JO ANN METCALFE
703 390 6410
202 208 1735
jo.metcalfe@bia.gov




Automated Standard Application for Payments (ASAP) is a centralized
all-electronic payment and information system

In Fiscal Year (FY) 2012, the Bureau of Indian Affairs (BIA) changed its
financial system from the Federal Financial Systems (FFS) to the
Financial and Business Management System (FBMS).

Allows grantee organizations to draw from accounts-ptghorized
by federal agencies

Highly Secure and 508 compliant
Internet Based and Usdtriendly

Smilar to InternetBased Home Banking or Bill Payment Technolog
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® The A for P: (ASAP) team is providing Same D: ini
ay ACH (SDA) monthly training for
our ASAP.gov users. Each of these free we{mnars will be hosted via with virtual ) ZVNMDTM

WebEX, so users can comfortably attend without traveling. Learn more at www. fiscal treasury.gov/asap

The ASAP team is performing system maintenance Saturday, November 18th. As a result, ASAP.gov will be unavailable
from approximately 6:00 AM until 8:00 PM Eastern. We apologize for any inconvenience.

Attention Indian Affairs ASAP The of ts for IA have been post d to
September 27, 2017 at 6:00 PM ET (4: 00 PM MT). All recipients should withdraw the necessary funding for that period
on or before September 27, 2017. All Recipients may start drawdown against their existing accounts on 1plm017and
new accounts on 10/1 1/2017. Attention Indian Affairs ASAP reclplenls: Due to FY _2017 yw-end p;oceﬁ:?s and i
financial statement preparation, Indian Affairs (IA) ALC .14200699 will be suspending all mmw;nwm s stammng“
the close of ptember 26, 2017. All should withdraw the necessary ng ; wﬂuﬂm
before 26, 2017. All Recipients may start against their existing accounts on 10/2/20

accounts on 10/11/2017.

ti u of jon (ALC 1 and Central Utah Project Completion Act (cuchoA) 23;';:0 (ALC
14060001E)3|g:caipiems: All open ASAP gccounls will betss:;&e::ad l,p;"ﬂ‘scﬂvta W Won 3 through
October 1, :(‘137 for fiscal :Zaf end closing. Al c e ” e mm-opsmd
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For you to receive your ASAP payments, you must:

Have a Data Universal Numbering System (DUNS) and keep it
active. If it expires the BIA will suspend your funds.

Vendors are responsibfer maintaining an active registration in
SAM (see handbook online @tvw.sam.goy.
To update an active status, the vendor must log into their account
yearly atwww.sam.gowand renew/update their registration
If you have problems updating, SAM HBgsk which is the
Federal Service desk can be contactednatv.fsd.govor via
calling 1866 606 822(@free service).

If the DUNS number is not found in SAM, it can mean one of two
things.

1. You have not registered with DUNS and Bradstréfethis

Is the case, contact DUNS and Bradstreet to obtain one,
and register it atvww.sam.gov

2. You have a DUNS number but it expirddhis is the case,
start the reactivation process at/ww.sam.qov



http://www.sam.gov/
http://www.sam.gov/
http://www.fsd.gov/
http://www.sam.gov/
http://www.sam.gov/

DUNS number in SAM and ASAP must match!!!

If DUNS number in SAM does not match your ASAP DUNS, and you
want to use the one in SAM, you must file a form with ASAP to change
your DUNS. The ASAP contact will assist you with this process.

Tribe/school/vendor fills out and signs form, submits to BIA ASAP
contact or to ASAP. Once accepted, email verification is received by IA ,
and sent to PMO to change on vendor table. A Help Desk ticket will

add any accounts to that DUNS number which is handled internally at
the BIA.

If DUNS in ASAP is the one you want to use, go into SAM and correct
the DUNS to match.


http://www.sam.gov/

Please fill in the requested information to initiate the Automated Standard Application for Payments (ASAP) enrollment process. Fields marked with * are
required. Failure to provide required data may result in delayed enrollment. If applying for an ASAP Waiver, please only complete the ASAP Waiver
Request.

Section 1: Organization Information

Provide the recipient organizationds information.

Is your organization enrolled in ASAP for another Federal Agency? ' Yes! No

If yes, provide your Organization Recipient ID:

DUNS(Nine | . . .
Digits) TIN/EIN (Nine Digits)

Section 2: Point of Contact Information

*Organization Name

List contact information for the individual responsible for receiving ASAP communications
Name: *Fir

st Middle

. *Last Name

Nam | Initial

e
Title:
Address:

*Mailing Address

. *Sta .
*City *Zip Code
te

Contact
Information: *Email *Phone Number

Section 3: Organization Type

*Choose the category that most appropriately describes the recipient organization.

