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1 — Introduction to e-Gov

The Office of Foreign Mission e-Gov application is an external subsystem of online
applications that provides the Diplomatic Community a secure means of applying for OFM
services through the internet. Selected mission personnel are allowed to use an assigned
username and password to electronically submit applications to apply for Diplomatic Motor
Vehicle services, Tax exemption cards for personal taxes, utility taxes and gasoline taxes.

Since its implementation this internet based application has allowed for electronic filing of
previously time consuming and intensive paperwork filing. The benefits associated with eGov
include the reduced turn-around processing time on applications for DMV, Protocol, Tax and
Customs. In addition, Users can now review the online status of submitted applications.

The Bureau of Diplomatic Security, Office of Foreign Missions (DS/OFM) has developed and
deployed an e-Government (e-Gov) solution that addresses the paper-oriented business model
currently in place at OFM. The e-Gov solution will streamline operations and reduce
operational costs.

BACKGROUND

Currently, four integrated subsystems support the missions of the offices:
1. Customs

2. Diplomatic Motor Vehicles (DMV)
3. Tax

4. Protocol (Accreditation)
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2 — System Requirements

The e-Gov program is accessible via the Internet and will support standard web browsers,
such as Microsoft Internet Explorer version 5.0 and above, or equivalent, which support the
following features:

a. JavaScript 1.5

b. Cascading Style Sheets CSS1 or CSS2 standards
c. XHTML 1.0

d. HTML4

e. Graphics

f. Adobe Acrobat 5.0

Your browser MUST accept cookies in order for this application to display and run properly.
This is the default behavior for all browsers.
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3—-e-GOV Overview
Key to Symbols in This User Guide

Indicates a command executed via the keyboard.
i Indicates a command executed by clicking the left or right button of the
mouse.
3.1 Introduction to e-Gov

3.2 Environment

E-Gov is a web-based application. You may initiate actions throughout the e-Gov Program
using either the mouse or the keyboard. To use the mouse, position your cursor and click the
left or right mouse button. Keyboard control is also available by using a combination of
command keys on the keyboard.

This architecture allows the entry of data by positioning the cursor using the mouse, or by
using the [TAB] key on the keyboard. Only columns in which data can be entered are
activated for input. Fields marked in gray are display-only. Fields marked with an asterisk
are mandatory.

Data entry is made easy by using displays (field names) on the active window (the active
window is the window currently responding to keyboard or mouse commands, although other
windows may also be "open™). The displays in the active window allow you to see
information pertinent to the field being entered, and allow you to see your data as you enter it.
Enter data by highlighting or selecting the section you wish to edit, then typing in the data. In
certain fields, you will be able to select an answer from a drop-down list of choices.
Selections are made by using the mouse to ¥8 [CLICK] on list items selection box, or by
navigating through the list using the [ARROW KEYS] and [ENTER] on the keyboard &=.
You can navigate through the menu bar by using the mouse to ¥8 [CLICK] on the menu
option, or by using the [ARROW KEYS] and [ENTER] on the keyboard &. Certain menu
items also have keyboard shortcuts that are available. See Section 4.2, Window Symbol
Definitions, for more detailed instructions on the various types of data entry fields.

For additional help navigating this windows-based system, refer to Microsoft Windows
Help™, available from the Start button in Microsoft's Windows operating systems.

3.2  Window Symbol Definitions

While using the e-Gov program, you will encounter symbols that are designed to ease the data
entry process. Familiarity with these symbols will help you use the e-Gov program in the
most efficient manner possible. The following table provides definitions for the symbols.
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Table 3.2-1 Windows Symbol Definitions

Window
Symbol

Definition

Navigation

—
[

The EDIT or TEXT BOX symbol
represents a field requiring data entry.

When an EDIT or TEXT BOX appears
grayed out, it is a display-only field.

“B [CLICK] in the box to begin
entering information.

Use [TAB] to move from one
edit box to the next edit box.

The RADIO BUTTON symbol is

Y8 To select or deselect an item,

You may have multiple boxes checked.

8 Esgt/';/e similar to the working of car radio [CLICK] on the RADIO

controls. BUTTON.
Selecting [CLICKing] a button makes Select or deselect an item by
your choice ‘active’, and releases your | Pressing [ENTER] or [SPACE
previous choice. Only one choice may | BARI. Use [TAB], [UP ARROW]
be selected at a time, indicated by a dot | ©F [POWN ARROW] to navigate
appearing in the button selected. from one selection to another.
The CHECK BOX is an empty square | Y8 [CLICK] on the CHECK BOX

0 when not selected and is a square filled | to select or deselect it.
with a "'v""" when selected.

M Select or deselect the box by

pressing [ENTER] or [SPACE
BAR]. Use [TAB], [UP ARROW]
or [DOWN ARROW] to navigate
from one selection to another.

e | Startl

The COMMAND BUTTON is a raised
rectangle.

“B [CLICK] on the button to
initiate an action.

