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 R l ti d F Regulation and Forms
 Disbursing Personnel
 Deputy Disbursing Officer Financial Systems
 Module 1: Introduction to Deployable Disbursing System (DDS)

 What is Disbursing
 DDS Log In DDS Log In
 Set business day
 Exchange rate set up
 DDS f ti d i ti k DDS function and navigation keys

 Module 2: Transfer of Accountability
 Module 3: EFT Transactions
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 Module 4: EFT Rejects and Returns



AGENDAAGENDA
 Module 5: Treasury Checks

 Check for payment Check for payment
 Check for Cash

 Module 6: Dishonored Checks
 Module 7: Loss of Funds Module 7: Loss of Funds
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 Query Transactions Query Transactions
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3

 Add an APC
 DDS Help Menu



AGENDAAGENDA

 Module 9: Limited Depositary Account
 Module 10: Advance an Agent
 Module 11: Clear a Disbursing Agent Module 11: Clear a Disbursing Agent
 Module 12: Close Business Day (with Accounting Clerk)
 Module 13: Close Business Day (without Accounting Clerk)

M d l 14 E d f D R Module 14: End of Day Reports
 Module 15: Month End Closeout
 Module 16: Physical Security
 Module 17: System Requests
 Module 18: Spillage Prevention
 Module 19: Points of Contact
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 Module 19: Points of Contact



ACTION, CONDITION, 
STANDARDSTANDARD

 ACTION: Perform Deputy Disbursing Officer functions within a deployed ACTION: Perform Deputy Disbursing Officer functions within a deployed 
environment utilizing functional financial systems.

 CONDITION: You have a requirement to open daily business, set the exchange 
rate clear agent transactions close the daily business perform month end andrate, clear agent transactions, close the daily business, perform month end and 
Transfer of Accountability functions using a computer loaded with DDS Software, 
DoDFMR Volume 5, DDS Guide, access to OTCnet, ITS.gov, and standard office 
supplies and equipment.

 STANDARD: The students will have successfully conducted deputy disbursing 
officer functions using financial systems and receive a GO on the following:
 1.  Properly open daily business and set the exchange rate.
 2 S t ID d P fil 2.  Set-up user IDs and Profiles.
 3.  Properly advance/clear agent funds.
 4.  Accept/ Create Remote File Transfers from agents.
 5.  Perform disbursing operations.
 6 P l l d il b i d i ti fil
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 6.  Properly close daily business and review accounting file.
 7.  Properly complete end of day/month reports.



REGULATION AND FORMSREGULATION AND FORMS

 D DFMR 7000 14 R V l 5 Di b i P li A d P d DoDFMR 7000.14-R, Vol 5 – Disbursing Policy And Procedures
http://www.dod.mil/comptroller/fmr/05/index.html

DD FORM 1081 (S f A Offi ’ A bili ) DD FORM 1081 (Statement of Agent Officer’s Accountability)
http://www.dod.mil/comptroller/fmr/05/05_19.pdf

 DD FORM 2665 (Daily Agent Accountability Summary)
http://www.dod.mil/comptroller/fmr/05/05_19.pdf

 DD FORM 2657 (Daily Statement of Accountability)
http://www.dod.mil/comptroller/fmr/05/05_19.pdf
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 STANDARD FORM 1219 (Statement of Accountability)
http://www.dod.mil/comptroller/fmr/05/05_19.pdf



DISBURSING PERSONNELDISBURSING PERSONNEL

 Disbursing Officer (DO) is an individual acting under formal appointment that is accountable as the Disbursing Officer (DO) – is an individual acting under formal appointment that is accountable as the 
account (DSSN) holder.  All transactions are completed under the account holder. (SF 1219)

 Deputy Disbursing Officer (DDO) – is an individual acting under formal appointment to perform any duty 
relating to public funds in the name of and for the account of the DO.  Maintains the central location of the 
account holder’s vault prepares the account holder’s end of month reports Responsible for reporting anyaccount holder’s vault, prepares the account holder’s end of month reports.  Responsible for reporting any 
abnormality within the DSSN. (DD Form 2657)

 Disbursing Manager (DM) – Assists the DDO in day to day operations. Has overall functional control of 
the sections within disbursing. May also serve as Certifying Official. 

 Disbursing Agent (DA) – is an individual acting under formal appointment to perform any duty relating to 
public funds in the name of and for the account of the DO. (DD Form 2665)

 Certifying Official (CO) – is an individual under formal appointment by an external official outside of Certifying Official (CO) – is an individual under formal appointment by an external official outside of 
disbursing to certify that payments are proper and just.

 Cashier – is an individual designated by the DO to perform disbursements, collections, and accounting 
responsibilities. (DD Form 2665)
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 Paying Agent (PA) – is an individual acting under formal appointment to perform any duty relating to 
public funds in the name of and for the account of the DO. (SF 44)



FMSU DISBURSING OFFICE 
SET-UP (RECOMMENDED)SET-UP (RECOMMENDED)

Deputy Disbursing 
Officer (DDO) Disbursing Manager/ Certifier 

N t H t t lNote: Has management control 
over all functional areas

Accounting Cell EFT Cell

STANFINS/GFEBS Clerk

Clearing Cell

Disbursing Analyst Disbursing Analyst

LOF Clerk

Accounting Analyst

EFT Clerk (2)Disb Clerk (2)
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NSF Clerk

Cashier

MOA Clerk

AUT Clerk

Note: A soldier can serve in more than one role within Accounting



DDO FINANCIAL SYSTEMSDDO FINANCIAL SYSTEMS

 The financial systems used within the Company 
Disbursing cell

 Collection Information Repository (CIR)

 P t I f ti R it (PIR) Payment Information Repository (PIR)

 International Treasury Services (ITS.gov)

 OTCnet: Online and Offline
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 Deployable Disbursing System (DDS)



FMSU DISBURSING PERSONNEL 
SYSTEM ACCESS (RECOMMENDED)SYSTEM ACCESS  (RECOMMENDED)

DDO

ALL System Access Disbursing Manager/ Certifier 

ALL S t AALL System Access

Accounting CellClearing Cell g
EFT Cell

NSF Clerk 

Clearing Cell

DDS (Input for Query) Disbursing Analyst

AUT Clerk 

Accounting Analyst

EFT Clerk
ITS.gov, PIR, DDS (agent 
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OTCnet, CIR, DDS (input) CIR, PIR, DDS (input 
for Query)

g , , ( g
functions)



SYSTEMS INTERFACESSYSTEMS INTERFACES

Remote Sites (DA’s)

Rome SFTP

Remote Sites (DA s)
RFT ITS.gov

CAPS

DDO

EFT Cell

GFEBSDFAS-Rome

Fund 
the 
Force

Clearing Cell

(STANFINS)

GEX

GFEBS 
Corp 2

ODS 

DCAS

OTC t

CIR/PIR

GEXDDS Corp2
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GFEBS

OTCnet



INTRODUCTION TO DDS
Module 1

INTRODUCTION TO DDS
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INTRODUCTION TO DDS
What is disbursing?

INTRODUCTION TO DDS

Concept: All disbursing officers (DOs) are agents of the Treasury.  Each DO is 
accountable to the Treasury for the cash items (including receivables) in his or her 
possession.  The Statement of Accountability (SF 1219) is the DO’s official monthly 
recording and reporting of their accountability to the Treasury DOs maintain theirrecording and reporting of their accountability to the Treasury.  DOs maintain their 
daily accountability on the Daily Statement of Accountability (DD Form 2657).  This 
form is similar and subsidiary to the SF 1219.  DOs report disbursement and 
collection transactions on both the DD Form 2657 and the SF 1219, with collections 

d f d b hreported as net of disbursements on the SF 1219.

=
13



INTRODUCTION TO DDS

 MAIN SITE The DO and DDO are located at the main site Examples are:

DDS/Disbursing Sites

INTRODUCTION TO DDS

 MAIN SITE – The DO and DDO are located at the main site. Examples are: 
 Kandahar, Afghanistan (DSSN 8831)
 Bagram, Afghanistan (DSSN 8830)

 REMOTE SITE – The DA is located at the remote site.  The DA is assigned a portion of 
the DO funds. Examples of remote sites include, but are not limited to: 
 FOB Eggers, Afghanistan
 Kabul, Afghanistan, g

 FMST/STAND-ALONE – A cashier is advanced funds as part of a team on behalf of a 
DDO/DA and is away from the main or remote site.  The team is mobile and can go 
anywhere to provide service to the Soldiers on the battlefield.anywhere to provide service to the Soldiers on the battlefield.

 CLIENT – A system that has been set-up to map into another computer’s database (DDO 
or DA).  This system is normally used by a cashier when conducting normal day-to-day 

ti
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operations.



