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Lesson 2: Complete a Sale of Meals with Pay.gov

Introduction

Lesson Lesson 2 provides the FSO with the skills and knowledge required

Overview to complete a sale of meals when the patron pays using Pay.gov.
Pay.gov is a United States Government website that allows Coast
Guard Dining Facility Patrons who have “Individual Credit
Accounts” (ICAs) to pay their ICA bill using a Credit Card.

Objective(s) After this lesson, students should be able to:

¢ Given an authorized patron paying with Pay.gov for an
Individual Credit Account (ICA), a computer with CS Portal
access, a Purchase vs. Allowance Inventory System Workbook
(PVAISW), an ICA (CG-3476), and Job Aid “How to Complete a
Sale of Meals with Pay.gov”’, COMPLETE a sale of meal with
Pay.gov with 100% accuracy. (TPO)

e Coast Guard Food Service Manual COMDTINST M4061.5A
(series); MAR 2009

References

End of Introduction to Lesson 2
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Lesson Structure

This table explains this lesson’s structure. If you lack materials or

Lesson
Structure experience technical difficulties, contact Lesson instructor Anthony
and Required Ciurlino at Anthony.J.Ciurlino@uscg.mil
Materials . .
Lesson Title Lesson 2. Complete a Sale of Meals with
Pay.gov
Lesson Mode: Online Self-Directed
Schedule

e Recommended Start: Day 4 by 1100 PST
e Complete: Day 4 by 1300 PST
e Duration Range: 60 MIN — 120 MIN.

Paper Note: The Job Aid “How to Complete a Sale of
Materials Meals with Pay.gov” for Lesson 2 was updated
and is available to download on milSuite under
Unit 7, Lesson 2., in the Knowledge
Development Link.

Do not use the Job Aid in the paper Job Aid
Booklet for this lesson, because it is outdated.

1. Develop This lesson begins with a recorded LECTURE

Knowledge  introducing foundational knowledge. Next you
will view a recorded video DEMONSTRATION
(while referring to Job Aid) on how to complete
a sale of meals with Pay.gov.

See “Knowledge Development” Section in this
User Guide for instructions.

2. Complete This lesson offers one practice on completing a
Practice sale of meals with Pay.gov.

See “Practice” Section in this User Guide for
instructions.

3. Complete This lesson offers an assessment to confirm
Assessment  student proficiency in completing a sale of
meals with Pay.gov.

See “Assessment” Section in this User Guide
for instructions.

End of Lesson Description
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Knowledge Development: Complete Sale of Meals with Pay.gov

Instructions:
Recorded
Lecture

1.

Go to the FSO PVA site on milSuite.
https://www.milsuite.mil/book/groups/fso-pva-course

Click on the link for Unit 7. Manage Sale of Meals, Lesson 2.
Complete a Sale of Meals with Pay.gov.

Click on the “Knowledge Development” link.

4. Download the new, updated Job Aid “How to Complete a Sale

of Meals with Pay.gov”.

e Updated Job Aid is located in the “paper clip section” of
“‘Knowledge Development”.

e Download updated JA and, if possible, print it.

e Do not use the Pay.gov Job Aid in your paper Job Aid
Booklet.

Click on recorded LECTURE: “Complete a Sale of Meals with
Pay.gov”

e Optional but recommended: Print this User Guide and
take notes on LECTURE slides on the following pages.

Email instructor with any questions, if needed.

Lecture Slides are on next few pages


https://www.milsuite.mil/book/groups/fso-pva-course
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Knowledge Development: Lecture Slides

05MAY2020

Unit 7. Manage Sale of Meals
Lesson 2.

Complete a Sale of Meal:

with Pay.gov

Objective(s)

Given an authorized patron paying with Pay.gov for an
Individual Credit Account (ICA), a computer with CS
Portal access, a Purchase vs. Allowance Inventory System
Workbook (PVAISW), an ICA (CG-3476), and Job Aid
“How to Complete a Sale of Meals with Pay.gov”,
COMPLETE a sale of meal with Pay.gov with 100%
accuracy. (TPO)

Agenda
= About Pay.gov

* How to Pay using Pay.gov

* Pay.gov Log

¢ OGD Receipt recorded on CG-2576
* Review

Continued next page
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Knowledge Development: Lecture Slides

05MAY2020

About Pay.gov

Pay.gov is a United States Government website that allows Coast
Guard Dining Facility Patrons on Individual Credit Accounts
(ICAs) to pay their bill using a Credit Card.

