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Overview

The DoDEA Allowance Processing System Online (DAPS Online) is designed to assist Department of Defense Education Activity (DoDEA) employees in initiating, submitting, verifying, and completing allowance requests.

DAPS Online will enhance the automation that currently exists in the PC-based DAPS by taking advantage of the Internet. Employees will be able to visit the DAPS Online web site, log in, then create and check the status of their allowance requests 24 hours a day. DAPS will assist employees in filling out the allowance request form (SF1190) and the accompanying worksheets (DSSR120, DSSR130, DSSR240) with all the default values in place so that employees will have to add only the additional information and comments they wish to convey to the DoDEA Personnel Center.

After an allowance request has been submitted, the DoDEA Personnel Center will immediately have it for processing. When processing is finished, employees will be notified via email that they can visit the DAPS Online web site and view/print their completed SF1190.

DAPS Online, however, cannot handle accompanied documents that are required for certain allowance requests. For example, receipts and other supporting documentation still must be faxed when submitting an allowance request.
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System Requirements 

To use DAPS Online you will need:

· a PC with Internet access

· an Internet browser

We recommend you use Microsoft Internet Explorer 4.0 or a later release. You can use Netscape Navigator 4.04 or a later release, but you will need to install the NCompass Labs ScriptActive 2.9.0.1 or a later release prior to viewing an SF1190 or DSSR worksheet.

Starting DAPS Online

Start your Internet browser and open the following Web site, http://hq-w2.odedodea.edu/daps. You will see three frames in your browser. The frame on the top that contains the text “DoDEA Allowance Processing System” and “Designed by DoDEA Headquarters” is the Header frame. The frame below the Header frame on the left-hand side that contains the text “DAPS Menu” is the Menu frame. The frame below the header frame to the right of the Menu frame that contains the text “DAPS Online News” is the Body frame.

Logging into DAPS Online

Verify with the DAPS Online Administrator (daps_admin@hq.odedodea.edu) that a DAPS Online account has been set up for you. 

1. Start DAPS Online and click on the Login link in the Menu frame. Two links will appear under the Login link; Headquarters and Admin. 

2. Click on the Admin link. In the Body frame, you will be prompted to enter your SSN and a password. Enter your SSN and password in the text boxes provided and click on the Log In button. 

3. The first time you log in to DAPS Online, your password will be “password” and after logging in, you will be prompted to change your password. Otherwise, if you have successfully logged into DAPS Online, your name will appear in the Body frame with the DAPS Online News below. If you receive the following message in red, Your login attempt failed. Sorry, your login attempt failed contact the DAPS Online Administrator (daps_admin@hq.odedodea.edu) to assist you in logging in to DAPS Online.

Changing your password

Whenever your password is “password” and you log into DAPS Online, you will be prompted to change your password. Enter your current password and what you want your new password to be and click on the Save button. The restriction when changing your password is that the new password cannot be “password” or blank. After you have successfully changed your password, you will see the text, Password change action was completed successfully.

Help/Support

There is a Help/Support link in the Menu frame. When you click on this link you will see a new menu with new links to help you with any problem you may have with DAPS Online.

Manuals – When you click on the Manuals link in the Menu frame, the manuals available for DAPS Online will be listed as links in the Body frame. 

FAQs – When you click on the FAQs link in the Menu frame, you will see a list of questions appear in the Body frame. These questions are the frequently asked questions about DAPS Online. When you click on the question, you will see the answer appear below it.

Admin Support – When you click on the Admin Support link in the Menu frame, you will see the administrative information like important links to other Web sites. There is also a link that will allow you to submit a question to the DoDEA Personnel branch.

Tech Support – When you click on the Tech Support link in the Menu frame, there is a link that will allow you to submit a question to the DoDEA Information Technology branch.

Netscape Plug-in – When you click on the Netscape Plug-in link in the Menu frame, you will see the information about installing the ScriptActive program that is necessary for viewing and printing SF1190 and DSSR worksheet forms.

DAPS Online – When you click on the DAPS Online link in the Menu frame, you will be taken back to the DAPS Online front page.

Personnel Center – When you click on the Personnel Center link in the Menu frame, you will be taken back to the DoDEA Personnel Center front page.

