INSTRUCTIONS TO AWARDING AGENCY FOR ACCESSING THE DHHS PAYMENT MANAGEMENT SYSTEM

OVERVIEW

Using the Menu:
Once you are logged into the Payment Management System, the menu will always appear on the left side of the screen.  The HHS logo, software version, and the name of the user currently logged in will appear on the top section of the menu screen.

Expanding the Menu:
The menu will appear in the most compressed form when you first log in.  Only the highest-level menu items will be displayed.  The items listed on the menu will vary depending on your system access capability.  You have the choice of expanding the entire menu or one item at a time.  Click the button next to “Expand All” located beneath the HHS logo to display the entire menu.  Click the button to the left of the menu item to expand the menu one item at a time.

If the menu becomes too long to display on one screen, a scroll bar will appear on the right side of the menu frame.  To scroll down, click the down arrow at the button of the scroll bar.  To scroll up, click the up arrow at the top of the scroll bar.

Contracting the Menu:
To contract the entire menu, click the button next to “Contract All”, just beneath the HHS logo.  To hide additional choice beneath the selected menu item or contract the menu item one at a time, click the button to the left of a menu item.

Executing A Transaction:
Executable choices are displayed in the form of links.  You will need to expand the menu until a set of executable choices are exposed.  In the Payment Management System, a link is a connection from one screen to another.  The default format for a link is one or more words highlighted with color, underlining, or both.  However, if you have changed your browser’s default settings, the link may look different.  Begin a transaction by clicking on the underlined word.  

LOGIN INSTRUCTIONS

First Time Logins:

Step 1:
Connect to the Payment Management System Website using the following address:



http://dpmlink.dpm.psc.gov

The Payment Management System Welcome Screen will be displayed.

Step 2:
Click on the Subsystem you want to access under the “Service Column”.  


The system status is displayed in the right-hand column of the welcome screen.  During standard operating hours you should see the message “Available, “ meaning the system is available for you to submit payment requests. 

Step 3:
Click on “SmartLink Payment Request” to request funds or make an inquiry.

Your web browser may notify you that you are about to enter a secure site.  Click CONTINUE, YES, or OK, as appropriate.

Step 4:
Click OK.  The introductory message screen is displayed.  You will be prompted to change your password.

Step 5:
Click the “Click Here to Access the Payment Management System” button.


You will be taken to the Payment Management System Welcome Screen and Menu.

Step 6:
Click on the “My User Info” option at the bottom of the menu on the left side of the screen.

Step 7:
Enter your current password next to the label “Old Password”.

Step 8:
Enter your new password in the field labeled “New Password”.


Your new password must be at least the minimum length, if not, you will be prompted with an error message.  Your password may be a combination of numbers and letters, but must contain at least one of each.

Step 9:
Enter your “New Password” again the field labeled “Confirm Password”.


The password entered must be an exact match to the one entered in Step 8, above.

Step 10:
Verify the other information listed which includes phone number, e-mail address, etc.  Make any necessary changes.

Step 11:
Click “Change”.  


You will be prompted with a screen confirming the change.  A message from your browser will be displayed that says “Authorization Failed.” 

Step 12:
Click “OK”.

Step 13:
Re-enter your “User Name” and “New Password”.  


You are now logged into the system and ready to begin.

Subsequent Logins:

Steps 1-3:
See steps 1-3, above.
 Step 4:
Enter your “User Name and Password” in the spaces provided.

Your password will be what you select on the “first time login section”, above.

Step 5:

Click “OK”.  You will be taken to the introductory message screen.

Step 6:
Click on “SmartLink Payment Request” to request funds or make an inquiry.

Your web browser may notify you that you are about to enter a secure site.  Click CONTINUE, YES, or OK, as appropriate.



The Login Screen is displayed.

Step 4:

Enter your “User Name and Password” in the spaces provided.

Your password will be what you select on the “first time login section”, above.

Step 5:

Click “OK”.  You will be taken to the introductory message screen.

Step 6:
Click the “Click Here to Access the Payment Management System” button.  


You will be taken to the Payment Management System Welcome Screen and Menu.

SF-272 INQUIRY

SF-272 Input Inquiry:

Step 1:
Click on the Inquiry Menu Option located on the left side of the screen to access the SF-272 data.  

Step 2:

Click on the SF-272 Input Inquiry Option to view the SF-272 data.

Viewing the SF-272 Data:
Step 1:
Enter the Report of Disbursement Date  (quarter end date of the report to be viewed).  The data format is  “mmddyy”.  

Step 2:
Enter the “5-digit” account number.  


This is the “PIN Number” assigned to each recipient

Step 3:
Click “CONTINUE”.  

The SF-272 form will be viewable. 

Step 4:

Click SF-272A to view the detail grant data.

DHHS-LogIn-Instructions.doc

10/11/02

PAGE  
4