Press [ENTER] to execute the
current choice. Use [TAB], [UP
ARROW] or [DOWN ARROW]
to navigate from one selection to
another,
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Window

Symbol Definition Navigation

The DROP-DOWN LIST BOX or “® [CLICK] on the DROP-DOWN

[ TH DROP-BOX is represented by a push LIST BOX pushbutton to access
button with a down arrow inside. The the listing. & [CLICK] on a list

| window displays a vertical listing of item to select it.

APARTMENT : .

B0 possible category choices.

FLOOR

PENTHOUSE | | Some DROP-DOWN LIST BOXES Use [UP ARROW] or [DOWN

oo are editable. These have a blank space | ARROW] to navigate from one list

UNIT

between the text portion and the drop-
down arrow.

item to another. Use
[SPACEBAR] will select a chosen
category and [ESC] will cancel the
procedure and close the box.

The SCROLL BAR allows you to
move through a list that is too large for
the area it fills.

Move through the list by dragging
the small gray square with your
mouse pointer. “& [CLICK] the
small gray rectangle in the scroll
bar, hold down the left mouse
button, and pull the mouse forward
and back. The list will move up
and down.

You can also use your
keyboard to scroll through the list.
Use the [UP ARROW] and
[DOWN ARROW] to highlight
the requisition you want.
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4 — Getting Started

4.1 — User Logon

Activate the e-Gov program by typing https://169.253.2.36/eGov/public/login.jsp in the

address bar, from your Internet browser:

1. B [CLICK] the Start button, then select Programs, and then Internet Explorer (or

your preferred Internet browser).
2. Figure 4.1-1, Logon Dialog Window, will appear:

2 Welcome to OFM E-Gov - Microsoft Internet Explorer

File Edit VWiew Favorites Tools Help

0 Back -

Address @I] hktp:ffafmsa33web03. ds, state, sbufeGayfpublicflogin. jsp

=] \ﬂ @ _;_\J /.-\: Search ‘:;IT'\';:’Favor\tes 6:“{ \._,’_ E - ﬁ

w .Go Links ** @'

U.S. Department
Office of Foreign N

Welcome to OFM E-Gov

Pleaze enter your credentials fo access the system.

of State
s

Click this link to request a User Name
and Password to the e-Gov system.

See Section 10 — Request Access to
System.

Request access to this system

Photograph and Signature Card
Privacy &ct Statement

Paperwork Reduction Act Statemenit

P

@I] Done

&J Local intranet

Figure 4.1-1 — Logon Dialog

Window

Ensure that your cursor is positioned in the User Name data entry field and type your

a. Use the mouse to point with the cursor, then [CLICK] the left mouse button.

3.
Logon ID. To position your cursor:
b. Use the [TAB] key to position the cursor.
Password field.
4,

Press [TAB] again to move to the

Enter your password and “® [CLICK] the Connect button, or & press [ENTER].

E-Gov Bonded Warehouse User Guide
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4.2 — Log On for the First Time

First time users will enter the User Name and Password assigned by the system administrator.
You may then change your password using the following instructions:

1. You must first login to the e-Gov : e — 20
program using your assigned User . e ey
Name and Password combination.

Pessonal informasion

2. Click the “View Profile” link
located beneath the header that
reads “U.S. Department of State
Office of Foreign Missions.” i

The Personal Information Screen
will be displayed, as seen in Figure

4.2-1. —
3. Using your mouse, left click the Figure 4.2-1 — Personal Information
Change Password button, at the _ - Screen

bottom of the Personal Information
Screen. Once this step is completed
the change password screen will
appear, as seen in Figure 4.2-2.

4. Enter your old password in the first
text box. .

5. Enter your new password in the (5]
second text box, and again in the
third text box, to confirm.

6. Y8 [CLICK] the OK button, or
press [ENTER]. .

Figure 4.2-2 — Change Password Screen
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4.3 — Main Window

After you log into the system, you will be presented with the e-Gov Main Menu.

2} OFM E-Gov: Main Menu - Microsoft Internet Explorer E][E|E|
File Edit ‘Wiew Favorites Tools Help #
Q Back - () |ﬂ |EL| _;‘J / ) Search ‘:1\? Favarites é-‘\f = kel - ﬁ
Address @']http:,I',l'oFmsaSSwebDS,l'eGov,l'app,l'index.jsp hd . Go  Links ** @ i

U.S. Department of State
- - - -
Office of Foreign Missions
Main Menu | Feguest a New Service Wiew Senice Requests | Yiew Profile | Logoff

Main Menu

Request a New Service

View Service Requests \

View Your User Profile ... Oryou
may use
YOU may Logyed inas: TRAMNATY thIS Ilnk
use this Logged in since:  Maon, 12452008 09:15:12 :
link ...
@ # Internet

Figure 4.3-1 — e-Gov Program Main Menu

4.4 — Using the Menu Bar

The Menu Bar displays links of options (see Figure 4.4-1 — e-Gov Menu Bar).

Main Menu | Request a New Service | View Service Requests | View Profile | Logoff
Figure 4.4-1 — e-Gov Menu Bar
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5 — e-Gov Data Entry

Click on Bonded Warehouse Ordering located on the Application Selection screen.

Figure 5.0-1- Application Selection Screen below:

See

U.S. Department of State

Office of Foreign Missions

Reguest a N rice | Main Menu | Logoff

Request a Service from the list below to begin.

