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INTRODUCTION

The Incident Business System (IBS) is a web-based application that will be used by the USDA,
Forest Service to electronically document and process all contract aviation cost and track use of
agency owned aircraft (WCF Aircraft). This system will require that data will be entered
electronically into IBS form the source location (helibase, tanker base etc.) by aircraft managers
or other designated persons. From there the following workflow will be followed.

e The appropriate Contracting Officer (CO) or designated Contracting Officer’s
Representative (COR) will review and approve each invoice.

e The CO or COR will electronically select approved invoices to be packaged for payment.
The approved packages will be approved using the Personal Identification Number (PIN)
to indicate approval.

o After approval by the COR or CO, the vendor will receive notification that a package is
ready for approval.

o After the vendor successfully reviews, and the application of a PIN by the vendor, the
package will be submitted to the Albuquerque Service Center (ASC) Incident Database
(IBDB) for final payment processing.
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o If the vendor requests changes to the payment package the changes will be reviewed by
the CO/COR, the changes are accepted or rejected and returned electronically to the
vendor for final approval.

Access to the system requires an individual USDA eAuthentication account and password for all
users. In addition, a secure PIN number will be provided to the COs and CORs. Vendors will be
issued a PIN by the CO who administers their contracts. The PIN will be required for electronic
approval of the payment packages. In addition, each user must register in the IBS system the
first time they log in. If a used is inactive in the system for a period they are deactivate and will
need to reregister to regain access.

ACCESS PROCESS

Access to the IBS application is different for different types of users. User are broken up into
the follow categories. Forest Service Data Entry Users, all other Data Entry Users, CORs, CO,
Vendor Role, Approving Officer (ASC role) and Processer (ASC role).

ALL USERS-EAUTH
All users must have an individual USDA eAuthentication (eAuth) account and password. eAuth
holds the profile information for IBS.

Forest Service user can use their LINKPASS or their eAuth user-name and password to access
the system.

CREATE EAUTH ACCOUNT: To create a eAuth user name and password go to the USDA eAuth
web site. https://www.eauth.usda.gov/eauth/b/usda/login Follow the instruction to “Create
Account”.

USER REGISTRATION IN IBS

All users must register on the IBS web site after setting up an eAuth account. Go to IBS Application
(Apps.fs.usda.fs.gov/ibs) this application only works on Google Chrome browser.
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@ User Registration

Personal Information

Name: FSCFO User14

Address: 123 Main St. APT A Cell: null

City/State/Zip: Default City Phone: null

Country: USA Email: dcha@fs fed.us
Location

Agency Code: null Agency: null

Required Information

Request a User Role *

Choose One v

s ?“il‘,
= LA gt

If the information under personal information is incorrect, then go to the eAuth web site and update
your information, form the “Manage Account” tab.

USDA eAuthentication ~
=S U.S. DEPARTMENT OF AGRICULTURE UeAUth

HOME CREATE ACCOUNT MANAGE ACCOUNT A HELP v

. ’7 o Update Account
v

Change Password

Log In witl & Log In with
Forgot Password

PIV/CAC| & Password
Forgot User ID

— User ID

ﬂd““‘
= Password
Asexaiider,

. Show Password

FOREST SERVICE EMPLOYEES: DATA ENTRY

FS employees requesting “Data Entry” access OR “Reactivating an Account”

The process REQUIRES Linc-Pass use. If you do not have the access to a device that has Link Pass
capabilities, or if your supervisor does not, please use the 6500-214 instructions list below. New

employees that do not have a Linc-Pass issued to them yet will need to use the 6500-214 process.

1. Complete the registration from that appears at url: https://apps.fs.usda.gov/ibs (Google
Chrome only)
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2. Loginto USDA EIMS: https://idm.icam.usda.gov/identityig (Enterprise Identity Management
Services)

3. When you are directed to the USDA eAuthentication Login Page, you will be required to log in
with your Linc-PASS (PIV Card).

x 4

USDA eAuthentication @(’_Auth

U.S. DEPARTMENT OF AGRICULTURE

3 CREATE ACCOUNT MANAGE ACCOUNT HELP

We'll take you to your destination in just a moment.

Create Update
Account Account

Warning

Upon login you agree to the following information:

4. Once successfully logged in, the system will navigate to the USDA EIMS home page.

UISDA ertepriv ety Mamsommat Sevicen
- U5, DEPARTMENT OF AGRICULTURE

Latest Forms

Latest Approvals Latest Victaion Work ltems e

My Atcess Reviews
|

I o

5. Confirm your supervisor (Manager) is correct in the system

a. Gotothe Menuicon =Iocated near the top of the screen of the blue menu bar.
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- Home X+ L]
« B » @

n | [ Resdinglist

& idmicamusdagevidentiya/home,

hecks.. Wl FAMIT-Deshocard () USDA el

@ Feeet @ Do

lations > > Approvals >
0 Manage My Ac > Track My Requests >
Latest Approvals Latest Violation Work Items Latest Forms

My Access Reviews

i. Go to “Manage Identity” option.

@ Ssifont demtiti - Home X | @) SsiPointldentini0 - Home X | @) SsiPoint demtiyi0) - Home

-]
*« B & @

@@ ramwes T Onine Snopping fo » | [ Resding it

C {t & idmicam.usdagovidentityig/Mome jst

Apps 7 USDAFS Paychecks.. W FAMIT-Das

W USDA shuthentcatl. @ Fire & Avistogh® @ OCONUSand OVER. @ AutomasdFightF.. @ Frehet

@ 5o

® Documensry

USDA entorprise isanti

Identity Management Sarvices
U.S. DEPARTMENT OF AGRICULTURE

SUSAN M. GETH... =

@ MY DASHBOARD

= MY TASKS
Access Reviews Approvals

Manage My Access > Track My Requests 3
W MANAGE ACCESS  ~ 0 0 g v

i MANAGE IDENT....

Latest Violation Work ltems Latest Forms

ii. Pick “View ldentity”
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@ Ssifoint entindQ - Home

@ ) @& idmicam.usdagov,

Agps g9 U

Paychecks, W FA

X HOME MY

@ MY DASHBOARD

= MYTASKS

@ MANAGE ACCESS  ~

& MANAGE IDENTITY ~

VIEW IDENTITY

EDITIDENTITY

x | @ SaiFoint Keming - Home

USDA enterprise identity Management Services
S | 5. DEPARTMENT OF AGRICULTURE

x | @ sabonieniigfbme  x @ SsFontldeyia-Home x4

o dvistion Mo @ OCONUSand OVER.. @3 Automated FightF... () FieNet @ Documentary Fims.. (@) Sgnin

Access Reviews 3 Approvals >

0 0

Manage My Access >

Latest Violation Work ltems Boin v

vascriptSailPoint Quicklinks.chaoseQuickLink{ iew ldenity

@3 Famwes ] Orline Sh

ack My Requests

Latest Forms

- o x

(-]
* B » @

» | [ Readinglist

A SUSANM.GETH.. -

iii. Scroll down to “Manager” confirm this is correct. (Example: Smokey Bear)

@ Ssifoint derstiQ - bome x| ) SsiPoint demini0 - Home

AFS Paycheck.. W FAMIT-Oschbosd @) US

€« C Y & wmicamusdagov/identityia/identitie
-

Eat identity

Altributes >

Accounts

x | @ SsFomt ldensing-Home X () SaiFuint encingQ - Mamage 1 x4

050528016106

0729/attributes

COMUS and OVER... @ Autemated Fight F.. @) FreNet @ Documentary fims.. @) Signin
Unique Identifier
UPN

Full Name

First Name

Last Name
Migaie Name
Email

Key Pesition
Job Titke
Department

Component
Physical Office Location

Manager

User Status.

User Status Initiation Date

Smojtey Bear

QEAMACCOUNtName

EAuthiD

HSPD12PID

Employee ID

eAuth Login ID

USDA Assurance Level

@ fawis 9] Onine Shoping o

- o x
e

#« B & a

» | [ Reaing st

iv. Ifitis not; go to “UPDATE Supervisor” below and follow the steps to update.

6. Once your supervisor is confirmed correct, go back to “Home”
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LISDIA Entarprine duniity Managament Secvices
SR 5 UEPARTMENT OF AGRICULTURE

0 0 Mg My Acrmss H Traack My Requesis >

Latest Approvals Latest Violation Wark ltems [ Latest Forms

Curently

Currently na data Currently ne

My Access Reviews

Currently

7. Click on “Manage My Access” from the dashboard tiles. (about middle of page). If you are also a
Supervisor, you will pick your profile from the one showing. Then click Next.

@ Saifomtidenitd-ome % | () SsFointidentipiQ-Home X | @ SaifontMerttQ- Home X () SsfortdentiyiQ-Home X

- o

° X

* B »@

Onlie Shopping fo. » | [E Readngist

€ 5 € (0 @ idmicamusdagon iafhame,st

4 @ USDAchuthenticati.. @ Fire & Avistion M.

@ Automated Fight Vet @ Documentary Fime. @) Sgnin @B

USDA Entrprise enty Management Serices
ﬁ U S DEPARTMENT OF AGRICULTURE

& SUSANMGETH. -

Acoess Reviews

0 0

Approvals
Track My Requests >

Latest Approvals Latest Violation Work ltems Both v Latest Forms

My Access Reviews
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a. Search for “IBS_ABS-Data-Entry-internal”

® Soiboint kdentyQ-Home X | () Saioint MentindQ-Home X | (B SaiPointidentyQ-Home X (B Saifont ldentiyQ- Marage U X 4 5 = 8 o=
€ 3 C @ idmicamusdagov/ide # » @
W FAMIT-Dashbonr " A OVER. @ Avtomated Fight F.. @) FireNet @ Docur @ s s | [ Readingis

USDA Enterprise identity Management Services
_‘ U 8. DEPARTMENT OF AGRICULTURE

SUSANM. GETH.. -

Manage My Access

Manage My Access

Selact access you would like fo add o remove.

<

Search For Access

Use the search or fier options above o find access fem:

i. You can put in “IBS-ABS” then pick “FS_CFO_IBS_ABS-Data-Entry-internal” from
the drop down.

ii. Click on the check mark, then Next” at the bottom of the page.

iii. Review and “Submit”
Note: The request has been submitted to your supervisor for review and approval. The status of this
request can be tracked using the “Track My request feature on the home page. After your supervisor
approves the request it goes to ASC Security who will then review and approve. You will receive an
email once you access has been granted.

USDA Erimrrie ety Wanagement Servces
SR U5 DEPARTMENT OF AGRICULTURE

Manage My Acce: » Track My Requests »

Latest Appravals Latest Vioiation Work ltems atn Latest Forms.

My Access Reviews
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FOREST SERVICE EMPLOYEES: COR ACCESS

FS employees requesting “COR” access that already has Data Entry OR “Reactivating an Account”

1. Follow the above steps up to step 7.a.
a. Search for “IBS_ABS-COR-Internal”
i. You can putin “IBS-ABS” then pick “FS_CFO_IBS_ABS-COR-internal” from the
drop down.
ii. Click on the check mark, then Next” at the bottom of the page.
iii. Review and “Submit”

Note: The request has been submitted to your supervisor for review and approval. The status of this
request can be tracked using the “Track My request feature on the home page. After your supervisor
approves the request it goes to ASC Security who will then review and approve. You will receive an
email once you access has been granted.

