", “Outstanding Amounts”, or "Total
BOC Amounts".
2. If you select BOC Count:
o The details will be updated to display the number of BOCs for each category.
3. If you select Outstanding Amounts:
o The BOC information in the Draft and Open Bill of Collection, and Other Bills of
Collection charts will update to display outstanding amounts in USD.
4. Total BOC Amounts:
o The BOC information in the Draft and Open Bill of Collection, and Other Bills of
Collection charts will update to display total amounts in USD.
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Chart Settings

Total BOC Amounts v

BOC Count
Oustanding Amounts

Total BOC 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: Mission 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.
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
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L’I Drafts and Open Bills of Collection

Over 30 Days

Pending FMC Approval
$0.00

Waiting CGFS
$833.33

0items

1items

Open Bills of Collection

$1,262.48

Drafts
$668.40

5iterns

5 items

$3.n

litems

Over 60 Days

$0.00

0 items

Within the Drafts and Open Bill of Collection chart (located in the Accounts Receivable Tab), six

tiles are available - see example below.

# Drafts and Open Bills of Collection

Pending FMC Approval
$0.00 0items

Open Bills of Collection

$1,262.48

Waiting CGFS Drafts
$833.33 $ 668.40

Post Pipeline

$1.200

5900

5 items

Over 30 Days
$3.n

Over 60 Days

litems $0.00

BOC Statuses

® Pending FMC Approval
@ Open Bills of Collection
® Over 30 Days

@ Over 60 Days
® Wwaiting CGFS

®Drafts
5600

5300

$0

Lisbon Ponta Delgada

Clicking on any tile 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 U h wWwN Rk
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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.

W% Other Bills of Collections - All 2 Mission Portugal Posts - from 11/1/2023 to 10/4/2024 v
Processed Bills of Collection
@®raid @ writen Off @ Accepted by CGFS @ Referred to Agency Paid $1,204.55 Written Off $ 0.00
600.00
4 Paid BOC 0 Written Off BOC
50000 Total Amnount $1,204.55 Total Amount
Collected Amount; $120455 Collected Amount:
g 400,00 12
E Accepted by CGFS $ 0.00 Referred to Agency $ 586.63
H 30000 @ Paid: 0.00
0 A ted by CGFS BOC 2 Ref d to A BOC
E - @ Witen OFF 0.0 ccepted by eferred to Agency
Total Amount: $0.00 Total Amount $ 586.63
10000 @ Accepted by CGFS: 0.00 Collected Amount; $0.00 Collected Amount $0.00
@ Referred 1o Agency: 0.00 .
0.00 & ChartTime Range:
2 3 4 & 6 7 8 9 10 11 12 Last 12 months
Month

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 Bills of Collections pages.

BiLL oF CoLLEcTION PAGE
To view closed bills information:

1. Click on Paid, Written Off, Referred to CGFS, or Referred to Agency.
2. Navigate to the Bill of Collections page.

Users will be directed to the Bill of Collections 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), recipient/vendor name, as well as recipient type
(Employee, Non-Desk Employee, Vendor)- see example below.
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Bills of Collections 6BOC ($1,791.18)

5 Excel [, csv (D copy i= Columns v
e Description Amount USD
BOC ID Recipient Post status  Bill Date
Category Amount LCU
TEST Fully Paid 00 USD
List ], 4
Medice &= 100.00 EUR Q
PONta DEMO 4545 )
1 . I
elgada  Property damage & loss = 500.00 EUR Q
(USDH example) 585.8 )
202 24
joda  Medice & 650.00 EUR Q

The Bill of Collections page also includes an Advanced Search option that offers additional
in-depth fields to help you find specific records.

Bills of Collections 19 out of 22 BOC ($14,078.93)
1 il Date ( I Lol
Rec i
1 'l
r T M| 1
F 21 |
i 0 |
i
£l |

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

The Bill of Collections page also features a shortcut option that redirects to the Search Bills
page- see example below.
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Mission Portugal v

Bills of Collections

Fisc. Yeal Bill Date (From - To) Closed Status

JSD Amount (From - To) d @

Currency us|

Recipient Type

BOC Type

Recipient/Vendor Name

6BOC ($1,791.18)

To view the Search Bills page:

Click on Search Bills.

P wnN e

Approval, Open, Closed, Voided

This page displays open bills and their associated statuses.

You can use filter criteria such as fiscal year, bill date, and recipient type.
Additionally, you can search by statuses including Draft, Submitted, Pending FMO

#® Mission India v

Q_ search Bills

Fise. Year gill Date (From - To) status @

0 & entries

D Recipient

[Please Select

Recipient Type

3n

ailoble in table

Status

Recipient/vendor Name

Bill Date

+ CcREaTE

oBOC (5 0.00)

Amount USD
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, to continue following the user guide and to view the additional
tabs and feature(s) of My Dashboard module.