DoDEA Home Page – When you click on the DoDEA Home Page link in the Menu frame, you will be taken back to DoDEA’s front page.

Administration Chores

In order to maintain DAPS Online’s data integrity, the DAPS Administrator must perform certain routine tasks. They are listed below.

· Allowance table maintenance

· User account maintenance

· Location table maintenance

· Help information maintenance

Allowance Table Maintenance

Maintaining DAPS Online’s allowance tables is vital to the integrity of DAPS Online. There are three tables that must be maintained: LQA, Post and SMA.

Adding information to the LQA Table

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Allowance Tables link.

5. Click on the Add LQA Table link. The contents of the Body frame will change prompting you to select a post in which to add information. 

6. Select the appropriate post and click on the Add New button. The contents of the Body frame will change with the most recent period’s information pre-filled.

7. Enter any applicable information.

8. Click on the Save button when finished.

Editing information in the LQA Table

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Allowance Tables link.

5. Click on the Edit LQA Table link. The contents of the Body frame will change prompting you to select a post and date range in which to edit information. 

6. Select the appropriate post and date range, then click on the Modify button. The contents of the Body frame will change with the most recent period’s information pre-filled.

7. Alter any applicable information.

8. Click on the Save button when finished.

Editing information in the Post Table

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Allowance Tables link.

5. Click on the Edit Post Table link. The contents of the Body frame will change prompting you to select the number of dependents for which you information you want to modify. 

6. Select the appropriate number of dependents, then click on the Modify button. The contents of the Body frame display the post allowance information by salary range for the number of dependents you selected

7. Alter any applicable information.

8. Click on the Save button when finished.

Editing information in the SMA Table

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Allowance Tables link.

5. Click on the Edit SMA Table link. The contents of the Body frame display the SMA allowance information for each category.

6. Alter any applicable information.

7. Click on the Save button when finished.

User Account Maintenance

DAPS Online’s user accounts allow access to the DAPS Online District, Headquarters and Admin sections. Proper maintenance of these accounts ensure DAPS Online’s data integrity and that the privacy information is secure. The admin user will receive emails from the field requesting District access to DAPS Online. It is the admin user’s responsibility to decide whether the individual requesting access should had a user account created. 

User permissions

· District – A user with District permissions can log in as a District user and view all records from locations within that district. District users must have a specific District selected in order to log in as a District user.

· Assistant – A user with Assistant permissions can log in as a Headquarters user and can create, submit, and verify allowance requests from locations within the user’s team.

· Specialist – A user with Specialist permissions can log in as  a Headquarters user and can create, submit, verify, approve or reject, and distribute allowance requests from locations within the user’s team.

· Admin – A user with Admin permissions can log in as an Admin user and can modify internal DAPS Online information such as allowance rates, user accounts, location tables, and online help data. 

Creating a user account

NOTE: When creating a user with Specialist permissions, you will need to create a GIF file of the user’s signature and save it in the following path: \\hq-w4\apps\cfusion\database\signatures.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Users link.

5. Click on the Add link below the Users link. The contents of the Body frame display the input fields for creating a user account.

6. Enter any applicable information. The password for newly created accounts is ‘password.’ This is done automatically.

7. Click on the Save button when finished.

Modifying/Viewing a user account

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Users link.

5. Click on the View/Edit link below the Users link. The contents of the Body frame display the input fields for querying user accounts.

6. Enter the information for which you would like to query and click on the Search button. If there are records that meet the search criteria you specified, a list of records that meet the search criteria will be displayed. Otherwise, press the Back button in your browser to be taken back to the search page and modify your search criteria.

7. Click on the SSN of the user you wish to view/modify. The Body frame will change to display the user information for the SSN you selected.

8. Alter an applicable information.

9. Click on the Save button when finished.

Deleting/Disabling a user account

When a user is no longer authorized to use DAPS Online, it is important to prevent the user from accessing the program. There are two different processes you can follow. One is to disable the user account and the other is to delete the user. However, you cannot delete a user that has signed an allowance request. That would remove the user’s signature and prevent that request from printing. 

Deleting a user account.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Users link.

5. Click on the Delete link below the Users link. The contents of the Body frame display the input fields for querying user accounts.