Link will be sent to Patrons from the FSO with their ICA
https://www.pay.gov/public/form/start/70133200

Patron logs into Pay.gov and pays bill

Payment goes directly to the USCG Finance Center (FINCEN)

Reminder on ICA: Patrons who have an ICA
account pay for their meals at the end of the
month either by cash (e.g., personal check,
cashier’s check, money order, dollar bills), or by
credit card. To pay their ICA bill by credit card,
patrons use Pay.gov.

—— ————

How to Pay using Pay.gov

Noed Holp?

About tis form

150y o e o sedsenc s Sk 6 US Cone Qe g 3880

cceptea payment Methods: o
bk
From the Home Screen |
select
“Continue to the Form”.
—
e e

How to Pay using Pay.gov

IPay.gw

USCG Dining Facllity Sale of Meals/Stores Payment

/gu......, stases Conse auara
Yeied Seiise e o
a
o

United States Coast G
ca ity Sale of Meals/Stores Payment

Patron enters
} appropriate
] [ data into the
1

1

|

blank fields

Continued next page
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Knowledge Development: Lecture Slides

FSO-PVA (FOT)

05MAY2020

How to Pay

address.

using Pay.gov

+ Pay.gov will ask the Patron to Verify the Amount
+ Pay.gov will also ask the Patron to Verify the Date
« Patron then enters their Credit Card information
« Patron Selects “Review and Submit Payment”

The final screen, before selecting the final “Submit
Payment”, the Patron should enter the FSO’s email

+  Entering the FSO's email address will ensure the FSO receives a
copy of the payment confirmation.

Pay.gov Log

For a Unit utilizing only Pay.gov, the Pay.gov Log is authorized instead of the Cash Log

US_ Department of
Homeiand Secarity

United States /E
Coast Guard

PAY.GOV LOG

Takt Name:
USCGC
PAY.GOV 50
e T =
Line 39 from Previous Month's CG-2576 . cscs
T s T S13000
| 3 ] $50.00 | | 5150.00

FSO records the amount
the Patrons were billed

' 'Pfay.gov Payment Email Confirmation

FSO will:

1. Print this email

o

§ L]

D0 Sowce] Par gov P G Diming Fociy Sae o

Aol e o e sk S et

v

2. Enter this
information into the
Pay.gov Log

3. Staple to Patron’s
ICA

4. Filein Left Side of
Monthly Folder

Your payment has bean submittad fo Pay.gov and the detais are below. If you
have any quesbons regarding this payment. please contact Finance Canter
Subsistencs Liaison at (757) 523-6055 o« FIN-SMB-CSLINSON@uscq i

CG Dining Facity S Payment
Pay gou Trackong 1D 260KH176
Agency Tracking 10 75989709649
Transachon Type S
Transaction Date: O4/07/2020 04.31.08 PM EDT
‘Account Holdes Name: XO00C XXX
Transacton Amount: $100 00
Cond Type: Visa
Fiswiriadduag—

CG DistrictRegion D11
Galley Neme: TRACEN PETALUMA (3SF61200)
Galay Patron Name: JO0OX X)X

1CA Month and Year. 032020

THIS IS AN AUTOMATED MESSAGE PLEASE DO NOT REPLY.