INTRODUCTION TO DDSINTRODUCTION TO DDS
DDS Log in (1 of  4)

Step 3

Step 2

Step 1

15Step 4



INTRODUCTION TO DDSINTRODUCTION TO DDS
DDS Log in (2 of  4)

• Selecting “Cancel” will g
lead you out of the Login 
process
• Selecting “OK” will 
display the “Read Common 
Access Card” screen

16

Access Card  screen



INTRODUCTION TO DDS

• If “ok” was selected

DDS Log in (3 of  4)

INTRODUCTION TO DDS

• Select appropriate CAC reader 
(ensure CAC is inserted)

E t PIN

If ok  was selected

• Enter PIN
• Select “OK”
• The “Change Password” screen 
will display

Password must be 15-21 characters

Default Password for new users:  
NEW$1USERnew$1user

**Must not contain profanity**
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INTRODUCTION TO DDS
DDS Log in (4 of  4)

INTRODUCTION TO DDS

• If “cancel” is selected, then non-CAC 
card usage will need to be approved.
A ith t d i biliti ill•A user with system admin capabilities will 

be needed to override the CAC card usage

Password must be 15-21 characters

Default Password for new users:  
NEW$1USERnew$1user

**Must not contain profanity**
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INTRODUCTION TO DDS
Set Business Day

INTRODUCTION TO DDS

•If business day will be the last one of 
the accounting period, the “Lastthe accounting period, the Last 
Business Day” block must be checked

• If the block is not checked, the DDO 
will have the opportunity to select the 
bl k h l ti th fi l DDblock when completing the final DD 
Form 2657
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INTRODUCTION TO DDS
Exchange Rate Set-up (1 of 2)

INTRODUCTION TO DDS

Enter the day’s  FC exchange 
rates here and they will appear in 
the grid below

Note: Before 
exiting  
exchange rate 
set up screen, 

This is the 3 or 5 day rate 
obtained from ITS.gov

click print 
button to 
generate  
“exchange 
rate sheet”

Accommodation 
rate is used to 

C

Prevailing (a.k.a 
reconversion) rate is 

C

Official rate is used 
to calculate the U.S. 

f

Average rate is 
used when the 

ff

Rate utilized for   
foreign currency 

Scalculate FC 
amounts on 
accountability 
reports, vouchers or 
outgoing exchange 
transactions.

used to calculate FC 
purchases (e.g., 
when a cashier 
receives foreign 
currency in 
exchange for US 
currency).

dollar value of 
Limited Depositary 
Accounts (LDAs) 
and checks written 
from LDAs.

disbursing office 
uses the same 
exchange rate for all 
foreign currency 
transactions.

ITS.gov payments.  
Usually not the 
same rate as any of 
the previous rates.

20
Daily rates must be input and saved for all Currency codes (if applicable)



INTRODUCTION TO DDS
Exchange Rate Set-up (2 of 2)

INTRODUCTION TO DDS

21



INTRODUCTION TO DDS
DDS Main Menu Screen

INTRODUCTION TO DDS

• MAIN MENU SCREEN: 
User MUST return to thisUser MUST return to this 
screen after every transaction
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INTRODUCTION TO DDS
DDS Function and Navigation Keys

INTRODUCTION TO DDS

Add New Record Print Move To First 
Page

Search

Edit Record

Close Previewer/ 
Delete Record Execute Query

Data Query

Page back

Page forward

Delete Detail 

Create Detail 
Record

Cancel Fields Exit/Cancel Query Move To Last 
Page

Record

Exit/ “Red Door 
Out”

23

Save
Help



TRANSFER OF 
ACCOUNTABILITY

Module 2

ACCOUNTABILITY
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TRANSFER OF 
ACCOUNTABILITYACCOUNTABILITY

Steps to take during TOA:Steps to take during TOA:
 Reconcile SF 1149 (If DDO has one.)
 Verify funds with subagents
 Verify loss of funds (DDS Balance vs DD2667) and supporting documentation Verify loss of funds (DDS Balance vs. DD2667) and supporting documentation
 Verify Non Sufficient Funds (NSF) checks and supporting documentation
 Verify any duplicate, over or erroneous payments
 Verify all outstanding Analysis of Unmatched Transactions (AUT) lines Verify all outstanding Analysis of Unmatched Transactions (AUT) lines
 Verify US Treasury Check stock on hand vs. numbers used in DDS 
 Create new DDO and vault code
 Both DDO’s verify fundsy
 Conduct vault-to-vault transfer
 New DDO confirms vault transfer
 New DDO close DD Form 2657 (Ensure both blocks are checked)
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TRANSFER OF 
ACCOUNTABILITYACCOUNTABILITY

St t t k d i TOASteps to take during TOA:
 Create Level 8 Report
 Finalize SF 1179
 Create DELMARS Report **If necessary**
 STANFINS Report (file generated for DFAS Rome)**If necessary**
 Finalize SF 1219
 Create new Disbursing Officer
 Edit site name
 Inactivate outgoing unit’s users in DDS
 O B i D Open Business Day
 Terminate all agents under outgoing DO
 Appoint all new agents under incoming DO

26

NOTE:  A BLANK RFT TO THE DA’S DOES NOT UPDATE DO INFORMATION



TRANSFER OF 
ACCOUNTABILITY

Add Users To DDS (1 of 4)

E l f Ad i U

ACCOUNTABILITY

• Example of an Admin User

F ti f d•Functions performed:
User Setup
Site Setup
DO Setup
Archive/Purgeg
Overwriting of the CAC 
card login process and the 
password change 
authorization

27



TRANSFER OF 
ACCOUNTABILITY

• Example of a certifier

Add Users To DDS (2 of 4)

ACCOUNTABILITY

Example of a certifier
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TRANSFER OF 
ACCOUNTABILITY

• Example of a cashier
Add Users To DDS (3 of 4)

ACCOUNTABILITY

Note: Cashier must have 
“Print Checks” in order 
to perform EFT functions

29

Only if user is to process End 
of Day accounting reports



TRANSFER OF 
ACCOUNTABILITY

• Example of a DDO
Add Users To DDS (4 of 4)

ACCOUNTABILITY

30

Only needed if function NOT
performed by another user



TRANSFER OF 
ACCOUNTABILITY

VAULT-TO-VAULT TRANSFER (1 of 3)
• There are four stages to taking over an account within DDS

ACCOUNTABILITY

 Establish a new user (DDO)
 Establish a new vault code for incoming DDO
 Outgoing DDO initiates the vault to vault DD1081
 Incoming DDO confirms and accepts DD1081

• Establish a new vault code:
System;  Site;  Vault Setup
 The screen will automatically default to 
th ltthe new vault manager.
 The Vault Code will be initials (first/last 
name).
 Do not check the “Inactive Vault” box.  
The DDO level may have several vaults y
active at a time at a main site.
 Enter a description of the new DDOs 
vault.
 Once all information is entered, select 
save and a window will appear stating thesave and a window will appear stating the 
new vault was successfully inserted.
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TRANSFER OF 
ACCOUNTABILITY

VAULT-TO-VAULT TRANSFER (2 of 3)

ACCOUNTABILITY

• After vault setup, outgoing DDO will transfer funds to new DDO.
Vault
Vault-to-Vault Transfer

• On the V2V 1081, the “Issuing 
User ID”, “Issuing User Site 
Number”, and “Name of Issuer” will 

t ti ll l t

STEP 4

STEP 1

automatically populate

• “Select receiving user ID/Site”, 
“Issuer vault code”, and “Full” for 
type of advance

4

STEP 2

STEP 3
• All funds and documents 
outstanding under outgoing DDO 
will transfer over to new DDO.
• Select save
• A window with the DD 1081 will w dow w t t e 08 w
appear.  DDO will print form
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TRANSFER OF 
ACCOUNTABILITY

• The old and new DDO will then verify 
th f d i th lt i t th l d

VAULT-TO-VAULT TRANSFER (3 of 3)

ACCOUNTABILITY

the funds in the vault against the ledger 
and the DD 1081
• Once the vault has been verified, the 
new DDO will log in and accept the 
funds.

STEP 1

STEP 2

• In order for the new DDO to accept 
the funds, the DDO will select:

 Vault
 Vault-to-Vault Transfer

• The vault will automatically switch• The vault will automatically switch 
from the out-going to the incoming 
DDO.

• A V2V 1081 will be available for the 
DDO

STEP 3

new DDO
• The new DDO will select the correct 
vault code under the  “Receiver Vlt
Code” and then “confirm.”
• The new DDO will denominate the 
funds received according to the bills on-
hand (on ledger or V2V 1081)
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TRANSFER OF 
ACCOUNTABILITY

Change Disbursing Officer
• Once the business day has been 

ACCOUNTABILITY

closed, the site will be able to change 
the Disbursing Officer (DO).  The 
effective date for changing the DO 
should the date of the Transfer of 
AccountabilityAccountability
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TRANSFER OF 
ACCOUNTABILITY

Helpful Reminders 

ACCOUNTABILITY

 Ensure a good left seat/right seat ride is conducted.
 Ensure all passwords/User IDs are granted prior to outgoing unit’s 

departure (OTCnet DDS Corps2 Server ITS gov FRB email)departure (OTCnet, DDS, Corps2 Server, ITS.gov, FRB email).
 Conduct a thorough cash verification during transition of all 

accountable items (cash, DD Form 1081’s, batch-list/checks).
 Create new users for DDS, and AKO website.
 Delete/Inactivate outgoing personnel from DDS, and FRB email 

communications.
 Update and sign DA Form 3161 for FRB equipment and forward to 

USAFMCOM/ FRB.
 Obtain all c rrent SOP’s Polic Letters and Internal Control Obtain all current SOP’s, Policy Letters, and Internal Control 

Inspection Checklists.
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Module 3

EFT TRANSACTIONSEFT TRANSACTIONS
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EFT TRANSACTIONS
Create A Manual Domestic Or International EFT (1 of 8)

EFT TRANSACTIONS
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EFT TRANSACTIONS
Create A Manual Domestic Or International EFT (2 of 8)

• All SF 1034s must be pre-
certified, accurate and with

EFT TRANSACTIONS

certified, accurate and with 
all necessary attached 
documentation 

**All administrative information 
must be a mirror image of the g
bank account information 
provided by the vendor.  
**Misspelled names or erroneous 
account information will result in 
a rejected payment

38
• Payment input must be done by someone with “Input Voucher” and “print check” functions

a rejected payment



EFT TRANSACTIONS
Create A Manual Domestic Or International EFT (3 of 8)

EFT TRANSACTIONS

39
• Information must be input directly from the certified SF 1034 



EFT TRANSACTIONS

• Pay button becomes enabled

Create A Manual Domestic Or International EFT (4 of 8)

EFT TRANSACTIONS

40• Clicking “pay” will take you to screen to enter EFT information 



EFT TRANSACTIONS
Create A Manual Domestic EFT (5 of 8)

EFT TRANSACTIONS

41



EFT TRANSACTIONS
Create A Manual International EFT (6 of 8)

EFT TRANSACTIONS
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EFT TRANSACTIONS
Create A Manual Domestic Or International EFT (7 of 8)

EFT TRANSACTIONS

• The inputer can 
select the pay 
button because the 
SF 1034 has been 
pre-certified and is 
an EFT payment
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EFT TRANSACTIONS
Create A Manual Domestic Or International EFT (8 of 8)