PenbiNG ApPROVAL TAB
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The Pending Approval tab displays Bill of Collection 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.

r
@ Dashboard % Accounts Receivables & Pending Approval &4 Watchlist %) MyBOCs

o Submission Requests Pending FMO Approval v

There are currently No Bills of Collections Pending FMO Submission Approval

To Pending FMG Submission Approval ~  Submission Approved by FMO & Submission Returned to AR Techs

E7 Write-Off Requests Pending FMO Approval ~

There are currently No Bills of Collections Pending FMO Approval

A Pending FMO Write-Off Approval ~ Write-Off Approved by FMO & Wwrite-Off Rejected by FMO

Submission Requests Pending FMO Approval: Within this section, there are three options:
Pending FMO Submission Approval, Submission Approved by FMO, Submission Returned to AR

Techs - see image below.
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>

L". Dashboard & Accounts Receivables &5 Pending Approval &a  Watchlist %) My BOCs

| To Submission Requests Pending FMO Approval |

There are currently No Bills of Collections Pending FMO Submission Approval

To Pending FMO Submission Approval ~ Submission Approved by FMO ® Ssubmission Returned to AR Techs

B2 Write-Off Requests Pending FMO Approval

There are currently No Bills of Collections Pending FMO Approval

A Pending FMO Write-Off Approval " Write-Off Approved by FMO S write-Off Rejected by FMO

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

see image below.

&7 write-Off Requests Pending FMO Approval v

There are currently No Bills of Collections Pending FMO Approval

A Pending FMO Write-Off Approval '  Write-Off Approved by FMO Q Wwrite-Off Rejected by FMO

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.
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& Write-Off Requests Pending Write-Off Authority Approval v
Show 10 ¢ entries Search:
1 . o Amount USD
BOCID Post  Bill Date Description Status
Amount LCU
PVt a0 — - 500.00 USD zo 192 Days Overdue
218-2025-00009  Athens 10/18/2024 est 1021
500.00EUR  rite-0ff - Waiting for Write-Off Authority Approva

St .."-.'.II'.J 1tol of 1 entries ravious - Neaxt
A Pending Write-0Off Authority Approval " Approved by Write-0Off Authority ® Rejected by Write-Off Authority

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 write-off requests (FMO):

1. Navigate to My Dashboard > Pending FMO Approval.
2. Press on the Pending FMO Write Off Approval button.
3. Below is an example of the Pending FMO Write Off Approval page.
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& Mission Greece v A PENDING FMO WRITE-OFF APPROVAL ~' WRITE-OFF APPROVED BY FMO G 'WRITE-OFF REJECTED BY FMO

Pending FMQ Write-Off Approval 0 Boc ($0.00)
. Vear 8ill Date (From - To) kecipient/Vendor Name
rch A
= Refresh [} Excel [, csv (@ copy i= Columns v Search:
soc 1, pecin becigtn s, oo A a0

No data available in table

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 and Rejected Write-Off options in
the upper right corner. Clicking on those will redirect you to their respective pages, and vice

versa.

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: Mission 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 LAY 4 ] & Pending approval ([El) 6 watchlis

$J MyBOCs

63 watched BOCs

Search:

Show 10 $ entries

. . o Amount USD
D Post Bill Date Description Status
Amount LCU

2,480.35 USD r74
London 07/05/2024 test 3 L‘

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.

User Notification Type

My BOCs Tas

The 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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4
& Dashboard % Accounts Receivables & Pending Approval () 63 Watchiist 22 supervised Employees

U’d My Open Bills of Collections

Posts

Show 10 ¢ entries Search:
" " - Amount USD
BillID 1 Post Bill Date Description Amount LCU Status Upload Documents Attachments
@ oo
208-2024-00006  Ponta Delgada ~ 08/06/2024  (Dispute example) 800.00 EUR 8 Rept Uploaded
(966) 60 Days Passed 2 Other Attachments
S0 ) ssoomomne
208-2025-00024  Lisbon 01/29/2025  REFER TO CGFS 300.00 EUR 2 Pay.gov Receipt
(966) Referred to Non-State Agency ] Other Attachment
ST (©) T0u o
208-2025-00057 Lisbon 04/28/2025  USDH Record Example (Dispute) 342.00 EUR 2 Pay.gov Receipt
(966) Initial Notification 1 Other Attachment

My Open Bills of Collections: Displays all the BOCs initiated by your account and which
currently have an open 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.

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.

Attachments

| Other Attachment
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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.

Preview BOC-250-2024-00007.pdf x

DownloadAttachment

=

Required Role(s) to view/edit this page: All roles.
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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

ills of Collections & Supervised Sections

Section

[Please Select]

Required Role(s) to view/edit this page: Section Head
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.
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4 e
@ Dashboard %  accounts Receivables [EI) &L Pending Approval &d  Watchiist ) MyBOCs & Supervised Sections 282 supervised Employees
Section

ABMC

h‘d ABMC - Open Bills of Collections

Show 10 ¢ entries Search:

Amount USD

D T Post Bill Date Description Status Attachments
Amount LCU
232-2024-00008 ondor 07/10/2024 Test BOC “OB00LED 7D Overd|
32-2024-00008 London [10/2024 ‘est BOC
! 500.00 8P ays Overdue

Jas2oen

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.

4 :
® Dashboard % AccountsReceivables [} b Pending Approval  d Watchlist $) MyBdos gk Supervised Sections 28§ Supervised Employees

Section

ABMC

h‘d ABMC - Open Bills of Collections

Show 10 & entries Search:

Amount USD

D 1 Post Bill Date Description Status Attachments
Amount LCU

500.00 USD @

233-2024-00008 Londan 07/10/2024 Test BOC
3 0 ondor of s00.00Gep | DOYSOverdue

nitial Notification Sent

J4820 1ich)

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.
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3. Alist will appear, showing employees to whom you have been assigned as supervisor.