COR REGISTER IN EAV: The new COR needs to register in EAV by logging into AQM system
website http://fsweb.wo.fs.fed.us/agm3/apps/EAV/registration

COR PIN: Once registered in EAV then the new COR needs log into EAV application to obtain
PIN. http://fsweb.wo.fs.fed.us/agm/EAV/

COR PIN RESET:
A COR can reset their PIN at http://fsweb.wo.fs.fed.us/agm/EAV/

COR CONNECTED TO CONTRACT: The new COR will then call their CO and get them to
“Connected” to the contract(s) they are designated COR on. If you a “Validation Error” in IBS
most common issue it the COR is not connected to the contract in EAV> the COR will need to
contract the CO for that contract and asked to be connect to the contract that they are delegated
to be the COR on.

FOREST SERVICE EMPLOYEE: CO ACCESS

FS employees requesting “CO” access OR “Reactivating an Account”

2. Follow the above steps up to step 7.a.
a. Search for “IBS_ABS-CO-Internal”
i. You can putin “IBS-ABS” then pick “FS_CFO_IBS_ABS-CO-internal” from the
drop down.
ii. Click on the check mark, then Next” at the bottom of the page.
iii. Review and “Submit”

Note: The request has been submitted to your supervisor for review and approval. The status of this
request can be tracked using the “Track My request feature on the home page. After your supervisor
approves the request it goes to ASC Security who will then review and approve. You will receive an
email once you access has been granted.
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Forest Service Employee: Approving Officer (ASC role)
FS employees requesting “Approving Officer” OR “Reactivating an Account”

Follow the above steps up to step 7.a.
a. Search for “IBS_ABS—Approving Officer”
i. Youcan putin “IBS-ABS” then pick “FS_CFO_IBS_ABS-Approving Officer” from
the drop down.
ii. Click on the check mark, then Next” at the bottom of the page.
iii. Review and “Submit”

Note: The request has been submitted to your supervisor for review and approval. The status of this
request can be tracked using the “Track My request feature on the home page. After your supervisor
approves the request it goes to ASC Security who will then review and approve. You will receive an
email once you access has been granted.

FOREST SERVICE EMPLOYEE: PROCESSOR ROLE (ASC ROLE)

FS employees requesting “Processor Role” access OR “Reactivating an Account”

Follow the above steps up to step 7.a.
a. Search for “IBS_ABS-Processor Role”
i. You can putin “IBS-ABS” then pick “FS_CFO_IBS_ABS-Processor Role” from the
drop down.
ii. Click on the check mark, then Next” at the bottom of the page.
iii. Review and “Submit”

Note: The request has been submitted to your supervisor for review and approval. The status of this
request can be tracked using the “Track My request feature on the home page. After your supervisor
approves the request it goes to ASC Security who will then review and approve. You will receive an
email once you access has been granted.

FOREST SERVICE SUPERVISOR ROLE: APPROVAL PROCESS.
FOREST SERVICE Employees: Supervisor of a DATA Entry or COR IBS user

FS employees requesting access into IBS either as a Data Entry or COR will need their supervisor to
approve their access.

The process REQUIRES Linc-Pass use. If you do not have the access to a device that has Link Pass
capabilities, you will not be able to approve access.

1. Loginto USDA EIMS: https://idm.icam.usda.gov/identityig (Enterprise Identity Management
Services)

2. When you are directed to the USDA eAuthentication Login Page, you will be required to log in
with your Linc-PASS (PIV Card).

3. Once successfully logged in, the system will navigate to the USDA EIMS home page.
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@ Sifomsenseyi-some x| 4

€ 5 € (0 & idmcericamusdagovidentityia/has
et @ Documectar s @) S 88 FNED ] Oniee Shossafo

& USDA 5 Paycheckd

USDA Entrprise iantty Mansgement Services
S U 5. DEPARTMENT OF AGRICULTURE
M1 FSCPOUSERS: ~

.O.. ; 1“

Latest Forms

Latest Approvals Latest Violation Work ltems

1 o >
>
Direct Reports a My Access Reviews
a, -

4. Click on the “Approvals” box on the dashboard. It will show how many approvals you have.

+

@ soo
« >0 =

USIDA enterprize sty Management Servces
Sl 5 DEPARTMENT OF AGRICULT URE
M1 FECFOUSERII -

Latest Forms

Latest Approvals Latest Violation Work Items

'

Direct Reports. My Access Reviews

It will bring up a list of requests waiting for approval. Click on the “VIEW” button on the right
had side.

5.
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@ SsiPoint IdentitylQ- Approval - X o
< C @ idmcerti d /workitem/c Kitem jsf#/ 4706222b7b33cc98017b3529b9F70c65 S » @
Apps @9 USDAFS PaycheckB.. Ml FAMIT-Dashboard @) USDA eAuthenticati.. @ Fire & Aviation Ma.. @ OCONUSand OVER.. @ Automated Flight F.. @) FireNet ) Documentary Films.. @ Signln @3 FAMWEB T§] Online Shopping fo. » Reading list
USDA Enterprise identity Management Services
S U-S. DEPARTMENT OF AGRICULTURE
HOME A1
< Approval
o » =
o w4 Approve %8 Deny

Work Item ID: 4574

Access Request for FSCFO User32 | 1 Request
Requested by: FSGFO User33

Requested on: Aug 1

» Deny Al

& Approve Al

Add: FS_IBS_ABS-Data-Entry-Intemal

cess. For FS Employes

© Canyrisht 2018 Sa e Teshnologes - Al s resened

6. You then can see “Approve” button on the right hand side, if you have more then one, you can

use the “Approve All “ button on the left hand side.
@ SsilPoint ldentitylQ - Approval X o CR
' mmonWorikitem jsf#/c 708 b33cc98017b35a9b9f70c65 * H ®» a :
@ OCONUS 3nd OVER.. @ Automated Flight F.. @) FireNet ) Documentary Films.. @9 Sign In @3 FAMWES Online Shopping fo. » Reading list

C ( @ idmcerticam.usdad Y
USDAFS Faychecks.. I FAMIT-Dasnbosrd @) USDA ehuthenticati. @ Fire & Avistion Ma..
‘ 1 FSCFO USER33 ~

&

St Apps o7

USDA Enterprise identity Management Services
S US. DEPARTMENT OF AGRICULTURE

HOME MY WORK +

< Approval

» w Approve | Deny

r32 | 1 Request
Work Item 0 4574

Access Request for FSCFO Use
Requested on: Aug 11 00AM  Requested by: FSCFO
& Approve All | # Deny All

Add: stﬁ \BS-Data-Entry-Internal

Approve

Approve All

© Conyricht 2012 S22 Tachnobgis -l s resened

7. You will get a confirmation screen, click “Complete”
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NOTE: After the Supervisor approves access the request goes to ASC security for their approval. A
reminder they only work Mon-Fri 0700-1530 Mtn time, normally.

NON-FOREST SERVICE EMPLOYEE (EXTERNAL USERS): DATA ENTRY ACCESS
This is for all user that are not Regular Forest Service Employees, example: ADs, NPS, BLM, State
Employees, others.

1. EXTERNALS Users must ensure they have an active eAuth account
2. Create an email that includes the following:

1. eAuth Logon ID (create an account if you don’t have one, see “create eAuth
Account”)

2. Your Email address.
3. Specify “Data Entry Access”

4. “CC” the email to a CO/COR for the contract you will be working on.
(This step is crucial in that represents the Auditor-required approval.)
= Or, pick one of the following COs:
» David Hershey (David.hershey@usda.gov) Region 1,2,9 &10
Aircraft, SMKIJ aircraft

» Robert Hoffman (Robert.Hoffman@usda.gov) Region 5 Aircraft,
National CWN helicopters, ASM, Large Transport

»  Matthew Morris (matthew.morris@usda.gov) Region 3,46 & 8,
Nat. AA EU aircraft

= Matthew Olson(Matthew.olson@usda.gov) Airtankers/Scoopers
= Steve Peterson (Steven.peterson#@usda.gov) Aircraft
3. Submit the email to the Security Team at SM.FS.asc_security@usda.gov
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4. Please allow up to 15 business days for processing. You will receive an email when you
have access.

Log on the same day your access is restored, or the account will be deactivated.

NON-FOREST SERVICE EMPLOYEE (EXTERNAL USERS): OTHER ROLES

These are only allowed on a case-by-case bases and must be set up by the CO on the contract.

UPDATE SUPERVISOR: IN EEMS: (ENTERPRISE ENTITLEMENTS
MANAGEMENT SERVICES)

This is a vital step, or the request will not go to your supervisor from approval.

Go to https://identitymanager.eems.usda.gov/iam/im/eems/cal2/index.jsp

- o x

*« B » @

e to EEMS Identity Manager

t 3 task from the menu.

1. Click on HOME upper left corner.
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® cunematon I U ——

«scuo

@ identitymanager.eems.usda.gov/iamy/im/eems/ca12/indexjsp

°
= B *»a

o 5 DA, W AT Cuod ) US0A b, @ Fre hion @ CONSrd 0T @ Aomed g ) Froin D Dncmnt s @ S o0 AVES ] i Scprng e - @ g

rer—

Eriarprive Entimants Managemant Service
Wome |
Welcome to EEMS Identity Manager
Please seect  task o themen.

Prvacy poicy |

2. Pick “Set My Delegated Manager (FS)”

) stuthesicrion | @ SRt - Ao b 0B 005wty s x|+ e - 7 %
co s : sTeonsoe s - « B A @

HE g o5 USDASS Srrcheckd. W FAMT-Dnsrbomd gy/ fo @ FreBavtebs. @ DCONSwIOVIE. @ Auorwisd gt f @) foetiet @ Documeriafine. @ ook B8 Amaet ] Oriee Sroppiea o PP
B riois ST ments Manageme(Service

LW =i

Home |

- taske -

Change My eAuthentication wel, e to EEMS Identity Manager

= i ot

Moty My Sesurity

Questiors
5ot iy Deirgated Manager
()

View my Roies
Vi My Sutmittad Taskes
Vi My Work List

EEHE Hame | ssutharcston Home | USDAg2

3. Scroll down to “* Manager Email” and enter your correct managers email address

@ shathasicrion L R — x|+ e -~ 7 %
csrco + B »@
B2 dors €3 USDAFS Prieddl. W SMT-Dosbbowd B US4 st @ Foe Bovaton . @ COONUSand DVER. @ Aufomaied AgRF. @ Fiehel @ Doameniny Fies.. @) Sanin @8 FWEE W] Ouine Soppma o » E Rendratit
USDA s opett st

2 Enierprise Entillements Management Servics
Home |
Tacke

Set My Delggated Manager (FS)

<= awquires

Login 1D spethendfs
Employee 1D 125065

First Hame Susan
Middie name 14
Last Hame Gethen
Suttiz

Blsiness EMOR Kakan. QU DR, o

“Manager Email

Enter new managar's FS small address
Homnod e

P s s, s contect the 13 Castors el s
Curremt Manater Mame £_111CASTILLO, HERTHER

Current manager Email E_11:heather castiloguses gov

s ] Goneei ]

Assasabin Satamant | Prvmsy Pabey | en darimmaisn Satament | Etamagamars 52

4. Then “Submit”
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5.

The new Supervisor will get an email and will need to go in and “Confirm Delegated Manager
Assignment”
Email example:

EEMS: Action Required - You have been designated as Delegated Manager for FSCFO User1

=== PIEZSE (10 NOT 1EMIV 0 TS emall. For asSiSTance see Delow ==

A New D Assi Has Occurred
Richard Ferry,

Vou have baen dasignsted by FSCFQ Lser! as the Dalegated Managsr for FSCFD Ussrl

What You Need To Do

YOUr acknowlecige ment is required Please (OmpieTe the STeps BElow & promptly as possible. This Delegated Manager assignment will e cleated from The sysiem if nut sCe=pred within 2 weeks of (s nouficaron

1. Gotothe IDENTITY ing tha link, or opening
ttos://identis i i 12/inds

eredentizls, Yeur LinePass (FIV]

Selectthe “Users” tab
Select to expand the “Manege Users™ sub menu

sk
and select FSOFO Userl.

