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Creating a Case Online 

 
 

 
 
1. Access the Internet.  

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

  
3. On the FMS Enterprise Single Sign On Screen enter the following: 

a. User ID 
b. Password 
 

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

 
4. Select “Login”. 
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5. You will be directed to the Privacy Statement screen. 
 
 

 
 
 
6.   Select “agree” 
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7. You will be directed to the FedDebt:  Main Menu screen. 
 
8. Under the Add or maintain a debt heading, select “Create a new debt, debtor 

or case”. 
 

Main Menu for Creditor Agency Supervisor Role 

 
  
 

9.   You will be directed to the FedDebt:   Debt search screen. 
 
10.  Complete the fields on the Debt Search Screen. 

    

 
 
 
    11.  Select “Search”. 
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12.    You will be directed to the Add a debt screen. 
 
13.    Enter debt information. 

   Note:  If debt has more than one debtor, select “Joint & Several” under Debt   
liability so additional debtors may be added to debt later. 

 
14.    Asterisks (*) indicate required information.  

   Note:  The debt elements displayed are driven by your agency’s profile for the       
selected program.  When debt type is administrative, the Admin debt class is 
required. 
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Continuation of Debt page. 
 
 

 
                                                                                                                                                                               

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. 

  
15.   When you have completed entering the necessary information, select “Next”. 
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16.  You will be directed to the Debt summary screen. 
 
17.  Select “Add a debtor”. 

 Note:  At this point you must edit the debt elements or add a debtor.  The Save  
 button on this page is not functional at this time. 
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18. You will be directed to the Debtor search screen, select ”Add an individual   
         debtor”. 
    Note:  If the debtor has previously been entered in FedDebt by your agency  
         for another debt, search for the debtor by using only one of the search 
         fields.  A new debt can be entered for an existing debtor.  This is dependent on  
         your agency using the same Agency debtor ID.   You will be required to review  
         existing debtor information for accuracy. 
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19. You will be directed to the Add an individual debtor screen. 
 
20.  Enter required information.  Asterisks (*) indicate required fields.  Once completed  
       select “Add contact information”. 
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21. Select “Add an address”.         

Note: A mailing address is a required field.  Phone number and email information  
are important if available, but optional fields. 
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22.  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. Select an individual tab to go directly to the input screen for that tab.  
If no other debtor information is to be added to the debt, select the “Case 
Information” tab. ”Reason” selection is only used when an update occurs at a 
later date.    

 
 

 
 
 
.  
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23.  Case information screen. 

 Note:  If you are entering someone other than the primary debtor on a joint & several   
 debt, you must select the “Relationship to the primary debtor”.  
 

24.  Select “Next”. 
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25. You will be directed to the Debt summary screen. 

  Important Note:  This is your last opportunity to ensure all debt and debtor  
  elements are correct.  Please review all information to ensure its accuracy.   
  Remember, when you select “Save” on this page you are submitting the debt. 
 

26.  Select “Save”. 
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27.   You will be directed to the Debt summary confirmation screen. 
 
28.   The following information is displayed on the 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 
 

29. If there is any important information you need to provide regarding this debt or  
debtor, select “Debt notes” or “Debtor notes” and enter a note in the box  

  provided. 
 

30.  Once you have completed entering the debt and debtor information, and there are  
no other debts or additional debtors to add to the existing debt, select “Exit”. 
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