US ARMY CORPS OF ENGINEERS

ELECTRONIC PAYMENTS/DIRECT DEPOSIT

The Debt Collection Improvement Act of 1996 provided that Federal payments shall be made by Electronic Funds Transfer (EFT).  The Corps issues electronic corporate payments through the Automated Clearing House (ACH) network using the Cash Concentration or Disbursement Plus Addendum (CCD+) payment format.  Instead of receiving checks, you will have payments directly deposited into your checking or savings account.

The benefits of receiving payments electronically are: no lost or stolen checks, no deposit delays, prompt availability of funds, fully traceable payments, and decrease in fraud.

EFT/Direct Deposit payments are available for vendors who have active contracts with the Corps sites within the Continental United States.  Corps travelers working for these sites should also sign up for EFT.

Following two pages is Form UFC-DISB-4 with instructions that can be used by both vendors and travelers to sign up for the Corps EFT payments. See our Web site to obtain form www.fc.usace.army.mil   Click on Publications; external publications; UFC-Disb4; PDF (red highlighted); print form. 

Forms can be faxed with original hard copied mailed to address at bottom of form. Fax number

(901)-874-8572.

Point of contact for questions in Michael Rye, commercial 901-874-8543, DSN 882-8543, Corps email address; tormfmtr@cefc.fc, Internet address; michael.t.rye@fc02.usace.army.mil.

INSTRUCTIONS FOR COMPLETING FORM UFC-DISB-4

1. Vendors and/or travelers should indicate if this is an add, as a new Direct Deposit to be set up or a change to the already existing information or a cancellation.  USACE employees already on payroll Direct Deposit who has not completed a form for travel reimbursements should mark add.

2. Include the Corps of Engineers District name (example: Mobile) or EROC (example: K5) that wrote the contract authorizing payment.  If more than one District issued contracts, prepare a separate form for each District.

3. Include the name or Company as it appears on the invoice.  If the contract was written to Bill and Betty Smith, the bill and Direct Deposit form should include both names, not just Bill.  If you are a Corps employee, this will be your name.

4. This address is the physical address of the business.  If you are a Corps employee, this is your address.

5. The city and state that match the physical address.

6. The mailing address will include any and all remit to/payment addresses that are different from the physical address.  (If more space is needed, include as attachment page with all addresses listed).  This is VERY IMPORTANT since we load the routing and bank account number on each payment address.

7. Include daytime phone number in case there are questions concerning the completed form.

8. Check if the bank account number furnished is checking account.

9. Check if the bank account number furnished is savings account.

10. Include bank account number, one number in each slot.  This number for checking account is located on the bottom portion of your checks. Usually after a nine digit number.  Do not include check number, which sometimes appears in front or behind the actual account number.

11. The full name of your bank.

12/13. An accurate address for your bank.

14. The banks routing number.  This number for checking account is located on the bottom of 

      your checks.  It will be the first nine numbers.  The routing number has to be nine digits.  If 

      you selected savings account, contact you financial institute for their routing for EFT.

15. This is the registered name on the account with the bank.

16. For businesses include the IRS tax ID number.  For individual use you social security 

      number.

17. Businesses should have a signature of an officer of the company.  Individuals should sign.  If

      the Direct Deposit for/contract is written in more than one name, each individual will need to 

      sign.

18. Date of authorization. 

ENTERING EFT INFORMATION

Once the UFC-DISB-4 form has been received it will be date stamped at the bottom right corner.  The information must then be entered into CFEMS.  When you have logged into the district in which the form is from follow the below directions.

Entering Employees/Travelers Screen

This is the first screen you will see after you are logged into the district’s database.

Type 10.174 in the white area (enter menu ID, option ID or Smart Screen). Press the enter key.
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You will then be in the Employee Electronic Funds Transfer Information Screen.

Press the f2 function key. This will put you in the query mode. Press enter twice, type % and the last name on the form %.  Press the f3 function key. At this time the employee name and address will appear. Press the enter key. Your cursor should now be at the EFT type code. All employees' EFT code is PPD. Type that in the box, press enters. Now type the banks routing number in the EFT FIR Number box. After entering nine numbers your cursor will automatically move to the EFT Acct Type Code. Checking account is 22 and savings account is 32, press return. Type in the account number with no dashes slashes or spaces. Click on save. 