L 2.2
& Dashboard % Accounts Recelvables n #h Pending Approva &4 Watchlist % MyBOCs sh Supervised Sectic 2s: supervised Employees

How 10 ADD A SUPERVISOR
Adding a Supervisor to a Recipient Record:

1. When creating a recipient record, locate the supervisor field.

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:

& Employee and Position Information

ctive @l Recipient Type

* Okta Account

* Last Name

Display Name

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).
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o Show Feature: Adjust this setting to increase the number of entries displayed per
section.

Employee

- Open Bills of Collections

Show 10 & entries Search:

- Amount USD
Description Status Attachments

[0} T Post Bill Date
Amount LCU

No data available in table

Showing 0 to 0 of 0 entries

- Closed Bills of Collections

Show 10 # entries Search:

Amount USD

[[»] T Post Bill Date Description Status Attachments
Amount LCU

No data available in table

Showing 0 to 0 of 0 entries

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.

#® Mission Italy v My Profile < CANCEL O UPDATEPROFILE

2 ATLAS Financials Profile

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

Please confirm your information and click UPDATE PROFILE.

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

& ATLAS Financials Profile

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

A Personal Information

Okta Login

Work Email

Please confirm your information and click UPDATE PROFILE.

Last Name

Second Email

Watch my Drafted BOC

Do not send any Email Notification

Work Phone

US Address

@ Post Assignments

Instance

Mission UK

Current

oY

First Name

Second Email Use

Do Not CC on Emails

Work Mobile

Section

MGT/GSO

s

Position

Middle

Third Email

Personal Mobile

Sponsor

nja

Display Name

Third Email Use

Do Not CC on Emails

Other Phone

@

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. Update your details.
2. Click Update Profile.

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.
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&} Post Assignments v

Instance Current DY Section Position Sponsor

Mission Italy a) » DOD Ryan, Connor 4

To update your Post Assignment, click on Edit > update Mission 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.

& Post Assignments ~
Instance Sponsor Name Sponsor Email

Mission Italy u

DY Arrival Departure Overseas Address

»
4
Section Position Supervisor
1S
D v

RecevaBLEs (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:
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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.

%
atlas *

! . 22 My Dashboard My Profile %) Receivables v
Financials 4 =

® Mission Portugal v
9 9 & New Bill

& My Initiated Bills

a ATLAS Financials Profile %t My Bill Types

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.
0 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.

P wnNe
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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 v
Name T Current Okta Email ICASS Agency Type
" v 0300.0 @
v -
\1 En

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.

® Mission Greece v < B sAvE
Q. create New Bill of Collection
& Post and Recipient Details v
* Recipient ABCD, testl Q
[ Edit & Display
* Last Name ABCD
* First Name tast]

ICASS Agency 0300.0: LOC - library of Congress -
Section OHS "
BOC Email Behavior Use Category Recipient Email Setting e

Save Draft and Approve: 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
Approve option can be used to start the BOC clock, but only after a BOC Fiscal Strip is attached.
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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. Approve: When you click on Approve, a prompt will ask, "By Approving, the system will
notify the recipient of their outstanding 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.

ATLAS Financials Mission India - Bill of Collection Process Started v

S svc365ADGEmailService@usdos.onmicrosoft.com

To:

1 Notice_of_Indebtedness-428... ., [ BOC-428-2024-00009.pdf

151 KE

S Save all t eDrive - US Department of State

atias
Financials
Bill of Collection Process Started

You have a new Bill of Collection
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Viewing Saved Drafts:

Save the draft.

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.

ik wnNn e

S ) Receivables v \ Administration

B New Bill

2, My Initiated Bills

=

& Drafts

% Pending FMC Approval
Q, Search Bills
& Payments Collection

(& Outstanding BOCs

Editing the Recipient:

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

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

* Recipient

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
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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

oy

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

o)

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

Selecting a Sponsor:

1. Click on Select.
2. Choose Search for a Sponsor by name or email address.
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3. When choosing a sponsor, note that they will be notified about any outstanding
payments remaining at post after the recipient departs.

i Sponsor v

Sponsor Name Sponsor Email Approved By

Mission 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.

(£ Recipients - Edit .

= Details 242 Update Log

Update History

Date/User Operation Updates

The update history for the selected record is empty

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, opt for no emails or notifications to be sent, or opt for all emails or
notifications to be sent.
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BOC Email Behavior

Work Email

Personal Email

Other Email

Recipient Type

* Emplovment Tvpe

Use Category Recipient Email Setting

Use Category Recipient Email Setting
Use a Different Email for the Recipient
Do Not Email Recipient
Do not send ANY emaiil

Send ALL Emails

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
& Post and Recipient Details v
ACOsLO, el
®E -
CASS Age me Acosta
MGT
First Name wilson BOC Email Behavior Category Recipient Email Setting
ail Acostaw2@state.gov
Personal Ema Other Email
Recif np f L
erseas Addre:
4
R Emails to
lon-State Agency »
A jenc 3| Eme

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.
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7 Bill of Collection Details ~
* Post New Delhi Status Draift (#000000000)
* Category N * Date 06/11/2024
* Bill Amount . T4 * Ex. Rate
usD>>undefined
USD equiv. amount * Description
%
Dual-currency »
payments 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:

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.

o v s WN e

Refer to the image below for an example.