Continued next page
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Knowledge Development: Lecture Slides

FSO-PVA (FOT)
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Pay.gov Log, continued

U.S. Department of
Homeland Socurty
s PAY.GOV LOG
Coast Guard
Tnit Name: OPFAC: DATE: MMAYYY
USCGC 12-34567 May-20
—
] PAY.COV | Fs0
PaTRON lca .ulon‘rl PAVGOY oG Received| BALANCE | (P3O
Tine 39 from Previows Momth's 63876 ——————————3] sw] cscs
co S| siooo] s5000
| [ ssom 51000 | S1000
FSO records the amount paid
on Paygov
(from email confirmation)
*Box turns GREEN if correct
amount was paid, stays RED if not

4. Filein Left Side of

0GD from FINCEN

Operations General Accounting Division

s

FSO will: (QSF TRACEN PETALUMA, OGD200668)50 3235

Print this email

S s

2. Enter this

information into the o Commindng fice, US. ot Gard France Crts

Pay.gov Log To: fosdseven Ofcr
3. Enter ‘h'_s 5t SALEOF MEALSSTORS OEPOST

information on the

G256 .
CG-257 530G

Monthly Folder

e, Theree
Sttement (6 2576}

Pay.gov Log, continued

Horaand Secuy
s fis PAY.GOV LOG
Coast Guard
Unit Name: OPFAC: DATE: MMAYYY
USCGC 12-34567 May-20
[ PaTRON o wouxa] PAYEOY oo econe| marance | 132 | g
Line 39 from Previous Month's CG-2576 e pe— 5150 = initials
c 510000 S0000] 510000 5000 | cscs || - after the
[x0 550,00 54000 | $40.00 $1000 | cscs 0GD is
I I I ] sioco received
i i
FSO records the amount If any amount does not
on the OGD Receipts add up, the Balance will
received from FINCEN have an outstanding
-amount

Continued next page
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Knowledge Development: Lecture Slides

FSO-PVA (FOT)

05MAY2020

R

- OGD Receipt Recorded on CG-2576

..... Frae e
E e OGD Receipts are recorded on Page 2 of
=== the CG-2576, bottom right, above the
= = ig blocks

*  Recorded in the orderreceived from FINCEN

+ Total populates Line 34 on Page1

e

Summary and Review

* About Pay.gov

* How to Pay using Pay.gov

* Pay.gov Log

¢ OGD Receipt recorded on CG-2576

¢ Questions?

COT’EETH%UIBHGHSE
You have completed the LECTURE for Unit 7.

Lesson 2. Complete a Sale of Meals with Pay.gov.

#=X

Next Steps:

. Access USER GUIDE for U7 Lesson 2 for instructions on lesson completion.

. On milSuite “Knowledge Development” section for U7L2, download the
digital Job Aid “How To Complete a Sale of Meals with Pay.gov” .

. View video Demonstration “How to Complete Sale of Meals with Pay.gov.”

. Complete PRACTICE, then submit and receive instructor feedback.

. Complete ASSSESSMENT, then submit and receive instructor evaluation.

End of Lecture’s Slides
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Knowledge Development: Demonstration — Pay.gov

Instructions: 1. After completing the LECTURE, it is time to view the recorded
Recorded Video video demonstration, “How to Complete a Sale of Meals with
Demonstration Pay.gov.”

2. Refer to new updated Job Aid “How to Complete a Sale of
Meals with Pay.gov” located on your milSuite Knowledge
Development page.

e Do not use the paper Job Aid in your Job Aid Booklet, as
this is an older version.

3. Locate Unit 7. Manage Sale of Meals, Lesson 2. “Complete Sale
of Meals with Pay.gov.”

4. Click on “Video Demonstration” link.

5. Click on demonstration file to view video of instructor
demonstrating how to Complete a Sale of Meals with Pay.gov
using the parameters listed below.

e Refer to the steps in your Job Aid, “How to Complete
Sale of Meals with Pay.gov”, while viewing
demonstration.

Demonstration Details:

e Instructor will display and complete a Pay.gov log and
then enter OGD receipt data into the PVAISW for Form
CG-2576 to demonstrate how to complete a sale of
meals with Pay.gov.

Performance Criteria:

For this demonstration, the instructor achieved the following
performance criteria as an outcome of this demonstration.

At the end of this demonstration video, the instructor produced:

» A completed Pay.gov Log with accurate column data.
» FSO-Initialed Pay.gov Log

» A completed CG-2576

The same performance criteria will be applied to your practice (next
section) and your assessment to confirm your proficiency in this
skill.