EFT TRANSACTIONS

• Enter name of certifierEnter name of certifier 
from the SF 1034
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EFT TRANSACTIONS
Upload A CAPS-W Interface File (1 of 2)

• CAPS-W has the capability to create 
a file that can be used by DDS for the

EFT TRANSACTIONS

a file that can be used by DDS for the 
purpose of processing EFT or 
Treasury Check payments.  The file 
must be accompanied by all certified 
SF 1034s and their supporting 
documentation
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• The file must be pre-validated prior to uploading.
• All errors must be corrected prior to uploading (i.e., 
wrong DPI , APC, EOR, FY)



EFT TRANSACTIONS
Upload a CAPS-W Interface File (2 of 2)

• Once the file has been 
pre alidated select

EFT TRANSACTIONS

pre-validated, select 
“upload”
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EFT TRANSACTIONS
Upload a GFEBS Ready to Pay Interface File (1 of 5)

EFT TRANSACTIONS
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EFT TRANSACTIONS
Upload a GFEBS Ready to Pay Interface File (2 of 5)

EFT TRANSACTIONS

• GFEBS has the capability to 
t fil th t b dcreate a file that can be used 

by DDS for the purpose of 
processing EFT or Treasury 
Check payments.  The file 
must be accompanied by all p y
certified SF 1034s and their 
supporting documentation

48



EFT TRANSACTIONS
Upload a GFEBS Ready to Pay Interface File (3 of 5)

EFT TRANSACTIONS

• The file can be processed with 
errors, the post payment file 
created by DDS will tell GFEBS y
which payments did not process 
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EFT TRANSACTIONS
Upload a GFEBS Ready to Pay Interface File (4 of 5)

EFT TRANSACTIONS
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EFT TRANSACTIONS
Upload a GFEBS Ready to Pay Interface File (5 of 5)

EFT TRANSACTIONS

• Before the Domestic or 
International file can be created 
the upload must be certifiedp
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EFT TRANSACTIONS
• Depending on the bank info 
entered (ABA or SWIFT) the

Create A Domestic Or International EFT File (1of 4)

EFT TRANSACTIONS

entered (ABA or SWIFT) the 
payment will automatically be put 
into either Domestic or 
International

• The number of payments 
and total must equal 

• Debit voucher number (SF 
5515) must match the number 
given to FRB from the DDO’s q

physical documentation excel spreadsheet

• “Ext Cert” 
must be changed 

52

to “Y” for any 
manual payments



EFT TRANSACTIONS
Create A Domestic Or International EFT File (2of 4)

DDO i t i

EFT TRANSACTIONS

• DDO maintains 
internal Debit Voucher 
log

53



EFT TRANSACTIONS
Create A Domestic Or International EFT File (3 of 4)

EFT TRANSACTIONS

• The EFT file produced by DDS must be 
renamed and uploaded into ITS.gov for payment.
• The following names are used for Army sites:

54
• Domestic Payment • International  Payment

• The following names are used for Army sites:
• Bagram INTYYYYMMDD.01B
• Kandahar INTYYYYMMDD.01K



EFT TRANSACTIONS
Create A Domestic Or International EFT File (4of 4)

EFT TRANSACTIONS
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EFT TRANSACTIONS
Create a GFEBS Download File (1 of 2)

EFT TRANSACTIONS

•The GFEBS download or “Post 
Payment File” file must be created 
b f th b i d i l d Ybefore the business day is closed.  You 
will be prompted by DDS if you fail to 
do so when finalizing your daily 
DD2657. The Post payment file will be 
placed on the Corp2 to be sent to p p
GEX.
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EFT TRANSACTIONS
Create a GFEBS Download File (2 of 2)

EFT TRANSACTIONS
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EFT TRANSACTIONS
Website:  www.its.gov

• Users with ITS access must

EFT TRANSACTIONS

Users with ITS access must 
maintain their profile by 
logging in at least every 30 
days

• The bulletin boardThe bulletin board 
contains messages 
that are important in 
the day to day 
payment operations 

i hi h DSSN

• Payments cannot be 
sent on federal 
holidays.  They will 
drop off of the system

58

within the DSSN



EFT TRANSACTIONS
Upload A Domestic EFT File

• Domestic payments will be uploaded through

EFT TRANSACTIONS

• Domestic payments will be uploaded through 
“FedACH Files.”
• The user must have releaser capabilities.

STEP 2 STEP 3

STEP 1
STEP 4

Another user with 
“Releaser” 

STEP 5

capabilities must 
transfer the 

payment
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EFT TRANSACTIONS
Upload An International EFT (1 of 3)

EFT TRANSACTIONS

• The International EFT will be uploaded 
through “Agency Files”
• The user must have releaser capabilities

STEP 4STEP 3STEP 2

STEP 1

60

STEP 5



EFT TRANSACTIONS
Upload An International EFT (2 of 3)

EFT TRANSACTIONS

• On the totals screen, the user 
will list the number of 
payments, their USD value, and 
the debit voucher number used 
in DDS from the DDOs manual

STEP 6

STEP 7

in DDS from the DDOs manual 
log
• Once the payment(s) has been 
uploaded, another user with 
releaser capabilities must verify 
th t tiSTEP 7

STEP 8
the transaction
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EFT TRANSACTIONS
Upload An International EFT (3 of 3)

• Must be another user with 

EFT TRANSACTIONS

“Releaser” capabilities

STEP 10

STEP 12
STEP 11

STEP 9

62

STEP 14STEP 13



EFT TRANSACTIONS
Access ITS.gov For Posting Of The Five Day Rate (1 of 2)

EFT TRANSACTIONS

•Day 1:  FTF receives ITS rate from 
DDO; computes payments
• Day 2:  FTF Certifies payments
• Day 3:  FTF sends to Disbursing 
Disbursing processes it into DDS andDisbursing processes it into DDS, and 
then into ITS.gov (Day 1 for 
FRB)(before 1300 Eastern time)
• Day 4: ITS/FRB processes (Day 2 for 
FRB)

STEP 2

STEP 3 • Day 5: Vendor payment received by 
bank

STEP 1

STEP 4
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EFT TRANSACTIONS
Access ITS.gov For Posting Of The Five Day Rate (2 of 2)

EFT TRANSACTIONS
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Module 4

EFT Rejects or ReturnsEFT Rejects or Returns
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EFT Rejects or Returns

Reject: A reject is created by the Treasury when there is

EFT Rejects or Returns

Reject:  A reject is created by the Treasury when there is 
information that needs to be corrected before the payment is 
sent to the bank.  i.e. invalid SWIFT code, vendor shows up 

OFAC li ton OFAC list.

Return:  A return is created when the payment makes it all 
the way to the bank, but the bank returns it to Treasury.  
Examples of returns are:
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EFT Rejects or Returns
Retrieve A Domestic/ International ITS EFT Reject (1 of 2)

EFT Rejects or Returns

STEP 2

STEP 3 STEP 4 STEP 5

STEP 1
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EFT Rejects or Returns
Retrieve A Domestic ITS EFT Reject (2 of 2)

EFT Rejects or Returns

If the file is viewed.
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EFT Rejects or Returns
Retrieve An International ITS EFT Reject (1 of 2)

EFT Rejects or Returns
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EFT Rejects or Returns
Retrieve An International ITS EFT Reject (2 of 2)

EFT Rejects or Returns
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EFT Rejects or Returns
Access:  PIR (1 of 4) 

EFT Rejects or Returns

• Once access is granted, a unique user 
ID and password will be given

U i h fil h D D

71

• Upon entering the profile, the DoD 
warning message will appear



EFT Rejects or Returns
Access:  PIR (2 of 4) 

EFT Rejects or Returns

Click on “Run Report” 

Click on “EFT Payment 
Voucher” 
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EFT Rejects or Returns
Access:  PIR (3 of 4) 

EFT Rejects or Returns

Select date rangeSelect date range Type ALC 
Query by 
Voucher #

73Click on “Run Report” 



EFT Rejects or Returns
Access:  PIR (4 of 4) 

EFT Rejects or Returns

“Credit” representsCredit  represents 
EFT reject/return

“Debit” represents 
EFT t

7474

EFT payment



EFT Rejects or Returns
Process A Manual (International or Domestic) EFT Reject (1 of 6)

EFT Rejects or Returns

• Processing
• Collections
• DD 1131 – Cash Collection Voucher

• An EFT will reject for a number of 
reasons, so the DDO cell must check PIR 
d il f EFT j t b i t d

Current date of 

daily for EFT rejects being posted
• Once the reject has posted, the DDO 
will retrieve the deposit ticket and have 
a “cashier” input it into DDS.  The DD 
Form 1131 must be entered by someone 

business
y

with input capabilities and certified by 
someone with certifier capabilities
• The Deposit Ticket must be processed 
to mirror the one in PIR to account for 
the rejected EFT payment Failure to do

75

the rejected EFT payment.  Failure to do 
so will result in a line on the AUT report



EFT Rejects or Returns
Process A Manual (International or Domestic) EFT Reject (2 of 6)

EFT Rejects or Returns

Both dates areBoth dates are 
current business 

day

Deposit ticket 
number (SF 215) 

from PIR

Deposit ticket 
date (SF 215) from 

PIR
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EFT Rejects or Returns
Process A Manual (International or Domestic) EFT Reject (3 of 6)

EFT Rejects or Returns

The accounting line must be exactly the same as the accounting line on the original payment (SF 1034)

77

The accounting line must be exactly the same as the accounting line on the original payment (SF 1034).  
This will re-credit the appropriation since the payment never actually took place due to the reject



EFT Rejects or Returns

Th DD F 1131 t b tifi d

Process A Manual (International or Domestic) EFT Reject (4 of 6)

