@_FPL ASSIST WEB PORTAL - MODIFY COMMITMENT

Purpose: Use this job aid to modify a commitment on an account in the FPL Assist Web Portal.

Retrieve Bill Account

Please entef the information below. Do nol enter dashes in the

bill account number.

Enter last name

Account Number (10 digits)

By entering account retneval data, you confirm
that you have the customer's authonzation for
release of information

CANCEL

e — \
Account Information ’ | e

Bill Account Accourt Name Sarvice Agdress ayement Exn l
[}

Commitment History

Step Actions for Modifying a Commitment on an Account
1 Retrieve customer’s account
Click View Commitment History
2 Result: Commitment History window displays
Click blue Active commitment link for commitment that needs to be modified
3 Result: Modify Commitment window displays

Important: A commitment can only be modified one time. If it has already been modified,
the message below will appear after clicking on the blue active link. This commitment will not

be able to be modified.
Contact your area manager for assistance.
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@_FPL ASSIST WEB PORTAL - MODIFY COMMITMENT

Purpose: Use this job aid to modify a commitment on an account in the FPL Assist Web Portal.

Modify Commitment

Existing Cometment Amourt is $100.00

SETUP DATE EXPIRE DATE

203006

Dec 15, 2017 [59)
AGENCY HAME
M FPL Test Agency
SETUP REP AGENCY REP
Test Rep Test Rep
EHEAP ° ‘

#1,976.67
$1,976.67

(7]
L]
#oem @
]

0 Other
$ 20000 ‘
Commitment Total £200.00
changing to 200 ‘

CANCEL

Step Actions for Modifying a Commitment on an Account (cont.)
Use image above for steps 1-4
1
Revise funding type, if needed
2 Revise commitment amount, if needed
3 Enter reason for editing commitment
4 Select Update to update commitment and move to the next step
Review commitment and click Submit
5 P
G
6 Print Commitment Agreement letter
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@_FPL ASSIST WEB PORTAL - MODIFY COMMITMENT

Purpose: Use this job aid to modifying agency commitments in the FPL Assist Web Portal.

Welkcnme, Dettin
Assist Portal

Transmittal Report

Please select o Funding Type and Date parametens from the optons below

Step Actions for Modifying Agency Commitments

1 Select Commitments from menu

Result: Commitment menu is displayed
5 Select Active card

Result: Transmittal Report is displayed
3 Click Funding type drop-down arrow to select funding type

Result: Funding types will be displayed
4 Select Setup From Date from calendar

Note: This is the starting setup date of commitments you want to view
5 Select Setup to Date from calendar

Note: This is the ending setup date of commitments you want to view
6 Click Search to execute search

Result: Active commitments for your agency are displayed
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@_FPL ASSIST WEB PORTAL - MODIFY COMMITMENT

Purpose: Use this job aid to modifying agency commitments in the FPL Assist Web Portal.

Transmittal Report

a request a cammiment extension, piease tick on the cusiomer name. if cusiomer is not eigicle, you willnot be able b <hek

(-]
: ) ) v
. '
| e
-0
Request Commitment Extension
© GETTEED
Step Actions for Modifying Agency Commitments (cont.)
Click on blue active link for account that will be modified
1
Result: Request Commitment Extension window is displayed
2 Select submit to extend expiration date for 30 days
3 Print Commitment Agreement Letter

Important: A commitment can only be modified once. If it has already been modified,
the link for the customer’s name will be in grey and will not be an active link.

This commitment will not be able to be modified. Contact your Area Manager for
assistance.
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@_FPL ASSIST WEB PORTAL - MODIFY COMMITMENT

Purpose: Use this job aid to modify multiple active commitments in the FPL Assist Web Portal.

Step Actions for Modifying Multiple Agency Commitments
1 Select Commitments
Result: Commitment menu is displayed
5 Select Multi Extend
Result: Expiration Report is displayed
3 Click dropdown arrow to select funding type
Result: Funding types will be displayed
4 Select Expiration From Date from calendar
Note: This is the starting expiration date of commitments you want to view
5 Select Expiration to Date from calendar
Note: This is the ending expiration date of commitments you want to view
6 Click Search to execute search
Result: Commitments for your agency are displayed in order of expiration date
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@_FPL ASSIST WEB PORTAL - MODIFY COMMITMENT

Purpose: Use this job aid to modify multiple active commitments in the FPL Assist Web Portal.

Recquest Commitment Extension

Are you sure you want 10 request a 30 day expiration date extension for thes commitment?

IM Automation
8876543210

e
Step Actions for Modifying Multiple Agency Commitments (cont.)
1 View commitment expiration dates and details
5 Click on blue active link for account that will be modified
Result: Request Commitment Extension window is displayed
3 Select submit to extend expiration date for 30 days
Successful commitment message is displayed
4
Repeat steps 1-3 until all commitments are complete
Important: A commitment can only be modified once. If it has already been
modified, the link for the customer’s name will be in grey and will not be an active
link.
This commitment will not be able to be modified. Contact your Area Manager for
assistance.
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