FAQ YEAR-END Module

1. Who will need access to the Year End Module?

Answer: GTAS reporters who are required to submit an adjusted trial balance.

2. Why is the Year End Module needed?

Answer: To initiate year end cancellation and adjustment transactions that were previously
accomplished in FACTS Il on the 2108.

3. What types of transactions can | accomplish in the module?
Answer: The following transactions:

> Surplus, Year End Closing Cancellation of Expired Account Balances
> Surplus, Year End Closing Cancellation of Revolving, Special and Non-Revolving Trust Fund
Accounts (with Available Receipts)

> Surplus, Year End Closing Cancellation of Special and Non-Revolving Trust Fund Accounts
(with Unavailable Receipts)
> Indefinite, Year End Closing Adjustment

4. When can | report my Year End cancellation activity?

Answer: The reporting window will be from October 7" at 8:00 am thru October 20th at 12
noon.

5. Is there training material available for the Year-End module?

Answer: Yes and you can access the Year End training material at: CARS Year-End Training

CARS YEAR-END Training-Partl

CARS YEAR-END Training-Part2

6. How do | gain access to the Year-End module?
Answer: Please see the specific instructions below.
e If you are not currently a CARS user and wish to request access to the new CARS application,
please follow the instructions provided in the attached CARS Enrollment user guide. (If you do


http://www.fms.treas.gov/cars/training.html
http://www.fms.treas.gov/cars/year-end-training/YearEndClosing_Training_Part1.htm
http://www.fms.treas.gov/cars/year-end-training/YearEndClosing_Training_Part2.htm

not currently have a Single Sign On account, you will be required to establish one before
requesting access to CARS. If you currently use GTAS and/or IPAC, your Single Sign On account
credentials are the user ID and password that you use to access those applications.)

.

CARS Enrollment. pdf

e If you currently have access to CARS and wish to add YEC (Year End Closing) access, please
follow the instructions provided in the attached CARS Account Modification User Guide. Select

the appropriate module and role as follows:

Field Selection Function
Module YEC Allows the user to provision access to the
following roles
Roles Agency Preparer Allows the user to create and certify year-end
cancellations and adjustments
Agency Reviewer Allows the user to view year-end cancellations and
adjustments

X

CARS Account
Modification. pdf

7. lam logged into CARS, how do | get to the Year-End transaction module?
Answer: Follow the steps below to create a New Year End Closing transaction.
a. Click the Transactions Tab at the top of the screen



Home ~- Transactions P

7Y Home ———

My CARS: Notices
02/26/2007 03:53 PM Reporting of Security Weaknesseas
2 My cARs:
. If users at any time become aware of a security weakness or vulnerability that poses
D Notices 874-4357 or (202) 874-8270.

02/26/2007 03:53 PM- Reporting of
Security Weaknesses

a Erofile

4% ALC Address File

& News

{{“:2} System Alerts

(3 About CARS

b. Under “New Transactions”, click the “Year End Closing” link

Home P Transactions

Agency Transaction Module
Home > Transactions > Agency Transaction Module

Transactions - Agency Transaction Module

-
ear End Closing

® Borrowing

® Non-Expenditure Transfer
» Classification Transactions and Accountability

Pending Transactions
& Authority Transactions
# Classification Transactions and Accountability

Posted Transactions
* Authority Transactions
# Classification Transactions and Accountability

c. You should now be on the New Year-End Closing Transaction screen



New Transactions « Pending Transactions ¥ Posted Transactions }

Year End Closing v Borrowing P Non-Expenditure Transfer b Classification Transactions and Accountability b

Home > Transactions > Agency Transaction Module > New Year End Closing Transaction
New Year End Closing Transaction
* Indicates Required Field

* Transaction Type Indefinite. Year End Closing Adjustment

Transaction Date 09/30/2013
Accounting Period 09/2013
Effective Date 09/30/2013

Agency Reference

SP ATA AID BPOA EPOA A MAIN SUB
N/A = NJA = —-Select—- ~ -Select- ~ -—-Select— = -Select—- = - Select- ~ —-Select—- -

* CGAC Treasury Account Symbol

* Balance Adjustment Type @ Increase ) Decrease
Current Balance 0.0
* Adjustment Amount .00
New Bzlance 0.00
Comment P
e
[Caneel]

8. When I click the Year-End Closing link, why do | get an error message?
Answer: If you are seeing the error message below, it is because it is before the Year-End
window opens on October 7 or the window has closed for all Year-End transactions.

New Transactions » Pending Transactions } Posted Transactions b

Year End Closing ~ Borrowing P Non-Expenditure Transfer b Classification Transactions and Accountability »

Home > Transactions > Agency Transaction Module > New Year End Closing Transaction
Mew Year End Closing Transaction
The operating window is closed for processing Year End Closing transactions.

9. What happens once | certify a transaction?
Answer: You will get the detail screen below. Please take note of the control number. You will

need this to view your transactions later.



