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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.

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 Online 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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Prerequisite Information

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 JetForm NetscapePlugin prior to viewing an SF1190 or DSSR worksheet. This plug-in is available on the DAPS Online Web site Help section.

 TC "Explanation of Travel Order Status” 

 TC Explanation of Allowance Request Status

An allowance request’s status identifies where it is in the chain of processing. There are 7 different statuses.

· Draft – An allowance request with status ‘Draft’ has been created but has not yet been submitted to DoDEA Personnel Center for processing. You can still change the data or delete it.

· Submitted – An allowance request with status ‘Submitted’ has been submitted to the DoDEA Personnel Center for processing. The Employee, Principal or District user cannot change this request. However, if you feel that you have provided information that might need changing and the status of the allowance request is not ‘Completed’, you can submit an email message to your Personnel Center Personnel Management Specialist requesting a change. 

· Pending – An allowance request with status ‘Pending’ means that DoDEA Personnel Center has put the allowance request on hold until supporting documentation is received.

· Verified – An allowance request with status ‘Verified’ has been reviewed by a Personnelist at DoDEA Personnel Center.

· Signed – An allowance request with status ‘Signed’ has been approved by a Personnel Specialist at DoDEA Personnel Center.

· Rejected – An allowance request with status ‘Rejected’ has been rejected by a Personnel Specialist at DoDEA Personnel Center.

· Completed – An allowance request with status “Completed” has had its final review and been distributed by the Personnel Specialist at DoDEA Personnel Center.

Starting DAPS Online

Start your Internet browser and open the following Web site, https://hq-w4.odedodea.edu/daps. You will see the DAPS Online front page. There is a menu on the left-hand side of the window and DAPS-specific news on the right-hand side.

Installing the Netscape Plug-in Program

When using Netscape, you will need to install an additional program to view SF1190s. That program is called NETSCAPEPLUGIN.EXE. Follow the steps below to install NETSCAPSPLUGIN.EXE.

1. Before you begin, close all applications running on your computer. 

2. Next, start DAPS Online and click on the Help/Support link on the left-hand side of your browser. The contents of the browser will change. You will see Support Menu at the top. 

3. Next, click on the Netscape Plug-in link on the left-hand side of your browser. The contents of the browser window will change. You will see DAPS Online Netscape Plug-in. 

4. Click on the NETSCAPEPLUGIN.EXE link. 

5. A File Download window will appear asking you to either Run this program from its current location -or- Save this program to disk. Select Save this program to disk, and click on the OK button. 

6. Next, a Save As window will appear. In the File Name text box, enter C:\TEMP\NETSCAPEPLUGIN.EXE and click on the Save button. The program will be downloaded to your computer. 

7. Next, Click on the Start button on your desktop and select the Run menu item. Type C:\TEMP\NETSCAPEPLUGIN.EXE in the Open text box and click on the OK button. 

8. The program takes some time (depending on the speed of your computer) to finish the install but should install itself. 

9. You will be notified when NETSCAPEPLUGIN.EXE installation is completed. Click on the Finish button.

Logging into DAPS Online

1. Start DAPS Online and click on the Employee Login link left-hand side of the browser. 

2. In the browser window, you will be prompted to enter your SSN and your birth date. Enter your SSN and birth date in the text boxes provided and click on the Log In button. Your birth date must be formatted MM/DD/YYYY.  Example, 01/01/1960.

3. If the information you provided matches the information contained in the Executive Personnel Database, your name will appear in the browser 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.

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 browser window. 

FAQs – When you click on the FAQs link in the Menu frame, you will see a list of questions appear in the browser window. 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 NETSCAPEPLUGIN 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.

Creating an Allowance Request

To create an allowance request, start DAPS Online and log in.

1. Click on the Create SF1190 link. In the browser you will have to select the type of SF1190 to create. Select one of either Advance of Pay, TQSA, FTA, LQA, Post Allowance, Post Differential, SMA and click on the Create button.

2. The contents of the Browser window will change again prompting you to enter the SF1190 data. Enter all information requested.

3. If you are not creating a FTA, LQA, Post Allowance, SMA, or TQSA allowance request, skip to step 4. Otherwise, you will need to complete the allowance request’s worksheet before submitting. Click on the Worksheet button. The contents of the browser will change displaying the appropriate information. Enter all information requested.

4. When you are finished, you may click on either the Save button or the Submit button. By clicking on the Submit button, you send the request straight to the DoDEA Personnel Center for processing. By clicking on the Save button, the allowance request will be saved with a status of ‘Draft’. Allowance requests with status ‘Draft’ can be changed at a later date before being submitted to the DoDEA Personnel Center for processing. 

Editing an Allowance Request

To modify an allowance request, start DAPS Online and log in. You may modify an allowance request that you have created and saved without submitting. 

1. Click on the Edit SF1190s link. A list of allowance requests with status ‘Draft’ will appear in the Browser window. 

2. Click on the Edit link for the allowance request that you want to edit.

3. Change any applicable information. 

4. When you are finished making changes, click on the Save, Submit, or Worksheet button to save the modified information. If you click on the Save button, the allowance request will remain in ‘Draft’ status. If you click on the Submit button, the allowance request will be forwarded to the DoDEA Personnel Center for processing. If you need to change information on a worksheet, click on the Worksheet button on the bottom of the frame. The Reset button will reset the data to its original state prior to editing.

Deleting an Allowance Request

You can only delete allowance requests that have not been submitted yet. To delete an allowance request, start DAPS Online and log in. 

1. Click on the Delete SF1190s link. A list of allowance requests with status ‘Draft’ will appear in the browser window. 

2. Click on the Delete link for the allowance request that you want to delete.

3. The browser window will change, displaying the allowance request you want to delete and asking “Are you sure you want to delete this SF1190?” Click on the Delete button.  

Viewing an Allowance Request

To view an allowance request and its corresponding worksheets, start DAPS Online and log in. 

1. Click on the View SF1190s link. 

2. A list of allowance requests will be listed in the browser. 

3. To view the SF1190 for the allowance request, click on the SF1190 link on the row of the allowance request that you wish to view. To view the worksheet for an allowance request, click on the Worksheet link in the row of the allowance request that you wish to view. Depending on the type of allowance request, you will see either a list of links that will display each page of a worksheet or a new window that will display the worksheet.

4. When you have a browser window open with a report displayed, you may click on the Print button on the report to print a copy of the report. Be sure not to use the Print button associated with the browser. This will result in a skewed print of the report.

Check Allowance Request Status

To check the status of all of your allowance requests, start DAPS Online and log in. 

1. Click on the Check Status link. 

2. A list of allowance requests will be listed in the browser with their statuses. 

3. If the order is ‘Completed’, you can view the order by clicking on the SF1190 link on the row of the allowance request that you wish to view. To view the worksheet for an allowance request, click on the Worksheet link in the row of the allowance request that you wish to view. If the order is ‘Draft’, you can edit or submit the order by clicking on the Edit link. 

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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