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3 Updated: 06/22/2022

Navigating eMPWR-VA

As part of the initiativeto modernize the legacy Finance and Accounting System (FAS), the
new payment processing system, Enterprise Management of Payments, Workload, and
Reporting VA (eMPWR-VA) provides a single unified desktop user interface (Ul) with
modernized self-service utilities, and business intelligence tools to improve reporting
capabilitiesand responsiveness to data requests. Thisjob aidis for all new and existing
eMPWR-VA users.

[ Note: Chrome or Edge is the recommended browser. J

/Note: If the eMPWR-VAHome Pagedoes not appear upon loggingin, select the \
Salesforce waffle or ellipses menu to find it. Begin typing “eMPWR” into the search
field, then select the option from the menu.
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Home Page
Once you open eMPWR-VAfrom the Salesforce waffle or ellipses menu (also called the

“hamburger menu”), you will see the eMPWR-VA Home Page.
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There are five main components to the eMPWR-VA Home Page:
(1) Station number

2) ParticipantSearch field

3) eMPWR My Work Queue

4) Create Finance Casebutton

)
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5) ParticipantSearch button

Refer to the sections below for more information about each component.

(1) Station Number
At the top of the screen, you’ll see your station number. Some transactions are limited to

certain stations.

Stations

Station 317




(2) Participant Search Field

Below the station number, you’ll find the Participant Search field where you can search for a

Participantusing a File Number, SSN, or TIN.

B Participant Search

* File Number/SSN/TIN

(3) eMPWR My Work Queue

Below the Participant Search field, you’ll find your eMPWR My Work Queue. Thisis where
you can view all the transactions you have processed, along with their statuses.

eMPWR My Work Queue

eMPWR Transactions

eMPWR My Work Queue o
8+ items « Sorted by eMPWR Transaction « Filtered by All empwr transactions - Parent Transaction, Show in Work Queue « Updated 20 hours ago i %) C
eMPWR Transact tion T v | Ben... v/ | FileN... v | Transaction Type | Created Date /| LastModifie... \/ | Created By \/ Approver Comments \ | Status v
- Release of Proceeds - 5/25/2021 1:36 6/29/2021 10:12 o
1 BT-00002762 EMPFC Clerk. The ACCOUNTABLE BA... Closed
Payment of Proceeds PM AM
- Release of Proceeds - 5/25/2021 1:56 6/29/2021 10:12 py
BT-00002763 EMPFC Clerk. Closed
Payment of Proceeds PM AM
Establish Recurring 6/21/20211128  6/21/2021 1129 e
BT-0000363 EMPFC Clerk Closed
Deductions (18) AM AM




Note:

e The eMPWR My Work Queueis availablefor all users except for those

with only the Inquiry role.

e Ifyou are an authorizer or concurrer, the Home Page defaults to display

the eMPWR Auth Queue. For more information on authorizing

transactions, refer to the Authorization Queue Job Aid and Tutorial

availableon the eMPWR-VAOnline Training Dashboard.

Stations

Station 201

Process Accounting Transaction

Change Station

B Participant Search

*File Number/SSN/TIN

eMPWR Auth Queue 201

eMPWR Transactions
eMPWR Auth Queue 201

8+ items « Sorted by eMPWR Transaction « Filtered by eMPWR Auth Queue 201 - Parent Transaction « Updated an hour ago.

Search this list

eMP... T+ Created Date Created By \  Authorized By v | Authorized... \/ Transaction Type v | File.. Vv |S. v| Tans.v| D.v
1 BT-00000019 2/27/202110:20A.. Fran Accountant201 Cash Disbursement (A24A) Closed  $300.00
2 BT-00000020 2/27/202110:31A.. Fran Accountant201 Cash Disbursement (A24A) Closed ~ $1,200.00
3 BT-00000022 2/27/202110:43 A Cash Disbursement (A24A) Closed  $32,000.
4 BT-00000023 2/27/202110:46 A Cash Disbursement (A24A) Closed  $430.00
5 BT-00000029 2/27/202111:24 A Frannie Author201 _2/26/2021 7:00 P. IPAC (A27A) Closed $27.282.

Printable View
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e Toswitch between the eMPWR Auth Queue andeMPWR My Work Queue,

make a selection from the drop-down menu.

 eMPWR-VA

Stations
Station 317

N/

*File Number/SSN/TIN
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B Participant Search
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l SMPWR Auth Queve 317

<MPWR Auth Queve 317
CMPWR My Work Queve
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eMPWR... 4\
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Cha
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One Time Payment

v | FileN...

Status

Closed

Pending Concurrence

Pending Concurrence
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Closed
Closed
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(4) Create Finance Case Button
You can get help or raise issues atany time by submitting a Finance Case. Select the Create
Finance Case button atthe bottom of the browser window.

B Create Finance Case Q. Participant Search

(5) Participant Search Button
You can perform a Participantsearch at anytime by selecting the Participant Search button
at the bottom of the browser window.

