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DFAS-SA/BVFD







 1 September 2004
SUBJECT:  Army Vendor Pay Initiative - Electronic File Room (EFR)

1.  Under the DFAS Business Evolution of the Defense Finance and Accounting Service, managerial responsibility for all agency-wide vendor payments is part of the Commercial Pay Business Line.  One of the business line’s initiatives in modernizing its business practices is Electronic Document Management (EDM).  

2.  As a refinement of the EDM project and as a means of providing enhanced customer service and further reducing costs, we are upgrading our Army Vendor Pay fax server.  This upgrade will allow faxes to transmit directly into the EDM database and be viewed by our customers via the Electronic File Room (EFR), thus eliminating hardcopy faxes at DFAS-SA.  

3.  Effective 18 October 2004, please direct all faxes for the Army Vendor Pay Section to our new fax number at DFAS-San Antonio, Army Vendor Pay 1-866-636-2715.  We are soliciting your help to ensure this change gets to established vendors.  Since this is a departure from current procedures, we are forwarding this memo to all medical and contracting activities DFAS-SA supports.   

4.  Once we begin this transition, you will no longer receive an Auto Reply with an ARV confirmation number.  Customers will use the Electronic File Room (EFR) to confirm receipt of their faxes to DFAS-SA.  EFR is a web-base program, which allows users to view documents in DFAS-SA’s Electronic Data Management (EDM) database.  Seventy-two hours after you have faxed your document(s) you may access the EFR system to view your document(s) within the EDM database.  You will receive instructions from MEDCOM Headquarters outlining EFR registration, logon, and operating procedures.  It generally takes about three weeks to obtain an EFR password.  We encourage you to submit your password request as soon as possible.

5.  Access to the EFR will provide our customers the ability to confirm receipt of documents faxed to DFAS-SA, by viewing receiving reports, invoices, and determine when documents were paid by DFAS-SA.  

6.  DFAS-SA looks forward to working with you on this important project.  If you have any questions, please contact Headquarters MEDCOM liaison, Joyce Howe at 210-221-6713.  
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    Services-San Antonio

DFAS Electronic File Room User Account Request Form:

Complete the attached form as noted below to request a user’s account.

Purpose: This form is used to add, delete, or modify EFR Account User.

All new users fill in the following areas:

User Name: your name

User ID: consist of your 1st initial and last name

Completed By: leave blank

Date Completed: leave blank

Section 1: EFR Request (Please select one of the following)   

Put an X in Add new user

 Effective Date

    Put date of enrollment

Section 2: Temporary Account

Required for External Contractors and Auditors only

Government users leave blank

Section 3: User Information  

(*Required Fields)

Record your information in all fields within Section 3

*Name/Title: 

*Agency/Office:

*Address:

*City/State/Zip:

*Email:

*Comm Phone #: 

*DSN Phone #:

*Fax Number:

Section 4: EFR & EDA Access

Put an X in the box for VP San Antonio CAPS 

Section 5: EFR Desired Access 

Put an X in boxes “Document Search” , “Fax Research” and  “EDA”

Section 6: Comments 
Justification for Request:

Record your IP address if known 

Section 7: Restricted Access (If Applicable – List All Required Access)

Leave Blank
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Section 8: Approving Official Name/Signature/Date 
To be completed by:

Mrs. Joyce Howe, MEDCOM HQ – please fax your completed document to 210-221-7880, any questions or assistance required call 210-221-6713.

System requirements to run EFR:

· Internet Explorer 6.0 (SP1) or higher

· Netscape 7.01 or higher

· Acrobat Reader 5.0 or higher

Viewing EDM documents one of the following applications are required:

· Microsoft Word Viewer

· Microsoft Excel Viewer

· Tiff Surfer. (Non-DFAS Associates Only) Down load at website.
After receipt of user ID:

1) Go to https://edmweb2/efr/

2) Review the EFR Help section to become familiar with the system.

3) Login to EFR.

4) Change your password using the password format is defined at the EFR Help section.

· 8 – 12 Digits 1st Digit Alpha 

· At least 1 Numeric 

· At least 1 of the following: $ # _ (no other characters allowed)

5) Load Tiff Surfer. (Non-DFAS Associates Only) Down load at website.

DFAS Electronic File Room User Account Request Form

Purpose:  This form is used to add, delete, or modify an EFR Users Account.
	EDM-HELPDESK USE ONLY:

	User Name
	User ID
	Completed By
	Date Completed

	     
	             
	     
	     


	Section 1:  EFR Request           (Please select one of the following)                
	Effective Date

	 FORMCHECKBOX 
  Add New User          FORMCHECKBOX 
  Delete User        FORMCHECKBOX 
  Modify User          
	     


	Section 2:  Temporary Account      (If Applicable – Choose One    -    Required for External Contractors and Auditors only)  

	Expiration Date:         
	Total Number of Days:            (Days must be entered in increments of 30.)


