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Wallet

Introduction

In GSAFleet.gov, Wallet is where Finance Officers update and document lines of accounting for all GSA
Fleet offerings - including Leasing, Purchasing, and Short Term Rental programs.

Key Features

Wallet will allow customers to view, add, and edit accounting information required for billing,
including: « Treasury Account Symbol (TAS)
- Fiscal Station Number (DoD only)
« Supplemental accounting information

Required User Role
« Finance Officer scoped to Agency and Bureau only.

What is GSAFleet.gov?

The General Service Administration's (GSA) office of Fleet Management’s mission is to provide safe,
reliable, low cost vehicle solutions that assist federal agencies in effectively and efficiently meeting their
mission and federal mandates. GSA Fleet manages mandatory Government-wide vehicle acquisition
programs, provides Federal agencies full service vehicle leases, and offers short term vehicle rentals. In
order to meet this mission, GSA Fleet personnel, customers, and other internal and external stakeholders
currently use 19 disparate systems, some obsolete for system expansion or future growth.GSAFleet.gov will
consolidate those 19 systems into a single integrated system with value added fleet management services
enabled by the enhanced automation will be made available to agencies as service offerings to improve
their fleet management. This modernization will allow agencies across the government to reap the benefits
of the resulting solution and enhance a widely leveraged shared service.

GSAFleet.gov | fleetsystemsmodernization@gsa.gov

Wallet

o 4



Locating the Wallet in GSAFleet.gov

Step 1: After logging into GSAFleet.gov, select the “Financials” option on the mega menu.

Step 2: Select “Wallet” in the drop down menu.

~ieet Offerings ~ Manage ~ Financials ~ Reports Buctions ~

Business oversight

Financials

Bidling managemant

G5A internal

Agency-incurred expenses

Step 3: You will be taken to the “Wallet” page, where you can see all of the lines of accounting associated
with your assigned BOAC.
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Searching for a Line of Accounting

Search for a Line of Accounting

Step 1: From the Wallet, scroll down to see your table of Lines of Accounting organized by

BOAC, Fiscal Year, Fleet Offering, and TAS.

E Fasace D Bilamand 5

iy Heepagy Marsge = T iy
L
ey )
i 2 i T ET=is ME i + i
] Nimarary aai mard Foial i wLilman
FLTERS w1 BOAE D Fedelens T gemsamin i cmrpem et
05 e =
p ] e ry
i
r E
TR -
¥ ]
_—
Frrosd remr -
Ehii w¥ening <
- Jrf ] e

GSAFleet.gov | fleetsystemsmodernization@gsa.gov

—/\




Wallet

Step 2: To more quickly find a specific Line of Accounting, use the optional filters on the left side of the
screen. Select the “+” signs on each filter to filter by Organization, Fiscal Year, and/or Fleet Offering

T Hide filters

I. Fiscal
FILTERS I "
0 filters applisd +
¥ 2023
Organization + @
Fizcal year S
» 2024
Fleat affering +
» 2023
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- To filter by organization, select the + sign next to “Organization” to expand the dropdown.
Select the agency and bureau that your BOAC(s) belongs to. The table will automatically adjust
to your filter. Then, if you need to further refine the search, you can enter the BOAC directly
into the search field to populate. Note that you cannot enter a BOAC without first populating the

“Agency” and “Bureau” fields.
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Wallet

- To filter by fiscal year, select the + sign next to “Fiscal Year” to expand the dropdown. Select
the Fiscal Year for the LOA you're trying to find.

Wallet
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- To filter by Fleet Offering, select the + sign next to “Fleet Offering” to expand the dropdown.
Select the desired offering from the options. The table will automatically adjust to your filter.

