THE GUIDE TO MANUALLY INPUTTING IPAC COLLECTIONS/PAYMENTS
FIRST OF ALL, YOU NEED TO GET A LISTING OF ALL THE BILLS YOU NEED TO COLLECT/PAY, YOU GET THAT BY FIRST RUNNING THE IPACOOB QUERY, OR A BULK FILE LIST (DIRECTIONS ON HOW ARE IN THE FOLLOWING SOP:  SUBMITTING AN IPAC BULK FILE:

IT’S LOCATED ON THE FOLLOWING:

My Network Places:

Disbursing$

Disbursing Div Sops

Payment & IPAC SOPs

Submitting an IPAC Bulk File
When you have a listing of all the bills,  your first step will be to print each individual bill on the listing, you do that on CEFMS, 

.  While still on CEFMS at the district, Go to AACHBC
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Click on item #6 and you should see the following screen: 
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Now (f2)
Place your mouse over the circled part and right click to select

Now you can either enter each of the individual numbers you get off the  Debtor-bill-no(s) you get off the IPAC_VAR report

Or

Enter in a command that will pull in a selection of the bills (for instance, say you want to print bills RT66781-RT66787,  you can enter in the command RT6678% and when you press the (F3) it will display bills RT66780-RT66789s
Press (f3) if you haven’t already

 It should then show all pertinent information 
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Mouse over “Sel-ect” to put a check mark in the (select) spot of every bill you want to print, and then right click on “Print Selected Bills”
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Use F4 to select your local printer and make sure “Print” has been selected and then click on RUN
Are there more to be printed?   If yes follow the arrow

After you’ve printed all of them,  sort them in order and double check to make sure you’ve got them all, 
Now it’s time to get into IPAC

From your “Home Screen, find the “IPAC” shortcut

[image: image5.png]),

=S| o





Once you click on this icon, you should get the following  password request. 

(Note, this isn’t CEFMS, you need to use the ID and password given to you by the IPAC Agency Administrator in order to enter.
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Enter your id and password and That will get you to this screen
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Computer Security Warning!

You have accessed a Government owned or operated computer system. This
system is for use by authorized users only. Anyone using this system expressly
consents to having all of their activities on this system monitored and
recorded by system personnel and is advised that if such monitoring reveals
possible evidence of unauthorized aceess,unauthorized use,and/or criminal
activity,such evidence may he provided to law enforcement officials.

18 U.S. Code 2510

Coolke Policy: The Department of Treasury,Financial Management Service
Application weh sites require and use a cookie for maintaining a
connection.This session cookie contains a system generated ID only,is stored
in memory and automatically deleted when your hrawser is closed.

Long-termwritten to your hard-drive) cookies are also used to maintain
aptional preferences.These cookies only contain such preference
settings;they do not contain uniquely identifying information and are not used
for tracking purposes.
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You need to select IPAC
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