LRI

More Information

Delegated 5 used for the

= ForestService Agdress Book

Thank you for your premot handling of this request.
Please do not respond to this email. This email sdaress i not monitored.
Help is Available

It you need further assistance, contact the Customer Help Desk or call 1-B66-845-1354 (TTY: 1-B00-£77-833).

The CI0 iz committed to providing its acthitiss, services, gisabilities. 1 you raquire in usingthe i thic email contact the Customer HelpDask at 1-866-045-1354 (TTV- 1-366-377-
8612).

The Steps that are need by the Supervisor are in the email and are as follows.

1)

2)
3)
4)
5)
6)
7)

Go to the IDENTITY MANAGER system by clicking the link or opening the following URL.
https://identitymanager.cert.eems.usda.gov/iam/im/eem s/cal2/index.jsp

Select the “Users” tab

Select to expand the “Manage Users” sub menu

Select the “Confirm Delegated Manager Assignment” task

When you are prompted to select a user, search for, and select the name listed in the email.
Review the User Record

Accept or Reject the Request.

It will take 24-48 hours to process and show up in the EMIS system.

Further assistance, contact the Customer Help Desk at 1-866-945-1354 (Not the IBS help desk)

NOTE: It will about 24-48 hours to update the EIMS system.

FS 6500-214 INSTRUCTIONS:

Forest Service Employees that do not have Linc-Pass capable device and need to use a FS

6500-214 form to request access.

Forest Service employees requesting "Data Entry" access OR "Reactivating an
Account**"

1. Complete the registration form that appears at

url: https://apps.fs.usda.gov/ibs (Google Chrome)
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2. Email SM.FS.asc security@usda.gov with the following information:

o Your Logon ID (eAuth log on)
o Role: "Data Entry"

o A completed 6500-214 form signed by your supervisor
= https://apps.fs.usda./gov/bf/fs6500.214 (Google Chrome)

3. After registering/sending email allow up to 8 business days for your security profile
to be activated before you can log into IBS to access/create invoices. You will

receive an email from ASC security indicating you have access.

Forest Service employees requesting "Aviation COR" access

If you already have Data Entry Access:

1. Fill out an FS-6500-214 using the link below, print off and sign by the requestee

and their supervisor or CO. https://apps.fs.usda.gov/bf/fs6500.214

o Email to CO after signature, you will submit it to ASC

security SM.FS.asc_security@usda.gov

Sent in Request to ASC. (5F214 or email)

Expect Email For ASC**

Sunday

Monday

Wednesday

Wednesday

Friday

Friday

Friday

Monday

Saturday

Monday

**Reinstated Users MUST logon the same day request is processed/email received from ASC

1. Reinstated Users MUST logon the same day the request is processed/user receive email**®

2. Only “valid” request will be queued for batch processing

3. Submittal cut-off time (i.e., By 24:00) is based on user's time stamp

4. Batch processing days are Mon/Wed,/Fri ONLY

5. Mo requests will be processed on Tues/Thurs/Sat/Sun

6. If NOT processed by expected day, check your email on next batch day (rare event, but might
happen if a lot of requests come in on one day).

7. If you do not log in on the day you receive the email, your access will be automatically placed

inactive again and you will have to resubmit a request.
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IBS ACCOUNT DEACTIVATION:

There are a few ways an account can get deactivated. For Forest Service (FS) user accounts are inactive
for over 60 days, ASC deactivates the account. For all non-FS users after 120 day of inactivity the

account will be deactivated.

ACCOUNT REACTIVATION:

To reactivate an account, go to the IBS application (URL https://www.apps.fs.usda.gov/ibs . Then go
thought the same process as request access as stated.
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APPLICATION PAGE OVERVIEW

Initial application page overview.

Click on the “three lines” "™ to close the left-hand menu. When working on a IPad this is very helpful
to make the application cover a large area of the screen.

= | m U.S. FOREST SERVICE
Menu

Caring for the land and serving people

|BS - Aviation - V1 .2.5 Help Desk#: 1-866-224-7677

A > . S
a Report s T’ g : ol e

® Hel
Dashboard - Aviation

Dashboard - Aviation

Left hand menu Options:

Create New Invoice

Expandable by click on Invoice #1678083025

the main header Status: New

Step 1: Flight Date * Step 2: Contract #* These Iarge dashboard

pererem o o , button will take you to
c . Step 3: Vendor Contract Item and Registration Tail #*
the respective pages
without using the left-
Ao hand side menu items.

View/Modify Invoices Approve Invoices

View/Modify Packages Create Package

USDA.gov U.S. Forest Service Whitehouse.gov USAgov RETURN TO THE TOP ®

USDA Forest Service

U.S. FOREST SERVICE 1400 Independence Ave. SW.
Caring for the land and serving people Washington, DC, 20250-1111
(800) 832-1355
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CREATING AN INVOICE

Creating a New Invoice:
1) Auviation Dashboard has “Create New Invoice” on the main page or you can use the left hand
menu to pick “Create New.”

= U.S. FOREST/SERVICE
— | Garing for the land find serving people | IBS =~ AViatiOl'I = V1 .2.5 Help Desk#. 1-866-224-7677

Menu

@ Aviation Dashboard
@ Invoices v
View/Modify Invdice

Create New

Approve Invoices

Dashboard - Aviation

i Dashboard - Aviation

B DataReports v

@ Help

Create New Invoice

Invoice #1678082109
Status: New
Step 1: Flight Date * i

Date From °

Step 3: Vendor Contract Item and Registration Tail #*
*' :

Status: New

1) Pick the “Flight Date” by using the calendar function.
The calendar is the link to the contract data

Step 1: Flight Date *

Pick a date

£ Feb 2020 >
Su Mo Tu We Th Fr Sa
26 27 28 29 30 3 A

2 3 4 5 6 T 8

16 17 18

9 10 1 12 13 14 15
20 21 22
26

23 24 25 27 28 29

2) Enter the contact number. You can enter the last 4-6 number and it will start to self-populate.

STANDARD

Step 2: Contract # *
Step 1 H‘ght Date Choose Contract Number

Date From * 9000 -

1204H118T9000

1243N918C9000

1243N919G9000

AG-0248-C-14-6000 h
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o Ifyou cannot find the contract number,
o Recheck your number
o Contact the CO or COR for the contract

3) Pick the correct “Contract Iltem Number,” all the aircraft attached to the contract will appear.
4) Then click “Next”

x 4+ S i

€ 5 C @ sppstsusdagovibe/aviation-invoices-edithtm

- % 0
&

©

Create New Invoice

Invoice #1678003308 s
Status: Ne

STANDARD

Step 1: Flight Date

o If you cannot find the aircraft tail number needed:
= Check the contract number

= Check for the number with an “N” in front or not in front.
=  Call the Contracting Officer (Might be an EAV issue)

After the contract screen has appeared, DOUBLE check the contract number, vendor, and item number
for accuracy.

< © & appsfusdagowibs/aviatio mizil=1

Invoice Details

nvoice #1678003309

Status: DRAFT

STANDARD

Receipt Date: Contract Iterm #
12/10/202 2 Flight Date
Registration Tail # 02/13/2020

N313XA

CONTRACT DETAILS

Contract Type Aircraft Type

Vendor Code:

FLIGHT L

Add Flight Leg

0 v entries earc

Fiight Leg # “  Fuight Order From Te Pay Code Rate Flight Leg Total (5) Select

24| Page



ACTION BUTTONS

At the top of the Invoice Detail page there are four action buttons.

)

Recalculate
nvaice Tota

Recalculate Invoice Total: is very usefully to use after edits have been made or changes to a
flight leg to ensure the totals are recalculated.

©

Submit
Invoice

Submit Invoice: this is used by the data entry person or COR who has entered an invoice and
reviews it and confirmed it is ready to be review by the COR for approval.

imweice - Delete Invoice: when the invoice needs to be deleted for any reason.

= Print/View Form 122: this is the printed version of the FS 6500-122 form .

Dashboard - Aviation | Invoices

Invoice Details

Recalculate Submit Delete
nvoice Tota Invaice Invoice

Invoice #1678082941 Date: (08/20/2021

Status: DRAFT Author: Susan Gethen

STANDARD Total: $17602.80
Receipt Date: Contract [tem #
08/20/2021 1 Fligh‘[ Date
Contract # Registration Tail # 08/18/2021
12024B20C9008 N350FV
Package #
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Add a Flight Leg

Receipt Date:
08/17/2021 Flight Date
Contract # Registration 01/01/2021
AG-024B-B-17-5000 N385AC
Package #
CONTRACT DETAILS

Contract Type: Company: Aircraft Type:

Cc AERQ FLITE INC T

Vendor Code: Vendor Email.

1100062121 corporate@aerofiiteinc.com

FLIGHT LINE ITEMS

Show 25 ~ entries

Flight Leg # “ Flight Order From To Start Stop Pay Code Rate Flight Leg Total () Select

No data available in table

Showing 0 to O of O entries Previous Next

BASIC FLIGHT LEG INFORMATION
All Items with a “*” are require fields and you will not be able to save the leg untill thosse field are
entered.

Pick the “User Unit” Also known as the “Override code”.

Add a Flight Leg

Basic Information

0

Fields marked with a red asterisk are pr&hdatory

User Unit * User Code Order Type *

Cheoose User Unit v Choose User Code v Choose Order Type ~

0102 - Beaverhead/Deerlodge NF fer Ly Vs el
0703 - Bitterroot NF 1123456 Enter Origin Enter Destination
0704 - Idaho Panhandle NF
0105 - Clearwater NF Pay Code * Job Code *
0708 - Custer NF
0110 - Flathead NF Choose Pay Code v e.g. PTXXXXFY, FY=Fiscal Year
0111 - Gallatin NF
0112 - Helena NF Pilot 2
0114 - Kootenai NF B i
0115 - Lewis And Clark NF Enter Name (Last, First)
0116 - Lolo NF
0117 - Nezperce NF
07118 - Dakota Prarie Grasslands
0151 - Engineering-R.0.

0152 - Fire and Aviation Mgt
0156 - Regional Office

# Passengers *

Enter Passengers #

0157 - R1 Region Wide Projects/Services

0197 - WCF Cargo Weight Fire Chemicals

0202 - B"%”.‘J” \I,E, = Enter weight in Ibs Choose Fire Chemicals v
Retardant Product Fire Chemicals Gallons

Cheose Retardant Product v Enter gallons
Meter Type *

Cheose Meter Type v

Total and Remarks
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“User Code” is also a drop down menu. Pick the correct one.