End of Demonstration

10
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Practice: Complete a Sale of Meals with Pay.gov

Instructions:
Practice

Access Practice Materials Online

Important Reminder! If you have not yet done so, download (and
print, if possible) the new, updated Job Aid, “How to Complete a
Sale of Meals with Pay.gov” located on milSuite U7L2 in the
Knowledge Development link.

1. This PRACTICE develops your skill to achieve the following
Terminal Performance Objective:

Given an authorized patron paying with Pay.gov for an
Individual Credit Account (ICA), a computer with CS
Portal access, a Purchase vs. Allowance Inventory
System Workbook (PVAISW), an ICA (CG-3476), and
Job Aid “How to Complete a Sale of Meals with Pay.gov”,
COMPLETE a sale of meal with Pay.gov with 100%
accuracy. (TPO)

2. On milSuite FSO-PVA course site under Unit 7. Lesson 2.
“Complete a Sale of Meals with Pay.gov”, click on PRACTICE

link

3. Download the forms listed on the screen for the PRACTICE:

a) Pay.gov Log
b) PVAISW containing CG-2576

Complete Practice

4. Complete your practice assignment using:

a)
b)

c)
d)

your Job Aid, “How to Complete a Sale of Meals with
Pay.gov” for guidance,

the forms posted on the milSuite PRACTICE section
(Pay.gov Log and PISW containing Form CG-2576),
the “Practice Parameters” below

On the following pages: Two ICA BILLS, Two Pay.gov
Confirmation Receipts, and Two OGD emails.

Practice Parameters:

a) The value for Line 39 from the previous month’s CG-2576 to
start their Pay.gov Log is $188.70

Continued next page

11
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Practice: Complete Sale of Meals with Pay.gov, Continued

ICA BILLS for Practice Assignment: ICA BILL #1 of 2 for Patron LT WASHINGTON

u.s.-u-nrumn_nm T = — - - — - - - - = = = = = = m“ =
HOHELAHD SECURITY LS.
COARST GUARD
CGAIATE [REY. 40 0] INDMNIDUAL CREDIT ACCOUNT f-.-'l-'ElFCh—EEI
lreresrroEoeE
HAHE &F FUECHASER SRADE AHD RATE uHIT
Washington LT USCGC
DATE STAHDARD i [CRTE FULL ammm
] L 5 HE 1ocH [ L 5 HE:
1 L] LE] L] 1 L] L] LE]
z [£) 0 LE] z L] [£) 0
E 1 1 1 ] o D L+
q 1 1 1 q4 o o 0
5 1 1 1 5 L] L] LE]
E LE] L] L] £ o LE] L]
7 D 0 L+ T L¥] D 0
& L4} 1 o & o L4} L+
a L] LE] L] o L] L] LE]
n LE] L] L] 10 o LE] L]
1 [£) 0 LE] 11 L] [£) 0
1z D L+ L¥) 1z o D L+
1= o 0 LE] 1z o o 0 -
14 o 1 | o 14 o o] e 5
15 LE] L] L] 15 o LE] L] 5
1 D L+ L¥) 16 o D L+ E
I o | o | o 17 o | o | o -
1% L] LE] L] 1% L] L] LE]
14 LE] L] L] 14 o LE] L]
z0 D 0 L+ 0 D o 0
z1 D L+ L¥) =1 E] o L+
zz L] LE] L] ZE ] o LE]
3 1 1 1 ] o LE] L]
zd 1 1 1 zd L] [£) 0
25 1 1 1 25 o D L+
ZE o 1 LE] ZE o o 0
7 LE] L] L] 2T o LE] L]
% LE] L] L] 2% o LE] L]
29 D L+ L¥) za o D L+
=0 L4} L+ o 0 o L4} L+
L) L] LE] L] il L] L] LE] 50
TOThLS = o & [+] [+] TOTALS [+] [+] [¥] [¥]
BECAFITULATION CATEFAID
MEAL HUMEEF; STAHDARD FULL AFOLNT
Brrakfaal = [¥] £2.55 . £15.30 FAID BY J CHECK HUHEBER
[ o [] 54 65 ¥ 541 RS
Supprr =] [¥] 5,85 T S27. 50
Hidrals [¥] [+] 0. D0 i S0, 00 FAYHEHT RECEIVED BY
1ocH ] S0.00 S0.00
SERIALIZED HUHBER ¥
TALEE &F FERCE&TFET  _ _ _ _ - _ - ______ TETEL ZES.05 |:||:||:|1
FLUECHA S ER S RECEIFTFOR CREDIT SALEOF FESL HOHTH AHD YEAR
MESL HUMEEF ESTE AHSUHT
Errabfaal & o 52.55 5. 10 515.30 CATEFAID
[ o [] 54 65 S7.0 541 RS
Supprr = [¥] =.85 S0 S27.50
Hidrals [¥] [+] S0, 00 ] =000 FAYHEHT RECEIVED BY
= ' EEE 2 EX
SERIALIZED HUHEER
TALEE #F FERCEASES _ - - . . _ - - . ... THTEL SRS OS oo