A

e



ard Foos Sz b

HadH IH L] ey
T

S 45 e THS s O
iz

| ¥ Huce SEwrn

FLTERS
[T PEERT]
Wi D ired s ol o
Dvgaawsan

Fincal yem

Al DALP
emrg-2ce

o |

drd

Fedi TETe Parip

LN

Sl

s b (Dol o

ot ey DS L) e B

AL D LR

roy e Barma rd

A WO ST DR UNE

Lo g B o e

sty e

GSAFleet.gov | fleetsystemsmodernization@gsa.gov

i

Friscal iliblmom
rarsber FiHI

L]

[T ]




Wallet

View Line of Accounting Details

Step 4: You can also use the arrows at the top of each column to sort your Lines of Accounting by Fiscal
Year, BOAC, Fleet Offering, TAS, or FSN (DOD Customers only)
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Wallet

Fridad Tk bl Fibainl il
R I o 1 M 3 Fwseiwim D kel am I ey himmiEs
0§ e apaad +

AR B S

Thee pem +

it cHaring + Smcard do marwbar i 50N Lo i schwrbe by Viapres Fee e
HEEeTRTH eI e g ban - Daiw crede v Bin ]

GSAFleet.gov | fleetsystemsmodernization@gsa.gov




Wallet

Adding a New LOA or TAS to Your BOAC

New LOAs should be added under the following circumstances:

1. You are providing an LOA for a new fiscal year

2. You are adding an LOA to a BOAC for a Fleet Offering for which an LOA does not exist (i.e.
Short Term Rental, Purchasing, Leasing - Accidents, or Leasing - Non-Accidents)

3. You have a new BOAC than needs an LOA assigned for the first time

Step 1: From the Wallet, select the “+ Line of Accounting” button above your table of BOACs.
This will take you to the “Add Line of Accounting” screen.

Wallet
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Adding BOAC Information

Step 1: Complete the required fields under “Basic Information” marked by a red asterisk with
the information for your new Line of Accounting and select “Add.” The fields are:

- Fiscal year

« Agency

« Bureau

Note - Your visibility will be limited by your system profile. Only your assigned agencies
and bureaus will appear.

Step 2: Complete the fields under “BOAC to Fleet Offering Associations” by clicking on the
dropdown menus and selecting the BOAC and Fleet Offering to which the new Line of
Accounting pertains.

Add Line of Accounting

I T e S - N T . .
Please use the drom down many ek glact e Fiscal fear o or TA

cur agency and bureau thad contans the BOALT vou need S0 add

BASIC INFORMATION

Fizzal Year Agemey Bewreau *

1]
)
4
k

203 22 - Agency 22 DP OVSGHT BOARD

o
F
L
4

BOAL T0 FLEET OFFERING ASSOCLATIONS

BOAC * @ Fleed offering * @

22001 easing-hon-heoident v m
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* Hover over or select the tool tips for more information about each field if needed.

. :
Add Line of Accounting

PRBGE UGE TR SPTD SO e DEIDw 10 RUCT T Fircal g oF vt TAS §nal IPAC Sata. You sy s select

yOur agency and Dureau that conl pu meed o oadd

BASIC INFORMATION

Fiacal Year * Agency © Burssu *

2023 v 022 - Agency 22 = 01-TDP OWVSGHT BOARD v

BOAC TOFLEET OFFERING ASSOCIATIINS

BOAC * @

QZ200)
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Adding TAS Information

Step 4: Under the Treasury Account Symbol (TAS) section, complete the required fields,
marked by the red asterisk. The required fields are:

- Agency ldentifier (AID)

« Beginning Period of Availability (BPOA) and Ending Period of Availability (EPOA) OR
Availability Type Code (A)

« Main Account

« Sub Account

Note that when you enter new information into the fields, the TAS is created on the right
side of the screen. Business rules are in place to ensure that the data entered into the TAS is
valid accounting data for your agency and is formatted correctly. If your data is entered
incorrectly, an error will appear with guidance for correcting your information.