New Transactions } Pending Transactions v Posted Transactions b

Ruthority Transactions v (Classification Transactions and Accountablty

Home > Transactions > Agency Transaction Module > Pending Transaction Query > Year End Clsng Transaction Detai

Year End Closing Transaction Detail
‘ Contral flumber: SSBTBD

Statuz: SIAR [nterface

Transation Type: Surplus, Year Eng Closing Cancelation of Espired Account Balnces

Transacton Date: 09/30/2013

Accourting Perod: 08/2013

Ffetive Date! 09302013

AT Account Tifle Cance lefion Amourt
S OATA AD BPOR EPOA A AN 3B

01 A04 | 2008 0100 000 |SALARIES AND EXPENGES, GENERAL ACMINISTRATION, ARCHITECT OF THE CARITOL T801262
01 A08 | 2008 0105 000 CAPITOL BULDINGS, ARCHITECT OF THE CAPITOL 17888270

et 02 A08 | 2008 Q47700 SALARIES, CAPITOL POLICE £ 41
03 208 | 2008 120 00 W\ESMIDB(PENSES‘BOTAN\CGARDEN 318
00 2007 | 2008 (4% 00 IW.AR\ESM[IB(PENSES‘FE[IERN.JUD\C\ALCENTER‘THEJUD\C\AR\’ B4208.18
01t 2008 | 2008 000 000 k)OMPENSAT\ONOFTHEPRES\DENT U4
014 2006 | 2008 (84000 FUFNEYS‘\WESTIGATIONSMDRESEARCH‘U.S.GEOLOG\CALSUFNEY 356888
(20 208 | 2008 0108 000 MAR\ESAM[IB(PENSES‘OFHCEOF\NSPECTORGENERAL.TREASURY PLRIEEY

Agency Reference &

STAR Reference 21

Mot Recent Comment:

10. Once | certify a transaction, how do | know if it posted to the system?
Answer: To check the posted status for a specific transaction, follow the steps below.

a. Click the Transactions Tab at the top of the screen



Home ~- Transactions P

7Y Home ———

My CARS: Notices
E} My CARS 02/26/2007 03:53 PM Reporting of Security Weaknesseas

. If users at any time become aware of a security weakness or vulnerability that poses
D Notices 874-4357 or (202) 874-8270.

02/26/2007 03:53 PM- Reporting of
Security Weaknesses

a Erofile

4% ALC Address File

& News

{{“:2} System Alerts

(3 About CARS

b. Under “Posted Transactions”, click the “Authority Transactions” link

Home P Transactions

Agency Transaction Module
Home > Transactions > Agency Transaction Module

Transactions - Agency Transaction Module

New Transactions
Y¥ear End Closing
Borrowing

Non-Expenditure Transfer
Classification Transactions and Accountability

Pending Transactions
& Authority Transactions
# Classification Transactions and Accountability

c. You should now be on the Posted Transaction screen.



{ald CONTRCL bo swlect multighe anttes
e SHIFT 1o select & rangs of enies)

| Tt || Dovlond.. || Bmst ]

d. Inthe top box enter the control number you noted from the detail transaction screen after
you certified the transaction. Then click “View Transaction”

New Transactions P Pending Transactions b Posted Transactions «

Authority Transactions » Classification Transactions and Accountability k

Home > Transactions > Agency Transaction Module > Posted Transaction Query

View Transaction




e. If your transaction has posted you should be viewing the detail screen below.

~GoTo- v|o

NewTransactions ) Pending Transactions ) d Transactions v

Home » Transactions > Agency Transaction Module > Posted Transaction Query > Year End Closing Transaction Detail

Control Humber; 5687825
Status: Posted
Transaction Type: Indefinite, Year End Closing Adjustment
Transaction Date: 09/30/2013
Accounting Period: 09/2013
Effective Date: 09/30/2013
Agency Reference #:
STAR Reference #: WT014356
BOATA AD  BPOA EFOA A AN £l
CBACTHS 0i2 X 37 ]
Balance Adjustment Type: Decrease
Curent Balance: 18,068,132.15
Adjustment Amount: 16,486,786.51
New Balance! 1,581,245.64
Most Recent Comment;

bilty |

tment of the Traasury - Financial Mnage




11. Why is my transaction not showing up as posted?
Answer: Your transaction could still be in a pending status, either waiting to be (a)
approved by the Bureau of Fiscal Service or (2) posted to our legacy system. To check Pending
Transactions for your specific transaction(s), follow the steps below.

a. Click the Transactions Tab at the top of the screen

Home ~- Transactions F

My CARS: Notices
02/26/2007 02:52 PM Reporting of Security Weaknesses

If users at any time become aware of a security weakness or vulnerability that pose:
B874-4357 or (202) 874-8270.