Customs Bonded Warehouse Ordering

“ehicle Registration
“ehicle Title

DMV Replacement Plates
Driver License/Man-Driver |0

Update Yehicle Insurance

Tax Exemption Card
Tax Exemption from Utilities Taxes

Exemption from Gasaoline Taxes

Motification of Appointrment

Maotification of Appointment (Honorary Consular Officer)

Protocol
Motification of Change
Dotification of Termination
Escort Screening Courtesies
Travel

Travel Natification and Authorization

Figure 5.0-1 — Request a Service Screen

The Request a New Service screen allows you to select Customs - Bonded Warehouse
Ordering, which will allow you to create a Bonded Warehouse order.
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U.S. Department of State

Office of Foreign Missions

Bonded Warehouse Ordering | Page 1of2 | Instructions

* Bonded Warshouse

BONDED WAREHOUSE VENDOR w
= Mission

CONSULAR AFFAIRS ANMEX 3 WASHINGTON, DC 20008 w
* Intended Us=s {Official Function, Independence Day, For Personal Consumption, etc)
|PEHSONAL CONSUMPTION
= Purposs

@ Miz=ion O Personal

Order Point of Contact or Consignes
*PID

POCOA-00K
* Surnsme (35 it appears on Viss, if applicable) = Given Mame (a= it appears on Visa, if applicable)
|JONES |DARREN
* Date of Birth
= Month = Day = ear
JN v [25 [1974
Deliveny Address (Enter Mission address if mission order personal address if personal order)
* Addrezs Line 1
800 K ST

Address Ling 2

* City = State  ~ Zip Cods

[WASHINGTON bc  [z0002

Mest =2 Cancel

Figure 5.0-2 — Select a to select a mission, intended use

Step Action Result of Action
Select a Bonded Warehouse from the | The e-Gov system provides a list of all
1.
drop-down menu. approved Bonded Warehouses.
9 Select a Mission from the drop-down | A mission is selected where the product
' menu. will be delivered.
Enter an Intended Use, such as
(official function, Independence day,
3 for personal consumption). !ntended use and number of people
. intended to use the product are displayed.
Include the number of people intended
to use the product.
Click on the Mission or Personal button
4. Select the Purpose of the request to denote Official or Personal use.
5. Provide Order Point of Contact or Personal Identifier is displayed.

Consignee PID

E-Gov Bonded Warehouse User Guide Page 10




Step Action Result of Action

Enter a Surname (as it appears on

6. Visa, if applicable) Surname of requester is displayed.
Enter the Given Name (as it appears on | ~. -

7. the Visa, if applicable) Given Name of requester is displayed.
Select a Date of Birth for the Point of

8 Contact or Consignee. Select a month | The Birthdate of the point of contact or

from the drop-down list. Enter a Day consignee is displayed.
and the Year.

Enter Delivery Address — Enter
9. Mission address if Mission Order and | Address is displayed.
personal address if Personal Order

A OFM E-Gov: Bonded Warehouse Order, - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools Help :;*
- . ' = Y _ 4

Q Back 7 \ﬂ @ | Search E_\fz’ Farvarites 6'-“ g = Ii 3

Address :Ej http: ffofmsa33web03.ds, skate . sbufeGoyiapp/custom . do hd a G0 @ M

U.S. Department of State
Office of Foreign Missions

Bonded VYWarehouse Ordering | Page2of2 | |nstructions

Bonded Warehouse Order hems

Uze the "Add Line tem" button to add each line item for thiz order.
Prociuct Type | Brand Mame | Size | Quartity | Cost Per Unit | Catalog Code | Edlit | Delete

There are no fine tems in your list

Back <« | Add Line [tem | et = Cancel

@:l Done % Local intranet

Figure 6.0-3 — Bonded Warehouse Order Items

Step Action Result of Action

1. Select ‘Add Line Item’ Advance to the next screen and begin
adding order items.
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/3 OFM E-Gov: Bonded Warehouse Order - Microsoft Internet Explorer

File Edit “iew Favorites Tools  Help

R =TEY
| &

@Back - \_) . Ij \ELI _;\l | /-__‘; Search kj\-,) Favarites é‘q L'?_ — - ﬁ fi

Address I:Ej http: /192,168, 1. 98 eGow appicustomz. do

= B eo |Links

® Product Type
BEEH -

® Brand Name

U.S. Department of State
Office of Foreign Missions

Bonded YWarehouse Ordering | Page 2aof2 | |nstructions

Please fill out iterns for the order below.

|BECKS LIGHT

* Size

IEASE 'I

® Quantity

e

= Cost Per Unit (Eg. 3.50)

IB.SD

Catalog Code

IBLSSSQD

Cancel |

I

|@"| Dane

l_ l_ I_ l_ l_ |4 nternet

Figure 6.0-4 — Example of order item

Step Action

Result of Action

1. Select a Product Type from the drop-
down list.

Select from Beer, Cigarettes, Cigars,
Fragrance, Liquor, Miscellaneous, Soda,
Unknown or Wine.