BOAC TO FLEET OFFERING ASSDCIATIING

[ Zi¥ Tl Fleet otfaring *
TREASURT ACODUNT SYMBOL (TAS)
= Tas:
Subleend Predo (5P @ Alecabon Transfer Lpency (ATA] @
022 K 0595 a0
B poncy identifier (AID) " @ Fr'-llltlllﬂ:,' Type Code [4)" @
a2 4 -
Beginning Parod of keailability [BPOS| @ Ending Parod of sl lability (EPOR| &

|uan hecount [MAIN]* @ Is-.h:.:mnl 5u8)* @
o
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Adding IPAC Information

Step 1: *Optional* If choosing to use the IPAC Information section, complete the “BOAC IPAC
Information” section and select “Submit”

- Entering IPAC information for DoD Customers: DOD customers should enter their Fiscal
Station Number and complete the other required fields. The fields are:

o Fiscal Station Number (FSN)

Standard Document Number (SDN)

BCN OBAN ASN

Limit

o O O

BOAC IPAC INFORMATION

Thit Fiscal Station Number may only be applied at the BOAC level,

If it is supplied, the Standard doc number, BCWADBAM. and Limit must also be populated

Fiscal station number (FSN) @ Standard Document Number (SDN) * @
123456 test1234

BCN OBAN ASN* © Limit* @
1234A4 Qa0

Supplemental accounting information @

54 characters allowed

GSAFleet.gov | fleetsystemsmodernization@gsa.gov
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« Entering IPAC information for Civilian Customers: Civilian customers can enter their
Standard Document Number (SDN) and/or supplemental accounting information and then
select “Submit.” Note that civilian BOACs must be established for IPAC in order for this
supplemental IPAC information to appear on customer detailed billing reports in VCSS.

BOAC IPAC INFORMATION

The Fiscal Station Mumber may only be applied at the BOAL level

If it 18 supplied, the Standard doc number, BCN/OBAN, and Limit must also be populated

Standard Document Number (SDN) @

Supplemental accounting information O Cy

]

I.:ﬁl:. : :-I m

Note-For all customers (DOD and civilian) the “Supplemental accounting information” field is
optional.
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Step 6: *DOD Customers Only-Optional* If desired, beneath the “BOAC IPAC Information”
section, you can enter LOA information at the vehicle level in the “Vehicle Level IPAC
Information” section. All vehicles within the BOAC for which you are creating a new LOA will
appear in the table in this section.
- To find a vehicle’s LOA information, type the tag number in the “License plate” search
bar without using any dashes or spaces, and select “Search.” The G in the search bar is
pre-populated, so do not type “G” in the tag number.

BOAC IPAC INFORMATION
it i supplied, the Standard doc rumber, BN/ OBAMN and Limel must also be populated

Fiscal statson number (F5N) @ Standard Document Mumber (SDN) * @

1234

BCH DBAN ASN* @ Limnit * @&

Supplemantsl accounting informatan @

WEHICLE LEVEL IPAC PINFORMATION

Licensa plate
Lstrid Standard Doc HOM ORAN Supplemental Last updated Last
- plate - Musmibar | S00M) T asn I Limit - Accounting Infoomation T don - updated by Actions

sall
Officar
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- Once you have found the vehicle’s information you want to edit, select the three dots,
or “ellipses,” in the “Actions” column of the table, and click “Edit.”

BOAC IPAL INFORMATION

The Fiscal Station Mumber may only be applied at the S0AC level

1 # is suppled, fthe Standard doc rumbes, BCN/OBAN, and Limit must also be populsted

Fiscal station numbser (FSN) @ Standard Document Numbsr (SDN) * @
123456 tesr1234

BCN OBAN ASN " ® Limt * @

123484 D000

Suppl l accounting ind L]

VEHICLE LEVEL IPAC INFORMATION

Please use this section only if you requine IPAC data at the mdnadual vehicle level rather than the BOAC level

vy velhickes cematted will default 1o the BOAC level data desplayed above

2722038 Swarch
Licenss Standard Doc BCN OBAN Supilement al Last updated Last
1 oo T Number 1sOM) T asu $ Umt T Accountinginformation T date 3 imdatedy Actions
+ ol
G2222008 1234567890 iz 0000 02/22/2023 DoD Finance
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« Complete the required fields, enter in the optional “Supplemental Accounting Information” if
desired, and select “Submit.”