02/26/2007 03:332 PM-
Security Weaknesses

3 Ercfile

4 ALC Address File

Reporting of

%7 News

{{i}} System Alerts

(3} About CARS

b. Under “Pending Transactions”, click the “Authority Transactions” link

Home b Transactions

Agency Transaction Module
Home > Transactions > Agency Transaction Module

Transactions - Agency Transaction Module

New Transactions
Year End Closing
Borrowing

Non-Expenditure Transfer
Classification Transactions and Accountability

Classification Transactions and Accountability

Posted Transactions
& Authority Transactions
* Classification Transactions and Accountability




c. You should now be on the Pending Transaction screen.

New Transactions b Pending Transactions v Posted Transactions b
Authority Transactions v Classification Transactions and Accountability b

Home > Transactions > Agency Transaction Module > Pending Transaction Query

ou have 252 total pending transaction(s) in the system, with 112 requiring

Transaction Control Humber

=i Accounting Period Effective Date || Transaction Date

Start Date 09 > n - 2014 ~

End Date 10 > n - 2014 ~

Transaction Category  All M

Transaction Type  All

Action Required  All -
Status  All -
Agency | -
'CGAC Treasury Account Symbol sP ATA AID & ] e
(a8 - [N - - | - |
NA ~ = Al - | |2004 =1 [2005 =1 O = 14 =1 (Hg:lgrol:gkﬂ‘léﬁmszlectmon;lﬁpien,ﬁa
07 - 2005 -~ |2006 - NA - 001 or selact = range of entries,
[ Reset CoAC Gompornent= |
Legal Authority  All -
[ view ion List | [ Download... | [Reset |

d. Inthe top box enter the control number you noted from the detail transaction screen after
you certified a transaction. Then click “View Transaction”

New Transactions b Pending Transactions ~ Posted Transactions b

Authority Transactions » Classification Transactions and Accountability ¢

Home > Transactions > Agency Transaction Module > Pending Transaction Query

You have 252 total pending transaction(s) in the

Date [ w_o oo mcoa T reeocs mcas [T o C e mae



e. If yourtransaction is pending you should be viewing the detail screen.

New Transactions } Pending Transactions v Posted Transactions }

Authority Transactions v Classification Transactions and Accountability

Home > Transactions > Agency Transaction Module > Pending Transaction Query > Year End Closing Transaction Detail

Year End Closing Transaction Detail
Control Humber: 5687828
Status: STAR Interface
Transattion Type: Surplus, Year End Closing Cancellation of Expired Awcount Balances
Transadtion Date: 09/30/2013
Accounting Period: 03/2013
Effective Date: 09/30/2013
A A Account Titke Cancellation Amount
5P ATA AD BPOA EPOA (A MAN SUB
001 | 2004 2008 0100 | 000 SALARIES AND EXPENSES, GENERAL ADMINISTRATION, ARCHITECT OF THE CAPITOL 7601262
001 | 2008 2008 0105 | 000 CAPITOL BUILDINGS, ARCHITECT OF THE CAPITOL 178,832.70
Aecount 002 | 2008 2008 0477 | 000 SALARIES, CAPITOL POLICE 6384421
003 | 2008 2008 0200 | 000 SALARIES AND EXPENSES, BOTANIC GARDEN 3168737
010 | 2007 | 2008 0928 | 000 SALARIES AND EXPENSES, FEDERAL JUDICIAL CENTER, THE JUDICIARY 6420618
0f1 | 2008 2008 0001 | 000 COMPENSATION OF THE PRESIDENT 3430048
014 | 2008 2008 0804 | 000 SURVEYS, INVESTIGATIONS AND RESEARCH, US. GEOLOGICAL SURVEY 356688
020 | 208 | 2008 0108 | 000 M\HMD EXPENSES, OFFICE OF INSPECTOR GENERAL, TREASLRY 28437990
Agency Referance #:
STAR Refarence #:
Mot Recent Comment:
View Audit Log

12. Who should | call if | have further questions?
Answer: Please contact the TSC at 1-877-440-9476.

13. Who should | call if | experience any system Issues?
Answer: Please Contact the TSC at 1-877-440-9476.
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1. Who will need access to the Year End Module?

Answer: GTAS reporters who are required to submit an adjusted trial balance.





2. Why is the Year End Module needed?

Answer: To initiate year end cancellation and adjustment transactions that were previously accomplished in FACTS II on the 2108.  

3. What types of transactions can I accomplish in the module?

Answer: The following transactions:

· Surplus, Year End Closing Cancellation of Expired Account Balances

· Surplus, Year End Closing Cancellation of Revolving, Special and Non-Revolving Trust Fund Accounts (with Available Receipts)

· Surplus, Year End Closing Cancellation of Special and Non-Revolving Trust Fund Accounts (with Unavailable Receipts)

· Indefinite, Year End Closing Adjustment 



4. When can I report my Year End cancellation activity?

Answer: The reporting window will be from October 7th at 8:00 am thru October 20th at 12 noon.