2. Enter a Brand Name (Heineken,
Johnny Walker Black, HobNob Pinot
Noir etc.).

Enter the brand name for the item
purchased.

3. Select a Size from the drop-down list
based on the Product Type.

Select Bottle for Wine or Liquor. Select
Case for Beer or Soda. Select Carton for
Cigarettes. Select Unit, Box or Unknown
for the rest of the Product Types”

4, Enter the Quantity

Enter a Quantity.

5. Provide Cost per Unit

X. XX format — Do not use the $ sign.

7. Enter a Catalog Code or an Item
Number

Catalog Code or Item Number is entered.

8. Click the Submit button.

Information is entered into e-Gov.

E-Gov Bonded Warehouse User Guide
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/)] OFM E-Gov: Bonded Warehouse Order - Microsoft Internet Explorer oy =] 5|

File Edit ‘iew Favorites Tools Help | ;','.'
N .\ --\J _,"._ : = ,_L
eBack Ml = B \ﬂ \ELI T | & Search . Favarites {,} g 3T ii _‘i
Address | &] hitp:/j192.168.1.98/eGov/app/customZa. do =] Go |Links
-

U.S. Department of State
Office of Foreign Missions

Bonded house Ordering | Page 2 of 2 | Instructions

Bonded Warehouse Order kems

Uze the "4dd Line kem" button to add each line item for this order.

O YpPe Fan RMe 1Ze {RE=] N {u} er Lin| alng Lode [=1 [~ 1=]
Froduct T Brand N 5i Guantity | CostPer Unit | Catslog Code | Edit | Delet
‘EIEER ‘EIECKSLIGHT ‘CASE ‘3 ‘$B.su ‘EILEHBQQD | Edit” De|ete|
‘CIGARETTES ‘THE BALKAN SOBRANE SMOKING MIXTURE ‘LINIT ‘B ‘$3.?5 ‘cuaa | Edit| ‘ De|ete|
‘LIQUOR ‘MYERS DARK RUM ‘EIOTTLE ‘2 ‘355.55 ‘MYDQQ | Ed“l ‘ De|ete|
‘NNE ‘EILUE MUM LIEBFRALUMLICH ‘EIOTTLE ‘B ‘$8.?9 ‘1013454 | Edit' ‘ Deletel

Back <« I Add Line [tem I Mewt > I Cancel I

/€] Dane LT T e mntemet ;I
Figure 6.0-5 — List of Bonded Warehouse Order Items
Step Action Result of Action
1. The Bonded Warehouse Order Items | Product Type, Brand Name, Size, Quantity,
screen is displayed. Cost per Unit, Catalog Code, Edit and

Delete options.

2. Review Order. Use the ‘Add Line An additional line is added to the order.
Item’ button to add a new line to the
order.

3. Click on Edit or Delete to modify or | Order is either modified or deleted.
cancel the order.

4. After review, if order is accurate,
click “Next’ to continue.
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U.S. Department of State
Office of Foreign Missions

Application for Bonded Warehouse Ordering | Confirmation Page | Instructions

Please take a moment to confirm your entry. If it is correct, click the Submit button to send the application.

Bonded Warehouse Order Account Type
MISSION
Warehouse
BONDED WAREHOUSE VENDOR

Mission
CONSULAR AFFAIRS ANNEX 9 WASHINGTON, DC 20005
Intended Use

PERSONAL CONSUMPTION
Foint of Contact Delivery Address
12345678 G00 K 3T

Foint of Contact Mame WASHINGTON, DC 2

JONES, DARREN
Birth Date 01/26/1974

Line ttem

Product Type Brand Name Size Quantity Price perUnit  Catalog Code
BEER BECKS LIGHT CASE 3 $6.50 BLS3990

CIGARETTES THE BALKAN SOBRANIE SMOKING MIXTURE CARTON & $3.75 C1238

LIQUOR MYERS DARK RUM BOTTLE 2 $5.65 MYD99

WINE BLUE NUN LIEBFRAUMLICH BOTTLE & $8.79 1013464

Edit Form | Submit | Cancel |
Figure 6.0-6 — Order Confirmation Screen
Step | Action Result of Action
1. Confirm your order. Click on the Edit button to edit the order. Click

on the ‘Submit’ button to submit the order, or
click on ‘Cancel’ the order.
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U.S. Department of State
Office of Foreign Missions

View All Requested Services | Main Menu | Logoff

Transaction 1D 6000003034
Country CHINA
Status (Date) SUBMITTED (06/11/2013 08:56)

Created By (Date} DINGL (06/11/2013 08:56)
WModified Date

Bonded Warehouse Order Account Type
MISSION

Warehouse

BONDED WAREHOUSE VENDOR

Mission

CONSULAR AFFAIRS ANNEX 9 WASHINGTON, DC 20003
Intended Use

PERSONAL CONSUMPTION

Puoint of Contact Delivery Address
1234-5673 800 K 3T

Foint of Contact Name WASHINGTON, DC 20002
JONES, DARREN

Birth Date 01/25M1974

Line kem
FProduct Type Brand Mame Size Quantity Price perUnit Catalog Code
BEER BECKS LIGHT CASE 3 §6.50 BLE3990
CIGARETTES  THE BALKAMN SOBRAMIE SMOKING MIXTURE CARTON & §3.75 C1238
LIQUOR MYERS DARK RUM BOTTLE 2 §5.65 MYD99
VVINE BLUE NUM LIEBFRAUMLICH BOTTLE & §8.79 1013464

No gupporting documents are required for thiz application.