Add a Flight Leg

Basic Information

0

Fields marked with a red asterisk are mandatory

User Unit*
Choose User Unit
Incident or Project Name *
Enter Name
Mission Code
Choose Mission Code
Pilot 1 *
Enter Name (Last, First)
# Qther Crew (Non Pilot) *
Enter Other Crew Number

Cargo Details

User Code

-

Choose User Code

vhoose User Code
01 - Aviation and Fire Management

e, AAXXX-127 02 - Administrative Management

03 - Administrative Services

04 - Civil Rights

035 - Computer Services

A 06 - Engineering

07 - Experiment Stations

08 - Fiscal and Accounting Management
09 - Forest Pest Management

10 - Human Resource Programs

11 - Lands

12 - Land Management Planning

13 - Law Enforcement

14 - Mineral and Geology

15 - Office of General Council

16 - Office of Information

Resource Orde

Cargo Type
Choose Cargo Type
Retardant Product

Choose Retardant Product

Pick “Order Type”

a. Incident-Job code starting with a “P”, “G”, “F” or “S”

17 - Personnel Management
18 - Program Planning and Budget
19 - Range Management

Order Type *
Choose Order Type ~
Destination
Enter Destination
Job Code *

e.g. PTXOOOXFY, FY=Fiscal Year

v CrreTreTgrTe T
Fire Chemicals Gallons

~ Enter gallons

b. Project —Job Code starts with a “W”
i. Select the correct order type as Availability & Project rate are different!
c.  “Availability” will Order type “Project”

Add a Flight Leg

Basic Information

Fire Chemicals

Choose Fire Chemicals v

0

Fields marked with a red asterisk are mandatory

User Unit *
Choose User Unit
Incident or Project Name *
Enter Name
Mission Code
Choose Mission Code

Pilot 1*
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User Code
~ Choose User Code
Resource Order® Qrigin
le AA-XHX-123456 Enter Origin
Pay Code *
v Choose Pay Code
Pilot 2

Qrder Type *

Choaose Order Type v

Choose Order Type
INCIDENT
PROJECT

Job Code *

eg PIXXXXFY, FY=Fiscal Year



Type in the Incident or Project Name. There is a limit to 20 characters.
Fork Fire
Wild Horse&Burro Round up
Fork BAER

Etc.
Add a Flight Leg

Basic Information

0

Fields marked with a red asterisk are mandatory

User Unit * User Code Order Type *
Choose User Unit ~ Choose User Code ~ Choose Order Type
Incident or Project Name * Resource Order” Qrigin Destination
ter Name e. AA-XXX-123456 Enter Origin Enter Destination
Mission Code Pay Code * Job Code *

RESOURCE ORDER NUMBER
Enter the Resource Order number(i.e. Incident Number)

d. Thisis required to be in the correct format CA-ANF-123456, DC-WOF-000000
i. Thisis a formatted field.
ii. State- Unit Three/four letter- Incident number from Dispatch (6 digits)

iii. Use the space bar or enter to more to the next area.
Add a Flight Leg

Basic Information

0

Fields marked with a red asterisk are mandatory

User Unit * User Code QOrder Type *
Choose User Unit v Choose User Code v Choose Order Type
Incident or Project Name Destination
Jir Enter Destin 1
Mission Code Job Code *
Choose Mission Code v Choose Pay Code ~ e.g PTXXXXFY, FY=Fiscal Yeal

Pilot 1 Pilot 2

Origin and Destination = this is where the flight originated from/going to. Not a required field but when
“FT” is used, it is very beneficial for data collection.

a. Thisis a free text field
b. It has most of the airports in nation pre-loaded. (Please use these as much as possible)

i. Start Typing the Airport Identifier without the “K” or “P” and the airport will
start to appear.
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Add a Flight Leg
Basic Information

0

Fields marked with a red asterisk are mandatory

User Unit * User Cade Order Type *

Choese User Unit ~ Choose User Code ~ Choose Order Type
Incident or Project Name * Resource Order® Qrigin Destination

Enter Name e. AA-XXX-123456 Enter Origin Enter Destination
Mission Code Pay Code * Job Code *

PAY CODE= Choose the correct one from the drop list

Choose the correct Pay Code. Only Pay Codes pertinent to that contract will appear.

a. AV-Availability f. AV- Bucket
b. NA-Non-Availability (Unavailability) g. AV- Tank
c. SB-Standby

d. ES- Extended Standby

e. FT-Flight Time
If there is a Pay Code missing that should be attached to the contract, contact the CO/COR.

Add a Flight Leg
Basic Information

0

Fields marked with a red asterisk are mandatory

User Unit * User Code Order Type *

Choose User Unit v Choose User Code v Choose Order Type
Incident or Project Name * Resource Order* Qrigin Destination

Enter Name ID-PNF-123456 Enter Origin Enter Destination
Mission Code Pay Code * Job Code *

Choose Mission Code ~ Choose Pay Code ~ e.g. PTXXXXFY, FY=Fiscal Year

Choose Pay Code

Pilot 1 #
flet A\V-Availability Rate

Enter Name (Last, First) }
tandby Rate

g Hours)

NA-Non-Availability Rate

Enter Other Crew Numbe ENter Passengers #

# Other Crew (Non Pilot) *

Marnan Nataile

Job Code: ENTER THE CORRECT JOB CODE. (XXXXXXFY=6 NUMBER/LETTERS AND THEN THE
FISCAL YEAR FY) 1.E. PSABD120

e This code needs to work with the “User Unit” code (the Override code)
e Ifthey do not work together you will get an error when you try to save the leg

ERROR JOB CODE
If you are getting an error in the job code field. Check with dispatch to confirm you have the
correct code. Check it in paycheck and see if it works there, if not then it is not a good code.

If the code was created on Friday PM thru Monday AM it might not work till Monday PM.
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Check the override/user unit at
https://gacc.nifc.gov/sacc/administrative/inc_bus mgmt/NationalOverridePCodes.htm

Check the Job code at http://fsweb.wo.fs.fed.us/pps/apps/jobcodelookup/

Choose Mission Code. There are 47 different codes, use the most appropriate code.

Mission Code
Choose Mission Code v
Choose Mission Code

01 - Aircraft, Pilot, Unit Inspections
02 - Pilot Training

03 - Aircraft Maintenance

04 -Res el

ersonnel Transport, Fire Suppression
nnaissance (Flights for gathering intell)
07 - Det Flights for detecting wildfires)

- Air Attack

Pay Code *
Choose Pay Code
Pilot 2
Enter Name (Last, First)
# Passengers *

Enter Passengers #

Job Code *

e.g. PIXXXXFY, FY=Fiscal Year

G - Lead Plane
10 - Fire Chemical
- Smokejum p
- Helitack Operations
- Rappel Operations

Cargo Weight
Enter weight in Ibs
Fire Chemicals Gallons

Enter gallons

v

Fire Chemicals

Choose Fire Chemicals ~

01 | Aircraft Pilot, Unit Inspect 16 | Aerial Ignition, Fire Suppression 31 Infrared Imagery, normal Activities.
02 | Pilot training 17 | Other, Fire Suppression 32 Aerial Ignitions, normal activities.
03 | Aircraft Maintenance 18 | Personnel transp. Admin 33 Accident investigations
04 | Reserved 19 | Survey/Observation 34 Other, normal activities
05 | Personnel trans, Fire Suppress. | 20 | Ferry 35 Helicopter Coordination
06 | Recon (Flight gathering intel) 21 | Wildlife/Animal Count zg- Reserved
07 | Detection (Flight for Detecting | 22 | Search and Rescue 39 Training, Other than pilot
wildfires)
08 | Air Attack 23 | Law Enforcement/Investigation 40 Seed and Fertilization
09 | Lead Plane 24 | Research 41 Medivac
10 | Fire Chemical/water 25 | Air Quality Monitoring 42 Air Attack (Aerial Supervision Module)
11 | Smokejumper Operations 26 | Fire Management 43 Lead Plane (Aerial Supervision Module)
12 | Helitack Operations 27 | Prescribed Burning 44 Aerial Ignition (PSD)
13 | Rappel Operations 28 | Spray Projects 45 Aerial Ignition (Helitorch)
14 | Equipment/Supply transport, 29 | Cargo transport, other then fire | 46 Hoist
Fire related.
15 | Infrared Imagery, Fire Suppress | 30 | Aerial Photography, normal act. | 47 Short Haul

Pilot 1= Enter the Pilot’s Name (Last Name, First Name.)

Pilot 2= If needed, add the second pilot’s name.

LINOOSE VIISSI0TT LOUT
Pilot 1*

(Last, First)

Enter Name

# Other Crew (Non Pilot) *

Fnter Other Crew Numbes

~ CNO0SE Fay woue

Pilot 2

Enter Name (Last, First)

# Passengers *

Fnter Passenaers £

T T TRAART T, T 1T TSCar Tear

If there is not “Pilot 2” do not put anything in the field, leave it blank. It will cause an extra person to
be counted in ES if you put anything in the field.
# Other Crew (Non-Pilot) = Enter a number. i.e. Flight Engineer, Jump Spotter, Rapple Spotter, ATGS
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https://gacc.nifc.gov/sacc/administrative/inc_bus_mgmt/NationalOverridePCodes.htm
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Enter Name (Last, First) Enter Name (Last, First)

# Other Crew (Non Pilot) * # Passengers *
Enter Other Crew Number Enter Passengers #
0 Dot eail

# Passengers = Enter a number i.e # of Jumpers, # helitack, # passengers, # firefighters

Enter Name (Last, First) Enter Name (Last, First)
# Qther Crew (Non Pilot) * # Passengers *
Enter Other Crew Number Enter Passengers #
Bt

CARGO DETAILS
Cargo Type= If cargo is transported pick cargo type from drop down.

Cargo Type Cargo Weight Fire Chemicals
Choose Cargo Type v Enter weight in Ibs Choose Fire Chemicals v
Choose Cargo Type - —
All Qther Cargo Fire Chemicals Gallons
Longline = 50 feat Enter gallons
Paracargo

Slingload < 50 feet

Cargo Weight= Enter Cargo Weight in pounds.

Fire Chemicals= If water, retardant, gels or foam were used, pick the correct one.

Cargo Details

Cargo Type Cargo Weight Fire Chemicals
Choose Carga Type v Enter weight in Ibs Choose Fire Chemicals v
Retardant Product Fire Chemicals Gallons Chooe HIEEEmICaLS
W - Water
Choose Retardant Product v Enter gallons R - Retardant
G- Gels
eter Type * F-Foam
Choose Retardant Product= Pick the product used.
Cargo Details
Cargo Type Cargo Weight Fire Chemicals
Choose Cargo Type - Enter weight in Ibs Choose Fire Chemicals -
Retardant Product Fire Chemicals Gallons
Choose Retardant Product - Enter gallons

01 - Phos-Chek D75-R
02 - Phos-Chek D75-F -
03 - Phos-Chek P100-F
04 - Phos-Chek 259-F
05 - Phos-Chek G75-F
- P | TE AN
ST —
08 - Phos-Chek LC-85A-F
09 - Phos-Chek LC-95-W
10 - Thermo-Gel 200L
11 - Other
12 - Phos-Chek MVP-F
13 - Phos-Chek MVP-Fx
14 - Fortress FR-100
15 - Phos-Chek 259-Fx
16 - Phos-Chek LC-95A-Fx

17 - Phos-Chek LCE20-Fx

Calculate
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Fire Chemicals Gallons= Enter gallons used.

Time Details
Meter Type: Pick either Hobbs or Clock from the drop-down menu. Once a Meter Type has been chosen
the Time Details Area will appear.