5. Is there training material available for the Year-End module?

Answer: Yes and you can access the Year End training material at:  CARS Year-End Training

 	CARS YEAR-END Training-Part1

 	CARS YEAR-END Training-Part2





6. How do I gain access to the Year-End module?

Answer: Please see the specific instructions below.

· If you are not currently a CARS user and wish to request access to the new CARS application, please follow the instructions provided in the attached CARS Enrollment user guide. (If you do not currently have a Single Sign On account, you will be required to establish one before requesting access to CARS. If you currently use GTAS and/or IPAC, your Single Sign On account credentials are the user ID and password that you use to access those applications.) 





· If you currently have access to CARS and wish to add YEC (Year End Closing) access, please follow the instructions provided in the attached CARS Account Modification User Guide. Select the appropriate module and role as follows:

		Field

		Selection

		Function



		Module

		YEC

		Allows the user to provision access to the  following roles



		Roles

		Agency Preparer

		Allows the user to create and certify year-end cancellations and adjustments



		

		Agency Reviewer

		Allows the user to view year-end cancellations and adjustments
















7. I am logged into CARS, how do I get to the Year-End transaction module?

Answer: Follow the steps below to create a New Year End Closing transaction.

a. Click the Transactions Tab at the top of the screen

[image: ]

b. Under  “New Transactions”, click the “Year End Closing” link

[image: ]







c. You should now be on the New Year-End Closing Transaction screen

[image: ]





8. When I click the Year-End Closing link, why do I get an error message?

Answer: If you are seeing the error message below, it is because it is before the Year-End window opens on October 7 or the window has closed for all Year-End transactions.



[image: ]









9. What happens once I certify a transaction?

Answer: You will get the detail screen below. Please take note of the control number. You will need this to view your transactions later.

[image: ]









10. Once I certify a transaction, how do I know if it posted to the system?

Answer: To check the posted status for a specific transaction, follow the steps below.



a. Click the Transactions Tab at the top of the screen

[image: ]

b. Under  “Posted Transactions”, click the “Authority Transactions” link

[image: ]







c. You should now be on the Posted Transaction screen. 

[image: ]



d. In the top box enter the control number you noted from  the detail transaction screen after you certified the transaction. Then click “View Transaction”

[image: ]























e. If your transaction has posted you should be viewing the detail screen below.

[image: ]









11. Why is my transaction not showing up as posted?

	Answer: Your transaction could still be in a pending status, either waiting to be (a) approved by the Bureau of Fiscal Service or (2) posted to our legacy system. To check Pending Transactions for your specific transaction(s), follow the steps below.

a. Click the Transactions Tab at the top of the screen

[image: ]

b. Under  “Pending Transactions”, click the “Authority Transactions” link

[image: ]





c. You should now be on the Pending Transaction screen. [image: ]



d. In the top box enter the control number you noted from the detail transaction screen after you certified a transaction. Then click “View Transaction”



[image: ]

















e. If your transaction is pending you should be viewing the detail screen.

[image: ]

12. Who should I call if I have further questions?

Answer: Please contact the TSC at 1-877-440-9476.



13. Who should I call if I experience any system Issues?

Answer: Please Contact the TSC at 1-877-440-9476.
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CARS Enrollment

New User Registration

The term “new user” refers to an individual who does not currently have an identity (Single Sign On user 1D
and password, or SSO account) established to access Treasury applications via the UPS or ITIM provisioning
services. If you already have an SSO account with which you access other Treasury applications via UPS or

ITIM, proceed to the User Enrollment section of this guide.

To create an identity (Single Sign On user ID and password), access the FMS Self-Enroliment page at

https://req.fms.treas.gov/selfenroll/register. When the page opens, enter information in all required fields
(denoted with an asterisk), retype the validation text in the corresponding field, and then click Submit.

Note: Access to the CARS application requires a government email (no .com emails will be accepted).

Email addresses will be reviewed on an ongoing basis.

Page 1 of 9

FMS Self Enrollment

Fizkds with {*) are requirs=d

Legal Prefix

Legal First Name =

Legal Middle Name

Legal Last Name =

Generational Identifiers / Suffix A
Title

Email =

Re-Enter Email =

Sponsoring Application = — Select — -
Organization = Search |
External Supervisors Search |
Mobile Phone

Office Phone =

Office Extension

Pager Number

Office Fax

Office Room Number
Office Street Address =
Office Street Address 2

Office City =
Office State = - Select - -
Office Zip =
Office Country = UNITED STATES -

Please type the text from the image below.
facwing





https://reg.fms.treas.gov/selfenroll/register





Page 2 of 9

User Enrollment

Enlerprise Single Sign On

Log InTo: https:

CARS Enrollment

1. Access the ITIM Self-Service website at https://req.fms.treas.gov/itim/self.

Change Password | Forgot your Password? | Forgot your User Id? | Register

Select an authentication method and enter your credentials

Log In using your FMS:

S50 User ID and Password ¥

To log in using your FMS Singla Sign On User 1D and Password, please anter your Usar ID and Password.

