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1. Access the Internet  

 
2. Enter FedDebt Production URL: https://feddebt.fms.treas.gov/FedDebtWeb      

        
3. On the Fiscal Service Single Sign On Screen enter the following: 

a. User ID 
b. Password 

 

 
  

Note:  FedDebt Role dictates functionality capability.  See FedDebt Role Information. 
 

4. Select “Login” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://feddebt.fms.treas.gov/FedDebtWeb


FedDebt Online Functionality 

Creating a Case Online 

                                                            2                                              Rev 03/2015 

 

 

 
5. User will be directed to the “Privacy Statement” screen. 

 

 
 

6. Select “agree” 
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7. User will be directed to the “FedDebt: menu” screen. 
 

8. Select “Create a new debt, debtor or case” under the “Add or maintain a debt” heading.  
Note: Only the “Creditor Agency Data Entry Clerk” and “Creditor Agency Supervisor” 
roles have the authority to enter a debt in FedDebt. 
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9.  User will be directed to the “Debt Search” screen. 

 
10.  Complete the fields on the screen. 

Note: “Agency”, “Bureau”, “Office” and “Program” codes are established by Treasury 
at the time your Agency Profile was entered in FedDebt. 
 
 

 
 
11.  Select “Search”.   
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12. User will be direct to the “Add a debt” screen.  Enter debt information. 
         Note:  Asterisks (*) indicate required information.  Debt elements displayed are  
         driven by your Agency Profile for the selected program.   

  
 
 

 

Debt Type

Administrative

Loan

Admin Debt Class

Fines

Penalty

Fee

Grant

Overpayment

Emplyee Advance

Misc Debt

Debt Description

Consumer

Commercial

Debt Liability

Individual

Joint & Several  
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Add a debt (continuation)   
 

Debt Written Off

Yes

No

Referred to PCA

Yes

No

Debt in Foreclosure

Yes

No

Judgment Type

Judgment

Non-Judgment

Guarantor Exists

Unknown

Yes

No  
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“Add a debt” (continuation) 
 
 
 

Interest Type

Additonal/Financing

Current Value of Funds  
 
 

       

 
Note: The values for interest and penalty rates should be entered as whole numbers 
(e.g. 5.00 for 5%). Unless your agency has a citation, interest and penalty is mandatory. 
 
 

13. Select “Next”.   
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14. User will be directed to the “Debt summary” screen.  

 

 

 
 

15.   Select, “Add a debtor”.       
  Note:  At this point you can edit the debt elements or add a debtor.  The “Save”  
  button on this screen is not functional at this time. 
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16. User will be directed to the “Debtor search” screen. 

   Note:  If the debtor has other debts in FedDebt entered by your agency, then search for 
the debtor by using only one of the search criteria fields.  The new debt information can 
be merged with the existing debtor contact information to create a new debt.  This is 
dependent on your agency using the same Agency Debtor ID.   Accuracy of existing 
debtor information will have to be reviewed.   

 
        
 

 
 

 

 

 
17.  Select “Add an individual debtor”, if there is no existing debt for the new entry, 

otherwise select “Search” to locate exiting debts for debtor. 
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18.  User will be directed to the “Add an individual debtor” screen. 

 
19.  Enter required information.  Asterisks (*) indicate required fields.  Once completed select 

“Add contact information”. 
 
   

 

 

Generation

Junior

Senior

First

Second

Third

Fourth

Fifth  
 

 
Gender

Male

Female

Unknown  
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20. Select “Add an address” from the “Self Individual Contact 1” box. 
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21.  Address information box will appear.  Enter required information.       

          Note: A mailing address is a required field.  Phone number and email information  are   
          important if available, but optional fields.  “Reason” and “Source” selection is only  
          used when an update occures at a later date from time of referral. 
 
 

 

Reason

Other

Provided by Debtor

Return Mail

Skip Trace Debtor

Third Party

Source

Agency

Experian

Family

Lexis Nexis

Metronet

Neighbor

Other  
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22. Selecting “Add a phone” from the “Self Individual Contact 1” box will generate an 
optional contact box for debtor.  This contact information is not mandatory. 
 
