FedDebt Online Functionality
Creating a Case Online

1. Access the Internet.

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

3. Onthe FMS Enterprise Single Sign On Screen enter the following:
a. UserID
b. Password

{= FMS Enterprise Single Sign On Log In - Windows Internet Explorer

@p -~ \g, hitps: issologing fms. tress.gov/essofsmfmsloginesso. Foc? TYPE=335544 338REALMOID=06-bd3bb4fd-2682- 1023-b7b: V| ERIEES |Gnﬂgle

© Eile Edit  Wiew Favorites Tools  Help

o [gms Enterprise Single Sign On Log In ] l B - d - [ Page - & Tadls +

Change Password | Forgot your Password? | Forgot your User 1d? | Register | 7

Enterprise Single Sign On

Log In using your FMS:

To log in using your FMS Single Sign On User ID =nd Password, plesse enter your User ID and Password.

User 1D [AgencyUserol
—
SecurlD Token
SeeurlSToken

Forgot vour User 1d?
Forgot your Password?

(550 User ID and Password b

[ PKI Certificate

WARNING You have accessed = United States Governmant computer. Unauthorized use of this computer is a violation of federal lsw and may subject

you to civil and criminal penalties. This computer and the automated systems, which run on it, are monitored. Individuals are not guaranteed
privacy while using government computers and should, therefore, not expect it. Communications made using this system may be disclosed
=s allowed by fadaral law.

Accessibility |

U. 5. Department of the Treas

" Trusted sites 100 v

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.

Privacy statement agreement

This system may contain Government information which is restricted to authorized users ONLY.
Unauthorized use, access, misuse, or modification of this computer system or the data contained
herein or in transmit to/from this system constitutes a violation of Title 18, United States Code,
Section 1030, and may subject the individual to criminal and civil penalties pursuant to Title 26,
United States Code, Section 552a (the Privacy Act). This system and equipment are subject to
monitoring to ensure proper performance of applicable security fi or procedures. Such
monitoring may result in the acquisition, recording and analysis of all data being

i d, tr itted, pr d or stored in this system by a user. If monitoring reveals
possible evidence of criminal activity, such evidence may be provided to Law Enforcement
Personnel.

ANYONE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING.

REMINDER: Pursuant to the Certification Agreement signed by each Creditor Agency, any person
adding, changing or updating debt records via this system is certifying pursuant to 31 U.5.C.
3716, 31 U.5.C. 37204, 5 U.5.C. 5514, and 28 U.5.C. 1746, that the information the person inputs
about the debt and/or debtor is true and correct to the best of their knowledge.

disagree |

b

Daone gLocaIintranet QIDD% A

6. Select “agree”
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Creating A Case Online

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”.

Mai

Ty

Release: 04.12.01 Baseline: FDPR2_03.10.10.1248

Add or maintain a debt
Create a new debt, debtor or case
Edit a debt. debtor or case

AWG processing
View overdue hearings

Collection activities
Recall search

Financial processing
Case history - balance summary
Case history - transaction summary
Case balance inquiry
Debt history - balance summary
Debt history - transaction summary

Profiles
Creditor agency
Creditor agency cross-reference

Management reports
Management reparts

e dDebt:

Menu for Creditor Agency Supervisor Role

Department of the Treasun v
5

Financial Management Service

Specific function
Debt. debtor. or case
Financial transaction

WWe are committed to making electronic
and information technology accessible to
people with disabilities in accordance with
Section 508 of the Rehabilitation Act_
FedDebt is best viewed at a screen
resolution of 1024 x 768 or higher. using
Internet Explorer 5 0+_ If you have any
comments or suggestions on how we
might further improve the accessibility of
FedDebt. please send email to
webmaster@fms treas gov.

s

Done

9. You will be directed to the FedDebt:

& Internet

Debt search screen.

10. Complete the fields on the Debt Search Screen.

Add or maintain a debt

L 100% -

Search

11. Select “Search”.

* Agency code:
* Bureau code:
* Referring office code:

* Program code:

* Agency debt |D:

® indicates a required field.