EFT Rejects or Returns

The DD Form 1131 must be certified

• Depending on the DDO cell set-
up, once the voucher number has 
been assigned the cashier maybeen assigned, the cashier may 
process the deposit ticket into DDS 
or conduct a full return to the DDO 
(returning the CCV and EFT reject 
(“OT” negotiable instrument)) for 
the DDO to process the deposit 
ticket
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EFT Rejects or Returns
Process A Manual (International or Domestic) EFT Reject (5 of 6)

EFT Rejects or Returns

Deposit ticket 
date (SF 215) from 

PIR

Deposit ticket 
number (SF 215) 

from PIR
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EFT Rejects or Returns
Process A Manual (International or Domestic) EFT Reject (6 of 6)

EFT Rejects or Returns

• Once the CCV and deposit ticket have p
been processed, the cashier will return 
them to the DDO
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EFT Rejects or Returns
Process A Domestic ITS EFT Reject (1 of 5)

EFT Rejects or Returns
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EFT Rejects or Returns
Process A Domestic ITS EFT Reject (2of 5)

• Original payment 

EFT Rejects or Returns

information retrieved 
from DDS
•Reason Code taken 
from ITS.gov file

82



EFT Rejects or Returns
Process A Domestic ITS EFT Reject (3 of 5)

EFT Rejects or Returns

• Ticket info obtained 
from deposit ticket 
retrieved from PIR
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EFT Rejects or Returns
Process A Domestic ITS EFT Reject (4 of 5)

• EFT Report

EFT Rejects or Returns

• Deposit Ticket
• DD Form 1131

Reason Code info 
provided on EFT 

R j t tiReject notice
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EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (1 of 7)

EFT Rejects or Returns

85



EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (2 of 7)

EFT Rejects or Returns
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EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (3 of 7)

EFT Rejects or Returns

87

• Information must be input directly from the certified SF 1034 
using TFO APC 



EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (4 of 7)

EFT Rejects or Returns
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EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (5 of 7)

EFT Rejects or Returns

89



EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (6 of 7)

EFT Rejects or Returns

Ti k i f b i d• Ticket info obtained 
from deposit ticket 
retrieved from PIR
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EFT Rejects or Returns
• EFT Report

EFT Rejects or Returns
Process A Domestic ITS EFT Reject with GFEBS LOA (7 of 7)

• Deposit Ticket
• DD Form 1131

Reason Code info 
provided on EFT 

R j t tiReject notice
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TREASURY CHECKS
Module 5

TREASURY CHECKS
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TREASURY CHECKS
Create A Treasury Check (TC) For Manual Payment (1 of 3)

• Processing

TREASURY CHECKS

• Disbursements
• Manual

STEP 3

STEP 2STEP 2

ST
EP

 1

Information must be obtained directlyInformation must be obtained directly 
from the certified SF 1034
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TREASURY CHECKS
Create A Treasury Check (TC) For Manual Payment (2 of 3)

TREASURY CHECKS

Name of Na e o
certifier that 
signed the 
SF1034
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TREASURY CHECKS
Create A Treasury Check (TC) For Manual Payment (3 of 3)

TREASURY CHECKS

The user must select 
Manual, and then chooseManual, and then choose 
“US” for the “currency 
code” and the TC’s that 
have been created will 
populate

STEP 1 STEP 2

Must change to 
“yes” to select  
check payment to 
process

STEP 3

95
Ensure the next available check number is correct (if 
not, this will effect the level 8 report)



TREASURY CHECKS
Canceled Or Undelivered Checks (SF 1098) (1 of 4)

TREASURY CHECKS
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TREASURY CHECKS
Canceled Or Undelivered Checks (SF 1098) (2 of 4)

TREASURY CHECKS

• Select the “details” tab in order to enter the TC 
number to be marked as canceled or undeliverable
• Enter the TC number:

• The information for the TC should appearThe information for the TC should appear
• If no information appears, the TC information 
will need to be entered manually

• Once the correct TC information is displayed, choose 
the “Select” key in order to add the check to the front 

f th SF 1098of the SF 1098
• Choose the “SF 1098” tab in order to verify and save
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TREASURY CHECKS
Canceled Or Undelivered Checks (SF 1098) (3 of 4)

TREASURY CHECKS

• Once all information has been 
added, select the save button
• A user with certifier 
capability will need to log incapability will need to log in 
and Certify the voucher
• Once certified, select “ok” to 
certify and collect
• Select “ok” for the assigned 
deposit ticket number
• Select “ok” for the assigned 
voucher number
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TREASURY CHECKS
Canceled Or Undelivered Checks (SF 1098) (4 of 4)

TREASURY CHECKS

• Once the voucher has been certified, 
the SF 1098 print screen will appear; the 
user may print or exit
• Once the user exits, the deposit ticket 
i f i ill ( 2 i hinformation will appear (page 2 is the 
deposit ticket)
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TREASURY CHECKS
Process A Check For Cash (Funding Mission) (1 of 3)

TREASURY CHECKS

STEP 5

U t h “P i t Ch k ” bilit

STEP 1 STEP 2

STEP  5

• User must have “Print Checks” capability
• Enter the Disbursing Office (Cash 
Management) information, amount to be 
funded/written on the Treasury Check
• Select save

STEP  3

STEP  4
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TREASURY CHECKS
Process A Check For Cash (Funding Mission) (2 of 3)

TREASURY CHECKS

The user must select 
Manual, and then choose 
“US” for the “currency 
code” and the TC’s thatcode  and the TC s that 
have been created will 
populate

STEP  2STEP  1

• Check the appropriate

ST
EP

  3

Check the appropriate 
box for the check desired
• Ensure the next available 
check number is correct (if 
not, this will effect the level 
8 t)8 report)
• Select the “process check” 
key to assign the check 
number

STEP  6
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STEP  4
STEP  5



TREASURY CHECKS
Process A Check For Cash (Funding Mission) (3 of 3)

TREASURY CHECKS

Once the funding mission has 
been completed and the funds are 
on hand, select “vault” and then 
“Cash Received from Bank”Cash Received from Bank

•Highlight the TC to be negotiated
•Select the add new record key 
and the currency code will 
become enabledSTEP  1

ST
EP

  5

ST
EP

  2

become enabled
•Select the currency that you have 
on hand
•Enter the amount of the currency 
on hand
•Select the Vault and denominate 
the currency on hand

  3

Must click “create detail record” 
to add additional currencies

STEP  4
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ST
EP



DISHONORED CHECKS
Module 6

DISHONORED CHECKS
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DISHONORED CHECKS
Retrieving OTC Net SF 5515 Debit Voucher (1 of 4)

DISHONORED CHECKS

104104



DISHONORED CHECKS
Retrieving OTC Net SF 5515 Debit Voucher (2 of 4)

DISHONORED CHECKS
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DISHONORED CHECKS
Retrieving Check Image from OTCnet (1 of 2)

DISHONORED CHECKS
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DISHONORED CHECKS
Retrieving Check Image from OTCnet (2 of 2)

DISHONORED CHECKS
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DISHONORED CHECKS
Input A Debit Voucher For A Dishonored Check (1 of 4)

DISHONORED CHECKS

• Once the debit voucher appears 
on OTCnet for a NSF check, a 
debit voucher must be created indebit voucher must be created in 
DDS
• Enter “US” for the currency code
• Enter debit voucher number and 
date from the OTCnet SF 5515
• This will open the query buttons
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DISHONORED CHECKS
Input A Debit Voucher For A Dishonored Check (2 of 4)

DISHONORED CHECKS

• Enter the check 
number
• Select the execute

ST
EP

  2

Select the execute 
query button
• Once the check has 
appeared, choose the 
“select” key to add to 

“ ”
STEP  1

STEP  1

the “selected checks”
• The “certify” tab 
will open up

ST
EP

  3
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DISHONORED CHECKS
Input A Debit Voucher For A Dishonored Check (3 of 4)

DISHONORED CHECKS

• Verify the check 
selected matches 
information on the 
OTCnet SF 5515
• Click the certify tabClick the certify tab
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DISHONORED CHECKS
Input A Debit Voucher For A Dishonored Check (4 of 4)

DISHONORED CHECKS

• DDS will system generate a 
SF 5515 

• NSF clerk will create a DD• NSF clerk will create a DD 
139 to be processed for a 
service member 
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DISHONORED CHECKS
Clear A Dishonored Check (1 of 2)

• The DDO will advance an agent the NSF 
check or the DDO can process it themselves

DISHONORED CHECKS

check or the DDO can process it themselves
• If the check is advanced to an agent, the 
agent must accept the DD Form 1081 first
• Select the check to be cleared
• Enter the amount that was received
•Click the “Receipt Requested” tab
• Select the save keySTEP  4

NSF Ch k ill b d d CASH

ST
EP

  1 • NSF Checks will be redeemed as CASH 
ONLY

STEP  2

STEP  3
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DISHONORED CHECKS
Clear A Dishonored Check (2 of 2)

DISHONORED CHECKS

113



LOSS OF FUNDS

Module 7

LOSS OF FUNDS
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LOSS OF FUNDS
Types of losses

Minor: A physical loss of less than $750 without evidence of theft or

LOSS OF FUNDS

Minor:  A physical loss of less than $750 without evidence of theft or 
fraud within the disbursing office is considered a minor loss.

Major: A physical loss is a major loss if it meets one of the followingMajor:  A physical loss is a major loss if it meets one of the following 
criteria. 