6. Enter the information for which you would like to query and click on the Search button. If there are records that meet the search criteria you specified, a list of records that meet the search criteria will be displayed. Otherwise, press the Back button in your browser to be taken back to the search page and modify your search criteria.

7. Click on the SSN of the user you wish to delete. If the user has signed an allowance request, you will not be allowed to delete the account. Otherwise, the Body frame will change to display the user information for the SSN you selected. User accounts that have signed allowance requests that you wish to remove must be marked inactive instead. To do this, follow the instructions to modify the user account and in the Active row, check the No radio button.

8. Click on the Delete button.

Disabling a user account

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Users link.

5. Click on the View/Edit link below the Users link. The contents of the Body frame display the input fields for querying user accounts.

6. Enter the information for which you would like to query and click on the Search button. If there are records that meet the search criteria you specified, a list of records that meet the search criteria will be displayed. Otherwise, press the Back button in your browser to be taken back to the search page and modify your search criteria.

7. Click on the SSN of the user you wish to view/modify. The Body frame will change to display the user information for the SSN you selected.

8. Change the Active setting to No.
9. Click on the Save button.

Location Table Maintenance

The Location tables are inter-related with themselves and with the allowances. Every organization must be assigned a post and a team. Every Post must be assigned a country and an allowance code. Every country must be assigned a currency conversion rate. Every allowance code must relate to a record in the LQA allowance table.

Teams

The team record associates headquarters users with organizations/locations. Each organization is assigned a team as is each headquarters user (headquarters users can be assigned multiple teams.) When a headquarters’ users verify records, they only see allowance requests who’s current post is assigned a team the user is also assigned. 

Creating a New Team Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Teams link.

5. Click on the Add link below the Teams link. The contents of the Body frame display the input fields for creating a team record.

6. Enter any applicable information. 

7. Click on the Save button when finished.

Modifying/Viewing a Team Record

NOTE: Beware changing the team’s name. The team name is also associated with user accounts and organization records. Changing the team name can cause association problems with those tables.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Teams link.

5. Click on the View/Edit link below the Teams link. The contents of the Body frame will display the input fields for querying a team record.

6. Select the team you wish to view or modify and click on the Select button. The contents of the Body frame will display the information stored on the team you selected. 

7. Alter an applicable information.

8. Click on the Save button when finished.

Deleting a Team Record

NOTE: Beware deleting the team’s name. The team name is also associated with user accounts and organization records. Deleting the team name can cause association problems with those tables.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Teams link.

5. Click on the Delete link below the Teams link. The contents of the Body frame will display the input fields for querying a team record.

6. Select the team you wish to delete and click on the Select button. The contents of the Body frame will display the information stored on the team you selected. 

7. Click on the Delete button.

Countries

The country record associates currency conversion rates with organizations/locations within posts. Certain allowances can be submitted in different currencies. These money amounts need to be converted to U. S. Dollars. 

Creating a New Country Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Country link.

5. Click on the Add link below the Country link. The contents of the Body frame display the input fields for creating a country record.

6. Enter any applicable information. 

7. Click on the Save button when finished.

Modifying/Viewing a Country Record

NOTE: Beware changing the country’s name. The country’s name is also associated with post records. Changing the country name can cause association problems with that table.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Country link.

5. Click on the View/Edit link below the Country link. The contents of the Body frame will display the input fields for querying a country record.

6. Select the country you wish to view or modify and click on the Select button. The contents of the Body frame will display the information stored on the country you selected. 

7. Alter an applicable information.

8. Click on the Save button when finished.

Deleting a Country Record

NOTE: Beware deleting a country record. The country’s name is also associated with post records. Deleting a country record can cause association problems with that table.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Country link.

5. Click on the Delete link below the Country link. The contents of the Body frame will display the input fields for querying a country record.

6. Select the country you wish to delete and click on the Select button. The contents of the Body frame will display the information stored on the country you selected. 

7. Click on the Delete button.

Posts

The post record associates organizations/locations with their corresponding allowances and their currency conversion rates. 

Creating a New Post Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Posts link.

5. Click on the Add link below the Posts link. The contents of the Body frame display the input fields for creating a post record.

6. Enter any applicable information. 

7. Click on the Save button when finished.

Modifying/Viewing a Post Record

NOTE: Beware changing the post’s name. The post’s name is also associated with organization/location records. Changing the post name can cause association problems with that table.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Posts link.