If there is not an address listed  or the address is different from the address on the form, email the traveler with standard letter. These letters can be found in My Network Places.

Click on Disbursing$

Click on Address Discrepancy (address different) or No Mailing address.

Fill in a date. Put your name at bottom. Copy (highlight..edit..copy) then paste (edit..paste) in an email to the traveler. You can copy this to your desktop for more of a convenience.
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When this screen appears, you can audit your entry before finalizing the information. After you have reviewed press yes.
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A second screen will appear that shows you the account number and routing number again.  This is another chance to stop the signature process.  Answer yes if correct.  You now have the option to exit out of the screen or press the f2 function key to query on another name.
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Entering Information in the Vendors Screen

Before entering any information for a vendor, check the deleted EFT file. This can be found in My Network Places…Disbursing$….Deleted EFT. DO NOT enter EFT if the vendor is on this list.

From your first menu screen type 10.114 in the white area (enter menu ID, option ID or Smart Screen). Press the enter key.
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When the vendor information maintenance screen appears you will have a message box saying you are in the insert mode. Answer ok.
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Press the f2 function key to get in the query mode. You can now shift % key and query on the address ID (vendor id or cage code) or press the return key to a different field, such as the vendor name (as shown in example). If querying on vendor name, type part of the name with a wild card (%) in front and behind what you have typed. This will pull all names similar to what you need. There may be more than 1 vendor ID number for the name on the form. Enter the information on ALL ID numbers that match the form. Press the arrow down key until you find the exact name you are looking for.
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Once you have the vendor you are looking for on the screen. Check all the information for exactness to the Direct Deposit form or CCR form you have. The tax ID and the vendors name have to be the same. If the tax ID is different, call the POC with the company and verify the correct number. Enter the correct tax ID number. When you are assured that this is the same vendor as the form that you have, page down. This now puts your cursor blinking at the name in the payment information section. If you look to the bottom left corner of the screen you will see the word Record, and a number/another number. The first number is the address you are currently looking at. The second number is the amount of different addresses the vendor has as remit addresses. If there is a ? it means there are more pay sequences. Enter the banking information on ALL pay seq addresses as long as the name is the as the name on the form. 

The address does not have to be the same. 

Page down.

Type CCD (EFT Type Code) and press enter. Type the banks routing number (EFT Fir No). Press enter, type the EFT acct type, checking (22) or savings (32). The vendor should have that indicated on their form. Press enter, type the account number. Review what you have entered for accuracy then press Ctrl s simultaneously to save.
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This screen appears for you to review before the information has been accepted. If the information is correct, sign. 
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This is the second screen that will give you the opportunity to not save your enter. If all information is correct, sign. 
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You will now be back to Vendor maintenance screen.
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You can now either arrow down for another vendor id for the same vendor, F2 to query another vendor, or F10 to exit back to the main menu.

SPECIAL NOTES:

CCR Forms: Query on vendor name to assure you enter the information on all vendor ID numbers that belong to the vendor. Including the cage code number. Check tax ID number for exactness. If different, call vendor’s POC for correct number. Make sure that name and tax id number match before entering the banking information as noted above on page 9.

Leases: When a property has been sold and a new owner has taken over an existing lease, the district needs to set the new owner up as a new vendor. The new vendor ID needs to be attached to the existing lease number.  Adding an address or changing the pay name on the pay sequence of the old owner is not a solution. Remember that the banking information is for the old owner. Contact the district. Also be careful when a lease changes management groups. Make sure the district understands whom the information is for that we have on file. Do not give out the banking information. They may want to have the management group submit a new form. But if the management group is not in CEFMS as part of the name do not enter the information. Contact the district. Also the district needs to do a mod to the contract reflecting the new management group. It is best if they have the owner name and the management group name as c/o. The name on the lease and the pay name have to be the same.

Joint Ventures/Partnerships: Make sure that the information on the form is exactly the same as in CEMFS. For example: tax ID and name. If CEFMS does not reflect the Joint Venture (JV) then NO NOT enter the information.

Assignments:  Give to Denny.
9
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