Meter Type *
Chaoase Meter Type ~
Clock
Use military time, there are no time zone, so stay in one time zone for the duration of the flight leg.
Time Details
Meter Type *
Clock-C v
Start Time (i.e. 0215, 0900, 1330) Stop Time (i.e. 0258, 1012, 1435)
Enter start time (24 HR format) Enter stop time (24 HR format)
Hobbs

Enter the “Hobbs Meter start” reading from the aircraft.
Enter the “Hobbs Meter end” reading from the aircraft.

Time Details
Meter Type *
Hobbs - H ~
Meter Start Meter End
Enter meter start Enter meter end

Total and Remarks
This area is all computer generated. (Grayed out boxes)

Total and Remarks

Elapsed Hobbs Rate (5)*
0 Enter Rate
Flight Leg Total(8) *

0 Calculate

DOUBLE check to ensure “Elapsed Time (Hours) match what was flown
= |fthe times are not correct, adjust the “start” and “Stop” times above.
= |f the “Rate (S)” is incorrect, contact the CO/COR as that needs to be correct
in the EAV program.
To get the Flight Leg Total, (S) click on the “Calculate” button

Enter any “Remarks” as needed in this area (anything that might need an explanation in the flight leg).
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Remarks

SAVE Confirm all entered information is correct and then Click “SAVE” button.

Exit If this is the ONLY leg needed for this invoice “Exit” button can be clicked at this time.

Remarks

Copy New

If there is ANOTHER leg to enter, select “Copy New” button.

Total and Remarks

Rate ($) *

14968

Remarks

Flight Leg Total($) *

0

Calculate

This copies all the “Basic Information” Section of the leg to the next leg.

Basic Information

0
Fields marked with a red asterisk are mandatory
User Unit *

1309 - Aviation Contracts
Incident or Project Name *

Dizzy Fire
Mission Code *

05 - Personnel Transport, Fire Suppression
Pilot 1*

Bear, Smokey
# Other Crew (Non Pilot) *

)

1

Narnn Nataile

User Code

v 071 - Aviation and Fire Management v

Resource Order®
CA-MNF-000123

Pay Code *

v FT-Flight (72+ Hours)

Order Type *
INCIDENT
Crigin
SMF - Sacramento International Airport
Job Code *
v WFPROF21
Pilot 2
Woodsy, Owl
# Passengers *

5

Destination

CIC - Chice Municipal Airport

Once it is copied to the next leg, the information can still be changed if needed.

“Copy New” can be used as many times as needed. “Save” after each leg is complet “Exit “ when all
flight legs have been entered.
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EDITING A FLIGHT LEG

If a flight legs that has already been completed needs to be edited, start with the “three dots” on the

right hand side of the leg on the invoice.

FLIGHT LINE ITEMS

Show 25 ~ entries

Flight Leg# “* Flight Order From

1 AV

2 L Fro T E)EF\ -Pen\-‘er International TUD - Tueson International 2 250 T 2600 3952 E
Airport Airport

Showing 1 to 2 of 2 entries Previous ] | Next

Four options appear then clicked on.

View/Edit Flight Leg, View/Edit Accounting, View /Add tax and Delete. Dependign where in the invoice
process this is clicked on all opton may not be available.

FLIGHT LINE ITEMS

Add Flight Leg @

Thermopclis Municipal Air

Municip:

Show 25 w entries Search
FlightLeg# “  Flight Order From To Start Stop Pay Code Rate Flight Leg Total ($) Select
e - BEP - Marlboro County i .
2345678901234567890 ° ) AV 48000 4800
! 2345678901 23456785 Jetport - H.E. Avent Field - 6000 :
2 12345678001234567890 |11~ Hot Springs County- 900 1800 FT 14968 134712 i

Showing 1o 2 of 2 entries

VIEW/EDIT FLIGHT LEG

This will reopen the flight leg and edits can be made, then “Save” to save the edits.

VIEW/EDIT ACCOUNTING

This will bring up the Current Accounting box.
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® Current Accounting

Current Flight Leg

Total Amount *

Enter Total Amount

D Pay Code Budget Org Mission Code Rate Total
2 FT 1325 03 14968 5134712
Current Accounting
Show 10 w entries Search:
Budget Org 4 Job Code Budget Object Code Pay Code Amount Action
1325 WFPR4321 2541 FT $134712 =
Showing 1101 of 1 entries Previous Next
Add Accounting Information
Fields marked with a red asterisk are mandatory
Budget Org * Job Code ™ Budget Object Code * Pay Code ™
Choose User Unit v Enter Job Code 2541 FT

EDITING ACCOUNT CODES

To Edit an existing account code, go to the middle of the screen and to the right to the three dots under

the column “Action”. Options are “Edit Accounting” and “Delete Accounting”

Current Accounting

Showing 1to 1 of 1 entries ‘

Show 10 w entries Search:
Budget Org 4 Job Code Budget Object Code Pay Code Amount Action
1325 WFPR4321 2541 FT $134712 :

Edit Accounting
Delete Accounting

Add Accounting Information

Fields marked with a red asterisk are mandatory

EDIT ACCOUNTING

Once Edit Accounting has be click it will populate all the current accounting information into the area of

“Add Accounting Information”
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Current Accounting

Show 10 + entries Search:
Budget Org 4 Job Code Budget Object Code Pay Code Amount Action
1325 WFPR4321 2541 FT 5134712

Showing 110 1 of 1 entries Edit Accounting

ﬂjd Accounting Information

Fields marked with a red asterisk are mandatory

Budget Org * Job Code * Budget Object Code * Pay Code *
1325-WO-State & Private » WFPR4321 251 FT

Total Amount *
134712

Once in this area the data can be edited. “Save Accounting” once editing has been completed.

SPLITTING ACCOUNTING CODES
This is the area where you can split costs between job codes.

During the splitting of the cost between codes you will the following error until you have added all the
codes to add up to the total amount.
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Current Flight Leg

® Invoice Total Validation

Error-2! Accounting Total
Please check Flight Line Item and Additicnal Charges Accounting. |

Budget Org Job Code Budget Object Code Pay Code Amount Action

Add Accounting Information

)
I

i8]
[s
[s)
s

After you get the error “X” out of it and continue to add the next code. “Exit” when completed.

Current Flight Leg

D Pay Code Budget Org Mission Code Rate Total
2 FT 1325 a3 14968 $134712
Current Accounting
Show 10 w entries Search
Budget Org 4 JobCode Budget Object Code Pay Code Amount Action
1309 WFPROF21 2541 FT 8121241 H
1325 WFPR4321 2541 FT $13471 H

Showing 1 to 2 of 2 entries Previous Next
Add Accounting Information

Fields marked with a red asterisk are mandatory

Budget Org * Job Code * Budget Object Code * Pay Code *

Choose User Unit v Enter Job Code 2541 FT

Total Amount *

Enter Total Amount

Save Accounting Exit
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ADD TAX
This is a hold over from the old ABS, not needed in current version.

DELETE

If there is a need to delete the leg and start over or added a leg twice. You will get a confirmation you
want to delete before it is deleted.

v entries

Show 25

Flight Leg # Flight Order From To Start

Stop

Pay Code

& Delete Flight Leg?

FT

Are you sure you want to delete Flight Leg #27

Delete Flight Leg

Showing 1to 2 of 2

\NNITINAMAL NMLIDADNCO

These same options are available to use on “Add Additional Charges”

ADDITIONAL CHARGES

Show 25 + entries

Charge ID # *  Registration Unit Code Description

Mission Code Pay Code Job Code

Add Additional Charges ~
Search

Total Amount(S) Select

test 3 after split code on

3. )25
346025 1525 test 2 after test 1 edited

ON WFPR4321

218 :

Showing 1 to 1 of 1 entries

View/Edit Charges
View/Add/Edit Accounting

Delete

Add Additional Charges

To add items that are not covered in the flight legs are add in this section.

CH Charges

CR Credits

ON Overnight

ST Fuel Service Vehicle

ADDITIONAL CHARGES

Show 25 w~ entries

Charge ID # “  Registration Unit Code Description

Mission Code Pay Code Job Code

Add Additional Charges ~

SEEICN Charges (OH)

Total Credits (CR)

No data available in table

Overnight (ON)
Fuel Service Vehicle (ST)

Showing O to 0 of 0 entries

Previous Next
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Charges (CH)
The basic information needs to be entered here, as it can different than flight leg information

Complete the User Units codes, Mission code, and Job code as needed for “charges” same method as
previously mentioned on flight leg.

Total Amount
The amount of the charge.

Description
This is extremely import. Explain what the charges are for, and noted COR or CO approved as needed for

the charges.

Basic Information

Charge 1D

o

Fields marked with an asterisk are mandatory. Grey fields are readonly

User Unit * Mission Code

Choose User Unit v Choase Mission Code v
Pay Code Job Code

CH e.g. PIXXXXFY, FY=Fiscal Year

Total and Remarks

Total Amount ($) * Description *
Enter Total Amount () Enter Description

&

Credits (CR)

Credit is money we have already paid the vendor over what was supposed to be paid. So, like a
subtraction to the invoice, but DO NOT put in as a negative number. The computer will subtract the
amount from the invoice.

The basic information needs to be entered here, as it can different than flight leg information

Complete the User Units codes, Mission code, and Job code as needed for “charges” same method as
previously mentioned on flight leg.

Total Amount
The amount of the charge.

Description
This is extremely import. Explain what the charges are for, and noted COR or CO approved as needed for

the credits.
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Basic Information

Charge ID
0
Flelds marked with an asterisk are mandatory. Grey fields are readonly.
User Unit *
Choose User Unit
Pay Code
CR
Total and Remarks

Mission Code

Choose Mission Code

Job Code

e.g. PTXOOCKRY, FY=Fiscal Year

Total Amount (S) *

Enter Total Amount ($)

Description *

Enter Description

OVERNIGHT (ON)

The basic information needs to be entered here, as it can different than flight leg information

Complete the User Units codes, Mission code, and Job code as needed for “charges” same method as

previously mentioned on flight leg.

Overnight Rate Information

The “Per Diem Lookup” can be used to find Per Diem rates around the country.

Enter the state you wish to find, or CONUS

Overnight Rate Information

Per Diem Lookup

Show 10 +~ entries

Conus , State State City Coun Eff Exp Seasonal Stop Lodging Meals Max ACTIO
ID Code Name ty Date Date Date Date Rate Rate Perdium N
. i ’ 2019-06-  2021-09- . Sele
1 AK ALASKA [OTHER] b 2021-01-01 274
01 30 ot
Overnight Rate Information
Per Diem Lookup
Show 10 ~ entries Search: |conus
Conu ., State . Cou Eff Exp Seasonal Seasonal Lodging Meals Max ACTIO
sID Code State Name City nty Date Date Start Date Stop Date Rate Rate Perdium N
- . ALABAMA CONUS Standard-Appliestoall  CONU 2020 2021- S S _ Sele
115 AL ALABAMA Counitice non lioeen = oo e 2020-10-01 2021-09-30 o5 55 15 o
CONUS Standard-Applies to all CONU 2020~ 2021- , - Sele
123 AR ARKANSAS Countice non lieen = oo e 2020-10-01 2021-09-30 26 55 15 ot
- N B . CONUS Standard-Applies to all  CONU 2020- 2021- 01 O ; . - Sele
125 AZ ARIZONA Counitice non lioeen = oo Sazo 2020-10-01 2021-09-20 96 55 15 o
- CONUS Standard-Appliestoall  CONU 2020 2021- . o - Sele
147 cA CALIFORNIA Countiee ros liseen = oo e 2020-10-01 2021-09-20 96 55 15 o
210 o COLORADO CONUS Standard-Appliestoall  CONU 2020 2021- 2020-10-01 2021-09-20 o8 - 15 Sele
= - oninties ot listed = 10-01 na-20 =L e - >

40| Page




Then click on the “Select” and it will add the correct amount.