User ID:
Password:

Een £ User Id7

Farqet yaur Dasswerd?

2. Enter your user ID and password, and then click the Log In button.

Select an authentication method and enter your credentials

Log In using your FMS:

$50 User ID and Password b

SecurlD Token

PRI Certificate

Ta lag in using your FMS Single Sign On User ID and Password, pleass enter yaur Usar ID and Password.

User ID: tisusrdS

Pazsword:

Forgot wour User I1d7

Forgot wour Pazsword?

“fou have accessed a United States Government computer, Unauthorized use of this computer is a violation of federal law and may subject you to
AR MING " P . : . . A .
WARNING civil and criminal penalties, This computer and the autornated systerns, which run on it, are monitored, Individuals are not guaranteed privacy while
BEARNTHG using government carmputers and should, therefore, not expect it Comrnunications made using this systern may be disclosed as allowed by

faderal law,





https://reg.fms.treas.gov/itim/self





CARS Enrollment

3. The Self-Service home page will load. To request access to CARS, click the Request Account link in the

My Access section.

elcome, Talia lsust

Help Logoff Switch Application

My Password
]
L]

Change Password
Use this link te change your pasamords.

Change Fargstten Password Information
Use this link if you need to change the information required to lag inwhen you have forgatten your pasaword

My Access

Request Accournt
Request 3 new account.

Delete Accourt
Delete one of your existing accounts.

View ar Change Accourt
Change ane of your existing aceounts

Request Ancess
Request access to items such as accounts and applications.

Vievs Avcess
Viaw your aceess o items such as accounts and applizations.

My Prafile

View ar Change Profile
View and edit your personal profile

My Requests

B

Wieww My Requests
Viewthe requests you have recently submitted

My Activities
B
y h |

Approve and Review Requests

Vieww and take action on activities that are assigned to you

Delegste Activitias
Delegate your activities to ancther person or stop delegating your activities

4. When the Request Account page loads, enter “CARS” in the Search for: field, and then click Search.

Welcome, Bruce User

Home = Reguest account

Request Account

Erter infarmation to search for the type of account you would like to request.

Search far:

Go to Home Page

Page 3 of 9

Search








CARS Enrollment

5. When the search results appear, click the CARS link in the Account Type field.

Request Account

Erter infarmation to search far the type of account you would like to reguest.

Search for:

[CARS [ Search |

Search Results
Click the account type that vou would like to request.

Becourt Type e

CARE

6. When the Account Information page loads, click the Search button next to the GWA Supervisor field.

Account Information
Type the requested information below. WWwhen you are done specifying information, click Mext. All required fields are marked with (+).

-
ls CGAC
+ GWA Supervisor

[

7. Type in the name of the desired supervisor, and then click Search.

Search for GWA Supervisor

Enter information to search for a GWA Supervisar.

Search by:
Full name -

Search for:

amy search

Back to Account

Page 4 of 9








CARS Enrollment

8. When the supervisor’s name appears in the search results, click the link to select it.

Note: If the correct supervisor’s name does not appear, you will need to have him/her submit a
form in order to be added to ITIM as a supervisor.

Search for GWA Supervisor

Enter information to search for a GWA Supervisor.

Search by:
Full narne -

Search for:

|am§,r Search

Search Results
Click below to select from the search results.

Hame

Amy Super
Page 1 of1 Total: 1 Displayed: 1

Back to Account

9. The supervisor’s name will appear in the GWA Supervisor field. To add the necessary modules and roles,
click Details.

Account Information

Change the account information below. When you are done changing infi

=
l[s CGAC
# GYWA Supervisor

Arny Super Search I | Clear |

# Modules, Rales, ALCs, and AGroups

Page 5 of 9








CARS Enrollment

10. When the CARS Access Permissions window appears, click the dropdown menus in the Module and Role
fields to select the appropriate options.

Welcome, Talia Isusr Help Logoff Switch Application
Hore > %iew or change account > Account information

Account Information

Change the account information below. When you are done changing infarmation, click Ok, All required fields are marked with (#).

-
ls CGAC
+ GWWA Supervisor
+ Modules, Roles, ALCs, and AGroups
“
@ https:/fireg-pps.fms.treas.gov/7SUBFORM_LEGACY_ID=ChangeAccountForm%/Cdata.gwamodroleagrp®7Ceom - Windows In... l = | B[ -

-

Last Recertificati N
ast hecerthication CARS Access Permissions

Recert Approved By | | Please provide the permissions for this user's CARS access.

Module Role ALC AGroup

Recert Status - ‘

ACCTSTMT

Recert Comments APROP

ASR

BPD

BPOR \
BPOW

¢CARS Access Permissions

Please provide the permissions for this user's CARS access.
Y Module Role ALC AGroup

MET Al ~-cency Preparer

11. In the ALC field, enter the information relevant to the necessary Agroup needed for CARS access. This is a
free-form entry field that allows entry of any of the following information: ALC(s), AGroup name (if
known), ID of another user whose access should be mirrored, etc.