	Section 3:  User Information              (*Required Fields)

	*Name/Title
	     

	*Agency/Office
	     

	*Address
	     

	*City/State/Zip
	     

	*Email
	     

	Comm Phone #
	     
	*dsn Phone #
	     
	Fax Number
	     


	Section 4:  EFR & EDA Access      

	 FORMCHECKBOX 
  Contract Pay North           FORMCHECKBOX 
  Contract Pay South  FORMCHECKBOX 
  Contract Pay West
 FORMCHECKBOX 
  Vendor Pay Columbus     FORMCHECKBOX 
 VP Dayton                    FORMCHECKBOX 
  VP Europe (Cols)        FORMCHECKBOX 
  VP Kansas City             FORMCHECKBOX 
  VP Rome             FORMCHECKBOX 
  BSM - Columbus

 FORMCHECKBOX 
  Vendor Pay Charleston    FORMCHECKBOX 
 VP Norfolk                    FORMCHECKBOX 
  VP Orlando CAPS      FORMCHECKBOX 
  VP Orlando IAPS           FORMCHECKBOX 
  VP Pensacola      FORMCHECKBOX 
   EDA

 FORMCHECKBOX 
  Vendor Pay Indianapolis      FORMCHECKBOX 
  VP Europe (Indy)         FORMCHECKBOX 
  VP Europe (Law)        FORMCHECKBOX 
  VP Lawton                     FORMCHECKBOX 
  VP Limestone      

                                                  FORMCHECKBOX 
 VP San Bernardino      FORMCHECKBOX 
  VP Seaside                 FORMCHECKBOX 
 Trans Europe (Indy)

 FORMCHECKBOX 
  Vendor Pay Omaha           FORMCHECKBOX 
  VP Europe (San An)   FORMCHECKBOX 
  VP San Antonio CAPS  FORMCHECKBOX 
  VP San Antonio IAPS       FORMCHECKBOX 
  NIMAB


	Section 5:  EFR Desired Access                (Choose at least one – Case Search and Fax Research are Only Available to Local DFAS Users)

	 FORMCHECKBOX 
  Document Search            FORMCHECKBOX 
  Case Search                    FORMCHECKBOX 
  Fax Research                    


	Section 6:  Comments                 (*Required Field)

	 FORMCHECKBOX 
  Current EDM Search or Workflow User

* Justification for Request:       





	Section 7:  Restricted Access      (If Applicable – List All Required Access)

	If no specific document is listed, user will be able to view all document types.
	If specific Delivery Order is listed, user will only be able to view that D.O.  If a B.O.A. is listed, user will be able to view all D.O.s for that B.O.A.

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            

	Document Type:         
	Contract Number:            


	Section 8:  Approving Official Name / Signature / Date        (EBPOC or DFAS-CO Audit Support Branch Chief)

	Name/Signature:       
	Date:              

	Title/Agency:             
	Phone # :       



	EFR System Requirements

	EFR requires that the workstation is using one of the follow browsers:

      MS Internet Explorer 6.0 (SP1) or higher 

      Netscape 7.01 or higher

To be able to view specific EDM documents the following applications must be installed on the workstation:

     Microsoft Word Viewer

     Microsoft Excel Viewer

     Acrobat Reader 5.0 or higher

     TiffSurfer   (Non-DFAS Associates Only)


	Form Instructions:
	

	1) Complete required sections 1, 3 - 6  & 8 of this form.

2) Forward the completed form to the Approving Official before Submission to the EDM Help Desk.

               Electronic Business POC for EDA 

               TASO for Local DFAS Associates requesting local access only. 

                Audit Support Branch Chief for External Auditors & Contractors 

Note: Forms that are illegible or incomplete will be rejected.
Email:  CCO.EDM-HELPDESK@DFAS.MIL
Fax:     614-693-2724
Mail Address:  DFAS Columbus

                 3990 East Broad St.

                 Columbus, Ohio 43213-1152

                 Attn: EDM-Helpdesk

                 DFAS-BSSK\CC
If you have any questions, call the EDM Help Desk at 614-693-4899.
	Access to External Auditors and Contractors must be approved by the Chief of the DFAS-Co Audit Support Branch.


	After receipt of user ID:  

	1) Go to https://edmweb2/efr/ 

2) Review the EFR Help section to become familiar with the system.

3) Login to EFR.

4) Change your password using the password format defined in the EFR Help section.  

            8 – 12 Digits            1st Digit Alpha            At least 1 Numeric            At least 1 of the following:  $   #   _   (no other characters allowed)

5) Load TiffSurfer.     (Non-DFAS Associates Only)
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