5. Click on the View/Edit link below the Posts link. The contents of the Body frame will display the input fields for querying a post record.

6. Select the post you wish to view or modify and click on the Select button. The contents of the Body frame will display the information stored on the post you selected. 

7. Alter an applicable information.

8. Click on the Save button when finished.

Deleting a Post Record

NOTE: Beware deleting a post record. The post’s name is also associated with organization/location records. Deleting a post record can cause association problems with that table.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Posts link.

5. Click on the Delete link below the Posts link. The contents of the Body frame will display the input fields for querying a post record.

6. Select the post you wish to delete and click on the Select button. The contents of the Body frame will display the information stored on the post you selected. 

7. Click on the Delete button.

Organizations/Locations

The organization/location record associates organizations/locations with allowance request records. The current post and next post data items associate with the organization/location name. 

Creating a New Organization/Location Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Organizations link.

5. Click on the Add link below the Organizations link. The contents of the Body frame display the input fields for creating an organization/location record.

6. Enter any applicable information. 

7. Click on the Save button when finished.

Modifying/Viewing a Organization/Location Record

NOTE: Beware changing the organization/location name. The organization/location name is also associated with allowance request records. Changing the organization/location name can cause association problems with that table.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Organizations link.

5. Click on the View/Edit link below the Organizations link. The contents of the Body frame will display the input fields for querying an organization/location record.

6. Select the organization/location you wish to view or modify and click on the Select button. The contents of the Body frame will display the information stored on the organization/location you selected. 

7. Alter an applicable information.

8. Click on the Save button when finished.

Deleting a Organization/Location Record

NOTE: Beware deleting an organization/location record. The organization/location name is also associated with allowance request records. Deleting an organization/location record can cause association problems with that table.

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the Organizations link.

5. Click on the Delete link below the Organizations link. The contents of the Body frame will display the input fields for querying an organization/location record.

6. Select the organization/location you wish to delete and click on the Select button. The contents of the Body frame will display the information stored on the organization/location you selected. 

7. Click on the Delete button.

Help information maintenance

Maintaining the help information is crucial to keeping the DAPS Online users informed of developments involving and changes to the DAPS Online.

Frequently Asked Questions

Frequently Asked Questions (FAQ) refer to a web page where frequently asked questions by users are posted with their answers. This can be very informative to the user, getting information to them very quickly.

Creating an FAQ Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the FAQs link.

5. Click on the Add link below the FAQs link. The contents of the Body frame display the input fields for creating an FAQ record.

6. Enter any applicable information. 

7. Click on the Save button when finished.

Modifying/Viewing an FAQ Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the FAQs link.

5. Click on the View/Edit link below the FAQs link. The contents of the Body frame will display the input fields for querying an FAQ record.

6. Select the FAQ you wish to view or modify and click on the Select button. The contents of the Body frame will display the information stored on the FAQ you selected. 

7. Alter an applicable information.

8. Click on the Save button when finished.

Deleting an FAQ Record

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the FAQs link.

5. Click on the Delete link below the FAQs link. The contents of the Body frame will display the input fields for querying an FAQ record.

6. Select the FAQ you wish to delete and click on the Select button. The contents of the Body frame will display the information stored on the FAQ you selected. 

7. Click on the Delete button

DAPS Online News

DAPS Online news is another valuable way of communicating to the user. You should post any new development concerning allowances, allowance requests, forms, and other related items in the DAPS Online news.  Keep in mind when modifying DAPS Online news that you can use HTML tags to format the text you are posting.

Modifying DAPS Online News

1. Start DAPS Online

2. Log in to the Admin section.

3. Click on the Edit DAPS Info link.

4. Click on the DAPS News link. The contents of the Body frame will display the information stored in the DAPS Online News.

5. Alter an applicable information.

6. Click on the Save button when finished.

Viewing Active Users

You can view a list of all active users by clicking on the List Active Users link. The contents of the Body frame will change displaying an informative list of all users currently access DAPS Online.

Logging out of DAPS Online

When you are finished your business in DAPS Online, click on the Logout link in the Menu frame. Your session information will be removed from your browser and you will be able to log in as someone else. 
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