Note: The AGroup field is not an editable field in Self-Service. This field will be populated with
the correct AGroup based on what is entered in the ALC field when the Treasury Support Center
approves the request.

CARS Access Permissions

Please provide the permissions for this user's CARS access.

Module Role ALC AGroup
NET v Agency Preparer v |12000EID1| |

[Add] [OK] [ Cancel |

Page 6 of 9








.
CARS Enrollment
12. After the Module, Role, and ALC fields have been completed, click Add. Entries in the
Module/Role/ALC fields will populate in the Current Permissions table. Repeat the process to add
Module/Role/ALC information for all necessary access. When all Module/Role/ALC information appears
in the Current Permissions table, click the OK button.
CARS Access Permissions
Please provide the permissions for this user's CARS access.
Module Role ALC AGroup
NET v Agency Preparer v |12000EID1|
[Add] [OK] [ Cancel | Module Role ALC AGroup
v [ l
[Add][oK][ Cancel |
Current Permissions
Module Role AGroup ALC Edit Remove |
- NET AP 12000001

13. When the Account Information page reappears, click Next.

Page 7 of 9

Account Information

Type the requested information below. VWhen you are done specifying ir

-
ls CGAC
+ GWA Supenisor

Amy Super
+ Modules, Roles, ALCs, and AGroups

Last Recertification
Recert Approved By
Recert Status

Recert Comments








CARS Enrollment

14. Click Request Account to submit the request. When the Request Submitted confirmation page opens, the

request ID assigned to the submitted request will appear. To view the status of the request, click the View
My Requests link.

Request Account: CARS

Click Request Account to submit a request for a new account on CARS

User ID: buser001
Account type: CARS

| <Back | | RequestAccount | [ Cancel |

Request Submitted: Request Account

You have submitted a request. Below is the information available to you at this time.

Request Detail

Request ID: 9114881360915603453
Date submitted: March 26, 2014 8:05:11 AM
Regquest type: Account Add

AccountiAccess: buser001 on CARS

Related Tasks 1

¢ To check on the status of your request, refer to the View My Requests page.
+ To create another request, click on Request Account,
¢ To perform other tasks go to the Thvoli Identity Manager Home page.

15. When the View My Requests page opens, the status of the request should initially be shown as “In
Process.” To view the Request Detail, including the name of the supervisor who needs to approve the
request, click the corresponding Account Add link in the Request Type column.

View My Requests

Click the request type to view its information.

Wiew: Show last 31 daye

Reguest Type Date Submitted ~ Status Account/Access
Account Add March 26, 2014 8:05:11 Al In Process buserd01 on CARS
Account Add March 26, 2014 7:25:55 AM Rejected buserd0l on CARS
Account Add March 17,2014 1:05:41 PM Success buserd01 an IPAC
Account Add March 17, 201 Req uest Information

Account Add March 4, 201 4

Page 1 of 1 Totak 5 Displayed: 5 Request Detail

RegquestID: 9114881360915603453
Date submitted: March 26, 2014 8:05:11 AM

Go to Home |:|.a|’E Requesttype:  Account Add
AccountAccess: buser001 on CARS

Status Detail: Pending information
Due date: March 31, 2014 8:05:17 AM
Providers:

Eull Hame <
Army Super
Page 10f 1 Total: 1  Displayed: 1

Page 8 of 9








CARS Enrollment

16. The request will remain in a status of “In Process” until it is approved, rejected, or the timeframe for action
ends. It will change to “Success” after the request has been approved by both your supervisor and the
Treasury Support Center. You will receive an email after the request has been approved or rejected.

Note: This process can take up to 14 days: your supervisor has seven days to approve the request, after
which the Treasury Support Center has another seven days to complete its approval. If your supervisor

does not approve the request within the seven-day timeframe designated for supervisor approval, the
request will fail, and you will need to resubmit it.

View My Requests

Click the request type to view its information.

View: Show last 31 days -

Request Type Date Submitted ™ Status Account/Access
Account Add March 26, 2014 8:05:11 Ak Success buser001 on CARS

Contact the Treasury Support Center at (877) 440-9476 or via email at GWA@stls.frb.org if you have questions
concerning the CARS enrollment process.
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CARS Account Modification

Follow the steps below to verify/modify your CARS account through the

ITIM Self-Service website.

1. Access the ITIM Self-Service website at https://req.fms.treas.gov/itim/self.

Log In using your FMS:

Select an authentication method and enter your credentials

| change Password | Forgot your Password? | Forgat your User 142 | Register [ ¥

To log in using your FMS Singla Sign On Usaer 1D and Passwerd, plaase antar your Usar ID and Password

User ID:
Passvord:

Eors r User 1d?

Forgot your Password?