IPAC for vehicle

Enter information below

Required fields are marked with an asterisk (")

Information entered here will ONLY apply to one Vehicle G222203B

2017 Ford FORDPIS WHITE

Standard Document Number (SDN) *

1234567890

BCN/OBAN *

20002

Limit *

0000

Supplemental accounting information

GSAFleet.gov | fleetsystemsmodernization@gsa.gov
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Step 7: Success! A banner at the top of the “Wallet” screen will tell you that you have
successfully added a new LOA and the new LOA will appear in the table.

Q Viow Puree i cesd bully crested recond FT: 2023 BOAC: 0Z2001 OfFefing: Leding - Non & el

Wallet %

Fine s Trasdury account Figc sl a1t
S 1 ye= 3 BOAC 3 FlsstoMering T symbei[TAS) T umberiFsn) ©® Actions
0 titiwrs appled -—
> g-Mom  TRI22-0Q2
1
Orgsnizatssn + 3 ¥ 2
g
Frscal year +*
Flas! oftering +
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Editing Existing LOA Information

Step 1: Navigate to the Wallet

Step 2: Find the Line of Accounting you want to edit by following the steps outlined above in the
“Searching for a Line of Accounting” section of this user guide

Step 3: On the LOA you want to edit, select the three dots, or ellipses, under the “Actions”
column of the table, and then select “Edit.”

Wallet
ease ag dentdy 3 o ct A a 3
ea T a al 5aa eaze Lae
3 5 #n el %
Fincal Treasury account Fiscad station
FILTERS I your T BOAM T Flestoffering T symbol (TAS) T number(Fsn) ® Actions
O flters applisd —_
> 2023 2001 Ledimg - Mo 1-222-032-X- A&
Mo filters applied - = T i F i1
Organization +
H 202 [ Leasng - N 2220232024 ka
Fiscal year 3
Flawt offering +
> 2 B &

GSAFleet.gov | fleetsystemsmodernization@gsa.gov

—/\



Wallet

Step 4: Edit the desired fields in any of the sections on the “Edit Line of Accounting” page. In this example,
we are making a change to the Sub Account Field.

Wallet

Plaase use this page td WKanty and Vida pour

Treasury Account Symbol (TAS) and Fiscal Station Mumber (Dol ondy). f your BOAC & not fownd. please takoe
proper AChon 10 3dd you' TAS and IPAC del - Aohe). Pigase & & TA EpTE #ll feder
BOALCE
Frscal Treasury account Fiscal station
FILTERS L $ poac 3 Flestottering T gymbal (TAS) T number(Fsn) ® Actions
0 felters applied —_
b ] 2023 D200 LE&LrE - Mos N-Z22-022-%- HA
P a1 G5 o
Mo hilters applied
&P L]
P + » 2023 N LEasnE- N 122 2023- 2024 KA .
& aberit Q585001
Fiscal year o+
Flaet offering +
> 202 220 ERIME W0-000-022 NA e
ACcadent 0232023

DoD customer? See below for editing tag level data.
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Step 5: Under the “BOAC IPAC
Information” section, select “Submit.”

TREASURY ACCOUNT SYMBOL (TAS)

Sublevel Prefiz (SP) @ Allocation Transfer Agency (ATA) @
n | 222
Agency identifier (AID) * & Availability Type Code (A) * ©
022 | X -
Beginning Period of Availability (BPDA) @ Ending Period of Availability (EPOA) @
Main Account (MAIN] * @ Sub Account (SUB) * @
o505 m
Last updsted date Last updated by
O6/22/2023 . 4:28 prr Finance Officer Manual
BOAC IPAC INFORMATION
The Facsl Statson Number may only e appled ot the BDAC level
i it wupplied the Standard doc rumber, BCN/OBAN, and Limit muit ho be populsted

Standard Document Number (SON) 0

Sipplemantal sccounting information L

Cancel m
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Step 6: Success! A banner at the top of the “Wallet” screen will tell you that you have
successfully edited a LOA. The corrected information will now appear in the table.