 

 

Type

Cell

Fax

Phone  
 
 
 
 

23.  Select “Next Page”. 
 Note:  Selecting next page will move you through each individual tab (“Alias  
 information”, “Property information”, etc.) located in the shaded area of the screen on  
 the left side. User can also select an individual tab from the shaded area of the screen. If  
 no other debtor information is to be added to the debt, select the “Case Information” tab. 
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“Alias Information” tab 
 

 
 
“Property Information” tab 
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“Employment Information” tab 
 

 
 
“Work Information” tab 
 

 



FedDebt Online Functionality 

Creating a Case Online 

                                                            16                                              Rev 03/2015 

 

 

“Prison Information”  tab 

 

 
 
“Bankruptcy Information” tab 
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“Attorney Information” tab 

 

 
 

“Third Party Information” tab  
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24.   “Case Information” screen. 
  Note:  If entering someone other than the primary debtor on a joint & several debt, then  
  selection must be determined as to relationship to the primary debtor from the   
  “Relationship to the primary debtor” dropdown box.  
 
 

Debtor disputed debt

Yes

No

Debtor disputed amount of debt

Yes

No

Disability waiver denied

Yes

No  
 

 

 

 

 

 
 

 
25.  Select “Next”. 
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26.     User will be directed to the “Debt summary” screen. 

 Important Note:  This is the last opportunity to ensure all debt and debtor  
 elements are correct.  Please review all information to ensure its accuracy.   
 Once “Save” is selected on this screen the debt will be submitted to FedDebt. 

 

 
 

 

 

27.   Select “Save”. 
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28.   The following information is displayed on the “Debt summary confirmation” screen: 

 
         FedDebt Debt ID – System Generated 
         FedDebt Case ID – System Generated 
         FedDebt Debtor ID – System Generated 
         Agency Debtor ID – Agency’s identifying number 
         Agency Debt ID – Agency’s identifying number 
         TIN (if available) – Individual debtor’s SSN or Business’s EIN 
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29. If there is any important information that needs to be provided regarding the debt or 
debtor, select “Debt notes” or “Debtor notes”,  enter a note in the box  
provided and then select “Cancel”.   

 

 
 
 
  

30. The note will be saved along with the UserID of the person who entered the note and  
   date and time the note was entered.  Select “Cancel”. 
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31. Select “Exit”. 
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1. Select “Financial transactions” under the “Financial processing” heading. 
Note:  The Creditor Agency Financial Supervisor role is the only role that can  
perform financial transactions. 
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2.  User will be directed to the “Financial batches” screen.  Select, “Enter batch”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FedDebt Online Functionality 

Manually Entering Agency Payments 
 

                                                                      25                                                          Rev 12/2014                                                                         

 

 
 
 
3. User will be directed to the “Create financial batch” screen. 
 
4. Select the transaction type (ADJ-Adjustment, PMT-Payment or REV-Reversal) from the 

“Transaction category” drop down box. 
 

5. Select “AGCY – Agency” from the “Origin” drop down box. 
 

6. Enter the number of transaction being performed in the “Control number of entries” 
field. 

 
7. Enter the dollar amount of the transaction in the “Control dollar amount” field. 
      Note:  Only numerical digits are to be used in this field. Using “$” will result in an 
      error message. 

 
8. Select “Create batch”.  
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9.  User will be directed to the “Financial batch entry” screen. 
 
10. Select the type of transaction from the “Transaction type” drop down box. 

 
11. Select “Add entry”. 
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12.  User will be directed to the “Create MIAPT transaction” screen. 

 
13.  Enter the date the debtor made the payment in the “Payment date” field. 
        Note: Entering a date prior to debt referral will result in an error message. 

 
14.  Enter the appropriate “FedDebt Case ID” in the corresponding field. 

 
15.   Select “Next”. 
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16.    You will be directed to the “Enter manual identified agency payment (MIAPT)”  

   screen. 

 
17. Enter the amount of the payment in the “Payment amount” box. 
 
18. Select the method of payment (Bank Check, Certified Check, Credit Card, Money  

Order, Other Instrument, Personal Check or Wired EFT) from the “Instrument type” 
drop down box. 

         Note:  If Credit Card payment is selected then “Credit Card Type” (American 
         Express, Bloomindales, Diner’s Club, Discover, MasterCard or Visa) must be  
         selected. 
 
19.   If the instrument type is a check, enter the check number in the “Instrument  
        Number” box. 
 
20.   Select “Save”. 
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21.  User will be directed to the “Financial batch entry” screen. 
 
22.  Select “Cancel”. 
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23.  User will be directed to the “Financial batches” screen. 
 