2. Enter your user 1D and password, and then click the Log In button.

Select an authentication method and enter your credentials

Log In using your FMS:

550 User ID and Password ¥

SecurlD Token

PKI Certificate

To log in using your FMS Single Sign Gn User ID and Password, please enter your User ID and Password,

Uszer ID: tisusr03

Paszuord: sssssssssss

Forgot wour User 147
Forgot wour Password?

WARMING
Wi AR MIN G
WARMING

“You have accessed a United States Government computer, Unauthorized use of this computer is a violation of federal law and may subject you to
civil and criminal panalties. This cormputer and the autornated systems, which run on it, are monitored. Individuals are not guarantaad privacy whils
using government caomputers and should, therefore, not expedt it. Comrmunications made using this systermn may be disclosed as allowed by

federal law,
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CARS Account Modification

3. The Self-Service home page will load. To verify or modify your access to CARS, click the View or
Change Account link in the My Access section.

Welcome, Bruce User

Help Logoff Switch Application

My Password
=
L]

Change Password
Use this link to change your passwords

Change Forgotten Password Information

Use this link if you need to change the information required to log in when you have forgotten your password

My Access

Request Account
Reguest a new account

Delete Account
Delete one of your existing accounts

View or Change Account
Change one of your existing accounts

Request Access
Request access to items such as accounts and applications

View Access
“iew your access to items such as accounts and applications

My Profile

View or Change Profile
“iew and edit your personal profile

My Requests

Ec

View My Requests
“Wiew the requests you have recently submitted

4. When the View or Change Account page loads, click the CARS link in the Account Type column.

Welcome, Bruce User
Home > View or change account

View or Change Account

ITIM Service - Hosted buserdl  Active

Pagedof1 Totakd4  Displayed: 4

Go to Home Page

Page 2 of 8

Account Type = UseriD  Status Deseription
CARS buserl01  Active
GFRS buserDD1  Active

Click the account type of the account you want to view or change. If you do not see your recently requested account below, click View My Requests

Single Sign On (FSLOAP)  buserD01 Active This Single Sign On (FSLDAF) account (user |0} will enable you 19 1og intd The Bureau of Fiscal Service's applications,








CARS Account Modification

5. When the Account Information page loads, your supervisor’s name will be displayed.

Note: If the Supervisor field is blank or shows an incorrect entry, click the Search button next to
the field, and then proceed to step 6. If the correct supervisor is listed, skip to step 8.

Welcome, Bruce User
Home = “iew or change account = Account information

Account Information

Change the account information below. YWhen you are done changing information, click Ok

-
ls CGAC
# WA Supervisor

# Modules, Roles, ALCs, and AGroups

Last Recertification
Recert Approved By
Recert Status

Recert Comments

6. Type in the name of the correct supervisor, and then click Search.

Home = “iew or chanoe account = Account information = Search

Search for GWA Supervisor

Enter information to search for a GWA Supervisar.

Search by:
Full name -

Search for:

|am3,r Search

Back to Account
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CARS Account Modification

7. When the supervisor’s name appears in the search results, click the link to select it.

Note: If the correct supervisor’s name does not appear, you will need to have him/her submit a

form in order to be added to ITIM as a supervisor.

Home = “iew or change account > Account information > Search

Search for GWA Supervisor

Enter information to search for a GWA Supervisor.

Search by:
Full name -

Search for:

|amy Search

Search Results
Click below to select frorm the search results.

Hame

Amy Super
Page 1 of 1 Total: 1 Dizsplayed: 1

Back to Account

8. Next, click on Details to verify that your access is correct.

Welcome, Bruce User
Horme = “iew or change account = Account information

Account Information

Change the account information below. YWhen you are done changing information, click OK.

-
Is CGAC
# GYWA Supervisor

# Modules, Roles, ALCs, and AGroups

Last Recertification
Recert Approved By
Recert Status

Recert Comments
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CARS Account Modification

9. The CARS Access Permissions window will appear. The module, role and AGroup selections already
assigned to the user will be displayed in the Current Permissions table.

Welcome, Bruce User

Help Logofi Switch Application
Home > View or change account > Account information

Account Information

Change the account infarmation below. When you are done changing information, click Ok, All required fields are marked with (+).

-
Is CGAC
+ GWA Superisor
e -
+ Moduleq @ nitps/ireg-pps.fms.treas.gov/Mtarget_dn=erglobalid%309116280197753662913%2Cou%3D0%2Cou%3Dacco - Windows Intemet Explorer sl (Sl e
Details: -
Last Recel | CARS Access Permissions
Please provide the permissions for this user's CARS access
Recert Ap Module Rale ALC AGroup
- |
Recert St
Recert C _—
ecet ol Current Permissions
Module Role AGroup ALC Edit Remove |
ACCTSTMT AR 3546
G4l ner AP 567

10. To add a new permission, click the down arrows in the Module and Role fields to expand the dropdown
menus and select the appropriate options. In the ALC free-form entry field, specify the AGroup needed for

CARS access by entering any of the following information: ALC(s), AGroup name (if known), ID of
another user whose access should be mirrored, etc.

