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Job Aid: Navigating eMPWR-VA 
Updated: 06/22/2022  

 
 
Navigating eMPWR-VA 
As part of the initiative to 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 (UI) with 
modernized self-service utilities, and business intelligence tools to improve reporting 
capabilities and responsiveness to data requests. This job aid is for all new and existing 
eMPWR-VA users. 
 

 

 

 

 
  

Note: Chrome or Edge is the recommended browser. 

Note: If the eMPWR-VA Home Page does not appear upon logging in, 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-VA from the Salesforce waffle or ellipses menu (also called the 
“hamburger menu”), you will see the eMPWR-VA Home Page.  

 

There are five main components to the eMPWR-VA Home Page:  

(1) Station number 
(2) Participant Search field 
(3) eMPWR My Work Queue 
(4) Create Finance Case button 
(5) Participant Search 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. 
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(2) Participant Search Field 
Below the station number, you’ll find the Participant Search field where you can search for a 
Participant using a File Number, SSN, or TIN. 

 

 
(3) eMPWR My Work Queue 
Below the Participant Search field, you’ll find your eMPWR My Work Queue. This is where 
you can view all the transactions you have processed, along with their statuses. 
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Note:  
• The eMPWR My Work Queue is available for all users except for those 

with only the Inquiry role. 
• If you 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 
available on the eMPWR-VA Online Training Dashboard.  

 

• To switch between the eMPWR Auth Queue and eMPWR My Work Queue, 
make a selection from the drop-down menu. 
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(4) Create Finance Case Button 
You can get help or raise issues at any time by submitting a Finance Case. Select the Create 
Finance Case button at the bottom of the browser window. 

 

 
(5) Participant Search Button 

You can perform a Participant search at any time by selecting the Participant Search button 
at the bottom of the browser window. 

  

 
Participant Search 
Follow these steps to conduct a Participant Search. 

Step 1 

Enter a File Number, SSN, or TIN in the Participant Search field and select Search. 
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You will see the Transaction History tab. 

 

 

Note: You can search for a Participant from any screen using the Participant Search 
button on the bottom of the browser window. 
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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 navigate the Transaction History tab.  

Step 1 

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

  

 

 

 

Note: 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.  
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The transaction details appear. 

 

 

Step 2 

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

 

 

Step 3 
You can filter the view to display the transactions by Accountable Balances, All Transactions, 
Deductions, Payments, and Receivables. 
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Participant Details Tab 

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

 

 

 

Note:  
• You can export the list to Excel by selecting the gear and 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. 

 

• 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. 

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

 

 

 

 
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 navigate the 
eMPWR My Work Queue.  
 

 

  

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

Note: The eMPWR My Work Queue is available for all users except for those with only the 
Inquiry role. 

 



 

 11 

Step 1 
You can view specific details of a transaction by selecting the Transaction ID. 
A new tab will open with the transaction details. 

 

 

 

 

Step 2 

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

 

 

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

 



 

 12 

Step 3 
For transactions still pending authorization, you can recall them to remove them from your 
station’s authorization queue and make any changes. 
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Step 4 
You can add or attach files to any transaction from this page by selecting the Upload Files 
button.  

 

 

 

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

Note: Attachments can only be added after the transaction is saved. 
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