Select Currency

001: US Dollars

001: Us Dollars
2: LC Dollar (Viet Nam)
: LC Dollar (Cambodia)
US Dollars (Ecuador)
5: US Dollars (Panama)

: US Dollars (El Salvador)
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» Bill of Collection Details v

* Post New Delhi Status Draft (#000000000)

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 v
Attached Documents
File Description * Type Date Sent
Bill of Collection has no attachments
Upload new Attachment
Drop files here '
§ No file chosen ;
BB Fiscal Strips v
Fiscal Year 2024
Fiscal Strip Friendly Name Amount Curr.
Adding an Attachment:
1. Click on Choose File (blue button) to upload a document from your device.
2. Create a new Description or leave it as is
3. Select the Attachment Type
4. The Date Sent will update automatically once the BOC is sent and the clock starts
@ Attachments
Attached Documents
File Description * Type Date

BOC Flow Chart.PNG BOC Flow Chart

Upload new Attachment

Drop files here

or

Choose File No file chosen

Ott

Other - Share with Recipient and
CGFs/Referral Agency

o —————————————

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.
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Fiscal Strips: Adding Fiscal Data:

1.

Add a Friendly Name:

o Enter text that helps FMC recognize an otherwise anonymous sequence of digits.
Select Currency:

o Click on the dropdown arrow to display a list of currencies for selection.
Adding Another Fiscal Strip:

O Click on the blue + icon to add another Fiscal Strip.

4. Deleting a Row:

o To delete a row, click on the red trash can icon associated with the row.
BB Fiscal Strips v
Fiscal Strip Friendly Name Amount Curr.

1900-2024-2025-19 _

69 Watchlist fi Delete Me From the Watchlist hd

User

__X0NI3000T-1069-1068.. | (4 000 H vl ﬂ

EUR (218)

Notification Type . m
usD (oo1)

Editing Fiscal Strip Data:

1.
2.
3.

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

Editing Fiscal Strip (Edit Box):

P wnNe

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.

If you decide not to proceed with editing, you can click the Cancel button to exit without
saving changes.
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Edit Fiscal Strip
Friendly Name Paste Fiscal Stri
FEn L@
Agency/Bureau BBFY EBFY Appropriation Buredu Allotment
1900 @ - o] + - + 19__ _XO0N3000T L] L] 1068 L]
Operating Allowance Function Code Object Code Project Property ID Reporting Category
L] 5723 L] 2569 L] BPFLS003 L] L) L]
Program Area Benefitting Country Organization Code Obligation Revenue Source Code
L] L] 175241 L] 106920E3009/DOC/ABC (B L]
Currency - ® Amount 0.00 L_.
1900-19__ _X0113000T-1069-106920E3009/DOC/ ABCDEFGH-5723-2569-BPFLS003-175241 L)
Canee!

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

Edit Fiscal Strip

Friendly Name
F4: search Q

Template

cancel Replace All Fields Append to Existing Fields

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.
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2. Create the new BOC using the steps described in Step 1.

Q_ Create New Bill of Collection - Recipient Selection

& Please Select the Recipient or click ‘Create New Recipient’ to create one 4 Create New Recipient ~

a Employee

= Non-Desk Employee

# Vendor
Name T Current Okta Email ICASS Agency Type

v 90 Non-Desk Employes

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

My INiTIATED 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.
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2 My Initiated Bills 380C ($239.92)
[}
D Draoft ; Amount USD
D Recipient Post Status Bill Date
Cc Amount LCU
New ©Dx I . 9.96 USL -
elhi  F g RatAnrand 10,000.00 INR @
pelhi M le e 5,000.00 INR ©
New  security Deposit 59.98 USD »
elhi  Me: | Lﬁ 5,000.00 INR @

Creating a New Bill:

1. Navigate to Receivables.
2. Click on New Bill.

Note: Please refer to the 'New Bill' section of this guide for additional instructions on creating a
new bill.

Viewing Advanced Search Options:

1. Click on Advanced Search.

2. This feature provides additional detailed filter criteria such as currency, USD amount,
BOC Type, agencies, referral type, and drafters.

Viewing the Bill of Collections Page:

1. Click on Edit.
2. You will be redirected to the Bill of Collections page.
3. Here, you can access embedded sections such as:
Post and Recipient Details
Bill of Collection Details

o Dispute Process
o Attachments
o Fiscal Strips and Payments section

Within this page, there are additional Edit options. See below for a description of each:
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hission UK v Q, SEARCHBILS { CANCEL B WRITE-OFF SAVE HE

W vope

. it ills - Edi AMEND BOC
& Mynitiated Bills - Edit \%J Bilof Collection @ Status Histor Email History %2 Upda AMEND B0

(]

& Post and Recipient Details s

Search Bills:

1. Click on Search Bills.

2. This action takes you to a page displaying all bills of collections.

3. The page offers filter criteria based on BOCs in draft, submitted, pending FMO approval,
open, closed, or voided status.

Cancel:

1. Click on Cancel.
2. This action returns you to the My Initiated page.

Write Off:

1. Click on the yellow Write Off button.

2. This initiates the write-off process.

3. Provide a justification for requesting FMO and Write Off Authority Approval to write off
the BOC.

4. An email notification is sent to the assigned FMO users for approval.

Save:

1. Click on Save.
2. This action captures any changes made.

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

1. Enter a comment to void the BOC.
2. Click Void.

Amend BOC:
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Click on Amend BOC.