Continued next page
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Practice: Complete Sale of Meals with Pay.gov, Continued

ICA BILLS for Practice Assignment: ICA BILL #2 of 2 for Patron LTJG JEFFERSON

I FEFRETHERT 5T S TTETTH ANE TEAE
HOHELAHD SECURITY U5,
CORST GUARD
EEAN INDP/IDUAL CREDIT ACCOUNT March-20
mﬁHEOfPUECHﬁSER GEADPE AHD RATE UHIT
Jefferson LTJ4G UsCGC
|oRTE STAHDARD WM | PATE FULL i
B L H HE 1acH B L H HE
1 0 ] ] 1 ] L] L]
z L¢] o o z o o o
= 1 i i = o o o
4 1 1 1 q ] L] L]
& 1 i i -] o o o
& [¢] ] ] 3 ] [+] [+]
T 0 1 ] 7 ] L] L]
& L¢] o o ] o o o
a [¢] ] ] a ] [+] [+]
10 [+] o o 10 o [£) [£)
ihl L¢] o o 1 o o o
1z 0 1 ] 1z ] L] L]
1z [+] 1 o 1= o [£) [£) -
14 o o o 14 o o o 3
15 0 ] ] 15 ] L] L] E
1% [v] i o 1% o o o E
17 o | o | o ™ o | o | o z
1% 0 ] ] 1% ] L] L]
14 [v] i o 12 o o o
Ly [+] [+] [+] L ] o) o
21 0 ] ] z1 ] o L]
- [v] o o 2 ] o o
2% 1 i i 2F o o o
24 1 1 1 EL ] L] L]
L 1 i i z5 o o o
2k L+] i o ZE o o o
7 0 ] ] T ] L] L]
2% L¢] o o 2% o o o
9 [¢] 1 ] 9 ] [+] [+]
0 0 ] ] 0 ] L] L]
=1 L¢] o o =1 o o o
TOTALS & 13 = [+] [+] TOTHLS [*] [+] [+] [+]
RECAFITULATIOHN CATE FAID
HMESL HUMEEF; STAHDARD FULL AMOUHT
Brrakfaal = [¥] £2.55 S15. 3D FRAICEY ! CHECK HUHEBER
13 [+] =A.685 7 S8 A5
= [+] =A.685 7.3 S2T. 5D
[1] [¥] S0 DD . S0 DD [FAYHEHT RECEIVED BY
locH 7] H S0.00 — =000
SERIALIZED HUHEEFR
TRLEE +F FERECE&IFET _ _ _ _ _ __ ________ TETHEL =103, .65 I:II:":IE
IFURCHSSER'S RECEIFTFOF CREDIT SALEOF MESL HOHTHANE YEAR
MEAL HUMEEF; BATE AHOUNT
Errabiaal & [+] 52.55 515.30 CATE PAID
[ 13 o =4.685 S50 45
Sepprr = [+] =A.685 S2T. 5D
Hidrala [+] [+] S0 O 5 S0 O FAYHEHT RECEIVED BY
1een o - 50,00 _ 50,00
SERIALIZED HUHEEFR
THRLEE #F FEECESIEY - - - - - - - - - - - - - THTHEL 51':'3 55 DDDE