A. Equal to or greater than $750.
B An loss res lting from a theft regardless of the dollar amo ntB. Any loss resulting from a theft regardless of the dollar amount.
C. Any loss, regardless of the dollar amount, where there is 

evidence of fraud within the disbursing office; for example, 
b l t f d l t t b di b i lembezzlement or fraudulent acts by disbursing personnel, 

whether acting alone or in collusion with others.
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LOSS OF FUNDS
Investigation Requirements

1. Minor Physical Losses:
$300 ( ) h O d O (if h O i ll d i h

LOSS OF FUNDS

a. $300 or Less (No Fraud)  The DO or deputy DO (if the DO is not collocated with 
the deputy DO) will conduct the investigation and complete the written 
investigatory report (See Figure 6-2). If the loss is attributable to the DO, then the 
investigation will be conducted by the primary deputy DO along with the written g y p y p y g
investigatory report. Under no circumstances will the individual incurring the 
loss prepare his or her own written investigatory report. In all cases, the written 
investigatory report must be completed and submitted to DFAS-NPD/IN within 30 
d f di f th ldays from discovery of the loss. 

b. Over $300 (No Fraud)  Someone other than the DO or disbursing office personnel 
(e.g., a member of the Cash Verification Team) must be appointed by the ( g ) pp y
Commander to conduct the investigation and complete the written investigatory 
report.  The individual appointed to investigate the loss must have knowledge of 
disbursing office operations, especially of the required internal controls, pertinent 
laws and applicable directives In all cases the written investigatory report must be

116

laws, and applicable directives. In all cases, the written investigatory report must be 
completed and submitted to DFAS-NPD/IN within 30 days from discovery of the 
loss through the Commander. 



LOSS OF FUNDS
Investigation Requirements (cont.)

2 Major Physical Losses - An investigating officer (IO) must be

LOSS OF FUNDS

2. Major Physical Losses An investigating officer (IO) must be 
appointed when there is a major physical loss: 

a. The following individuals have the authority to appoint an IO: g y pp

(1) The Commander of the DO who incurred the loss. 
(2) In instances where the accountable individual is not located with 

the DO, the Commander over that individual will appoint the IO. 
For example, Commander of a disbursing agent located in 
Afghanistan would appoint an IO when the agent incurs a loss and 
th DO i l t d i I di lithe DO is located in Indianapolis. 

(3) In those instances where the Commander is not authorized to 
convene an investigation, the Commander must request an 
investigation through the chain of command
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investigation through the chain of command. 



LOSS OF FUNDS
Input Loss Of Funds

Process allows • Refer to DoDFMR Vol 5, 
Ch 6 f i d

LOSS OF FUNDS

authorized users to 
input loss of funds 
data to account for a 
physical loss of 
currency or

Chp 6 for reporting and 
investigating irregularities 
and loss of funds

currency or 
negotiable 
instrument.  The 
system will allow only 
one currency per loss 

i U

STEP  1

transaction.  Upon 
save, the system will 
generate a Journal 
Voucher (OF 1017-G)
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STEP  2



LOSS OF FUNDS
Recoup a Loss of Funds Cash

STEP  3

LOSS OF FUNDS

• After the loss is 
investigated and the Agent 
is found liable the loss can 
be recouped by cash or NI

STEP 1STEP  1

STEP  2
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LOSS OF FUNDS
Relief for a Loss of Funds

STEP  4

LOSS OF FUNDS

•An open loss of funds case in the DDO’s 
accountability can only be “Relieved” via 
official memorandum from DFAS-

STEP  2

STEP  1

official memorandum from DFAS
NPD/IN
•Only they have the authority to relieve 
losses.  The memorandum will contain the 
line of accounting that must be utilized on 
thithis screen
• Generates DD 1131 and SF 1034

STEP  3
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LOSS OF FUNDS
DD FORM 2667

• The DD2667 is a “living” 

LOSS OF FUNDS

document with running 
totals.
• Separate DD2667 will be 
maintained for overages 
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MISC PROCESSES
Module 8

MISC PROCESSES
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MISC PROCESSES
Deferred Voucher

• Deferred vouchers can be 
d d i h i i ll

MISC PROCESSES

advanced to site that originally 
returned them to the DDO 

Deferred vouchers are payments that have an issue and cannot be 
processed at the moment.  Select the voucher that must be deferred, 
and click on “defer”” and once the voucher has been corrected, 
select the voucher and click on “clear”
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MISC PROCESSES
Query Transactions 

MISC PROCESSES

• Query function is used to look 
up any transaction entered in 
DDS

• A user can query any transaction 
entered by any user from any site y y y
that is within the same database
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MISC PROCESSES
Backout Processing

MISC PROCESSES

• Backouts are records 
that are in Certified or 
Paid status that need toPaid status that need to 
be corrected or deleted

• Only personnel with 
“Office Manager” 
privileges can approve 
“Backouts” in the 
system
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MISC PROCESSES
Vault Ledger

MISC PROCESSES

• Allows users with “Maintains Vault” or 
“Office Manager” privileges to view the g p g
denominational breakdown of U.S. and 
Foreign Currency (FC) in the vault.
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MISC PROCESSES
Agent Info

MISC PROCESSES

• Lists all agents with funds outstanding and their 
balances as of the last DD Form 1081.
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MISC PROCESSES
Office Set-up

• Once the DDO signs for the 
t th ffi / it

MISC PROCESSES

account, the office name/unit 
must be changed.
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MISC PROCESSES
Voucher Series Set-up/ Reset

MISC PROCESSES

Th DDO ill i th h• The DDO will review the voucher 
series, and make adjustments where 
needed
• The DDO will reset their voucher 
numbers at the beginning of each g g
FY
• The DDO will forward the 
voucher series numbers assigned to 
each DA for them to update/reset 
their numberstheir numbers
• The Reset Series button will clear 
out the vouchers for a specific set
• The Reset All button will clear all 
the vouchers in the system
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MISC PROCESSES
Upload An APC File (1 of 2)

•Once the APC file has been 

MISC PROCESSES

received from DFAS-Rome, the 
new APCs will have to be 
uploaded into DDS
•System
•AccountingAccounting
•Setup

•Once the APC window appears, 
select the folder where the file is 
t dstored

•Select the file, and open
•Select “yes” to overwrite the old 
records

130130



MISC PROCESSES
•A window will open for the upload to begin, and select “begin 
upload”

Upload An APC File (2 of 2)

MISC PROCESSES

p
•Once “begin upload” is selected, a window will appear stating to 
update the Stock Fund assignments, select “ok”
•The process will begin, and when complete, the “done” key will 
become enabled
•Select “done” and the APC window will be refreshed with the new•Select “done” and the APC window will be refreshed with the new 
list of APCs
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MISC PROCESSES
Add An APC

MISC PROCESSES

***The Finance Office will 
receive a LOA that is not 
listed in DDS and need to add 
one

• Select the “add” record key
• Once selected, a blank lineOnce selected, a blank line 
will appear.  The DDO will 
need to complete the LOA 
with a min. of “FY”, “APC”, 
and “FSN.”

If th DDO h• If the DDO has more 
information, then it should be 
input at that time
• Once all of the information 
has been entered, the DDO 
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,
will select the “save” key



MISC PROCESSES
DDS Help Menu(1 of 2)

MISC PROCESSES
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MISC PROCESSES
DDS Help Menu(2 of 2)

MISC PROCESSES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Module 9

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Establish An LDA Within DDS (1 of 4)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Note** Since the LDA

Establish An LDA Within DDS (2 of 4)

ACCOUNT (LDA) PROCEDURES

Note   Since the LDA 
is set-up based on an 
existing currency, all 
entries should match 
except for the currencyexcept for the currency 
code, transaction type 
(check) and printed by 
(other)
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Establish An LDA Within DDS (3 of 4)

ACCOUNT (LDA) PROCEDURES

Note**  The exchange rate 
should be the same as the 

th LDA b iltcurrency the LDA was built on

Note**  The denominations 
will be set-up the same as the 
currency the LDA was built on
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Note** The banking

Establish An LDA Within DDS (4 of 4)

ACCOUNT (LDA) PROCEDURES

Note   The banking 
information should 
be exactly the same 
information as listed 
on the bankon the bank 
statement

The last action will be 
to save the LDA

139

to save the LDA 
information



LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (1 of 11)

ACCOUNT (LDA) PROCEDURES

• The DDO will input an 
EFT for cash
• The DDO will select 
“institution” and put theinstitution  and put the 
name of the organization 
with address
• The amount of the EFT 
will be for the US Dollar 

t t b t th hamount to be sent through 
ITS.gov at the “spot rate” 
• The Routing Number, 
Account Number, and 
Account Type do not matter 

106TH FMSU

yp
at this time as the interface 
file for LDA funding does 
not work and will not be 
used
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (2 of 11)

ACCOUNT (LDA) PROCEDURES

141



LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (3 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (4 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (5 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (6 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (7 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (8 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (9 of 11)

ACCOUNT (LDA) PROCEDURES

NOTE: Funds should not be added
until they are verified in LDA account
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (10 of 11)

ACCOUNT (LDA) PROCEDURES

149



LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Deposit Funds To DDO’s LDA (11 of 11)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Cash Withdrawal From An LDA (1 of 2)

ACCOUNT (LDA) PROCEDURES

**Note - For local withdrawal’s only. **
• When needing local currency from the 
bank, the DDO will select LDA Cash 
Withdrawal from the LDA.  The DDO 
will select the LDA account, and then the 
currency actually on hand.
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Cash Withdrawal From An LDA (2 of 2)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Advance Funds To Disbursing Agent’s LDA (1 of 2)

• DDO will contact the local bank and 

ACCOUNT (LDA) PROCEDURES

have funds transferred from their LDA 
to the DA’s LDA.
• The DDO will conduct an LDA Cash 
Withdrawal in DDS.  The withdrawal 
will be from the LDA and the depositwill be from the LDA, and the deposit 
will be the LDA currency.
• The DDO will then advance the DA 
the LDA withdrawal.  
• The DA will accept the advance and 
h d i i k h LDthen create a deposit ticket to the LD 

Account.