This action voids the current BOC and creates a new draft using existing information.
Enter a comment for amending the BOC.

Click Amend Bill of Collection to proceed.

o NPRE

Within this page, there are also tabs: Bill of Collection, Status History, Email History, and
Updates Log.

L% Bill of Collection ¥y Status History % Email History ae2 Updates Log

Bill of Collection: This section displays all Bill of Collection sections and details.
Status History: Any changes made to the status of a record will appear in 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 provides a comprehensive list of all changes made to a record.
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.
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350.00 USD o
N (# :
350.00 EUR

{ Display

2

Delete
1,000.00 EUR e

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

2 My Initiated Bills 18OC ($ 2,490.35)
gill Date (From - To) Status @ Recipient Type Recipient/Vendor Name

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, pending FMO approval,
open, closed, or voided status.

Creating a New Bill:

1. Click on Create.
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:

o Create new BOC

o Create New Recipient

Note: Please refer to the 'New Bill' section of this guide for additional instructions on creating a
new bill.

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

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.

[& ]
@ Drafts 180C ($1,000.00)
F o i
¢ T
) Ccategory . ! Amount USD
[»] Recipient Post Status Bill Date
1 Description Amount LCU
BOC - Write-Off Test.” 0.0 ) ..
ol
Property/Fumniture damage & oss @ vo00.00er &

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:

& Mission Greece v Q, SEARCHBILLS + CREATE

@ Drafts 5 BOC ($10,205.13)
Fisc. Year Bill Date (From - To) Status @
Recipient Type Recipient/Vendor Name

Advanced Search A~

Searching Bills:

1. Click on Search Bills.
2. You will be taken to a page displaying all bills of collections.
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3. This page offers filter criteria such as BOCs in draft, submitted, pending FMO approval,
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:

o Create new BOC

o Create New Recipient

350.00 UsSD ”
350.00 EUR L :
] Display
2
Delete

1,000.00 EUR =

Display Action:

1. Click on Display.
2. This action redirects you 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.

0 N oW

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
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o Attachments
o Fiscal Strips

o Watchlist
& Drafts 180C ($1,000.00)
T L]
rch:
-~ Category - Amount USD
D Recipient Post Status Bill Date
Description Amount LCU
BOC - Write-Off Test.” 000.00 US
,,,,,,, ~  Property/Furniture damage & loss g 1,000.00 EUR @

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

Mission UK v Q SEARCHEILLS < CANCEL a save HE
W VoDBILL

& Drafts - Edit W% BillofCollection %y StatusHistory &% EmailHistory 22 Updateslog

Search 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 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.

Approve:

1. Click on Send Initial Notification.
2. A prompt will ask, "By Approving, the system will notify recipient of their outstanding Bill
of Collection"
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3. Click OK to proceed with sending the notification.
4. You will be redirected to the Search Bills page where sent notifications can be viewed.

Ellipsis (Three Dots) Menu:
1. Click on the ellipsis (three dots) menu.
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 Ry 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: Mission Administrator, Financial Management Officer,
Accounts Receivable Administrator, Accounts Receivable Technician or BOC initiator
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Penbing FMC ApPRoOVAL

The Pending FMC Approval page shows records that are waiting for FMO or Accounts 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.

Note: Bill of Collections created or submitted by BOC initiators will be routed to the Pending
FMC Approval page.

@ Pending FMC Approval 1B80C (8 59.17)

Description N Amount USD
[[+] Recipient Post Status Bill Date
Category Amount LCU

o TEST 'Y 68.17 USD . 4
a/18/2024 #
Madical Q‘,O g 1,000.00 MXN =

Viewing Pending FMC Approval:

Navigate to Receivables.

Select Pending FMC Approval.

Click on Search Bills.

This action takes you to the Search Bills page under Pending FMC Approval.

P wnNe

Creating a New Bill:

Navigate to Receivables.

Select Pending FMC Approval.

Click on Create.

This action redirects you to create a new bill under Pending FMC Approval.

P wnNe
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@ Pending FMC Approval 1B0C (§ 59.17)

Date (From - To) Recipient Type Recipient/Vendor Name

Searching Bills:

1. Click on Search Bills.

2. You will be redirected 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:

o Create new BOC

o Create New Recipient

350.00 USD
@ :
350.00 EUR
] Display
2
Delete
1,000.00 EUR .

Display Action:

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

Delete Action:

1. Click on the Delete button.
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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.

Edit: Clicking on the Edit icon you will be redirected 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:

W vooeL
» . . - AMEND BOC
% Pending Fiscal Data - Edit Wi Bill of Collectior Ry Status History & Email History 22 Upda
s an o

Using Search Bills:

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

Returning to Drafter:

1. Click "Return to Drafter" to send the draft back to the initiator.
2. Enter a comment for the drafter.
3. Click "Reject" to confirm and proceed.

1. Select "Save" to capture all details of the record.
2. This marks the record as Pending FMC Approval, allowing you to continue working on it
later.

Approve:

1. Click "Send Initial Notification" to initiate the notification process.

2. Confirm by clicking "OK" when prompted, “By Approving, the system will notify recipient
of their outstanding Bill of Collection?"