Continued next page
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Practice: Complete Sale of Meals with Pay.gov, Continued

Pay.gov Receipt

Sent to LT g An official email of the United States government
Washington Paygo\r'
(Also sent to FSO)

Your payment has been submitted to Pay.gov and the details are below. If
you have any questions regarding this payment, please contact Finance
Center Subsistence Liaisonat (757) 523-6055 or FIN-SMB-
CSLIAISON®@uscg.mil

Application Name: CG Dining Facility Sale of Meals/Stores Payment
Pay.gov Tracking I1D: 260KH176

Agency Tracking |1D: 75988789649

Transaction Type: Sale

Transaction Date: 04/02/202004:31:08 PM EDT

Account Holder Name: LT Washington

Transaction Amount: $85.05

Card Type: Visa

Card Number: *********1234

CG District/Region: D11

Galley Name: USCGC

Galley Patron Name: LT Washington
ICAMonth and Year: 03-2020

Pay ) g OV Recel pt E An official email of the United States government
Sentto LTJIG g(N'
Jefferson Pay

(Also sent to FSO)

Your payment has been submitted to Pay.gov and the details are below. If
you have any questions regarding this payment, please contact Finance
Center Subsistence Liaisonat (757) 523-68055 or FIN-SMB-
CSLIAISON@uscg.mil.

Application Name: CG Dining Facility Sale of Meals/Stores Payment
Pay.gov Tracking ID: 260KH176

Agency Tracking ID: 75988789649

Transaction Type: Sale

Transaction Date: 04/03/202004:31:08 PM EDT

Account Holder Name: LTJG Jefferson

Transaction Amount: $103.65

Card Type: Visa

Card Number; ********ie1122

CG District/Region: D11

Galley Name: USCGC

Galley Patron Name: LTJG Jefferson
ICAMonth and Year: 03-2020

Continued next page
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Practice: Complete Sale of Meals with Pay.gov, Continued

OGD EMAIL
CONFIRMATION Sent 03-APR-20
by FINCEN to FSO

From: Commanding Officer, U.S. Coast Guard Finance Center
(Regarding
LT WASHINGTON)

To: Food Service Officer
Subj: SALE OF MEALS/STORES DEPOSIT

1. Your deposit for Sale of Meals/Stores was recorded for $85.05
on 03-APR-20. Your receipt numberis # 0GD123456789.

2. This email is being issued in lieu of a collection receipt (CG-
2688), and should be retained for your files. The receiptnumber
and date in paragraph 1 above should be annotated on your
Dining Facility Statement (CG-2576).

3. Should you have any questions please contact the FINCEN
Food Service liaison at (757)-523-6854.

OGD EMAIL 04-APR-20

CONFIRMATION Sent _ _ _

by FINCEN to FSO From: Commanding Officer, U.S. Coast Guard Finance Center
To: Food Service Officer

(Regarding

LTIG J EFFERSON) Subj: SALE OF MEALS/STORES DEPOSIT

1. Your deposit for Sale of Meals/Stores was recorded for $103.650n
04-APR-20. Your receipt number is # 0GD234567890.

2. This email is being issued in lieu of a collection receipt (CG-2688),
and should be retained for your files. The receiptnumber and date in
paragraph 1 above should be annotated on your Dining Facility
Statement (CG-2576).

3. Should you have any questions please contact the FINCEN Food
Service liaison at (757)-523-6854.

Continued next page
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Practice: Complete Sale of Meals with Pay.gov, Continued

Instructions:
Practice,
CONT.

5. After completing your practice assignment, save all relevant
file(s) on your computer.

Suggested naming convention of your files:
e Practice_U7L2 Pay.govLOG_ (YOUR LAST NAME)
e Practice_U7L2_CG2576_ (YOUR LAST NAME)

6. Review your completed practice form(s) to confirm you have
achieved the following performance criteria:

» A completed Pay.gov Log with accurate column data.
» FSO-Initialed Pay.gov Log

» A completed CG-2576

Submit Completed Practice Forms

7. Create EMAIL to instructor CSCS Ciurlino
(Anthony.J.Ciurlino@uscg.mil):

e Subject: U7L2 PRACTICE (Your Last Name)

e Attachment: Your practice doc(s)

e Body of Email: Include this description
o Unit/Lesson # and Practice (U7L2 Pay.gov)

o Your full name, time zone, your emalil to receive
instructor feedback, and your cell phone.