Check back later with the OFM eGov sy=stem to view the
statuz of your application.

Remarks

Mo remarks on fils

Add a remark

Add Remark

Figure 6.0-7 — Submission Form Screen
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Step | Action Result of Action

1. Clicking the submit button returns | The Transaction ID is displayed in the Bonded
the order with a Transaction ID Warehouse application in TOMIS 2, where it is
number for Tracking in TOMIS 2 | processed by the OFM.

2. The second half of the screen
denotes that no supporting
documentation is needed for this
transaction.

3. E-Gov users are instructed to
check back later as the application
is being processed by OFM, to
receive a status.

4. The Remarks field can hold any special remarks about the transaction.
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7 —Viewing Your Submitted Forms

Step | Action Result of Action
1. | Initiate login to the e-Gov system. | The OFM Logon window is displayed with the
User Name and Password fields enabled.
The Login and Reset buttons are enabled.
2. | Enter a valid User Name and The e-Gov Main Menu is displayed.
Password combination to log in: | The following links are enabled:
Type: “[II" in the User Name |«  Request a New Service
field. y e View Service Requests
;EZI%G' - in the password e View Your User Profile
Click the Login button.
3. | Click the link that reads “View The e-Gov on-line system displays all the
Service Requests”. applications/forms that have been submitted.
(A link is displayed in blue font
and is underlined.) See Figure 7.0-1 — View Service Requests.
4. | You will be able to print out an

approval form to provide to the
Bonded Warehouse, once OFM
authorizes the request.
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w Submitted Forms

File Edit “iew Favorites Tool

crosoft Internet Explorer

GBack'.J' gﬂ @

Click the

Address |&] hitp://192.148.1.98/2G0

—

Transaction ID to
view the submitted

form. (See Figure
7-0-2 — Submission
Form)

=10l x|

,
&

N 'ﬁ

3

rtment

| B e |Links
Y

of State

—orrce or £ An “X” indicates that a
Remark has been made.

Service Subject Status Status Date  Crested By Created Date | Remark
5000048587 BONDED ¥WAREHOUSE ITEMS GATSCHA  SUBWITTED 036040  ABERLI 03530410
5000045578 BONDED YWAREHOLUSE ITEMS SMITH ITTED  0326M0  ABERLI 032610
5000045576 BONDED ¥WAREHOUSE ITEMS SMITH SUBMITTED  O3280  ABERLI  03/26A0
5000049574 BOMDED ¥WAREHOUSE ITEMS SMITH SYBMITTED 032610  ABERLI | 032610
5000049569 BOMDED ¥WAREHOUSE ITEMS ) BMTTED 032610  &BERLI 0372600
5000049568 BONDED ¥WAREHOUSE ITEMS SMITHSCH UBMITTED 03260  ABERLI  D3/260
5000048537 REPLACEMENT PLATES HOANG SUBMITTED  O3MSA0  ABERLI 034810
5000045455 APPOINTMENT (DIPLOMAT) WRENLY SUBMITTED  03M2M0  ABERLI 034240
5000045450 VEHICLE REGISTRATION (PERSONAL) A ACCERTED 022210 ABERLI 022210 ¥
50000459449 VEHICLE REGISTRATION (PERSONALY  HOANG ACCERTED 0272210  ABERLI 022210 %
5000049443 - RESUBMITTED  01/29M0  ABERLI 0102900 ¥
soonneszsz | Display current status of ACCEPTED 12009 | ABERLI  12/30109 %
s00m937s | gypmitted applications. SUBMITTED 120200 ABERLI 120208
5000045353 ACCERTED  11MBO3  ABERLI 114608 X
5000049333 DRIVER CCERSERGn-Drver 10 TLGEMAT A ACCERTED 1100309  ABERLI 110609
Recards 1- 15 of B3
12345
|ﬂ;‘] Dane |_|_|_|_|_|@ Internet

N

Figure 7.0-1 — View Service Requests
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U.S. Department of State
Office of Foreign Missions

| View All Requested Semvices | Main Menu | Logoff

Transaction 1D 6000003034
Country CHINA
Status (Date) SUBMITTED (06/11/2013 08:56)

Created By (Date} DINGL (06/11/2013 08:56)
WModified Date

Bonded Warehouse Order Account Type
MISSION

Warehouse

BONDED WAREHOUSE VENDOR

Mission

CONSULAR AFFAIRS ANNEX 9 WASHINGTON, DC 20003
Intended Use

PERSONAL CONSUMPTION

Puoint of Contact Delivery Address
1234-5673 800 K 3T

Foint of Contact Name WASHINGTON, DC 20002
JONES, DARREN

Birth Date 01/25M1974

Line kem
FProduct Type Brand Mame Size Quantity Price perUnit Catalog Code
BEER BECKS LIGHT CASE 3 §6.50 BLE3990
CIGARETTES  THE BALKAMN SOBRAMIE SMOKING MIXTURE CARTON & §3.75 C1238
LIQUOR MYERS DARK RUM BOTTLE 2 §5.65 MYD99
VVINE BLUE NUM LIEBFRAUMLICH BOTTLE & §8.79 1013464

No gupporting documents are required for thiz application.