24.  Select Exit. 
       Note:  The Creditor Agency Financial Supervisor who enters a batch cannot  
       approve the batch.  This is due to a system of checks and balances. 
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1. Select “Financial transactions” under the Financial processing heading. 

  Note:  The Creditor Agency Financial Supervisor role is the only role that can  
        perform financial transactions  
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2. User will be directed to the “Financial batches” screen.   
 

3. Select, “Enter batch”. 
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4.  Select the radio button under the “select” heading box. 

 
5. Select “Approve and process batch”. 
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6.  “Your Data is Being Processed” message will appear. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FedDebt Online Functionality 

Manually Posting Agency Payments 
 

                                                         35                                                    Rev 12/2014 

 

 
 

 
7.  Select “Exit” from the “Financial batches” screen to return to the FedDebt menu.  
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1. Under the “Collection activities” heading, select “Recall search”. 
      Note:  The Creditor Agency Analyst and the Creditor Agency Supervisor role are  

the only roles that can perform this function. 
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2. User will be directed to the “Recall search” screen.   
 
3. Select “Search by” from the drop down box selection (choose only one). Then input the 

“Search for” corresponding criteria. 
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Note:  If search will be performed using “Agency Debt ID” or “Agency Debtor ID”, then 
the “Agency” and “Bureau” will be automatically generated by system. 

 

 
 
 
 
4. Once search criteria have been entered, select “Search”. 
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5. Select “Reason for recall” from the drop down box selection. 

Note:  Reason selection is dependent on the recall search criteria. 
 

Search performed using “FedDebt Case ID”, “Feddebt Debt ID” or “Agency Debt ID” 
will yield the below recall reason selections. 
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Search performed using “Debtor TIN” will yield below recall reason selection.   
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Search performed using “FedDebt Debtor ID” or “Agency Debtor ID” will yield below 
recall reason selections.   
Note:  This selection search will require approval from Treasury staff. 

 

 
 
 

6.  Select, “Recall”. 
  Note:  Debt will be automatically recalled unless recall reason pertains to “paid   
  in full”, debt discharged in bankruptcy” or “debtor deceased” (additional 
  information will be required).   
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7. If death, paid in full or bankruptcy is the reason for recall, complete the selected  
      corresponding fields. 
       
 

 
 

 

 

 
8. Select “Save”. 
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9. Recall Request Confirmation will be displayed. 
 

 
 
10.   Select “Exit” to return to the FedDebt main menu page.   
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1. Select “Debt, debtor or case” under the “Search for” heading.  
Note: All roles have the authority to view case data. Users will only be able to view 
information on the cases referred under the programs to which they have access. 
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2.  User will be directed to the “Search for a debt, debtor, or case” screen. 

 
3.  Enter the criteria for the search and select “search”. 

Note: Any values which are entered in a field preceded by a red asterisk constitute 
valid search criteria. 
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4. The underscored fields allow the user to view information under the headings:   

 “FedDebt debt ID”, “FedDebt debtor ID” or “FedDebt case ID”. 
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5. FedDebt debt ID screen displays summary information pertaining to the debt.  
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6. View program profile screen displays program detail information provided by the 
agency (ex. collections tools, payment parameters, etc.). 

   Note:  All roles have the authority to view the “program profile”.  The “program   
   profile” can be viewed from various areas in FedDebt. 
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7. Selecting “Expand all” from the “Agency program profile view” screen will yield 
the following:       
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7a. Agency profile (continuation) 
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7b. Agency profile (continuation) 
 
 
 

 
 

 

 

8.  Select “Close” to return to the previous screen. 
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9.  “FedDebt debtor ID” screen displays information pertaining to the debtor. 
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10.  FedDebt case ID screen displays information that was generated by FedDebt and/or 

provided by the agency.   
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10a.  FedDebt case ID screen (continuation) 
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10b.  FedDebt case ID screen (continuation) 

 

 

 

 
 

 
11. Scroll to bottom of page and select “View history”. 
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12. “View history” screen provides a selection of different history types (“Case history, 

“Debt history”, “Debtor history” and “Financial history”) that can be selected.  If   
 there are multiple debtors associated with a debt, each debtor will have his or her   
 own history. 
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13.   “Case history” will direct you to the historical activities associated with the case.   
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13a.  “Case history” (continuation) 
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13b.  “Case history” (continuation) 
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14. Selecting a row indicator ( )  will retrieve notes entered by the FedDebt user. 
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14a.  “Case history” (continuation) 
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14b.  “Case history” (continuation) 