Overnight Rate Information

Per Diem Lookup

State ® City * County
CA CONUS Standard-Applies to all counties not listed CONUS
Lodging Rate (S) ME&IE Rate ($)
96 55
Maximum Per Diem Allowed($) Number of People *
151 Enter Number of Peaple

Total and Remarks

Total Amount ($) * Description *

Enter Total Amount ($) Enter Description

A

You will need to add the correct number of people approved by the contract you are administrating.
All contracts are different when if comes to Per Diem so make sure you read the contract.

If the contract states “Lodging only” you have to put a “0” in “Meal&IE” field. If you don’t you could get
a blank total.

Examples: “... Up to CONUS”, “CONUS rate”, “Actual rate” with or without taxes. Meals and Incidentals
allowed or not, read the contract.

Total Amount
The amount of the charge.

Description
This is extremely import. Explain what the charges are for, and noted COR or CO approved as needed for
the Overnight rates.
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FUEL SERVICE VEHICLES (ST)

Basic Information

Charge |D
0

Fields marked with an asterisk are mandatory. Grey fields are readonly.

Enter Odometer Start
Miles
Enter Miles

Total and Remarks

Enter Odometer Stop

Rate *

User Unit * Mission Code
Chooese User Unit v Choose Mission Code v
Pay Code Job Code
Choose Rate Tier v e.g. PTXOOCKFY, FY=Fiscal Year
Service Truck Miles Information
0D Start 0D Stop

Total Amount ($) *

Enter Total Amount ()

Description *

Enter Description

pa

The basic information needs to be entered here, as it can different than flight leg information

Complete the User Units codes, Mission code, and Job code as needed for “charges” same method as

previously mentioned on flight leg

Pay CoDE

Make sure you pick the correct code for the truck assigned to the contract or the one approved by the

COif it changed.

Basic Information

Charge ID
347783
Fields marked with an asterisk are mandatory. Grey fields are readonly.
User Unit *
1309 - Aviation Contracts
Pay Code

Aircraft fuel carrying capacity >= 1500 gallons: $4.43

Choose Rate Tier
Aircraft fuel carrying capacity >= 1500 gallons: $4.43

Aircraft fuel carrying capacity >= 750 gallons, < 1500: $3.20
Aircraft fuel carrying capacity == 350 gallons, < 750: $2.47

Mission Code
Choose Mission Code
Job Code

WFPRIR21

Aircraft fuel carrying capacity < 350 gallons: $1.73
=
Miles
75
Total and Remarks

0D Stop
100
Rate*

443

Total Amount (8) *

33225

Description *

afdafdtest

z
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Choices are:

Aircraft fuel carry capacity >=1500gallons $4.43
Aircraft fuel carry capacity >= 750 gallons < 1500 $3.20
Aircraft fuel carry capacity>= 350 gallons <750 $2.47

Aircraft fuel carry capacity< 350 gallons < $1.73

SERVICE TRUCK MILES INFORMATION
Enter the Odometer start miles. Enter the odometer stop miles. Double check the total Miles
information is correct.

Service Truck Miles Information

rtal and Damarke

TOTAL AND REMARKS
Double check the total is correct and add any remarks/description that are needed.

INVOICE REMARKS.

These can be added at anytime when the invoice is open. Make sure you click “Add Remarks” to save
them.

INVOICE REMARKS

Remarks

Enter Remarks

Add Remarks

VIEW/MODIFY INVOICES

You can get to these two ways, by the menu on the left or the dashboard button at the bottom of the
first screen. If you get the error “Failed to create a new invoice. This combination already exists in the
data base” you will go to View Modify to get back into the invoice to do updates or delete if needed.
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Dashboard - Aviation

View/Modify Invoices

Filters
1. Flight Date From * L] 2. Contract Number * 3. Contract ltem Number *

Choose Start - End Date ﬁ Choose Contract Number ~ Chaoose Contract ltem Number v
Status Package Number Invoice Number Company

ALL v Enter Pkg Num Enter Invoice Num Enter Company

Invoices Add @ Refresh Print &

Invoice # Status Flight Date Contract # Contract ltem # Reg Tail # Created Date Amount

FILTERS

The required information needs to be entered to pull up most past entered invoices:

REQUIRED FIELDS

“Fight Date From” “Contract Number” “Contract ltem Number”

Then you can filter down farther by Status. The options are:

All Vendor Approved
Draft Sent to Payment
Submit Sent to Vendor

COR Reviewed Approved for Payment
COR Approved Sent to RPA

If you are looking for an invoice less filtering is more helpful, then filtering down to a status.

PACKAGE NUMBER

If the package number is known, it can be searched by the number. All invoices in that package number
will be brought up. With-out entering the “required” fields

Filters
1. Flight Date From * (] 2. Contract Number * 3. Contract ltem Number *

Che tart - End Date @ Choose Ceontract Number v Choose Contract ltem Number M
Status Package Number Invoice Number Company

ALL ~ 53524 Enter Invoice Num Enter Company

Invoices for Contract# ltem#( - ) Add© Refresh Print &
Show ~ entries Search l:
Invoice # Status Flight Date v Contract # Contract Item # Reg Tail # Created Date Amount
1678081778 SENT_TO_VENDOR 08/15/2021 X¥-12025A2179007 2 N3%ZAC 08/16/2021 125138.1
1678081409 SENT_TO_VENDOR 08/14/2021 X%-12025A2179007 2 N392AC 08/15/2021 45572
1678081065 SENT_TO_VENDOR 08/13/2021 XX-12025A2179007 2 N3SZAC 08/14/2021 45572
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INVOICE NUMBER

If the invoice number is known, it can be searched by the number. If there is an invoices that matches
that number will be brought up. With-out entering the “required” fields.

Filters
1. Flight Date From * L] 2. Contract Number * 3. Contract Item Number *

Choose Start - End Date @ Choose Contract Number v Choose Contract ltem Number M
Status Package Number Invoice Number Company

ALL - Enter Pkg Num 1678081778 Enter Company

Invoices for Contract# ltem#( - ) Add® Refresh Print &

Search

how ~ eniries
Invoice # Status Flight Date v Contract # Contract tem # Reg Tail # Created Date Amount
1678081778 SENT_TO_VENDOR 08/15/2021 XX-12025A21T9007 2 N392AC 08/16/2021 125138.1

COMPANY

Filtering by the company name, a date range also needs to be entered. The company name needs to be
exactly as it show in IBS. Ex. Aero Flite needs to be entered as Aero Flite INC

INVOICE LIST

This will show the invoices that were filtered.

Filters
1. Flight Date From * e 2. Contract Number * 3. Contract ltem Number *

06/01/2021 - 08/18/2021 @ Choose Contract Number M Choose Contract ltem Number M
Status Package Number Invoice Number Company

ALL v Enter Pkg Num Enter Invoice Num AERQ FLITE INC

Invoices for Contract# Item#(06/01/2021 - 08/18/2021) Add© Refresh Print &

Show | Al ~ entries Search

Invoice # N Flight Date v Contract # Contract ltem # Reg Tail # Created Date
08/18/2021

16780823871 DRAFT 08/17/2021 KX-12025A21T9007 2 N39ZAC

1678081766 DRAFT AG-024B-C-15-9029 7 N416AC 08/16/2021
1678081978 SUBMIT 08/16/2021 2 N392AC 08/16/2021
1678081979 SUBMIT 08/16/2021 XX-12025A21T N385AC 08/16/2021
1678082094 SUBMIT 08/16/2021 XX-12025A21KS104 N366AC 08/17/2027
FILTERS

Show Entries can limit the number of invoice shown on the page or show all. Options are “50”, “100’

or “All”.

The “Search” on the right-hand side will again filter down what is shown without re-filtering everything.
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Example: “N392AC” filters for just that aircraft of all the Aero Flite aircraft invoices that were showing.

To clear the sub filter, you can click on the “refresh” button above the “Search” field. You can even print
this table out if there is a need.

The information at the screen bottom show number of invoices. You can move from page to page on
the right-hand side.

SENT_TO_VENDOR 08/13/202 4 N38BAC 08/14/202 45572
COR_APPROVED 08/13/202 7 08/16/202 31534
DRAFT 08/13/2021 6 08/16/2021 41559
SUBMIT 08/13/202 4 08/16/202 31534
SENT_TO_VENDOR 08/13/202 1 N366AC 08/17/202 29672
Showing 1 to 25 of 570 entries Previous 1 2 3 4 5 23 Next
The invoice number column shows the invoice number and can be clicked on to open the invoice listed.
Show v entr Search
Invoice # Status Flight Date v  Contract # Contract ltem # Reg Tail # Created Date Amount
SUBMIT 08/17/202 2 N392AC 08/18/2021 551524
SUBMIT 08/17/2021 4 N385AC 08/18/202
DRAFT 08/16/2021 AG-024B-C-15-902 7 N4T16AC 08/16/202 31310

Once you click on the invoice number, it will open the invoice and depending where the invoice is in the
processing you can edit, update, or delete as needed. (See creating an invoice)

STATUS
Indicates what the status that invoice is in. These are the same status that it is possible to filter for in the

above header.

Vendor Approved
Draft Sent to Payment
Submit Sent to Vendor
COR Reviewed Approved for Payment
COR Approved Sent to RPA

FLIGHT DATE
The invoice flight date.

CONTRACT #
The contact number assigned to the contract by the contracting officer in EAV data base.

CONTRACT ITEM #
The contract item number assigned to the tail number of the aircraft that the invoice was created for.
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REG TAILH

The registration tail number of the aircraft the invoice was created for.

CREATED DATE
The date the invoice was created, not the date of the flight.

AMOUNT
Total amount of the invoice.

HEADER
The table header can help sort the items. Click on the column you would like to sort, and it will re-sort
by date, alphabetize or flip alphabetize.

Invoices for Contract# ltem#(06/01/2021 - 08/§/2021) Add@ Refresh S Print&
Show ~ entries * Search :
Invoice # Status Flight Date v  Contract # Contract ltem # Reg Tail # Created Date Amount
1678082381 SUBMIT 08/17/2021 X¥-12025A21T9007 2 N392AC 08/18/2021 1551524
1678082387 SUBMIT 08/17/2021 XX-1202SA21T9007 4 N3B5AC 08/18/2021 159643 4
1678081766 DRAFT 08/16/2021 AG-024B-C-15-9029 7 N416AC 08/16/202 31310
1678081978 SUBMIT 08/16/2021 X¥-1202SA21T9007 2 N392AC 08/16/2021 124164 5

APPROVE INVOICES

To approve invoices the invoice must be in SUBMIT status. This is done on the Invoice screen near the
top.

U.9. FUNCS1 SENVILE I »
Caring for the land and serving people I -

jiation - v1.2.5 Help Desk# 1-866-224-7677

ashboard

fanagement v

rns v

Dashboard - Aviation | Invoices

Invoice Details

Recalculate Submit Delete
Invoice Total Invoice Invoice

Invoice #1678082432 Date: 08/18/2021

Once they are in “Submit” status the COR assigned to the contract can “approve” them. To approve
invoices, go to the left-hand side menu drop down “Invoices” then pick “Approve Invoices”

Once at the screen, Pick start flight date and end date will auto fill “today” date, that can be edited. Do
not type in the start date, the calendar is the link to the EAV data base.
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Enter the contract number or at least the last four of the number and it will auto populate options to
pick from. Then use the drop down list to pick the correct tail/item number. Then “search”.