Reset Cancel
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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.

Add or maintain a debt

04.13.01 Baseline: FDPRZ_03.10 .10 1246 2010-12-02 11:39:40.244342

Add a debt

Agency Code: 01 Bureau code: X201 Referring office code: FDR  Program code: XZ1T
Agency debt ID: Test500

Program classification:

* Debt type:

** Admin debt class:
* Debt description:

* Date debt incurred:
Debt liability:

* Delinquent date:

* Expiration date:
Debt written off:
Referredto PCA
Debt in foreclosure:

Judgment type:

Judgment date:

Guarantor exists:

Fines/Penalties

| 3
I (mmiddiyyyy)
I (mmiddivyyy)
I (mmiddivyyy)
I (mmiddivyyy)
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Continuation of Debt page.

* Original amount 0.00 S

As referred by agency.

Principal 0.00

Admin cost 0.00

Interest 0.00

Penalty: 0.00

* Balance: 0.00
Principal TAS:
Interest TAS:
Penalty TAS:
Admin cost TAS:

Health insurance carrier: ‘

Beneficiary first name: ‘

Beneficiary last name: ‘

Credit bureau report status: | i

DMS will accrue interest for debts in this agency program
Interest type: Additional w

Interest rate: * Last agency interest calculation date: (m

DMS will accrue penalty fees for debts in this agency program

Penalty rate: * Last agency penalty calculation date: m

Terms: ‘
* indicates a required field.
** required if debt type is "Administrative.”
Next | Reset |Cancel Send to TOP v
£ | b3

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.

17.

Name

FedDebt Online Functionality
Creating A Case Online

You will be directed to the Debt summary screen.

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.

Add or maintain a debt

Baseline: FOPR.

. Debt summary

Agency. FedDebt Training Agency
Bureau: General Training

Office. FedDebt Training Facility
Program FedDebt Accounts Receivable

Original amount of debt §5,000.00

Referred administrative costs: $50.00
Referred penalty: $35.00

Referred principal $4,000.00
Referred interest $25.00

Referred debt balance: $4,110.00

Agency debtID: Test500
Debt liability: Individual

.............................................. Debtors associated with thisdebt - oo

Percent
Agency debtor ID TIN liability Selectinformation to edit

Save Edit debt Exit

Add a debtor

i | bl
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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.

(= FedDebt: FedDebt - Windows Internet Explorer provided by Financial Management Service B|_
%r - |& https:{{fdbtr fms. treas. gov/FedDebtwebfdebtmanagement/debt do v| % "_ X |G°°Q|E HE|
w & l@FedDebt:FedDeht ]_I B0 @ e G-

=

Add or maintain a debt

L —

Agency code: 01 Bureau code: X201

** Agency debtor ID:
** FedDebt debtor ID:
“TIN: TIN type:

“* Last name: I
First name:

** To search, enter data in st l=ast one of these fislds. A search is not required fo add 8 debtor.
Search excludes decessed/dissolved and bankrupt debtors. Search excludes business debtors.

Search | Reset |Cancel ~Add anindividual debtor

coo......Debtor search results ...

Feddebt debtor ID Agency debtor ID TH Business or Last name First name
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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”.

et do

L Fowtes 68 Fedebt Fedebt g-vjévmvmq1m-°v»

Add or maintain a debtor

S Add an individual debtor

Alias information

HAgencycode: B Boreau code: X2

Property
information  Agency deteer IRainay

Emplwmenl * Firet namg i
inormation o s |
*Lastname: | Baj G -
Work contact I e -
information Gt Mala Nl

113
contact information TH Ly, S5H
Diate of birth:
I —

contact information - ml_
Attorney contact G
nfomation uammmml o

Third party
contact information Add contact information
Case information e e
Next | Cancel | Reset.
Dove & Localintranet | Protected Mode Off fir ALK -
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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.