STEP 1
STEP 2

STEP 4

STEP 5STEP 3

STEP 6 STEP 7 STEP 8
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Advance Funds To Disbursing Agent’s LDA (2 of 2)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Post A Payment To An LDA (1 of 3)

ACCOUNT (LDA) PROCEDURES

STEP 2 STEP 3STEP 1

STEP 8

STEP 9

STEP 4

STEP 6

STEP 5

STEP 7

STEP 10
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Post A Payment To An LDA (2 of 3)

ACCOUNT (LDA) PROCEDURES

•Once the payment 
has been entered, the 
DDO must wait for 
confirmation from 
the bank

STEP 1

the bank
•Once confirmation 
is received from the 
bank that the 
transfer has been 

d th DDO ill
STEP 2

made, the DDO will 
select the payment 
and process the 
voucher

STEP 3
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Post A Payment To An LDA (3 of 3)

ACCOUNT (LDA) PROCEDURES
ST

EP
 4

ST
EP

 4
a Once the payment has been processed, 

the DDO will assign a “check number” 
to the payment for tracking purposes
**The bank may assign a number to each 
t f th DDO ill th th t

STEP 7

transfer, the DDO will then use that 
number

STEP 5

STEP 6
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Post Interest/ Service Charges To An LDA (1 of 3)

ACCOUNT (LDA) PROCEDURES
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

STEP 6

Post Interest/ Service Charges To An LDA (2 of 3)

ACCOUNT (LDA) PROCEDURES

STEP 1

STEP 7

STEP 4

STEP 5 STEP 8
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Post Interest/ Service Charges To An LDA (3 of 3)

ACCOUNT (LDA) PROCEDURES

160

Service Charges will be processed on an SF 1034
Interest will be processed on a DD Form 1131



LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Reconcile LDA (1 of 3)

ACCOUNT (LDA) PROCEDURES

STEP 1

STEP 2 STEP 3 STEP 4 STEP 5
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

STEP 6 The DDO must ensure 

Reconcile LDA (2 of 3)

ACCOUNT (LDA) PROCEDURES

that the interest, service 
charges, checks drawn, 
deposits, and transfers 
are added to the SF 1149 
prior to finalizing. Lineprior to finalizing.  Line 
12 and 18 must be in 
balance prior to 
finalizing. 

STEP 7

STEP 8

STEP 9
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LIMITED DEPOSITARY
ACCOUNT (LDA) PROCEDURES

Reconcile LDA (3 of 3)

ACCOUNT (LDA) PROCEDURES

STEP 10
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ADVANCE AN AGENT
Module 10

ADVANCE AN AGENT
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ADVANCE AN AGENT
Advance An Agent (1 of 4) 

**Ensure the agent has already 

ADVANCE AN AGENT

been created

•Select the agent to be advanced•Select the agent to be advanced
(Disbursing Agent/ Cashier/ Paying 
Agent)
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ADVANCE AN AGENT
• Once the user ID has 
b l t d th i

Advance An Agent (2 of 4) 

ADVANCE AN AGENT

been selected, their name 
and advance will 
automatically populate

• Select the currency to 
advance.
(block 2 – US/ block 3 – FC)
• Once selected, another 
window will appear.
• Click the small vault to 
denominate from the DDO’s 
vaultvault.
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ADVANCE AN AGENT

•The DDO will denominate the

Advance An Agent (3 of 4) 

ADVANCE AN AGENT

The DDO will denominate the 
currency advanced.
•Once denomination is complete, 
select “ok.”

•Once selected, a window will appear stating 
the amount pulled from the DDOs vault
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the amount pulled from the DDOs vault.
•Select “ok.”



ADVANCE AN AGENT

• Amount advance will 

Advance An Agent (4 of 4) 

ADVANCE AN AGENT

now populate the DD 
Form 1081.
• Click block 12 to 
recalculate the columns.
• Block 12 will nowBlock 12 will now 
update with the total 
amount advanced to the 
agent.
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ADVANCE AN AGENT
Create A Remote File Transfer (RFT) (1 of 3)

ADVANCE AN AGENT

• Once “new” is selected, a window will 
appear with 2 tabs.
• DDS defaults to the “create data disk 
for transfer.”for transfer.
• Select the appropriate Site ID that 
DDS should be transferring with.
• Select “ok” to generate the RFT file.
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ADVANCE AN AGENT
Create A Remote File Transfer (RFT) (2 of 3)

ADVANCE AN AGENT

•Once the RFT has been created, the 
remarks window will state that the file has 
been created, and the “transfer to storage” 
key will become enabled.
• Select the “transfer to storage” key and• Select the “transfer to storage” key, and 
place in the folder where the RFT files will 
be maintained.
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ADVANCE AN AGENT
Create A Remote File Transfer (RFT) (3 of 3)

ADVANCE AN AGENT
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CLEAR A DISBURSING AGENT

Module 11

CLEAR A DISBURSING AGENT
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CLEAR A DISBURSING AGENT
Example of DA business to DDO (1 of 2)

 All documentation must be verified and reviewed BEFORE Remote File Transfer (RFT) is processed in DDS

CLEAR A DISBURSING AGENT

 DD Form 1081 (with RFT # in upper right hand corner)
 DD Form 2665

 All documentation must be verified and reviewed BEFORE Remote File Transfer (RFT) is processed in DDS

 OTCnet approved and transmitted check batches
 OTCnet Deposit Ticket
 DDS Deposit Ticket (with DDS Check Listing)
 OTCnet Batch-List

 SVC Sales
 EagleCash Excel Deposit Ticket
 EagleCash Excel Sales tracker
 DDS Deposit Ticket (with DDS Sales Listing)
 “Settlement Report” slip(s) from POS devices(s)

 SCV Loads
 EagleCash Excel Debit Voucher
 EagleCash Excel Load tracker
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EagleCash Excel Load tracker
 DDS Debit Voucher (with DDS Load Listing)
 Load Transaction Detail Report(s)



CLEAR A DISBURSING AGENT
Example of DA business to DDO (2 of 2)

CLEAR A DISBURSING AGENT

 Cash Collection Vouchers (DD1131) in voucher number sequence
 DD1131 for SDP Cash: Must have copy of ID card
 DD1131 for SDP SVC: Must have copy of ID card, copy of sales receipt
 DD1131 for SDP PC: Must have copy of ID, copy of check 
 DD1131 for foreign currency gain by exchange
 DD1131, misc types: Must be supported by appropriate documentation 

 Paid Vouchers in voucher number sequence
 Local Pays: DDS DD117, DDS DD1351-6, manual DD1351-6y , ,
 Paying Agents: Cover SF1034, with supporting SF44s and appropriate clearance 

memorandums
 SF 1034 for foreign currency gain by exchange

 OF 1017-G (if any on hand)( y )
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CLEAR A DISBURSING AGENT
Retrieve A Remote File Transfer (RFT) (1 of 3)

• Once “new” is selected a

CLEAR A DISBURSING AGENT

• Once new  is selected, a 
window will appear with 2 
tabs.
• DDS defaults to the “create 
data disk for transfer.”  Select 
the “Retrieve Data From Disk” 
tab.
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CLEAR A DISBURSING AGENT
Retrieve A Remote File Transfer (RFT) (2 of 3)

CLEAR A DISBURSING AGENT

• Select the “transfer in file” button.
• A window will appear asking for the 
location of the file.
• Once the file location has been identified, 
select “ok,” and the file will be brought 
into a que and the “OK” button will 
become available.
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CLEAR A DISBURSING AGENT
Retrieve A Remote File Transfer (RFT) (3 of 3)

CLEAR A DISBURSING AGENT

• Once the file has been brought in, 
select “ok” to upload the file into DDS.
• Once uploaded, the user will then go 
to DD Form 1081 to accept funds.  **The 
RFT may have only carried admin data.RFT may have only carried admin data.
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CLEAR A DISBURSING AGENT
Confirm DA 1081(1 of 3)

CLEAR A DISBURSING AGENT
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CLEAR A DISBURSING AGENT
Confirm DA 1081(2 of 3)

CLEAR A DISBURSING AGENT

179



CLEAR A DISBURSING AGENT
Confirm DA 1081(3 of 3)

CLEAR A DISBURSING AGENT
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Module 12CLOSE BUSINESS DAY 
(With Accounting Clerk)(With Accounting Clerk)
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (1 of 10)

(With Accounting Clerk)

• A “Rounding Error” window will appear 
under two different circumstances:

• To let the user know that a 
rounding error occurred and has been 

t d t th DD F 2657posted to the DD Form 2657.
• To let the user know that a 
rounding error exists, and give the 
user the option of posting now.

• A rounding discrepancy will be g p y
accounted for on either DD Form 1131 (up) 
or SF 1034 (down).
• If the user wants to process the rounding 
error or the FC gain/loss, the user would 
select the “generate vouchers” button

182

select the generate vouchers  button.



CLOSE BUSINESS DAY 
(With Accounting Clerk)

Generate Exchange Gain/Loss Vouchers (2 of 10)

(With Accounting Clerk)

• If the user 
wants to process 
the FC 

i /l thgain/loss, the 
user would 
select the 
“generate 
vouchers” 
button.
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (3 of 10)

(With Accounting Clerk)

• Block 1 – DSSN
• Block 2 - Date 
• Line 1 0c – Beginning Accountability• Line 1.0c – Beginning Accountability.
• Line 1.0d – Month-To-Date Accountability.
• Line 2.1Ac – Treasury Check (TC) payments.
• Line 2.1Bc – TCs issued – All Others.

• $ amount from Lines 2.1Ac and 2.1Bc must equal total on TC Register for the day.

184

• Line 2.37c – Transfers from other DOs.  (Funding mission/$ turn-in)  Must receive a copy of 
the other DO/DDOs DD Form 2657 for verification.
• Line 2.9c – Total Accountability Increases for the day/month.



CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (4 of 10)

(With Accounting Clerk)

• Line 4.1Ac – The total of all US$ payments.
• Line 4.1Bc – The total of all US$ CCV refunds.

l b• Line 4.1Cc – Total Net Disbursements.  Line 4.1Ac minus Line 4.1Bc. 
• Line 4.1Dc – The total of all US$ CCV receipts.
• Line 4.1Ec – The total of all US$ CCV reimbursements.
• Line 4.1Fc – Total Net Expenditures.  Line 4.1Cc plus 4.1Dc plus 4.1Ec.  (Line 4.1D and 4.1E are 
negative amounts in accountability.)
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negative amounts in accountability.)



CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (5 of 10)

(With Accounting Clerk)

• Line 4.2Ac – The total of all SF 215s minus all SF 5515s for returned checks (NSF).
• Line 4.2Bc – The total of all US$ EagleCash Loads and EFT payments.  (Amount should appear 
as a negative amount.)
• Line 4.3c – Should be blank.
• Line 4.37c – Transfers to other DOs.  (Funding mission/$ turn-in)  Must receive a copy of the 
other DO/DDOs DD Form 2657 for verification.
• Line 4.9c – The total decrease in accountability.
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Line 4.9c The total decrease in accountability.
• Line 5.0c – End of Day Accountability.



CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (6 of 10)

(With Accounting Clerk)

• Line 6.1c – Total of all increases to the LDA (Deposits, Interest, and rounding gains).Line 6.1c Total of all increases to the LDA (Deposits, Interest, and rounding gains).
• Line 6.1d – Total of all decreases to the LDA (Checks written, service charges, and rounding 
losses).
• Line 6.2Ac – Total of all US currency on hand.
• Line 6.2Bc – Total of all FC currency on hand.

Li 6 2A d 6 2B h ld b th t t l t f h h d ( h ld t h th lt• Lines 6.2Ae and 6.2Be should be the total amount of cash on hand (should match the vault 
ledger).

• Line 6.3Ac – Should be blank.
• Line 6.3Bc – Any undeposited negotiable instruments (DA returned checks without Deposit 
Ticket).)
• Line 6.3Bd – Checks that have been cleared with a deposit ticket.
• Line 6.4c – Should be blank.
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (7 of 10)

(With Accounting Clerk)

• Line 7.1c – Total of all increases in deferred vouchers to the DAs.
• Line 7.2Ac – Should be blank. If there are any journal vouchers documenting an overdraft, that total will 
display here.
• Line 7.2Bc – Should be blank.Line 7.2Bc Should be blank.
• Line 7.3c – Total of all losses of funds.
• Line 7.3e – Total of all losses of funds month to date.
• Line 7.4c – Total of all increases in NSF checks.
• Line 7.4e - Total of all NSFs month to date.

Li 8 0 Thi i th t DO’ t t l t bilit If th l d t i bl• Line 8.0 – This is the current DO’s total accountability.  If there are no unresolved accounts receivable 
from a previous DO then this amount is also the total accountability for the DSSN.
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (8 of 10)

(With Accounting Clerk)

• Line 9.2A –
• Line 9.2B –
• Line 9.3 –
• Line 9.4 –
• Line 10.0 –Line 10.0 
• Line 11.0 – The current DO’s accountability (Line 8.0) is added to the predecessor DO’s accountability 
(Line 10.0) and totaled in Line 11.0.
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Finalize End of Day DD Form 2657 (9 of 10)

(With Accounting Clerk)

Step 1

• ODS, EDA and 
STANFINS files must be 
created by the 
Accounting Clerk after 
the DD2657 is finalizedthe DD2657 is finalized 
but must be created 
before the next days 
business is closed. 
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Step 2



CLOSE BUSINESS DAY 
(With Accounting Clerk)

Final DD2657(10 of 10)

(With Accounting Clerk)

i d h• Print and save the 
DD2657 per local SOP
•Business will be closed
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

STANFINS File(1 of 2)

The STAFINS,

(With Accounting Clerk)

The STAFINS, 
EDA and ODS files 

are created after 
the DDO finalizes 

the DD2657 

The Accounting
Clerk must verify 

all lines of 
accounting on the 

file against the 
actual documents

This is when theThis is when the 
Accounting Clerk 
will edit any pen 
and ink changes 

made to the 

Step 1

documents 
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Step 2



CLOSE BUSINESS DAY 
(With Accounting Clerk)

STANFINS File(2 of 2)

(With Accounting Clerk)

Step 1

Step 2

Step 3
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Creating EDA files (1 of 2)
•Multiple files will be 
generated during this

(With Accounting Clerk)

generated during this 
process.
•Save files per local SOP 
to be uploaded to EDA 
FTP site

Step 1 Step 2

Step 4p

Step  3
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Creating EDA files (2 of 2)

(With Accounting Clerk)

• After the EDA file is• After the EDA file is 
created the screen to 
create ODS file will pop 
up
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Create ODS file(1 of 2)

(With Accounting Clerk)

• Save file per local SOP
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

Create ODS file(2 of 2)

(With Accounting Clerk)

• Close window after file 
is saved.
•Will default to 
STANFINS screen close 
windowwindow
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CLOSE BUSINESS DAY 
(With Accounting Clerk)

R d d t f b th

(With Accounting Clerk)

St 2

Step 1
Red door out of both 

screens to complete process

Step 2
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Module 13

(Without Accounting Clerk)
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Finalize End of Day DD Form 2657

(Without Accounting Clerk)

• A “Rounding Error” window will appear 
under two different circumstances:

• To let the user know that a 
rounding error occurred and has been g
posted to the DD Form 2657.
• To let the user know that a 
rounding error exists, and give the 
user the option of posting now.

• A rounding discrepancy will be• A rounding discrepancy will be 
accounted for on either DD Form 1131 (up) 
or SF 1034 (down).
• If the user wants to process the rounding 
error or the FC gain/loss, the user would 
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select the “generate vouchers” button.



CLOSE BUSINESS DAY
(Without Accounting Clerk)

Generate Exchange Gain/Loss Vouchers

(Without Accounting Clerk)

• If the user wants to 
process the FC gain/loss, 
the user would select thethe user would select the 
“generate vouchers” 
button.
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Finalize End of Day DD Form 2657

(Without Accounting Clerk)

Step 1

• ODS, EDA and 
STANFINS fil ill bSTANFINS files will be 
created during the 
finalize process. 
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Step 2



CLOSE BUSINESS DAY
(Without Accounting Clerk)

Create STANFINS File when created by DDO(1 of 2)
•FY, APC, EOR, DPI 
code and documents

(Without Accounting Clerk)

code and documents 
numbers must be 
verified with physical 
documentation prior to 
creating the STANFINS 
file.
•They can be edited here 
if data is incorrect. 

•STANFINS total 
and SFIS total MUST
equal line 4.1F of the 
DD2657.

Step 2

•Total of all 
GFEBS Post 
Payment filesStep 1

p
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Create STANFINS File when created by DDO(2 of 2)

(Without Accounting Clerk)

• Save files per local SOP 
to be sent to DFAS Rome
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Creating EDA files (1 of 2)

•Multiple files will be

(Without Accounting Clerk)

•Multiple files will be 
generated during this 
process.
•Save files per local SOP 
to be uploaded to EDA 
FTP site

Step 1 Step 2

Step 4Step 4

Step  3
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Creating EDA files (2 of 2)

(Without Accounting Clerk)

• After the EDA file is• After the EDA file is 
created the screen to 
create ODS file will pop 
up
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Create ODS file(1 of 2)

(Without Accounting Clerk)

• Save file per local SOP• Save file per local SOP
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Create ODS file(2 of 2)

(Without Accounting Clerk)

• Close window after file 
is saved.
•Will default to 
STANFINS screen close 
window
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Red door out of both

(Without Accounting Clerk)

Step 2

Step 1
Red door out of both 

screens to complete process

p
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CLOSE BUSINESS DAY
(Without Accounting Clerk)

Finalize End of Day DD Form 2657

(Without Accounting Clerk)

• Close window after file 
i dis saved.
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END OF DAY REPORTS
Module 14

END OF DAY REPORTS

211



END OF DAY REPORTS
Create CAPS Download file

CAPS download file will only be 
i if

END OF DAY REPORTS

available if you have uploaded a 
CAPS file.  Select the file and 
click the download button.  Save 
the file and send to the Fund the 
Force section.
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END OF DAY REPORTS
DD Form 2659 - Voucher Control Log

END OF DAY REPORTS

The Voucher Control Log is used 
to list ALL Vouchers used for the 
entire site ID It is not brokenentire site ID.  It is not broken 
down by cashier/agent.   
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END OF DAY REPORTS
Create A Savings Deposit Program Interface File (1 of 2)

END OF DAY REPORTS

•On the “Download” tab, 
select the file destination.
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END OF DAY REPORTS

• Once the correct folder

Create A Savings Deposit Program Interface File (2 of 2)

END OF DAY REPORTS

• Once the correct folder 
destination is set, select “OK.”
• Email the file to DFAS-CL.
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END OF DAY REPORTS
DDS DB Utility Log-in Screen

END OF DAY REPORTS

• To access the DB Utility 
program, the user will p g ,
select it from the DDS drop 
down list under the start 
menu.
• The password is “test01” 
and all other informationand all other information 
should already be prefilled.
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END OF DAY REPORTS
DDS DB Utility Back-Up and Export Screen

END OF DAY REPORTS

• A back-up should be 
completed weekly.
• An export should be 
completed at least once per 
dday.
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MONTH END CLOSEOUT
Module 15

MONTH END CLOSEOUT

218



MONTH END CLOSEOUT

End of Month (or Transfer of Accountability) Accountability Reports must be

MONTH END CLOSEOUT

End of Month (or Transfer of Accountability) Accountability Reports must be 
completed by the DDO (outgoing DDO).  The following reports must be completed 
in this order prior to finalizing the DD Form 2657 and SF 1219:

 SF 1149**If the DDO has an LDA**
 DD Form 2657 (with the “last day of accounting period” block checked)
 Level 8 Report
 SF 1179
 DELMARS Report
 SF 1219

The accounting period normally ends on approximately the 25th of each calendar 
month; however, this date is subject to DFAS Rome posting the date as well as end 
of FY cut off
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of FY cut-off. 



MONTH END CLOSEOUT
Reconcile LDA (1 of 3)

MONTH END CLOSEOUT

STEP 1

STEP 2 STEP 3 STEP 4 STEP 5
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MONTH END CLOSEOUT

STEP 6 The DDO must 

Reconcile LDA (2 of 3)

MONTH END CLOSEOUT

STEP 6
ensure that the 
interest, service 
charges, checks 
drawn, deposits, 
and transfers areand transfers are 
added to the SF 
1149 prior to 
finalizing.  Line 
12 and 18 must be 

STEP 7

STEP 8

in balance prior to 
finalizing. 