3. The notification will be processed, and you will be redirected to the Search Bills page to
view sent notifications.
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Ellipsis (Three Dots) Menu:
1. Click on the ellipsis (three dots) menu.
Void Bill:

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

Amend BOC:

Click on Amend BOC.

This action voids the current BOC and creates a new draft using existing information.
Enter a comment for amending the BOC.

Click Amend Bill of Collection to proceed.

P wnNPR

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 ¥y 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.

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

SEARCH BiLLs

The Search Bills page allows users to search for all bills 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.

P Mission India ~ + CREATE

Q, search Bills 10 BOC ($1,407.75)

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

Ccategory Amount USD
Status Bill Date

10 Recipient Post
! Description Amount LCU

New  test @ I 41261 USD .
Acosta, Wilson 06/12/2024 7 i
Delhi Medical e 34,434.00 INR =

New  Security Deposit L 50.98 USD
BSES-UTILITIES = 05/29/2024
Delhi Medical = e 5,000.00 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: At the top of the Search Bills page, there is a Create option. See below for a
description:

Create: Clicking the Create button will redirect you to the Create New Bill of Collection -
Recipient Selection page, where you have two options for creating a new bill:

1.Create new BOC
2.Create New Recipient

Note: Please refer to the 'New Bill' section of this guide for additional instructions on creating a
new bill.
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350.00 USD .
”,

350.00 EUR
Display

Delete

1,000.00 EUR o @

Display: Clicking the display option will redirect you to 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.

il S

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 @ WRITE OFF m i~

@ voosu

Search Bills - Edit Wy BilofCollection | B Status Histor el ity st Lo AMEND BOC

2 Postand Recipient Details v

Cancel: Clicking Cancel will take you back to the My Initiated page.

Write Off: Clicking the yellow "Write Off" button will initiate the write-off process. You will need
to provide a justification for requesting FMO and Write Off Authority Approval to write off the
BOC.

NOTE: An email will be sent to the assigned FMO users for approval.

Save: Click Save to capture any changes made.
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Ellipsis (three dots):

Void Bill: Enter the comment for voiding the BOC and click Void.

Amend BOC: Clicking Amend BOC will void the current BOC and create a new draft using
the existing information. To use this option, enter a comment for amending the BOC and
click Amend Bill of Collection.

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 22 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.

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

PAYMENTS COLLECTION

This page allows users to 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.
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rinanciars A
Mission UK ~ & PAYMENT REPORT
& Payments Collection
) @ 1 St i
B Excel [}, CSV (D Copy = Columns v
Amount
' Category usp
ID Post  Status Recipient Bill Date Paid
Description Amount
Lcu
BOC- Write off test (Maria) S ,
B 2 i 7
Londo io 04/22/202 e 200.00 GBP ©
test test test +++ more test further email < ,
r 4]22/ 4 LA
! i" Medica 100.00 GBP ©
BoC Test D P
! a1 )2 0.00 USD [
e io e perty/Furniture dama 10.00 GBP “

" o

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:

E Mission UK v CLOSE

B Payments Report

Start Date End Date Collection Clerk

05/14/2024 06/13/2024 B Export Payments

Generate Payment Report:

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

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.
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& Payments Collection - Edit
IEB payments ~
Amount Due (US 412,61 unt
Date Amount LCU Amount USD Exch. Rate Currency Fiscal Sl'p OF _158 Method
BB Fiscal Strips ~
Fiscal Strip Friendly Name Amount Curr.
2020-202 4-NA-ASDF-H-H-SDF-ASD-GGG-H test test 123
[ el | E B @ @ @5 Stotus Histor & Etmoail Histo
» Bill of Collection Details ~
Me Dat 6/12/2
- far
Open - Initial Notification Sent t nitial Noti
nique IL 428-2024-00009 17
b o 34,434.00 41261
Ex. Rate 83,455 t -_r.- 1
~

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.

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

OutstanpiNng BOCs

Visible to HR/Payroll, the Employees Outstanding Bills of Collection page features a table
displaying all open bills of collections for an Employee or Vendor 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.

[ Outstanding BOCs

Status Sections Recipient Type

View Active Outstanding BOCs

Supervisor Link with ATLAS Profile
All Recipients
< Refresh  [§) Excel [}, csv (D copy = Columns v Search: \:’
L 1 . . . ICASS Open Total
Recipient Email Type Section Supervisor
Agency BOCs 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.

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
total amount due. This layout provides a comprehensive view of outstanding bills, allowing for
easy tracking and management of collections for Employee recipients.

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: Mission Administrator, Financial Management Officer,
Accounts Receivable Administrator, Accounts Receivable Technician or HR/Payroll Office
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Rerer To CGFS: RererrING BiLL oF CoLLections To CGFS

Referring a Bill of Collections (BOC) 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. See the image below for an example of the ‘Refer to CGFS’ button.

Q_ SEARCH BILLS { CANCEL I Referto CGFS G WRITE-OFF B sAvE R

How to Refer a Bill of Collection (BOC) to CGFS

1. Navigate to the Receivables Menu:
o Access the Receivables menu from the main navigation.
2. Find the BOC:
O Locate the BOC by searching through the Search Bills or My Initiated Bills Pages
3. Select the BOC:
o Choose the BOC you want to refer to CGFS.
4. Access the BOC Details:
o Once inside the BOC, look for the yellow button labeled Refer to CGFS in the top
right corner- see example below.

