Attachment 1

NEW BILLING SYSTEM 

INSTRUCTIONS TO OBTAIN A USER ID AND PASSWORD

Access to the Chargeback System is restricted to individuals with pre-assigned User IDs and passwords.  The procedure to obtain access rights to the system is outlined below.

1. Electronically submit the following information to NITC.Billing@USDA.GOV:

Name

Address

Telephone number

Email address

Reimbursable Agreement Number, if known

Agency/Organization name

NITC User ID, if available

Suggested User ID if NITC user ID not available

2. A Logon ID and password will be assigned and emailed directly to each user.

IDs and password should be secured and should not be shared with anyone.  

Questions should be sent to NITC.Billing@USDA.GOV.  