STEP 9
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MONTH END CLOSEOUT
Reconcile LDA (3 of 3)

MONTH END CLOSEOUT

STEP 10
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MONTH END CLOSEOUT
Finalize DD Form 2657

MONTH END CLOSEOUT

Click the Finalize button.Ensure the block is checked for the the last 
business day of the accounting period or a 
new DDO is taking over
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MONTH END CLOSEOUT
Level 8 Report (1 of 2)

MONTH END CLOSEOUT
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MONTH END CLOSEOUT
Level 8 Report (2 of 2)

MONTH END CLOSEOUT
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MONTH END CLOSEOUT
SF 1179 (Treasury Check Issue Summary)

MONTH END CLOSEOUT
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MONTH END CLOSEOUT
DELMARS Report (Debits And Deposits) (1 of 2)

MONTH END CLOSEOUT
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MONTH END CLOSEOUT
DELMARS Report (Debits And Deposits) (2 of 2)

MONTH END CLOSEOUT
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MONTH END CLOSEOUT
Finalize SF 1219 (1 of 2)

MONTH END CLOSEOUT
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MONTH END CLOSEOUT
Finalize SF 1219 (2 of 2)

MONTH END CLOSEOUT
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PHYSICAL SECURITY
Module 16

PHYSICAL SECURITY
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PHYSICAL SECURITY
Standard Form 700

• SF 700 should be placed inside the security container.

PHYSICAL SECURITY

p y
• An additional copy of the form with either the combination or an extra key should be placed in an envelope 
and forwarded to the DDO for safekeeping.  The envelope should be sealed, signed across the sealed opening, 
and clear tape placed over the signature to ensure that the envelope is not compromised.
• The DDO/DO may authorize the DA to keep the envelope at the installation/STB S-2.
• A memo should be generated to maintain on hand that identifies where the extra set of keys/combination is• A memo should be generated to maintain on hand that identifies where the extra set of keys/combination is 
located.  The memo will be located out of view of the public.
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PHYSICAL SECURITY
Standard Form 701

PHYSICAL SECURITY

• SF 701 should be placed on 
the inside side of the secured 
area’s door.
• The form should be initialed 
on the appropriate day’s block 
prior to leaving for the day.
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PHYSICAL SECURITY
Standard Form 702

PHYSICAL SECURITY

• SF 702 should be placed on 
the outside side of the secured 
container’s door.
• The form should be initialed 
each time the container iseach time the container is 
opened or closed.
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SYSTEM REQUESTS
Module 17

SYSTEM REQUESTS
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SYSTEM REQUESTS
DDS Corp2

SYSTEM REQUESTS

•Can only be 
submitted over 
SIPR-net, should be 

l t d d icompleted during 
the TOA.
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SYSTEM REQUESTS

U t l

DDS Corp2

SYSTEM REQUESTS

•Users must place 
the export on the 
Corps2 server at 
least monthly.
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SYSTEM REQUESTS
ITS.gov Access Request (1 of 3)

SYSTEM REQUESTS

• Requests are completed only for those 
deemed to have a need to access ITS.gov.
• All 3 pages must be completed and 
forwarded to the Disbursing Officer (DO) for 
approval.approval.
• The DO approves and then forwards the 
request to the theater POC.
• The theater POC reviews and forwards to 
FRB-NY.

FRB NY ill th t d d• FRB-NY will process the request and send a 
confirmation back to the theater POC.
• Once the theater POC confirms the access, 
FRB-NY will forward the access request to 
the individual.
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SYSTEM REQUESTS
ITS.gov Access Request (2 of 3)

SYSTEM REQUESTS
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SYSTEM REQUESTS
ITS.gov Access Request (3 of 3)

SYSTEM REQUESTS

240



Collections Information Repository 
(CIR)(CIR)

The application link : https://www.trs.fms.treas.gov
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SYSTEM REQUESTS
OTCnet

• Request will be made through the 

SYSTEM REQUESTS

theater POC at the FMSC.
•
https://www.OTCnet.fms.treas.gov
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SYSTEM REQUESTS
PIR

SYSTEM REQUESTS

• Request will be made through the 
theater POC at the FMSC.
• https://pir.fms.treas.gov/pir-web
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Spillage Preventionp g

99% of the time the documentation will not be 
stamped with SECRET or TOP SECRET 244



Scope and Responsibilities

 The Disbursing office must ensure that documentation received in their office 
does not qualify as “Classified” in accordance with the “DFAS Secret/Topdoes not qualify as Classified  in accordance with the DFAS Secret/Top 
Secret Documentation Classification Matrix” and Local FMSC Policy

 Disbursing the front line of defense to make sure sensitive information is 
not “Spilled” by becoming available to personnel lacking the proper clearancenot Spilled  by becoming available to personnel lacking the proper clearance 
or that they are scanned into an Unclassified electronic platform (NIPR).  
Classified Spillages can be devastating to our mission in theater, may cause 
harm to Soldiers and local nationals and will cause you and your team their 
“Clearance” by means of UCMJ action and reliefClearance  by means of UCMJ action and relief.

 Unnecessary documentation must be returned to the originating activity in 
order to be properly handled and forwarded through the appropriate channels.  
Do not take it in and process it unless it is completely necessary for paymentDo not take it in and process it unless it is completely necessary for payment.

 If any documentation is encountered, review the FMSC policy and notify 
your FMSU Internal Control section prior to processing and/or scanning it. 
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DFAS Secret/Top Secret 
Classification Matrix

INFORMATION ON VOUCHER REVEAILING: CLASS. REMARKS

Physical Security Vulnerabilities and vulnerability to terrorist attacks SECRET Building specs to include "vulnerability" wording

Classification Matrix

Future detailed travel itinerary of USCENTCOM Commander SECRET Dates of future TDY for General or equivalent SES
Future detailed travel itinerary of General/Flag Officers and civilian equivalent Classified Dates of future TDY
Limitations and vulnerabilities of U.S. Forces in the combat area SECRET Vehicles which need more armor, specific details about vulnerabilities
Participating units, including types, vulnerabilities, locations, quantities, 
readiness status, deployments, redeployments, and details of movement of 
U S friendly forces

SECRET
Same vulnerabilities: speifics relating number of weapons, food service 
identified location

U.S. friendly forces
Essential elements of friendly information (EEFI)

SECRET
Radio signals, where uniforms are produced from, type and amount, 
hours of work

Deployment/Redeployment of units Classified Manifest: Future
Force Protection/Threat analysis specifics SECRET Vulnerability assesments
Identification of forward Headquarters (Maps, Grid coordinates) SECRET If specific locations are mentioned, the use of maps and pinpointing
Information concerning CI/HUMINT and other sensitive intelligence sources 
and methods.  This includes Small Reward Program and payments for 
information.  Any name, sources, locations, or lists of recovered weapons or 
ammunition. Any name other than "Anonymous" or "Classified", no other 
pseudonyms permitted.

SECRET

Sources are identified, listing of names, informants, payments for 
information

Intelligence information obtained from CI/HUMINT without a name or a source Confidential No sources or names are identified, subject is addressed
Any discussion of specific threat levels or counter measures SECRET
Specific boundaries of bases or combat positions SECRET
Rules of Engagement for U.S. Forces SECRET
U.S. issue d badges for base access SECRET Copies of originals
Specific informant names SECRET Informant notes

f d / h d d f f d llNaming a payee of rewards/payee signature
SECRET

Any person who received a reward for information regardingintelligence 
involving persons, weapons, or sensitive information

Payments under the rewards program, solatium payments, weapons-for-cash 
payments, and condolence payments

SECRET
Rewards, no JAG, open allotment
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Available network platforms

 SIPRNet (Secure Internet Protocol Router Network)- The SIPRNET is a 

p

system of interconnected computer networks used by the United States 
Department of Defense to transmit classified information (up to and 
including information classified SECRET by packet switching over the 
TCP/IP l i ' l l ' iTCP/IP protocols in a 'completely secure' environment.

 Scan Classified documentation to this system only

 NIPRNet (Non-Secure Internet Protocol Router Network)- The Non-
secure Internet Protocol Router Network (abbreviated as "NIPRNet," but 
commonly written "NIPRNET") is used to exchange sensitive butcommonly written NIPRNET ) is used to exchange sensitive but 
Unclassified information between "internal" users as well as providing 
users access to the Internet.

 Do not scan Classified documentation to this system
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POINTS OF CONTACT
Module 18

POINTS OF CONTACT
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POINTS OF CONTACT
DDS/USAFMCOM OST

POINTS OF CONTACT

 DDS Help Desk:  
 Commercial: (317) 212-1490

DSN (318) 699 1490 DSN: (318) 699-1490
 Blackberry: (317) 209-6328

 Email address:  cin-ddshelpdesk@dfas.mil

 Training Training
 USAFMCOM OST (317) 212-3016
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POINTS OF CONTACT
OTCnet HELP DESK INFORMATION

POINTS OF CONTACT

 Policy and Hardware Requests
 (317) 212-3640

 OTCnet Customer Service Center:
 DSN phone number for military personnel:

510-428-6824, option 1, then option 2, then option 4., p , p , p
 OTCnet Mailbox: FMS.OTCChannel@citi.com
 Website:  www.OTCnet.fms.treas.gov
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POINTS OF CONTACT
Eaglecash Help Desk Information

POINTS OF CONTACT

 ECC Customer Service Center
 Hours of Operationp

 0100 – 1900 hours ET
 Monday – Friday (excluding Federal Holidays)

 DSN: (312) 955-3555 DSN: (312) 955 3555
 US Toll Free: 1-877-973- 8982
 Fax: (617) 973-3898
 Email: EagleCash on AKO: Email: EagleCash on AKO: 
 https://www.us.army.mil/suite/page/387344

(for the latest SOP, Quick Reference Guides, Bulletins, and 
Newsletters, etc.)
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QUESTIONS?QUESTIONS?
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