Q_ SEARCH BILLS { CANCEL I Referto CGFS G WRITE-OFF B sAvE Pov

5. Click on 'Refer to CGFS':
o Clicking this button will prompt a notification from the system with the following
message:
m "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."
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6. Email Notification:
o An email will be sent to CGFS at ARSalaryDebts@state.gov with all the necessary
attachments.
7. Handling Payments:
o Until CGFS accepts the package, the Cashier can still upload any payments related
to the BOC in ATLAS Financials.
8. Mark the BOC as "Received from CGFS":
o Upon CGFS acceptance, update the BOC status to "Received from CGFS" in the
system.
o After this update, the collection clerk will no longer be able to enter any
payments related to the BOC in ATLAS Financials and must send them directly to
CGFS.

BiLL oF CoLLEcTION LIiFECYCLE

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 .
Notification Sent KON ]
Open - 30 days P
Notification Sent Closed - Paid in Full
Open - 60 days . Open - Payroll
Notification Sent State LES Deduction
< St.
9eSS{eS ALe Usp
e H s 3500
State USDH <= $500
Closed - Referred to Write Off Write Off
[ Non-State Agency ] [ FMO Approval J [ FMO Approval ] [ S — }
Financials will not
track any further Write Off Write Off
progress l MGT Approval MGT Approval Accepted by CGFS

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).

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

K e R
Kingdom

Department 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: titt

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 - hitps://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
e PostCode: Represents the post funding code relevant to the item or location.
® YYYY: Indicates the year of issuance or relevance.

e Serial: A unique serial number assigned to each item for identification purposes.
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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:

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

e 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. Mission: Where the Bill of collection is coming from

2. Bill To:

o Includes details of who the bill of collection is addressed to, their name, section
and email address.

3. Detadils: 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.

4. 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.

Accounts ReceivasLes RoLES

| NOTE: Only the Mission Administrator can grant or revoke roles. |
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The Roles section describes each user role and the specific abilities within the Accounts
Receivable module. Users can be assigned multiple roles at one or more post. These
configurations are managed by the Mission Administrator.

Common Roles:

I.  Mission Administrator
II.  Section Head
lll.  Local Permission Manager
IV. Local Permission Viewer
V.  Financial Management Officer (FMO)
VI.  Write-Off Authority
VIl.  HR/Payroll Office
VIIl.  Collection Clerk

Accounts Receivables Roles:

I.  Accounts Receivable Administrator
Il.  Accounts Receivable Configurator
lll.  Accounts Receivable ReadOnly
IV.  Accounts Receivable Technician
V. BOC Initiator
VI.  Accounts Receivable Watchlist Manager

MissioNn ADMINISTRATOR

Mission Administrators have complete administrative rights over all settings, including user
administration, within the Accounts Receivable module.
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%) Receivables v

& New Bill
& My Initiated Bills

| (& Drafts Pl

i @& Pending FMC Approval
ings

bunts  ~ Q Search Bills

Payments Collection

Outstanding BOCs

Mission Administrators have access to the Accounts Receivable, Pending Approval, My Initiated
of Collection, and Supervised Employees tabs within My Dashboard. This role also has access
to the entire Receivables drop-down menu, which includes all pages. A Mission Administrator
can also assign Roles to other users.

SectioN Heap

Section Heads have the ability to view Recipients and Amounts for sections they are assigned to.
Within the Supervised Employees tab, there is a list of the employees for whom this role has
been listed as a supervisor. NOTE: Having this role does not automatically add supervised
employees to the dropdown list; Section Heads must be added as a Supervisor to a Recipient.

LocAL PermissioN IMIANAGER

A Local Permission Manager has the authority to grant permissions (Roles) to users within all
modules.
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)-
utlus f+* My Dashboard My Profile Administration
Financials . S N

&  Mission UK
320 Manage Users

LocaL PermissioN VIEWER

A Local Permission Viewer can view permissions across all modules exclusively for audit
purposes.

This role has view-only access to the Administration > Manage Users page, but is not able to
grant permissions. This role should be assigned to a user who simply needs general oversight
regarding users and their permissions within the system.

FinanciAL MANAGEMENT OFricer (FMO)

The Financial Management Officer will have the ability to handle fund cite strips, set fund cites
to Bills of Collection (BOCs), send manual notifications, initiate write-offs of BOCs, send
packages to CGFS, void BOCs, and edit specific fields such as dispute dates, dispute outcomes,
payroll collection dates, and additional details after the Bill of Collection process has started.

Note: The FMO role has all the permissions of an Accounts Receivable Technician, plus write-off
authority for vendor Bills of Collection (BOCs). FMOs will review and forward employee BOCs
to the Write-Off Authority. This role is notified about disputes and payroll collections.