Note: The AGroup field is not an editable field in Self-Service. This field will be populated with

the correct AGroup based on what is entered in the ALC field when the Treasury Support Center
approves the request.

CARS Access Permissions

Please provide the permissions for this user's CARS access.

Iodule Role ALC AGroup
APROP v Agency Reviewer hd ||1 200001, 12000002, 12000 |
Current Permissions
Module Role AGroup AlLC Edit Eemove |
ACCTSTMT AR 3546
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CARS Account Modification

11. Click Add to move the new module, role and ALC information to the Current Permissions table. The
information entered in the ALC field will populate in the table in its entirety; this information will assist the

TSC in adding the appropriate AGroup permission.

CARS Access Permissions

Please provide the permissions for this user's CARS access.

Module Role ALC AGroup
v |

Current Permissions

Module Role AGroup ATC Edit Remove |
ACCTSTMT AR 3545
NET AP 4587

1200001, 12000002,

AFROP AR 12000003, 12000005,

12000008

12. If any information in the Current Permissions table is incorrect, click the Edit button in the row showing
the incorrect data (in this example, the NET module line was selected). After clicking Edit, the Module,
Role, ALC and AGroup field entries will move back to the Access Permissions table and will become
modifiable. Once that occurs, make the appropriate changes and/or additions to the Module, Role, and/or
ALC fields. When your updates are completed, click Add.

Note: The AGroup field is not an editable field in Self-Service. If you click an Edit button that
corresponds with an entry that previously had an AGroup assigned, the AGroup that was already
populated will automatically be removed when changes are made and the Add button is selected. To
ensure that the appropriate Agroup is assigned, enter ALC information to the best of your
knowledge in the ALC field. Doing so will let the TSC know what AGroup to add, as described in

Step 9.

CARS Access Permissions

Please provide the permissions for this user's CARS access.

Module Role ALC AGroup
NET v Agency All ~ 13000004, 13000005] [«
Current Permissions
Module Role AGroup ALC Edit Remove |

ACCTSTMT AR 3546
1200001, 12000002,

APROP AR 12000003, 12000005, P
e
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CARS Account Modification

13. After clicking Add, the new module, role, or ALC entries will populate in the Current Permissions table
and the AGroup information will be missing. Once the Current Permissions table reflects correct
information, click OK.

Note: Do not click the OK button until you have completed all your changes.

CARS Access Permissions

Please provide the permissions for this user's CARS access.

MModule Role ALC AGroup
Current Permissions
Module Role AGroup ALC Edit Remove |

ACCTSTMT AR 3545
1200001, 12000002,

APROP AR 12000003, 12000008, = r=y—
e,

MNET Al 13000004, 13000005

14. When the Account Information page reappears, click OK to submit the request to the supervisor for
approval.

Welcome, Bruce User
Home = “iew or change account = Account information

Account Information

Change the account information below. YWhen you are done changing information, click QK.

=
ls CGAC
# GWWA Superisor

# hodules, Roles, ALCs, and AGroups

Last Recertification
Recert Approved By
Recert Status

Recert Comments
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CARS Account Modification

15. When the Request Submitted: Change Account page opens, the Request Detail section will show the
modified information. To check the status of your request, click the View My Requests link under the
Related Tasks section.

Welcome, Bruce User
Home = “iew or change account > Request submitted

Request Submitted: Change Account

You have submitted & request. Below is the information available toyou at this time.

Request Detail

Request ID: 18216934T92264303149
Date submitted: March 31, 2014 12:8517 PM
Request type: Account Change

Accessiaccount huserd01 on CARS

Information Updated
Mo changes were made.

Related Tasks

* To check on the status ofyour request, refer to the View My Requests page.
#* To change another account, click Wiew or Change Account.
* To perorm other tasks go to the Treoli Identity Manager Home page.

16. The request will be in a status of “In Process” until it is approved, rejected, or the timeframe for action
ends. It will change to “Success” after the request has been approved by both your supervisor and the
Treasury Support Center. You will receive an email after the request has been approved or rejected.

Note: This process can take up to 14 days: your supervisor has seven days to approve the request,
after which the Treasury Support Center has another seven days to complete its approval. If your
supervisor does not approve the request within the seven-day timeframe designated for supervisor
approval, the request will fail, and you will need to resubmit it.

- -
Welcome, Bruce User .
Home > View my requests )

View My Requests

Click the request type to view its information.

View:  Snowlast 31 days = [Go]
Request Type. Date Submitted ™ Status Acsounticoess,
Account Change March 31, 2014 125517 PM In Process buserdll on CARS

Contact the Treasury Support Center at (877) 440-9476 or via email at GWA®@stls.frb.org if you have questions
concerning the CARS enrollment process.
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