Approve Invoices

Filters

1. Flight Date From * @ 2. Contract Number * 3. Contract ltem Number *

Choose Start - End Date ﬁ Choose Contract Number ~ Choose Contract ltem Number M

Invoices Add @ Refresh Print &

D Invoice # Status Flight Date Contract # Contract Iltem # Reg Tail # Created Date Amount

Once all the invoices appear, there are several options to approve the invoices.

1) Pick the small white box in the blue header box. It will auto check all the invoices.
2) Pick only the invoice dates you want to package up
3) Use the Approve All button at the bottom of the screen.
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il

2. Contract Number *

AG-024B-B-17-5000

3. Contract Item Number *

1-N392AC

.

Infoices Tffr Contract#fG-024B-B-17-5000 Item#71(10/01/2020 - 11/18/2020) Add@ Refresh Print &
SI 50 entries Search
D Igoice # tus v  Flight Date Contract # Contract ltem # Reg Tail # Created Date Amount
D BMIT 10/01/2020 AG-024B-B-17-5000 1 N392A0 10/04/2020 48000
D BMIT 10/02/2020 AG-024B-B-17-5000 1 N392AC 10/04/2020 48432
D 1678042600 UBMIT 10/03/2020 AG-024B-B-17-5000 1 N392AC 10/04/2020 48432
D 1678042601 SUBMIT 10/04/2020 AG-024B-B-17-5000 1 N392AC 10/04/2020 48432
D 1678042875 SUBMIT 10/05/2020 AG-024B-B-17-5000 1 N392A0 10/05/2020 43432
D 1678044515 SUBMIT 10/11/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 48216
D 16780 6 SUBMIT 10/10/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 S0797.44
D 1678044518 SUBMIT 10/09/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 48432
D 16728044519 SUBMIT 10/08/2020 AG-024B-B-17-5000 1 MN3B2ZAC 10/12/2020 12451872
D 1678044521 SUBMIT 10/07/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 48432
D SUBMIT 10/06/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 48432
Showing 1 to 11 of 11 enflfies Previous /‘\—‘ Next
- I I Cm o R - e
1678044521 SUBMIT 10/07/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 48432
167804452 SUBMIT 10/06/2020 AG-024B-B-17-5000 1 N392AC 10/12/2020 48432

Showing 1to 11 of 1jffentries

Actions

Previous Next

Approve All

If you need to review any of the invoice that can be done here also. Just click on the invoice number.

APPROVER CERTIFICATION BOX

Once “Approved” is clicked the Certification box will appear. This where you enter your name as it

appears in EAV and your PIN number.
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o8 B x +

< c b op html * B %O :
Invoices for Contract#AG-024B-B-17-5000 Item#1(10/01/2020 - 11/18/2020) Add© Refresh T Print &
Sh 50 v entrie§] ® Approve oice Search :

Invoice # Reg Tail # Created Date Amount

Package #
Contract #AG-0248-B-17-5000
Contract ltem #1

Invoice(s) #:
1678042598,1678042599,1678042600,1678042601,1678042875,1678044515,1678044516,167

10/04/2020

3 | certify that the services listed in the above invoice were received

Name of the COR/CO *

Enter Name

PIN #*

[CHHSHSHSHHSHAHSH<H<JI < I

Enter PIN
6780445008 N392AC 0/12/2020 48432
Showing 1to 11 of 14 Approve Invoice Previous 1
Actions
Approve Approve All
USDA gov U.S. Forest Service Whitehouse.gov UsAgov RETURN TO THE TOP ®

Click “Approve Invoices” to complete the approval process.

VALIDATION ERROR OCCURANCE

This usually occurs when the COR is not connected to the contract in EAV. The COR needs to contact
their CO for the contract and get put on the contract as the COR. If that does not solve the validation
error a reset of the COR PIN can be done. Use this link to EAV PIN reset page.
http://fsweb.wo.fs.fed.us/agm/EAV/ The COR will need to be on a FS network to reset the PIN.

CREATING A PACKAGE

To get the invoices to the vendor the COR on the contract needs to create an electronic package and
send the package through IBS system to the vendor to approve and send on to payment.

CREATE PACKAGE

Select “Create Package” from the left side menu or the Quick Pick at the Bottom of the page
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https://fsweb.wo.fs.fed.us/aqm/EAV
http://fsweb.wo.fs.fed.us/aqm/EAV/

= | @8 usrorestsevee | |BS - Aviation - v1.2.5

@ Aviation Dashboard
@€ Invoices v

B Package Management v

. ”;‘_);«,.2_;“,..'. P s

Create Package

View/Modify Package
Vendor Modified Packages D a S h boa rd _ AVI at|o n

B DataReports v

® Help

Create New Ir

Invoice #1678082962

Status: New

= SURSI 2 Sten 2: Cnntract # *

Once on the “Create New Package” screen.

i

e Pick Fight dates using the calendar icon.
e Pick the contract number
e Pick the contract item number

e The click SEARCH.

| 88 esizeis=mves. | IBS - Aviation - v1.2.5 T

g
3
E

@ Aviation Dashboard
@ Invoices v

& Package Management v

& DataReports v

® Help
Dashboard - Aviation | View/Modify Package

Create New Package

Filter | Search Invoices by Contract

Step 1: Flight Date From * @  Step2:Contract#* Step 3: Contract ltem # *
08/20/2021 - 08/20/2021 ﬁ Choose Contract Number v Choose Contract Item v

Invoices must be in “COR_APPROVED” status to be put into a package.
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Filter | Search Invoices by Contract

Step 1: Flight Date From * ©  Step2: Comract #* Step 3: Contract ltem # *

01/01/2021 - 01/20/2021 ] AG-0248-B-17-5000 - N3924C - 1 v

Package Header

Contract Number Contract Item No Vendor Name Date From Date To
AG-024B-B-17-5000 1 AERQ FLITE INC 01/01/2021 01/02/2021

Show Al v entries Search:

Select “  Invoice # Registration # Date Amount Status Created By Updated By Updated Date
a 1678082795 N392AC 01/01/2021 1 COR_APPROVED Susan Gethen Susan Gethen 08/20/202
a 1678082798 N392AC 01/02/2021 1 COR_APPROVED Susan Gethen Susan Gethen 08/20/202

Showing 1 to 2 of 2 entries Previous Next

Package Remarks

Remarks

Enter Remarks

Create Package

Once all the approved invoice are shown, the invoice that need to be packaged and send to the vendor
can be “checked”. Remarks can be added the to package at the bottom of the screen.

Filter | Search Invoices by Contract

Step 1: Flight Date From * ©  Step2:Conract#* Step 3: Contract ltem # *

01/01/2021 - 01/20/2021 £ AG-024B-B-17-5000 - N392AC -1 v

Package Header

Contract Number Contract ltem No Vendor Name Date From Date To
AG-024B-B-17-5000 1 AEROFLITE INC 01/01/2021 01/02/2021

| v entries Search

4 Invoice # Registration # Date Amount Status Created By Updated By Updated Date
1678082795 N392AC 01/01/2021 1 COR_APPROVED Susan Gethen Susan Gethen 08/20/202
1678082798 N3924C 01/02/2021 1 COR_APPROVED Susan Gethen Susan Gethen 08/20/202

Next

Showing 1to 2 of 2 entries Previous

Package Remarks

Remarks

Enter Remarks

Create Package

Then click on “Create Package”

The “Package” moves over to “Package Management” section. It will be prefiltered to the package that
was just created.
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PACKAGE MANAGEMENT

The package that was just created will appear under Package Management and be highlighted in green.

Package Management

Filters
1. Flight Date From * L7} 2. Contract Number * 3. Contract ltem Number * Status
01/01/2021 % AG-024B-B-17-5000 N 1-N392AC M ALL v
Package Number Created By
Enter Package Number Susan Gethen
COI’I'EI’aC'[Z AG'024B'B'1 7‘5000 - |tem: 1 - NSQZAC Create Package @
Show 50 ~ entries Search: :
Package # Status v  Create Date Create By Updated Date Updated By Company Remarks Amount
45369 SENT_TO_PAYMENT 08/01/2019 Susan Gethen 08/01/2015 Richard Stairs AERO FLITE INC 12023344
45648 SENT_TO_PAYMENT 08/15/2019 Susan Gethen 08/15/2019 Richard Stairs AERQ FLITE INC 142445053
46074 SENT_TO_PAYMENT 09/03/2019 Susan Gethen 09/04/2015 Richard Stairs AERO FLITE INC 701506.48
46117 SENT_TO_PAYMENT 09/03/2019 Susan Gethen 09/04/2019 Richard Stairs AERQ FLITE INC 38031.68
46366 SENT_TO_PAYMENT 09/17/2019 Susan Gethen 09/17/2019 Richard Stairs AERO FLITE INC 1716623.41
48413 SENT_TO_PAYMENT 09/17/2019 Susan Gethen 09/18/2019 Richard Stairs AERQ FLITE INC 63754
53630 COR_APPROVED 08/20/2021 Susan Gethen 08/20/2021 Susan Gethen AERQ FLITE INC 2
47972 Approved for payment 06/18/2020 Susan Gethen 06/18/2020 AEROFLITEINC ~ AEROFLITE INC 72846387
48202 Approved for payment 07/04/2020 Susan Gethen 07/08/2020 AEROFLITEINC ~ AEROFLITEINC 1439512.92

VIEW PACKAGE/SEND TO VENDOR
To view the package, click on the package number.

This will be the last step before it is sent to the vendor for approval. Review the invoice as needed to
ensure they are correct. The invoices can be edited from this screen if needed, by clicking on the invoice

number.

A summary of the invoice can be seen on this screen.

Invoice List

(L= Pogatialxe N ES ES FT
BurTled

FT L1}

Tersl (ST Tenal

REM Dadly
Cranss Mg b i S0

53| Page



Once the package has been review, Click on green button at the bottom of the page to send to vendor.

Package Details

package No #53630 Contract Number: AG-024B-B-17-5000
Contract [tem No: 1
STANDARD

Package Number: Updated By:

53630 Susan Gethen Amount: 32

Created By: Updated Date: .

Susan Gethen 2021-08-20T00:00:00

Created Date: Invoice Start Date: Status:

2021-08-20T10:15:02.683 01/01/2021 COR_APPROVED

Vendor Name: Invoice End Date: Payment Status:

AERO FLITEINC 01/02/2021

Sent Date:

Vendor Code: COR Email Address:

1100062121 susan.gethen@usda.gov Signed Date:

Remarks:

Invoice List
Search
Invoice Registration ES ES FT RON 1 Daily
Date . Number Number Hours Total Hours Charges Misc Total Inv Status

01/01/2021 1678082795 N392AC 0 1 CORATEROVE
01/02/2021 1678082788  N392AC 0 0 0 1 CORAPPROVE

Delete Package Send to Vendor

DELETE PACKAGE

If there is a need the package can be deleted. This will delete the packaging of the invoice it does not
delete the invoice. This is useful if an invoice has been forgotten in the package or you wish to remove

an invoice from the package.

RETRIEVING PACKAGE FROM VENDOR

Deleting the package is a way the COR can “pull” the package back from the vendor to edit or update if
needed. The other way to get a package back from the vendor for edits or updates, if to have the vendor
“Return to COR” function on their screen.