The FMO has access to the Accounts Receivable, Pending Approval, My Bills of Collection, and
Supervised Employees tabs within My Dashboard. This role also has access to the entire
Receivables Menu, except for the Write-Off Authority Dashboard.
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%) Receivables v

es BO( .
& New Bill

2 My Initiated Bills
22 My Bill Types
@ Draofts
ns
& Pending FMC Approval
Q Search Bills
& Payments Collection

¥ Outstanding Employees BOC

B Outstanding Vendors BOC

LI} ADLA~ Aocoto WAlooo

WHRITE-OFF AUTHORITY

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

A user with the Write-Off Authority role has access to the Pending Approval tab, which shows
not only records pending approval but also records approved or rejected.

r)
r—' Dashboard % Accounts Receivables i%s Pending Approval n 64 Watchlist $) MyBOCs

Ze Submission Requests Pending FMO Approval v

There are currently No Bills of Collections Pending FMO Submission Approval

To Pending FMO Submission Approval + Submission Approved by FMO @© Submission Returned to AR Techs

&2 write-Off Requests Pending FMO Approval v

There are currently No Bills of Collections Pending FMO Approval

A Pending FMO Write-Off Approval v Write-Off Approved by FMO ® Wwrite-0Off Rejected by FMO
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HR/PavroLL OFFICE

HR/Payroll Office users will receive payroll collection emails and can view outstanding Bills of
Collection, which is useful for employee checkout. The primary function of this role is to access
the Receivables > Outstanding Employee BOCs page, which displays a summary of the total
amount due for Employee Recipients.

The Outstanding Employee BOCs page features a table displaying all open bills of collections for
an Employee, along with a summation of the total amount due. Users are able to toggle
between Sections, Recipient Types, and Supervisor Details to find specific records.

2e2 My Dashboard P-0Y% Profile %) Receivables v \ Administration v

& New Bill

2 My Initiated Bills
nployee BOCs @ Drafts

@ Pending FMC Approval

Q_ Search Bills
Employee BOCs v

Payments Collection

®

[, Csv © copy Outstanding Employee BOCs

CoLLecTioN CLERK

Collection Clerks have the capability to send additional email notifications, manage exchange
rates, collect payments, attach OF-158 forms, and close fully paid bills.

The Collection Clerk role grants access to the Payments Collection page, which displays the
Payments Collection table. This page includes various fields such as fiscal year, payment status
(open or closed), recipient or vendor name.

Collection Clerks also have the ability to view, edit, or create Exchange Rates within the system.

AccounTts ReCelvABLE ADMINISTRATOR
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The Accounts Receivable Administrator has full administration rights over Bills of Collections in
the Receivables module. NOTE: As an AR Administrator, you can edit your own Bills of
Collection, which is a unique ability of this role.

The Accounts Receivable Administrator role has access to the entire Receivables menu except
for the FMO and Write-Off Authority dashboards. This role is able to review bills in draft status,
review records pending FMC approval, and search open, closed, and voided bills of collections.

AR Administrators also have access to both employee and vendor Bills of Collection and the
outstanding balances due. Within the My Dashboard section, this role has visibility to the
Accounts Receivable, My Bills of Collection, and Supervised Employees tabs.

%) Receivables v

5= New Bill

& My Initiated Bills

@& Drafts

@ Pending FMC Approval
Q_ Search Bills

Payments Collection

(@ Outstanding BOCs

AccounTs ReceivaBLE CONFIGURATOR

Accounts Receivable Configurator will have configuration permissions only. AR Configurators
can read Bills of Collection but cannot manage users.

An Accounts Receivable Configurator is primarily an administrative role with currently no access
to the receivables menu. This role serves as a configuration of permissions and should be
assigned to a user responsible for configuring positions, sections, managing recipients, agencies,
and post configurations.
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Profile \ Administration v

A, Positions
B Sections

B Agencies e

- Zs% Recipients l

B BOC Types

o Configuration

Accounts ReceivasLE READ ONLY

The Accounts Receivable Read Only role allows users to view the Accounts Receivables module
and all details of the Bills of Collection without the ability to make any modifications.

AccounTs ReceivasLe (AR) TECHNICIAN

Accounts Receivable Technicians have the ability to handle fund cite strips, set fund cites to Bills
of Collection (BOCs), send manual notifications, initiate BOC write-offs , send packages to CGFS,
void BOCs, and edit specific fields such as dispute dates and outcomes, payroll collection dates,
and outcomes after the Bill of Collection process has started.



GA\D

< Application Development Group >

Receivables v

& New Bill
2 My Initiated Bills
22 My Bill Types
# Drafts
bns

@& Pending FMC Approval

Q Search Bills

Eg

Payments Collection
¥ Outstanding Employees BOC

g Outstanding Vendors BOC

L) A DN e Ammndes WA lnmm

The Accounts Receivable Technician role has access to the entire Receivables menu except for
the FMO, Write-Off Authority, and Payment Collections tabs. AR Technicians can review BOCs in
draft status, review records pending FMC approval, and search open, closed, and voided Bills of
Collection. The role also has access to both Employee and Vendor BOCs and the outstanding
balances due.

BiLL oF CoLLection (BOC) INiTIATOR

BOC Initiators are assigned to a specific post(s) and are only able to initiate BOCs for the
Accounts Receivable Bill Type(s) to which they’ve been assigned. BOC Initiators can create/view
a Bill of Collection (BOC). A BOC Initiator primarily creates drafts, begins the bill of collection
process, and has primary permissions over Bills of Collection.

NOTE: The Mission Administrator must individually specify the Accounts Receivable Bill Type(s)
a BOC Initiator has rights to create.
My INITIaTED & MY OFFICE BiLLs

Within the My Initiated page, a BOC Initiator has permission to create new bills, view, and
manage records which the user has generated as a Service Provider.
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BOC Initiators also have access to the My Bill Types page, which displays all the bill of collection
totals and information for their office, including drafts.

&
+
CItICIS 22 My Dashboard a My Profile %) Receivables v

Financials
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