 

 

 

 
 

 
15.   Select “Cancel” to return to the previous screen. 
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16.  The “Financial History” screen displays all financial (ex. payments, adjustments, 
reversals)  activities which occured on a case and is associated with a debtor.  
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16a.  “Case financial history” screen 
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17. To view additional details pertaining to a specific transaction, select the radio button 

for that transaction.  Scroll to the bottom of the page and select “Retrieve 
transaction details”. 
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18. “Individual transaction details” will be displayed for the selected transaction. 
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19. “Indivdidual Transaction details” (continuation)   

 
           Note: The information displayed on the shady area at the bottom of this screen will  
           dictate how a financial transaction was applied.   
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19a.  “Case financial history” screen. 
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19b.  “Individual transaction details” screen. 
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20. Selecting “Transaction notes” reveals detail notes provided by the Financial    
FedDebt user. 
Note:  To view “Transaction notes” pertaining to the transaction scroll to the bottom 
of the “Individual transaction detail” screen and select “Transaction notes” or 
“Close” to return to the previous screen. 
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20a.  “Transaction note” screen. 

 

 

 
 

 

21. Select “Cancel” to return to previous screen. 
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22. The “Case balance inquiry” screen can be accessed by selecting “Case 
 balance” from the bottom of the “Case financial history” screen. 

          Note:  “Case balance inquiries can also be obtain from the “FedDebt menu”  

          screen, under the heading, “Financial processing”.  
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22a.   “Case balance inquiry” screen. 
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23.  “As-of-date” can be changed resulting in a different “as-of-date” balance.   
 

 

 

 
 

 

 
24.   Select “Exit” to return to the previous screen. 
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1. From the “FedDebt Menu” screen, select “Management Reports” under the 
“Management Report” heading. 
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2. Select your view from the “WebFocus Business Intelligence Dashboard”. 
                           Note: The following screens will be viewed using the “FedDebt CA Financial  
                           Supervisor View”.  A user’s view dictates which reports can be accessed (refer to 
                           “FedDebt Management Reports Matrix” for a listing of reports that can be retrieved  
                           under each view). 
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Retrieving Agency Reconciliation Report 

 
 

3.  Select “ER1532 Agency Reconciliation Report” under the “Financials” tab 
       heading.      
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4. Agency. Bureau, Office, and Program options will be pre-selected based on user 
authority. 

 
5. Choose the appropriate “Debt State” (All, Active, DMS, DOJ, PCA1, PCA2, Top or   

Passive at TOP) from the drop down menu. 
 

6.   Select the format in which the report should be generated. 
 

7.   Select “Run Now”. 
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Agency Reconciliation Report: 
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Retrieving AdHoc Financial Activity Detail Report 
 
 

8. Select “CAL00101 AdHoc Financial Activity Detail Report” under the “Financials”  
      Tab heading. 
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9. The Agency, Bureau, Office and Program options will be pre-selected based on 
user authority. 

 
10.  Enter the “IPAC Reference #”.   

 Note:  Date range is not necessary; the IPAC Reference # will dictate the   
output.   

 
11.   Select “ALL Debts” from the “CRS debt” selection box. 

 
12.   Select “Report Format” and then “Run Now”.   
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IPAC Detail Report (retrieved by means of IPAC reference #): 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



FedDebt Online Functionality 

Retrieving Management Reports 

                                                              75                                                           Dec 2014 

 
 
 
 

(Continuation)  IPAC Detail Report (retrieved by means of IPAC reference #): 
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13. If no “IPAC” number is available, details can be retrieved using the “Agency ALC” 
(Agency Location Code).  Enter the date range for which the data should be 
retrieved, leave ALL for the “IPAC Reference #”, and enter “Agency ALC”.   
   Note: The Agency, Bureau, Office, and Program options will be pre-selected               

based on user authority. 
 

14.    Select “Cash” from the “Cash/Non-Cash Category” box.  
 

15.    Select “All debt” from the “CRS debts” box. 
 

16.    Select “Report Format” (PDF, Excel, and Text) and then “Run Now”. 
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IPAC Detail Report (retrieved by means of ALC): 
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(Continuation) IPAC Detail Report (retrieved by means of ALC): 
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Retrieving the New Case Entry Report 
 

 
17.  Select “B00301 New Case Entry” under the “Debt, Debtor, and Case Processing” 
       tab. 
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18.   Enter the appropriate date range for the report using the MM/DD/YYYY format.  
Note: The Agency, Bureau, Office, and Program options will be pre-selected      
based on user authority. 