Continued next page
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Practice: Complete Sale of Meals with Pay.gov, Continued

Instructions: Receive Instructor Feedback on Practice

Practice,
CONT.

13.Your instructor will contact you with feedback using the email
and phone number you included in your email.

14.Instructor feedback on your practice:

IF THEN

Your practice was | Proceed to Assessment
correct

Your Practice had 1. Take notes capturing instructor
errors. feedback.

2. If needed, ask the instructor
guestions to clarify your errors.

3. Discuss with instructor if you are
ready for assessment or if you want
to complete another practice activity
before trying the assessment.

4. Pursue action determined with
instructor in Step 3.

End of Practice

17
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Assessment: Complete a Sale of Meals with Pay.gov

Instructions: Before you begin:

Assessment . o o .
1. This assessment evaluates your proficiency in this Terminal

Performance Objective:

® Given an authorized patron paying with Pay.gov for an
Individual Credit Account (ICA), a computer with CS
Portal access, a Purchase vs. Allowance Inventory
System Workbook (PVAISW), an ICA (CG-3476), and
Job Aid “How to Complete a Sale of Meals with Pay.gov”,
COMPLETE a sale of meal with Pay.gov with 100%
accuracy. (TPO)

2. Questions are not permitted during an assessment.
3. You are allowed three attempts to pass this assessment.

4. Performance Criterion for Successful Assessment Qutcome:

» A completed Pay.gov Log with accurate column data.
» FSO-Initialed Pay.gov Log

» A completed CG-2576

5. Refer to your Performance Test Checklist (PTC) Booklet for the
PTC, “Complete Sale of Meals with Pay.gov” to review this
assessment. If you did not download the PTC Booklet at the
start of this course, the PTC Booklet can be found on this
course’s milSuite site in the far-right column.

Continued next page
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

Instructions: Access Assessment Materials Online
Assessment,
CONT. 6. Go to milSuite.mil, Unit 7. Workbooks, Lesson 2. Complete Sale

of Meals with Pay.gov.
7. Click on ASSESSMENT link.
8. Download the forms listed on the screen for the PRACTICE:

c) Pay.gov Log
d) PVAISW containing Form CG-2576

Complete Assessment

9. Complete your Assessment assignment using:

a) your Job Aid, “How to Complete a Sale of Meals with
Pay.gov” for guidance,

b) the forms posted on the milSuite ASSESSMENT section
(Pay.gov Log and PISW containing Form CG-2576),

c) the “Assessment Parameters” below

d) On the following pages: Two ICA BILLS, Two Pay.gov
Confirmation Receipts, and Two OGD emails.

Assessment Parameters:

a) The value for Line 39 from the previous month’s CG-
2576 to start their Pay.gov Log is $155.25

Continued next page
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

ICA BILLS for Assessment: ICA BILL #1 of 2 for Patron LT WASHINGTON
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

ICA BILLS for Assessment: ICA BILL #2 of 2 for Patron LTJG JEFFERSON
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

Pay.gov Receipt

[:5:58

Sent to LT = An official email of the United States government
Washington Payg(m'
(Also sent to FSO)

Your payment has been submitted to Pay.gov and the details are below. If
you have any questions regarding this payment, please contact Finance
Center Subsistence Liaison at (757) 523-6055 or FIN-SMB-
CSLIAISON@uscg.mil.

Application Name: CG Dining Facility Sale of Meals/Stores Payment
Pay.gov Tracking |ID: 260KH178

Agency Tracking |1D: 75988789649

Transaction Type: Sale

Transaction Date: 05/05/202004:31:08 PM EDT

AccountHolder Name: LT Washington

Transaction Amount: $84.60

Card Type: Visa

Card Number; #1234

CG District/Region; D11

Galley Name: USCGC

Galley Patron Name: LT Washington
ICAMonth and Year: 04-2020

Pay.gOV Recelpt E An official email of the United States government
Sentto LTJG gov

Jefferson Pay

(Also sent to FSO)

Your payment has been submitted to Pay.gov and the details are below. If
you have any questions regarding this payment, please contact Finance
Center Subsistence Liaisonat (757) 523-6055 or FIN-SMB-
CSLIAISON@uscg.mil.