VIEW /MODIFY PACKAGES

Packages can be view and/or modify by going to the left-hand side menu and click on “View/Modify

Package” option
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— | a U.S. FOREST SERVICE

—
Caring for the land and serving people

IBS - Aviation - v1.2.5

Menu

@& Aviation Dashboard
B Invoices v

B Package Management v

Create Package

[ View/Modify Package

Vendor Modified Packages

Package Managemer

B DataReports v

® Help
Filters
1. Flight Date From * L) 2. Contractt
Nialy A Alinak: Aata m MNhAanAnA

This goes to the Package Management screen.
Filtering is needed to pull up the package that is needed. Fill in the required fields.

e Flight Data From
e Contract number
e Contact Item Number

Option items that can be filter for: Invoice Status, Package Number and Created By.

The Default on “Create By” is the person who is currently logged in. This can be cleared if you are
looking for a package that you did not create.

PACKAGE NUMBER

Filtering by the package number without other information is possible.
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Package Management

Filters

Dashboard - Aviation

1. Flight Date From * ] 2. Contract Number * 3. Contract Item Number * Status
Pick a flight date @ Choose Contract Number Choose Contract ltem Number v ALL v
Package Number Created By
Enter Package Number Susan Gethen
PaCkageS Create Package ©
Package # Status Create Date Create By Updated Date Updated By Company Remarks Amount
Once filtered you can check the status of packages.
Filters
1. Flight Date From * (2] 2 Cghtract Number * 3. Contract ltem Number * Status
07/01/2021 & -12025421K9100 T 1-N7098 ALL v
Package Number Created By
Enter Package Number Susan Gethen
Contract: XX-120ZSA21K9100 - Item: 1 - N709S Create Package @
Show 50 v entries z Seach: | ]
Package # Status v Create Date Create By Updated Date Updated By Company Remarks Amount
53616 SENT_TOVENDOR ~ 08/19/2021  SusanGethen  08/19/2021 Susan Gethen SIERRA PACIFIC AIRLINES £ package tainclude 7/31by COR  4a35454
Repackaged to remove flight on 8/1
53617 SENT_TO_VENDOR  08/19/2021 Susan Gethen  08/19/2021 Susan Gethen SIERRA PACIFIC AIRLINES  that was actually on 7/31, the previous 158789.97
package. COR complete 8/18
52388 SENT_TO_RPA 07/01/2021  SusanGethen  07/15/2021 SIERRA PACIFIC AIRLINES  SIERRAPACIFIC AIRLINES  |¥/0 TIPS 10 AK, three nights total for 18885245
perdiuem 2 AK 11D
5270 SENT_TO_RPA 07/16/2021 Susan Gethen  08/04/2021 SIERRA PACIFIC AIRLINES SIERRA PACIFIC AIRLINES No Flights 102000

Showing 1to 4 of 4 entries

Previous Next

You can view the package by clicking on the package number and from there click on the invoice, if edits
need to be moved you will need to have the vendor send it back or delete the package. Then goin and

edit the invoice.

If no packages need to be sent to vendor then nothing will show in green.

If you need to retrieve a package from a vendor to edit it, you need to go to “View/Modify Package”.
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VENDOR MODIFY PACKAGE

When a vendor believe an invoice needs to be correct or added to they can “Return to COR” then that
happens the COR will get an email status such. Example below.

Vendor madified invoices: IBS Aviation package(Number:53361) sent from SIERRA PACIFIC AIRLINES

IBS Automation System <donotreply@fs.fed.us> |  Reply ‘ © Reply Al = Fonverd | E‘
To @ Gethen, Susan - FS Thu 8/19/2021 1:12 PM
Cc O Ifarley@sienrapacificairlines.com

Retention Policy USDA 7 Year Permanently Delete (7 years) Expires 8/17/2028

IBS Aviation package(Number:53361) containing Vendor Modified aviation invoices sent from SIERRA PACIFIC AIRLINES. Please log into the aviation system. Review modified invoices REMARKS by the Vendor. If you
require any changes, please make your changes to the invoices , update INVOICE REMARKS with your comments, approve the package and send to Vendor again.

Following are some additional details for the above package.
Invoice Start Date : 2021-08-14

Invoice End Date : 2021-08-16

Contract Number : XX-12025A21K9100

Contract Item Number: 2

This electronic message contains information generated by the USDA solely for the intended recipients. Any unauthorized interception of this message or the use or disclosure of the information it contains may
violate the law and subject the violator to civil or criminal penalties. If you believe you have received this message in error, please notify the sender and delete the email immediately.

The vendor should contact the COR when there are question concerning an invoice. Once the COR
receives this email, go to the left-hand side menu, and select “Vendor Modified Packages”

= | @8 usroestsevee | |BS - Aviation - v1.2.5
@& A
¢ es v

—J Package Management

W Data Rer v
® Help
Filters
1. Flight Date From * L 2. Contract Number *
Pick a flight date % Choose Contract Number
Package Number Created By

Enter Pa

Susan Gethen

All the vendor modified packages will show, not just yours. Make sure you work only on the package
that you have COR rights to.
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Vendor Modified Packages

Dashboard - Aviation | Package Management

PaCkageS Create Package @
Show 10 v entries S
Packag Create Updated Contract Amou
e # T Date Create By Date Updated By Contract # Item # Company Remarks 7
53595 efieroz 08/19/202 Neptune Aviation Services Inc ":G;U%B'CJ = 2 DED?UHE Aviation

1 9028 Services Inc

08/16/202 3 elicopter
53308 enla A 08/17/2021  Helicopter Express Inc IADEEREEY Heleasiig

1 1 Express Inc

08/12/202 SA21G vlor Aviatic
53342 ?EJZ 202 08/18/202 Taylor Aviation, Inc 12025A21G511 ";ac,brr- iation,

08/06/202 ( )2 0
53096 Sz 08/11/20217  Ponderosa Aviation Inc Az e

1 2 Aviation Inc

2 A CD/B/A - A ( Mountain Air, LLC

52805 07/18/202 08/03/202 r:1ouma/m Air, LLC D/B/A Bridge 1202SA21G510 g D/B/A Bridger

1 Aerospace 0 s

Aerospace

Showing 1 to 5 of 5 entries

PACKAGE NUMBER

Click on the Package Number you need to work on.

PACKAGE DETAILS

The complete package will be visible.

Package Details

Package No #52805 LI ARSI
STANDARD
Package Number: Updated By:
52805 Mountain Alr, LLC D/B/A Bridger Agrospac Amount: §130467.26
Created By: Updated Date: : -

2021-08-03T09:55115.483

Created Date:

Status:
VENDDR_MODIFIED
Payment Status:
Sent Date:
Signed Date:
Remarks:
Invoice List
Search
»  Invoice Registration AV ES T RON Daily.
s Mumber Mumber Codes Hours Total Hours Total Mies Totsl  Charges Mise  oal RS
07j0172021 261548 VENDOR MODIFIED

E7806915] NEBITC 2206 1 56 0 0 0 o 151 12.48

-

Previous Next

The invoice the vendor
modified will show in RED.

It will also say “Vendor
Modified in the INC Status
column.

Click on the Invoice
number to open the
invoice that was modified.




FLIGHT LINE ITEMS

Shew 25 v entries searcrc [
FlightLeg# “ Flight Order From To Start Stop Pay Code Rate Flight Leg Total ($) Select

1 Laramie Prepo KLAR KLAR AV 2296 2296
2 Laramie Prepo KLAR KLAR 800 1900 ES 56 56 E
Showing 1 to 2 of 2 entries Previous Next

ADDITIONAL CHARGES

Shew 25 v entries searcnc[ ]
Charge D # 4 Registration Unit Code Description Mission Code Pay Code Job Code Total Amount(§) Select
337336 0231 Laramie RON 42 ON WGESXP21 15

337339 0231 Hotel Tax 42 CH WGESXP21 1248

Braviene a1

Shawina 1 ta 2 Af 2 antries

NVOICE REMARKS

Remarks

Rate for June 1-13 should be $2688 AV, and $2470 FLT.

Add Remarks

Once the invoice has been brought up, the COR will have to look in a few places to find where the
vendor as added “remarks” or Documentation on what they believe is in question. The COR at this point
should call the vendor and discuss the edits. Edits could be in the main Remarks section or on one of the
flight legs or Addition Charges legs.

REAPPROVE THE EDITED INVOICE
Once the COR and vendor have come to agreement on the invoice in question, the COR will need to go
up to the top of the invoice and select “Approve”

Invoice Details

Invoice #1678069151 Date: 07/04/2021
Status: VENDOR_MODIFIED Author: Gerald Spence
CTANNDADN Tntal- QOR15 AQ

The COR will enter their name and PIN number as with first time invoices.
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The red highlighted line will be gone, and the Inv. Status will change to “COR Review”

At this point the COR can click “Send to Vendor”

Invoice List
Date : Ir:l‘::‘:r Eliﬂ?:ﬁm g\;des $§1al E&gurs ‘Fl'gta\ 1S'g‘tal gg:rges Misc ‘?g‘t"ayl IV Statlis
1678069155 NB81TC 2296 2 112 0 0 0 15 1248 257148 COR Reviewed
1678069164 N8B1TC 2296 3 168 38 7980 0 15 1152 1060652  SENT_TO_VENDOR
07/04/2021 1678069544 N681TC 2295 2 112 0 0 0 15 1152 257052 SENT_TO_VENDOR
07/05/2021 1678069495 N681TC 2296 2 112 07 1470 0 159 1176 404876 SENT_TO_VENDOR
1678069797 ME81TC 2296 2 162 16 3360 0 159 1176 598876 SENT_TO_VENDOR
07/07/2021 1678070090 N681TC 2296 4 216 4 2510 0 159 1176 1129276  SENT_TO_VENDOR
07/08/2021 1678070887 N881TC 2396 4 216 0 0 0 38 55032 333032 SENT_TO_VENDOR
1678070898 N681TC 2295 5 270 7.9 6590 0 59 1176 1932676  SENT_TO_VENDOR
/2021 1678071157 N681TC 2296 5 270 79 16590 0 159 1176 1932676  SENT_TO_VENDOR
07/11/2021 1678071169 NES1TC 2296 5 270 29 5090 0 59 1176 882676 SENT_TO_VENDOR
07/12/2021 1678071754 NB81TC 2295 3 162 i 0 0 38 50354 327954 SENT_TO_VENDOR
07/13/2021 1678071848 N881TC 2396 5 270 79 16590 0 59 3528 1935028  SENT_TO_VENDOR
07/14/2021 N681TC 229 4 216 18 3780 i 159 3528 648628 SENT_TO_VENDOR
07/15/2021 NBB1TC 2296 4 216 39 8190 0 59 3528 1089628  SENT_TO_VENDOR

Delete Package Send to Vendor

The vendor will get an email indicating that there is a package waiting their review.

DATA REPORTS

This option was created to assisted ASC Budget to filter contract payment data before it available in
FAMWEB.

Beginning and ending flight days need to be entered. The Contract Number and the Contract item
number or the package number can be used. It only pulls invoices that are in “Sent to RPA” status.

Data Report - Sent to RPA

1. Flight Date From

07/01/2021 -08/15/2021

Package Number

Enter Package Mumber

HELP

i

2. Contract Number

XX-12025A21K9100

3. Contract ltem Number

2-N708S

This is a link that takes links to the IBS web page with login policy, training and other useful information
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