 
19.   Select “All debt” from the “CRS debts” box.  

 
20.   Select “Report Format” (PDF, Excel, and Text) and then “Run Now”. 
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New Case Entry report: 
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Retrieving the Creditor Agency RTA Summary 
 

 
21. Select “P00101 Creditor Agency RTA Summary” under the “PA & Debt  
         Resolution” tab. 
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22.   Enter the date range in MM/DD/YYYY format. 
                       Note: The Agency, Bureau, Office, and Program options will be pre-selected 

based on user authority. 
 

23.   Select  the appropriate “Debt Return Reason” (Uncollectable, debtor deceased,  
                          bankruptcy, entity out of business, paid in full, recall, etc.) from the drop down  
                          menu. 
 

24.   Select “Report Format” (PDF, Excel, and Text) and then “Run Now”. 
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Creditor Agency RTA Summary: 
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Continuation:  Creditor Agency RTA Summary: 
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Retrieving the Creditor Agency POD Report 
 

25. Select “P06022 Creditor Agency POD Report” under the “PA & Debt Res” tab. 
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26. The Agency, Bureau, Office, and Program options will be pre-selected based on 

user authority. 
 

27.    Select “Report Format” and then “Run”. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



FedDebt Online Functionality 

Retrieving Management Reports 

                                                              88                                                           Dec 2014 

 
 
 

 Creditor Agency POD Report: 
 
 
 

           v7.30 
          

FDP06022 
Creditor Agency Proof of Debt Request 

Agency: FedDebt Training Agency 
 

Bureau: General Training 
   

Office: FedDebt Training Facility 
 

Program: FedDebt Accounts Rec 
   

Sorted By: # of Days Since Request 

Date Report Generated: 10/21/2014 

             

             

FedDebt 
Case ID 

Agency  
Debt ID 

Agency  
Debtor ID 

TIN Debtor Name HIC 

Beneficiary 
Name Debt Paid in 

Full/System  
Compromised? 

Referred  
Principal 
Balance 

Remaining 
Principal 
Balance 

Date of  
Delinquency 

Date POD 
Requested 

# of 
Days 
since 
POD 
Reques
ted 

200900501A 123TEST Smith12345 
 

John Smith na na No $5,300.00  $5,300.00  07/12/2013 09/03/2014      48 

200900502A Danielle 45890-023 
 

Salie Danielle na na No $107,000.00  $107,000.00  12/23/2011 09/26/2014      25 

200900001A Example01 Deb1234 
 

Music Mega Store na na No $650.00  $650.00  03/04/2013 10/01/2014      21 

200900309A Example04 ZXY12345 
 

Bobbie Debtor na na No $1,225.00  $1,225.00  08/02/2013 10/18/2014 3  

 
FAX ALL PODs to: (855) 567-8821 

 
SENSITIVE BUT UNCLASSIFIED 
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Running Reports in DEFERRED Mode 

 

Reports containing large amount of data may cause the system to ‘time out’, 
if using the “Run Now” option.  In such situations, select the “Defer” option 
instead of “Run Now”. This will enable the report to run in the background, 
and allow the user to continue to perform other duties while the report is 
running.   Not all reports have the “Defer” option. 

 
 

28. Select “Defer” from the bottom of the report option page. 
 

 

 
 
 
 
 
 

Select Defer 
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29.  A Message will be generated indicating that the report has been successfully   
submitted for deferred execution. Close screen by “clicking” the X from the top 
right hand corner of screen. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Close Tab 
 

Message Generated 
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30. Click on “Utilities” located at the top right hand corner of the “FedDebt Reports” 
menu screen and then select “Deferred Status”. 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Utilities 

Select Deferred Status 
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31.    Select “View” to review report.      
             Note:  WebFocus will save report for 29 days from time of request.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select View 
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32. Close window by selecting “X” located at top of window screen.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Close Tab 
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33. When finished, select “Logoff” at the top of the FedDebt Reports main menu 
screen in order to return to the FedDebt Main Menu page.  

 
 

 

Select  
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