9 You have siscoessfully updated record: FY: 2083 BOAC: 0F2001 Offering: Leasing -Non accidents

Wallet
Flwase use this page bo idemrbfy and veew your respectnes BOACT) bed to your Agency and Bureau and s
bl [TAS) and Fiscal Staton Numiber (Dol anly). ¥ your BOAC & mot found. please taios
our TAS and IPAC detais [if apphicabie). Please note a TAS i reguined Tor all fedesal
Frscal Tr wccount Fiscal stadson
FILTERS yow 3 BOAC 3 Flstotieins 3 gmbolTras) 3 rumbecirs ® Actions
0 falters applisd -
b 2023 QZ20m Latinsing - Mo N-222-022-X M -
accidents GE05-11
Mo fters appbed “
i . ) a0 Q2200 Leasing -No 022-2023-2024 NA
actidents 2585-001
Fiscal year +
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*DOD Customers Only* Editing LOA information at Tag Level (For individual tags and
multiple tags at once)

Editing LOA Information for individual tags

*Note this step is optional and for DoD BOACs only* If you wish to change the LOA data at the
vehicle level, follow steps 1-4 above. Then, beneath the “BOAC IPAC Information” section, you
can enter or edit LOA information by tag in the “Vehicle Level IPAC Information” section. All
vehicles within the BOAC for which you are creating a new LOA will appear in the table in this
section.

”

o Tofind a vehicle’s LOA information, type the tag number in the “License plate
search bar without using any dashes or spaces, and select “Search.” The G in
the search bar is pre-populated, so do not type “G” in the tag number.

VEHICLE LEVEL IPAC INFORMATION

= 7

= =

- Standard Doc BONOBAN , Supplemental Accounting  »  Last updated Last .
| Mumber(SDN) & ASH $ umt § ioformation t i } ipdstedty  Actions
G1112345 MMNDDAYYYY
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o Once you have found the vehicle’s information you want to edit, select the three dots, or
“ellipses,” in the “Actions” column of the table, and click “Edit.”

WEHBCLE LEWEL BPAC INFORMATION

Flrass uue They wechor g F won recquene IPAT dats o the rednaciual vebecle bevel racher tham the BOW e

- " - et B B B

Lecenas plats
zse o oot

A
1:&Dﬂlhzwzwdumu Tw‘updﬂtd IMS?I-' L

Standard Doc
piste I Wumber (sON)

1112345 MM/DDYYYY [“]

o Complete the required fields, enter in the optional “Supplemental Accounting Information” if
desired, and select “Submit.”

[x]

IPAC for vehicle

Information entered here will ONLY apply to one Vehicle G222203B
2017 Ford FORDPIS WHITE

Standard Document Numbsr (SDM) *

[ 1234567890

BCN/OBAN *

Z000Z

Lirmit *

Supplemental accounting informatson

Once you have completed the steps above, select “submit.” A banner at the top of the “Wallet” screen will
tell you that you have successfully edited a LOA.
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Editing LOA Information for multiple tags at once (Bulk Upload feature)

*Note this step is optional and for DoD BOACs only*

If you wish to change LOA data for multiple vehicles at once, you can upload tag-level LOA
information in bulk in the “Vehicle Level IPAC Information” section. Bulk uploads must be
performed separately for Non-accident lines of accounting and Accident lines of

accounting within the same BOAC.

- Under the “Vehicle Level IPAC Information section,” Download the Bulk Upload
template in Excel by selecting “Download Template” to the right of the License Plate

search field.