B Create Finance Case | Q Participant Search

Participant Search
Follow these steps to conduct a Participant Search.

Enter a File Number, SSN, or TIN in the Participant Search field and select Search.

B Participant Search

* File Number/SSN/TIN

B =




Note: You cansearch for a Participantfrom any screen using the Participant Search
button on the bottom of the browser window.

eMPWR My Work Queve :

MPWR Transactions

eMPWR My Work Queue o
8+ items « Sorted by Created Date « Filtered by All empwr transactions - Parent Transaction, Show in Work Queue « Updated 2 hours ago el &
MPWRTr... v | Benefi.. v | Transaction Type | CreatedDate 4 v | LastModified Date v | CreatedBy v | Approver Comments v | Status v
1 80000408 One Time Payment 11021 1009 AM 7172021 10710 AM TS testfor 8267 i Progress
Fstlast 2 Unidentfed senshicary sseaM 7202 es4AM Closed

One Time Payment 6/29/2021 151 M in Progress

Establish Recurting

N 62072021 134 oM Closed
Deductions (18

s One Time Payment 62972021 131 oM Closed

e One Time Payment 672372021 655 AM where does this go i Progress
Release of roceeds

’ 672972021 354 AM o5
Payment of Proceeds sroze Closed

Closed

Q. paricpan search

B Participant Search

o

@ creste Finance casel @ participant search

You will see the Transaction History tab.

Participant
Pink Flamingo

Participant ID File Number SSN TN Beneficiaries
#2807 4115 a115
Transaction History Participant Details Notes E-Folder

All Transactions v

(showing 173 of 173) a2 ¢
Beneficiaries v/ | Transaction v | Date V| Authorized Ben... v | Receivables v | Deductions v Payment V| Accountable Ba... v | Award Type v | Cost
PINK FLAMINGC ~ Establish Recurring D...  6/29/2021 50.00
PINKFLAMINGC  Recurring Payment (. 6/14/2021 $117.00 $117.00 Compensation/Pensi...  Compensation Ve
PINK FLAMINGC  Recurring Payment (.. 5/18/2021 $117.00 $117.00 Compensation/Pensi..  Compensation Ve
2INK FLAN Recurring Payment (.. 4/8/2021 $117.00 $117.00 Compensation/Pensi...  Compensation Ve
PINK FLAMINGC  Recurring Payment (. 3/10/2021 $117.00 $117.00 Compensation/Pensi..  Compensation Ve
PINK FLAMINGC  Recurring Payment (. 2/17/2021 $117.00 $117.00 Compensation/Pensi...  Compensation Ve




Transaction History Tab
You will see a list of all the transactions performed on a participant in the Transaction
History tab. Follow the steps below to navigatethe Transaction History tab.

Select the beneficiary on the row of a specific transaction to view the details.

partcpant
Pink Flamingo

Participant ID File Number SN ™

w2807 4115 e 4115

Transaction History  Participant Detalls  Notes  E-Folder

v | Authorized Benefits v | Receivables | Deductions v | Payment v | Accountable Balance | Award Type v | cost

ﬂte: If there is a Recurring Payment (RP) you can view additional details from the \
Transaction History screen by selecting the carrot next to the Beneficiaries column.

This will reveal the hidden rows with more details.
eMPWR-va wv s
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Participant
Pink Flamingo
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The transactiondetails appear.

Recurring Payment (RP)

1=l Payment Transaction History -

Scheduled Date v

Beneficiaries

Payment Type ~ | Payment Amount ~ | Payment Date v Processing Station | Sta. Of Jurisdictic

Regular $117.00  7/1/2021 6/14/2021 317 317

Notes

Payment Address

a Additional Information

Return Reason

You can sort the list based on the headings by selecting the drop-down next to the specific

header.

Name: PINK FLAMINGO

Address: 22 CHECK FOR ADDRESS UPDATE LN
City, State: TAMPAFL

Zip Code: 33626

Country: USA

Transaction History

Faricpant
Pink Flamingo

All Transactions -

Ghowing 17304 17)

Beneficiaries

Participant Details

Recuring Payment (52}

™ Seneficiarie

Notes E-Folder

| Transaction v || pate | Authorized Berbfits v | Receivables
Establsh Recurring Deducti.| &/29/2021 Wisp text 5000
sne201 $117.00
4202 s117.00
3102021 s117.00
277200 $117.00

| Deductions

v | Payment

v | Accountable Balance v

Compensation/pension Live

Compensation/Pension Live

CompensationPension Live

Compensation/Pension Live

Compensation/ension Live

Award Type v

Process Fiscal Transaction

Cost N

Compensation Veteran War

Compensation Veteran War

Compensation Veteran War

Compensation Veteran War

Compensation Veteran War

You can filter the view to display the transactions by Accountable Balances, All Transactions,

Deductions, Payments, and Receivables.