Fle £t Vien Fawres Jods belp
4 Faoes @Y et ot Qv-}@vmvgmv@hav»

Add or maintain a debtor

Add an individual debtor

Alas information
Agency todz: 01 Bureau code: X201

Progerty
Information ey S0 - Rainey

f‘:m b |Jah1ny Widdla rams: |
Work contact e |Rm i i
information ool il

Prison ™ ’_
contact infarmation TH type: S50

trustes

Bankrugtey

contact information (T — ’—
Attorney contact s

informmation Diste of st inancial st i

Third party T — e
comact iformation L Remore

Gt bt Mhnlddtesi_ Add 2 phone _i.dhn!mail_

| Add contact information |

& Local ntenet | Protected Mode: Off v R v .
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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.

Add or maintain a debtor

Add an individual debtor

Ageety oot B Bostac cofe” KN

information " Bgency der D m

P e

'-HT'I'!‘ M i

T RN -

* Lisz samm -
Work costact [Raney Sewater ai

= Mk -

Frisoe. =
ot act information » Thieype S0

e o b o
Basngecy trusee '
oM T nunion Corw * faat cowst gt T
Athorney oontact S ol law? fraecl
indlormtion - —
Thisd paty 5 Inctvidhasl Cantac 1 Temove
contact informution
Cack information Aed an addvest | | kid 2 phote Add an esuil

Add contact laformation

i

Wext  Cancel  Reset
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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”.

]
Add or maintain a debtor
Individual debtor . .
information Case ]nformat]on
Alias information
Percentage liabilty:  100%
Property
information Relationship to primary debtor: ~ Self
Employment Amount of last payment prior to referrat |
information
Date of last payment prior to referrat I i)
mr;ﬁf; - Date reported to credit bureau by FedDebt:
Prison Date last reported to credit bureau by agency: I ey
coniact information Credit bureau reporting & ves|C =
Bankruptcy trustee Contact io receive demand leter: | Sef Individual: Brown Charie |
contact information
i : Debtor digputed debt: M
Attorney contact
Information Debtor disputed amount of debt:
Third party Disabilty waiver denied: -V
contact information ol -
Debt match bypass indicater(z): I een 1 osaclan sl Taxal™ r r
[ Case information
Previous || Next  Reset| | Cancel
L
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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”.

Add or maintain a debt

Agency: FedDebt Training Agency Original amount of debt: $5,000.00
Bureau: General Training

Office: FedDebt Training Facility Referred administrative costs: $50.00

Program: FedDebt Accounts Receivable Referred penalty: $35.00
Referred principal- $4,000.00
Agency debt ID: Test500 Referred interest: $25.00
Debt liability: Individual Referred debt balance: $4,110.00 =

.............................................. Debtors associated with thisdebt -

Percent

Name Agency debtor ID TN liability Select information to edit
Brown,Charlie FeddebtLab 100.0 Deblor Information ¥

s [dtaen | cun]
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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”.

Add or maintain a debt

SEARCH  REPORTS

Release: 04 13.01 Baseline: FOPR2_03 1010 1246 2010-12-02 13:00:14 3052%

Debt summary confirmation  ©

Agency: FedDebt Training Agency Original amount of debt: $5,000.00

Bureau: General Training

Office: FedDebt Training Facility Referred administrative costs: $50.00

Program: FedDebt Accounts Receivable Referred penalty: $35.00
Referred principal: $4,000.00

Agency debt ID: Test500 Referred interest: $25.00

Debt liability: Individual Referred debt balance: $4,110.00

FedDebt debt [D: 2010001702
Current administrative costs: $50.00
Current penalty: $94.84
Current principal: $4,000.00
Current interest: $74.86
Debt notes Current debt balance: $4,219.70

......... Debtors associated with this debt - - oo

Percent FedDebt
Hame Agency debior ID TH liability debtor ID FedDebt case ID
Brown,Charlie FeddebtLab 100.0 000903301 20100017024, Debtor notes |

Exit Add debt

Done & Internet #100% -
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