1 State Agency

1 University / College

1 University / College-State

1 Other Educational Organization

-

Financial Institution
For-Profit
Non-Profit

Local Government

-

-

-

-

Indian Tribal Organization

Section 4: Submission Information

Submit via Fax: Fax completed request to (703) 390-6333

Submit via Emal: Email completed request to jo.metcalfe@bia.gov,

Mail a hard copy of the competed response to:

U. S. Bureau of Indian Affairs
Submit via Mail: Attn: ASAP Enrollment
12220 Sunrise Valley

Reston, VA 20191

For questions, contact the BIA at jo.metcalfe@bia.gov,



mailto:joann.metcalfe@bia.gov
mailto:joann.metcalfe@bia.gov

On the same day IA enrolls a recipient, ASAP/Treasury sends an automated emai
02 0KS NS GokCantactfdirayidw all theiryiser information, It is

important the POC reviews all information submitted to Treasury and accepts or
makes necessary changes. This email also gives them a User ID (print and save)
and they are told their password will arrive within 10 business days by US Mail. If
this does not happen, please call the ASAP contact at BIA for assistance.

Recipientd.og into the systerwith their User ID and password andmplete
enroliment per their assigned role.

Eachappointed role has 30 days to complete their task to move toward
completionof the enrollment. On the 31ST day the process must be started all
overagainuntil every role has done their job, or they Wik deleted by Treasury.
Whenthe recipient completes the enroliment process, they are considered
d{!'t ! 00AQSED | 2takesdI0biBindssidaysieiTieasid? A y i
verifies banking information; before awards are loadedheir ASAP account.



Head of Organizatioapproves the officials
identified by the Point of Contact.

Authorizing Officiaconfirms the recipient

2ZMNIATYATIOAZ2Y Q4 AY T2
users (Payment Requestor or Inquirer) whg
need access to the ASAP.gov application.

Financial Officiaénters the bank account
Information for the recipient organization.
(Instructions sent with enrollment).

Payment requestodraws down payments.
ASAP notifies the Federal Agency that the

organization enrollment has been complete

and the BIA can create and fund accounts.
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READCAREFULIMO COMPLETE THE ASAP OFFICIALS AUTHORIZATION FORM

TheASAP Officials Authorization Form is use@dgtingorganizations in ASAP for
designating officials within therganization when the ASAP users leaVhisform

Ydza G 0SS O2YLIESGSR 2y @2da2l hNILYATIGAZ2Y
print this form on your letter head, then on a blank letter head, type the following
A01GSYSyd= a{SS ! {0l I1StatSM nolladzieraavie & HoihtiofA 2 y
Contact in ASAP and need to submit the name of XXXX as an ASAP Uéeadltie
Organization must sign at the bottom of tf@m (if they are still there). If not, use the
same name in both boxes for the POC and the HO. Sign and date the memo, please.

Submitting Completed Forms and requesting additional information

A Submitthe completed and signefbrm/memo to the BIA ASAP contact by email or
fax or to thefollowing addressFinancial Management Service, Kansas City
Financial Center, Attn: ASAP Customer Support SRf0. Box 12539599,

Kansas City, MO 64110599 For questions call ASAP Customer SuppdB8%8)
868-0151. PRESS 2 THEN PRESS 3.



When the Payment method is ASAP, obligated funds are interfaced to
¢cMNSl-adaeQa !'{!t &daeadasy
Award is released in PRISM: Creates obligation in SAP

IF88 outbound interface creates account and posts obligations as
authorizations ASAP (Internal at the BIA)

Interface sends award #, line number and last 4 digits of WBS as
account number to ASAP (Internal at the BIA)

Certifying Official certifies funds in ASAP (Internal at the BIA)
Funds are available for drawdown by recipient
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Initiating Payments in ASAP
When aPayment Requestarants to request payments IASAP
The Payment Requestor logato ASAP using their ID and password.
Payment Requestdroversover the Payment Requests Tab.
Payment Requestor SeledtsL Y AU A 1-0S t 1-eYSyd wSljdzSai
menu.
Recipientmust know the following to proceed
M @ . Aderfeylocator Codel200699
HOwS O MSHPID U Q&
3.Account ID Number/awarfbllowed by LineNumber
(for example onlyA19AV00040001)
4.Recipienimust choosendividual payment/never summaimyayment
pd/ K224S UKS T-getefthetsane dateRol-settinent 1-( S
6.Follow the stepsgfill in amount requesting and submit your request;
confirmation occurs




Working For 5130011
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Step 1 of 4
Retrieve Accounts

Select a Bank Relationship : 3010708497430 »
h
Select a Template : —Select— Ml

And

Specify Payment Information

* Payment Rﬁln;t T.y‘p‘e i
* Payment Method il

* Requested Settlement Date :

Requestor Reference Number :
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