VEHICOLE LEVEL IPALC INFORMATION

Please use tFus sectsom : egure [FAD data at the mdned

Licenie plate

.
m Dpwninad Template Bulk update vehicls dats
BCMN
License 1 Standard Doc Numbar 1 OBaN - Supplemental T Last updated 1t Last
plate [SOMN) ASM $ Lmat Areounting Informaten date upated by Actions
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+ Open the downloaded file named “vehicle_ipac_template...” in Excel and make the desired
changes to vehicle information in columns C (SDN), D (BCN OBAN ASN), E (Limit), and/or F

(Supplemental accounting information.). *Note that Columns A and B are not

editable.

o To add or edit existing IPAC information, make the desired changes directly in
columns C, D, E, and/or F for each tag. Information in columns A and B is not editable.
o To remove IPAC information, delete the information from columns C,D,E,and/or F for
each tag and leave them blank. Information in columns A and B is not editable.

*Hovering over the tagged column headers in columns B-E will tell you a little more

about the information that belongs in each column.

A B C D E F
E E E GSupplemental

License Plate Standard Document Number

1 Fiscal Year  Number (SDN) BCN OBAN ASN Limit
2 2024 G11 12345 WO045C52MDGTEST ADO11 TFSF
3 2024 G12 12345 WO0045C52MDGTEST ADO11 TFSF
4 2024 G43 12345 WO045C52MDGTEST ADO11 TFSF
5 2024 GB2 12345 WO0O045C52MDGTEST ADO11 TFSF

- After the edits in the template are complete, save the Excel document.

accounting
information

« To upload the LOA information for the vehicles you just edited to Wallet, select the “Bulk

update vehicle data” option to the right of the “Download Template” option.

VEHICLE LEVEL IPAL |FFOWRBLA TRIN

Lezwmae plate

Buslk updats rehecis data

m Dewnlosd Templats
BCH
t License 1 Stamdard [oc Nambes I oORaN t i et & Last epdated
plate (50N asH I Uma Aczounting bnfarmation date
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- Either drag the edited Excel file you saved into the box with the dotted line, or select “choose
from folder.”

Upload Vehicle level IPAC Information

Importing fils *

« In the file explorer, locate the edited Excel file you saved to your computer and select

“Open”
4 \‘- » ThisPC » Downloads v 0
ganze *  Newfoider
A Marrs Data Frsdihed Tvoa
B This PC ' L jrhed VI
J 30 Objects Today (8
B Desitop u\?ﬁh.w_mlh Q23 1220 PM Micresoft Exce
: Documents reporti¥).co 1 i | fi |
‘ Downlzads o report{E).xlo
i-\ vk Thowle i Wi
J" Music v £
File name | vehicle_ipac_templatexls All Files (%)

C—>[ [ om F
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» Once you have ensured the correct file is selected, select “Submit” to proceed with the bulk upload
process
*If you want to upload a different file, select “Change file” to replace the file that is currently
selected, or “Delete” to remove it from the “Importing File” field and return to the previous
step.

Upload Vehicle level IPAC Information
Importing file *

Selected file Change file

J B vehicle_ipac_template xlsx Delete

* When successful, a banner at the top of the “Edit Line of Accounting” screen will tell you that you
have successfully updated vehicle information using the bulk upload feature. The updated
information will now appear in the table.

Home Wallet Edit Line of Accounting

I 9 Your lpac Import has successfully been processed.

Edit Line of Accounting
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Terms and Definitions

Treasury Account Symbol or TAS: an identification code assigned by the Treasury to an individual fund
account within an agency. GSA Fleet is REQUIRED to collect this data to fulfill the Department of
Treasury’s financial reporting requirements.

Billing Office Address Code or BOAC: an account code used by GSA to bill customer agencies for
services rendered. Agencies can determine how many BOACs they need - to accommodate their financial
structure and for Federal agencies, a BOAC can only have one Treasury Account Symbol per GSA Fleet
offering.

Line of Accounting (LOA): represents the TAS and supplemental accounting information GSA Fleet uses
to bill for services.

Intragovernmental Payment And Collection (IPAC): A process where customers can transmit payments
automatically for their entire BOAC.

Finance Officer: a role assigned to a user in GSAFleet.gov to allow them to enter and manage financial
data on behalf of an Agency, Bureau or BOACs.
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