Check back later with the OFM eGov sy=stem to view the
statuz of your application.

Remarks

Mo remarks on fils

Add a remark

Add Remark

Figure 7.0-2 — Submission Form

E-Gov Bonded Warehouse User Guide Page 19



8 — Resubmit Returned Forms

Forms requiring correction are placed in a “Returned To Mission Status”. These Forms can
be corrected and re-submitted to OFM without re-creating the form. In this example,
Transaction 5000049587 has been returned to the mission for correction.

OFM E-Goy: ¥Yiew Submitted Forms - Microsoft Internet Explorer -0 x|
File Edit Mew Favorites Tools Help | ﬁ'
O Back = L/I e Iﬂ \ELI .'\] ‘ 7 ! Search “:\? Favarites @5 == - ii j‘_‘i
Address Iféj http: 132,168,198 eGov]appiviewForms, do j a G0 | Links

[ |

U.S. Department of State
Office of Foreign Missions

Trans IO v Service Subject Status Status Date  Created By  Created Date  Remark
5000049587 BOMDED WWAREHOUSE ITEMS GATSCHA RETURMNED TO MISSION 03430010 ABERLI 0313010 X
2000049578 BCOMDED YWAREHOUSE ITEMS SMITH SLUBMITTED 032610 ABERLI 032610
000049576 BOMDED WWAREHOUISE ITEMS ShITH SUBMITTED a32eM0 ABERLI Q326M0
2000049574 BOMDED YWAREHOUSE ITEMS SMITH SLUBMITTED 032610 ABERLI 0302600
000049569 BOMOED WWAREHOUSE ITEMS Jd SUBMITTED Q32610 ABERLI Q32610
5000049568 BOMDED YWAREHOUSE ITEMS SMITHSOM SUBMITTED 032610 ABERLI 0326010
2000049537 REPLACEMEMT PLATES HOAMG SLUBMITTED ozneMo ABERLI azfeMo
000049455 APPCIMNTMWENT (DIPLOMAT) WWREMLY SUBMITTED azn2M0 ABERLI a3n2M0
2000049450 WEHICLE REGISTRATION A ACCEPTED nz2rxz2mo ABERLI nz2z2m0 X

(PERSOMAL)Y
000049449 WEHICLE REGISTRATION HOLMG ACCEPTED a222M0 ABERLI 022240 ®
(PERSOMALY
5000049443 TITLE AU-M-GAAT-0 RESUBMITTED 012910 ABERLI 0142910 X
2000049392 TITLE 1 ACCEPTED 12430009 ABERLI 1230009 X
000049375 WEHICLE REGISTRATION Ann, SUBMITTED 1202/09 ABERLI 12402/09
(PERSOMALY
2000049353  WEHICLE REGISTRATION (MISSICN) AL-E-DCDC-0 ACCEPTED 111609 ABERLI 111609 X
000049333 DRIVER LICEMSEMon-Crriver 10 AL GAHTAM ACCEPTED 11409109 ABERLI 1140609

Records 1- 15 of B3
12345

[=h [ (I Y P
e e | I T 1 _C 1 U P R S | I

Figure 8.0-1 — Submitted Applications
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Main Menu

| |_|:| ; |:|ﬁ

U.S. Department of State
Office of Foreign Missions

Tranzaction ID 6000003034
country  CHINA

Status (Date) RETURMED TO MISSION (06/1172013 09:20)

Created By (Date) DINGL (06/11/2013 00:00)
Wodified Date  06/1172013 09:19

Bonded Warehouse Order

Account Type
MISSION

Warehouse

BONDED WAREHOUSE VENDOR

Mission

CONSULAR AFFAIRS ANNEX 9 WASHINGTON, DC 20008
Intended Use

PERSONAL CONSUMPTION

AN

User initiates
corrections by clicking
on the "Edit Request"
Button

Paint of Contact
1234-5678
Point of Contact Mame

Celivery Address

800 K 5T
WASHINGTON, DC 20002

JONES, DARREN
Birth Date 01/26/1974

Line tem
Product Type Brand Mame Size Cluantity Price per Unit  Catalog Code
BEER BECKS LIGHT CASE 3 $6.50 BLE5990
CIGARETTES THE BALKAN S50BRANIE SMOKING MIXTURE CARTON & $3.75 C1238
LIGUoRr MYERS DARK RUM BOTTLE 2 $5.65 MYD9S
WINE BLUE NUN LIEBFRAUMLICH BOTTLE & $8.79 1013464

Mo supporting documents are reguired for this application.

Check back later with the OFM eGov system to view the
status of your application.