Application Name: CG Dining Facility Sale of Meals/Stores Payment
Pay.gov Tracking ID: 260KH176

Agency Tracking |D: 75988789649

Transaction Type: Sale

Transaction Date: 05/05/202004:31:08 PM EDT

Account Holder Name: LTJG Jefferson

Transaction Amount: $70.65

Card Type: Visa

Card Number; *exerene1122

CG District/Region: D11

Galley Name: USCGC

Galley Patron Name: LTJG Jefferson
ICAMonth and Year: 04-2020

Continued next page
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

OGD EMAIL

CONFIRMATION Sent 10-MAY-20

by FINCEN to FSO

_ From: Commanding Officer, U.S. Coast Guard Finance Center

(Regarding

LT WASHINGTO N) To: Food Service Officer
Subj: SALE OF MEALS/STORESDEPOSIT
1. Your deposit for Sale of Meals/Stores was recorded for $84.60 on
10-MAY-20. Your receiptnumberis # 0GD495632841.
2. This email is being issued in lieu of a collectionreceipt (CG-2688),
and should be retained for your files. The receiptnumber and date in
paragraph 1 above should be annotated on your Dining Facility
Statement (CG-2576).
3. Should you have any questions please contact the FINCEN Foed
Service liaison at (757)-523-6854.

OGD EMAIL 10-MAY-20

CONFIRMATION Sent

by FINCEN to FSO From: Commanding Officer, U.S. Coast Guard Finance

Center
(Regarding

To: Food Service Officer

LTJG JEFFERSON)
Subj: SALE OF MEALS/STORES DEPOSIT

1. Your deposit for Sale of Meals/Stores was recorded for
$70.65 on 10-MAY-20. Your receipt number is
#0GD488627749.

2. This email is being issued in lieu of a collection receipt
(CG-2688), and should be retained for your files. The receipt
number and date in paragraph 1 above should be annotated
on your Dining Facility Statement (CG-2576).

Continued next page
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

Instructions:
Assessment,
CONT.

10. After completing your practice assignment, save all relevant
file(s) on your computer.

Suggested naming convention of your files:
e Assessment_U7L2 Pay.govLOG_ (YOUR LAST NAME)
e Assessment U7L2_CG2576_ (YOUR LAST NAME)

11. Review your completed Assessment form(s) to confirm you
have achieved the following performance criteria:

» A completed Pay.gov Log with accurate column data.
» FSO-Initialed Pay.gov Log

» A completed CG-2576

Submit Completed Assessment Forms

12.Create EMAIL to instructor CSCS Ciurlino
(Anthony.J.Ciurlino@uscg.mil):

e Subject: U7L2 ASSESSMENT (Your Last Name)

e Attachment: Your assessment doc(s)

e Body of Email: Include this description
o Unit/Lesson # and Assessment (U7L2 Pay.gov)

o Your full name, time zone, your email to receive
instructor evaluation results, and your cell phone.

Continued next page
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User Guide: U7 L2. Pay.gov Sale of Meals FSO-PVA (FOT) 05MAY2020

Assessment: Complete Sale of Meals with Pay.gov, Continued

Instructions: Receive Instructor Feedback on Assessment
Assessment,
CONT.

13.Your instructor will contact you with feedback using the email
and phone number you included in your email.

14.Instructor feedback on your practice:

IF THEN

Your assessment | Congratulations! You have demonstrated
was correct proficiency in an important FSO skill.

Your assessment | 1. Take notes capturing instructor
had errors. feedback.

2. If needed, ask the instructor
guestions to clarify your errors.

3. Discuss with instructor if you are
ready to attempt a second
assessment or if you want to go back
and do another practice before
attempting assessment again.

4. Pursue action determined with
instructor to successfully pass your
assessment.

End of Assessment
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