Transaction History Participant Details Notes E-Folder
All Transactions -
ol Accountable Balances
L.,/ AllTransactions saftion v | Date
Deductions ligh Recurring Deducti..  6/29/2021
Payments
rrikg Payment (RP) 6/14/2021
Receivables
PINKFLAMINGD Eacuribo Payment (RP) 5/18/2021
Recurring Payment (RP) 4/8/2021

v

Authorized Benefits

v

$0.00

$117.00

$117.00

$117.00

Receivables

v

Deductions

v | Payment




Note:
e You can export the listto Excel by selecting the gearand select Export to
CSV. After you open the file, select Save As and select Excel Workbook
(*.xlsx) from the Save as type drop-down field.

type here to search & &
Authorized Benefits | Receivables v | Deductions v | Payment v | Accountable Balance | Award Type v | Col Setup Columns @
0,00 ExporttoCSV [y

$117.00 $117.00 Compensation/Pension Live Compensation Veteran War

$117.00 $117.00 Compensation/Pension Live Compensation Veteran War

$117.00 $117.00 Compensation/Pension Live Compensation Veteran War

e For more information on initiating fiscal and accounting transactions or
processing specific fiscal or accounting transactions, refer to the available
job aids, tutorials, and user guide on the eMPWR-VA Online Training
Dashboard.

Participant Details Tab
Select the Participant Details tab on this page to view information about the Participant.

Partcipant —————

Pink Flamingo !
Participant ID File Number SSN TIN Beneficiaries
2807 115 4115

Transaction History Participant Details Notes E-Folder

Contact Record Type
Unverified Veteran
Email

Phone

Fax

Note: Do not edit the information on the Participant Details tab.




Notes Tab
Select the Notes Tab to view notes related to processed transactions for the Participant.

E-Folder Tab

Select the eFolder Tab to view the Fiscal Print and other documents for the participant.

Claim Evidence

Note: Refer to the eFolder Enhancementsjob aid and the View and Download Fiscal Print
job aid on the eMPWR-VA Online Training Dashboard for more information on the eFolder
tab.

eMPWR My Work Queue

The eMPWR My Work Queue lets you view all the transactions you have processed, along
with their statuses, in your eMPWR My Work Queue. Follow the steps below to navigatethe
eMPWR My Work Queue.

Note: The eMPWR My Work Queue is availablefor all users except for those with only the
Inquiry role.
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You can view specific details of a transaction by selecting the Transaction ID.

A new tabwill open withthe transaction details.

eMPWR My Work Queue

eMPWR Transactions

eMPWR Transaction *

1 BT-00002762
2

BT-00002763

eMPWR My Work Queue

v | File N... v | Transaction Type

Release of Proceeds -
Payment of Proceeds

Release of Proceeds -
Payment of Proceeds

8+ items + Sorted by eMPWR Transaction « Filtered by All empur transactions - Parent Transaction, Show in Work Queue + Updated 14 minutes ago

W | Created Date v | Last Modifie... \v | Created By \  Status

5/25/2021 1:36
PM

5/25/2021 1:56
PM

6/29/2021 10:12
AM

6/29/2021 10:12
AM

EMPFC Clerk.

EMPFC Clerk.

Closed

Closed

Printable View

&- C

Note: You canonly view the details of transactions that you have generated. The statuses
of these transaction include in progress, pending authorization, pending concurrence,

and closed.

You can view transaction details such as status and approval history. The progress bar shows
the transaction status and next steps, if applicable.

i3 eMPWR-VA Home

‘Sandbox EMPWRVAUAT

v Ber-o00s2 v x

A @ 2ee @

57-00003812

Establish Recurring Deductions (18)

Partcpant Name s
Pink Flamingo Closed

T I D I

Approval History Related

Approval History (2)

Authorization Approva

Transaction Details

6/30/2021

$1.00000

Files (1)

se Q particpant Search

Sample transaciton notes here.
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For transactions still pending authorization, you can recall them to remove them from your
station’s authorization queue and make any changes.

Approval History Related De
Approval History (2) -
Recall
Payment Amount less than 25k

Date 7/12/2021, 08:43 PM
Pending
eMPWR Auth Queue 317
eMPWR Auth Queue 317
Comments:
eMPWR_Concurring_Approval
Date 7/12/2021, 08:43 PM
Status: Submitted

EMPBFC Clerk317

EMPFC Clerk317

Comments: Submitting request for approval.

12



You can add or attachfiles to any transaction from this page by selecting the Upload Files
button.

eMPWR Transaction
|
eMPWR Transaction Transaction Id Transaction Type File Mumber
BT-00003831 One Time Payment
Approval History Related
Approval History (0) v
View All
Files (0) -
g, Upload Files
Or drop files

Note: Attachments canonly be added after the transaction is saved.

Refer to the Navigating eMPWR-VA Tutorial available under the Tutorials tab of this
dashboard for further details related to navigating eMPWR-VA.
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