Remarks

-—0FM TUESDRY, JUN 11, 2013 05:Z0:24 EDT—-—
INCORRECT ADDRESS

Add a remark

Add Remark

Figure 8.0-2 — Application in “Returned to Mission” Status
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Step

Action

Result of Action

Read the note under REMARKS
from OFM. Click on the Edit

Request button to make the Resubmit the request.

corrections.

The system returns the user to the first screen in
the order process. All fields can be edited.

U.S. Department of State
Office of Foreign Missions

Bonded Warehouse Ordering | Page 1of2 | Instructions

* Bonded Warehouse

BONDED WAREHOUSE VENDOR w
* Mission
COMNSULAR AFFAIRS ANNEX 9 WASHINGTON, DC 20008 ~
= Intended Use (Official Function, Independence Day, For Personal Consumption, etc)
|F'EHSONﬁL CONSUMPTION
* Purpoze

@ Wiz=ion O Perzonal

Order Point of Contact or Consignes

= FID

OO0

= Burname (3= it appears on Viss, if applicsble)  * Given Mame (as it appears on Visa, if applicabls)

[JoNES
= Date of Birth

= Month = Day

|DARREN

= Year

JAN  »| |25 1974

Celiveny Address (Enter Mission address if mission order personal address if personal order)

= Address Line 1

[ao0 K ST

Agdress Ling 2

= City

* Zip Code

[WASHINGTON

* State
bc [2o0002
Mead == Cancel

Figure 8.0-3 — Correct the Address and Resubmit the Request
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Step Action Result of Action

2. | After you correct your information | The system returns the user to the first screen
and resubmit the request. in the order process. All fields can be edited.
Resubmit the request.

3. | Follow the instructions in Section 7 | If ‘ACCEPTED’ is the order status, the Order
to view your submitted request. The | submission is successful.

Status (Date) line should state
‘ACCEPTED’ once your order has
been accepted by OFM.

4. | You will be able to print out an
approval form to provide to the
Bonded Warehouse, once OFM
authorizes the request.
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U.S. Department of State

Office of Foreign Missions

Transacion D ﬁﬂ'ﬂﬂﬂ'ﬂ3034
Country CHINA
Sratus (Dat=) ACCEPTED (06/11/2013 09:59)
Created By iDate) DINGL (061172012 00:00)
Wockfed Cate  06/11/2013 09:58

Hn- Fr

Bonded Warehouse Order

Account Type
MISSION

Warehouse

BONDED VWAREHDU SE VENDOR

MiEsion

CONEULAR AFFAIRE ANNEX & WASHINGTON, DC 20008
Intended Lse

PERSONAL CONSUMPTION

Foint of Conlad
1234-56T8

Point of Contact Mame
JOMES, DARREN

Birth Date 01261974

Delvery Address

BO0 K 5T
WASHINGTON, DC 20002

Ling kam

Froduct Type Brand Name

BEER BECKS LIGHT

CIGARETTES  THE BALKAN SOBRAMNE SISOKING MIXTURE
LIGUDR MYERS DARK RUM

WANE BLUE NUN LIEBFRAUMLICH

S Quanfity Price per Unit Catalog Code

CASE 3 $6.50 B BaTI0
CARTON & $3.76 C1238
BOTTLE 2 585 L]
BOTTLE & .7 101484

Ma supportng documents ar requred for this apphcation

Chsck back lsr with the OFW s0av SySiam bo view he
siatus af ywour apphcation

Remarks

-=0d TUEEDAY, JUN 11,
INCORRECT ADDRERSZ

2013 09:20:34 EDT-—

A7 ¥ wTa

Add Remma

Figure 8.0-4
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9 —View Your User Profile

Step Action Result of Action
1. | Initiate login to the e-Gov system. The OFM Logon window is displayed with the
User Name and Password fields enabled.
The Login and Reset buttons are enabled.
2. | Enter a valid User Name and Password The e-Gov Main Menu is displayed.
combination to log in: The following links are enabled:
Type: - in the User Name field. Request a New Service
Type: “I” in the Password field. View Service Requests
Click the Login button. View Your User Profile
3. | Click the link that reads, “View Your The e-Gov on-line system displays your
User Profile.” personal information, which is linked to your
(A link is displayed in blue font and is logon id.
underlined.)
See Figure 9.0-1 — View Your User Profile.

Click this button in order
to change your password.
See Figure 9.0-2 Change

5 OFM E-Gov: User Profile - Microsoft Internet Explorer o ] 1
File Edit “iew Favorites Tools  Help | }f
z Aoy o . e : 2
OBack gl d iELI | Search S Favorites {= = - ﬁ 'i:i
Address I@_‘I http: /1192, 168, 1,98/ eGowappviewProfile.do j a Go | Links

[

Yiew User Profile -

U.S. Department of State
Office of Foreign Missions

| Main Menu |

Personal Information - Authorized Missions

Logoff

Click this link to see all Missions that
you are authorized to submit/view a

Personal Information

——- R status for. See Figure 9.0-3 -
urname  John . . .
Given Naime  John Authorized Missions.
Middle Initial G ~—
Mizzion  COMSULATE OF SPAIM A HOUSTOR, TH 70 - -
B o This area Wl!l be
State DC populated with your
SEEBBIER (202) 5551212 personal information.
E-mail john.doe@+++.com
Birth Date  12/21/1985
—— "

Change Password

Password.

s L

l_ l_ l_ I_ I_ |4 mternet

Figure 9.0-1 — View Your User Profile
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U.S. Department of State
Office of Foreign Missions

ons | Main Menu | Logoff

ser Profile - Personal Information - Authorized M

Change Password

Please complete the follovwing form to change your passyord

Old Pagsword ||

Mew Password
Re-enter hew Password

Cancel

Figure 9.0-2 — Change Password

Enter your information
in these three fields and
click the Submit button.

U.S. Department of State
Office of Foreign Missions

Authorized Missions

Mizgion Name

CONSULATE OF AMMER 0 CHICAGO, IL BOGOG
CONSULATE OF AMMEX 0 LOS ANGELES, CA 90067
CONSULATE OF ANME O MEW YORK, Ny 10017
EMBASSY OF ANMEX 0ASHINGTON, DC 20036

- Personal Information - Authorized Missions | Main Menu | Logoff

Click on this link to
view your list of
Authorized Missions.

Figure 9.0-3 —Authorized Missions
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10 — Request Access to System

If you need access to the e-Gov Program, but do not have a User Name and Password
assigned to you by OFM, then please follow the steps below to gain access to the program.

U.S. Department of State
Office of Foreign Missions

Welcome to OFM E-Gov

Please enter your credentials to access the system

Click this link to get started.

Request access to this system

Figure 10.0-1 — Request Access to System

Step

Action Result of Action

Click on the link that reads, See Figure 10.0-2 — Access Request for
“Reqguest access to the system.” OFM e-Gov Application.

Access Request for OFM e-Gov Application

Use the list below to determine your eligikility . If you meet the eligibility
requirements, follow the instructions belovy to reguest access tothe system.

Eliciibilty

e Account User must be an accredited member of the Mizsion administrative staff.
= Embaszsy Administrative Officer must approve all user requests.

Instructions

Click the link below to open the Accourt Request Form

Prirt out the Account Reguest Form.

Sections 1 and 4 must be filed out for all requests

Sections 2 and 3 must be filed out for requests for new accounts and changes to existing accounts,
Section 5 is for Office of Foreign Missions use.

Fax completed forms to Directar of OFM Systems at the fax number listed on the form.

Link to Account Reguest Form

Return to Login Page

U.S. Department of State
Office of Foreign Missions

Figure 10.0-2 — Access Request for OFM e-Gov Application
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Step

Action

Result of Action

Review the directions carefu
you continue.

Click on the link that reads,
Account Request Form.”

Ily before | See Figure 10.0-3 — Application for

OFM Web Site Account.
‘Link to

U.S. Department of State

Office of Foreign Missions
Application for OFM Web Site Account

Fax completed application to OFM Systems Director fax- (202) £03-3559

Tvpe of Request
I |:| - New Account D - Change to Existineg Account |:| - Delete Account I
Section 1: Applicant Information Drate of Request:
1. Surname: 1. Given Name: 3 MI 4. FID:
5. Date of Birth 6. Telephone Number | 7. Email Address

(mmddiy
8. Mission of Assipnment B, City 10. State | 11. Zip Cade

Section 2: User Ackmowledgement

£ this azcount are stricthy probibi

I undecstand that L ane avthorized to use this account ety for the sobmissios of applicadions for U5, Department of State
Offize of Forsign Missicn and OfSce of Protecal services for the misssems listed in Section 3 of
Lartll not devul e noy login or pasrueord 50 any ofer sof:

applicesion. Azy other
il motidy OFBL

Systems iF ] ave any rensom 1o belisws my passward kas besn compronsiced. [ fartsar acknowledas that impropes use of thic
account conld resuls in adverss adminicratye action against oe.

ame: Signamre:

Talephone: Diate:

Section 3: Authorized Missions

Mission City State Zip Code

Section 4: Mission Administrative Officer Acknowledgment

hat & 1 ik t

Sigmature:

Tha applicas: listed oo this form.is 2 accredited mancher of the Mission of Assiz=ment sefarncsd iz Block § of Sectica 1 above. I
c i D P

e CfSow of Forsdgn Misstez and Office of
am made awars of a=y impreper e of this

Telephone: Dare:

Section 5: Office Of Foreign Miszions Approval

Mame: Signature:

Diate:

Figure 10.0-3 — Application for OFM Web Site Account
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Step

Action

Result of Action

Complete the application in full
and fax it to the fax number
provided on the form.

OFM will establish your login account

including user name and password.

Mission/Embassy WHO TO CALL for Bonded Warehouse eGov Access

Non-Technical Questions

For non-technical questions about Bonded Warehouse Program please contact OFM’s Office
of Diplomatic Property, Tax, Services and Benefits by telephone at (202) 895-3500, extension
2, or by electronic mail at ofmtaxcustoms@state.gov.

For Technical Questions

For technical questions about eGov please contact the eGov Helpdesk by electronic mail at
ofmegovhelpdesk@state.gov or by telephone at 202-895-3564.
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