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Helpful Resources  

 
User Support  
For assistance with registration, password reset, and other system related issues contact 
the BVP Helpdesk:  
vests@usdoj.gov  
(877) 758-3787 
 
For all other questions or issues, contact Joseph Husted, Grants Management Specialist: 
Joseph.Husted@usdoj.gov  
(202) 598-3617 

BVP Home Page  
https://www.ojp.gov/program/bulletproof-vest-partnership/overview 

BVP FAQs  
https://www.ojp.gov/program/bulletproof-vest-partnership/faqs   

BVP Program Resources  
https://www.ojp.gov/program/bulletproof-vest-partnership/program-resources   

BVP User and Agency Registration User Guide  
https://justicegrants.usdoj.gov/noindex/general-entity-user-experience.pdf 
 
 
 
 
 
 
 
 

mailto:vests@usdoj.gov
https://doj365-my.sharepoint.us/personal/sabrina_rahman_usdoj_gov/Documents/Documents/Work%20Document/BVP/BVP%20Release_Payment%20Request%20Modernization%202026_June/BVP%20Home%20Page:
https://www.ojp.gov/program/bulletproof-vest-partnership/overview
https://doj365-my.sharepoint.us/personal/sabrina_rahman_usdoj_gov/Documents/Documents/Work%20Document/BVP/BVP%20Release_Payment%20Request%20Modernization%202026_June/BVP%20FAQs:
https://www.ojp.gov/program/bulletproof-vest-partnership/faqs
http://ojp.usdoj.gov/bvpbasi/bvpprogramresources.htm
https://www.ojp.gov/program/bulletproof-vest-partnership/program-resources
http://ojp.usdoj.gov/bvpbasi/bvpprogramresources.htm
https://justicegrants.usdoj.gov/noindex/general-entity-user-experience.pdf
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Getting Started with Receipts and Payments  
Welcome to the Bulletproof Vest Partnership (BVP) Receipts and Payments user guide. This guide 
will provide you with detailed instructions on reporting receipts for vest purchases and requesting 
payments for these purchases.  

The BVP System  
The BVP system enables jurisdictions and law enforcement agencies (LEAs) to work with the Bureau 
of Justice Assistance (BJA) to receive funding reimbursement for the purchase of bullet resistant 
and stab protective vests. The BVP system is the application program and payment management 
system utilized by BJA to allow you, as a representative for your jurisdiction or LEA, to register with 
your agency, apply for funds, report receipts, and request payments. This user guide covers the 
receipt management and payment request process.  

Managing Receipts  
Following your agency’s purchase of protective vests, you will need to create and manage receipts 
for these purchases in the BVP system. As part of creating receipts, you will provide exact 
information on the vests you purchased, including who you purchased them from, the specific 
serial number for each vest, and which officer within your agency was assigned the vest.  

Creating Payment Requests  
Both LEA and jurisdiction users have the capability to create payment requests in the BVP system. 
This process involves selecting allowable receipts to include in the payment request; deciding 
whether to request a waiver; and saving or editing the recommended maximum drawdown 
amount for each receipt. LEAs submit their payment requests to the jurisdiction for approval.  

Submitting Payment Requests  
The agency’s CEO or authorized designee must certify that all information in the payment request 
or waiver request is true and correct. Jurisdictions with one or more associated LEA are also able 
to deny LEA payment requests.  

Logging in to the BVP System 
Existing users of the BVP system should begin by navigating to the login page and clicking the 
"Login" button at the bottom of the screen. The system will redirect you to the DIAMD 
authentication system, where you'll need to enter your DIAMD account credentials. Once 
authenticated, you'll gain access to BVP. Alternatively, you can login directly to DIAMD and click on 
the BVP app tile in the dashboard to access your account. 

NOTE: For any login difficulties or questions about your account, contact the BVP Helpdesk at 877-
758-3787 for assistance. 
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You will log into the BVP system from the Patrick Leahy Bulletproof Vest Partnership home page. All 
BVP users are required to have an account and be authenticated by the DIAMD authentication 
system. 

Log-In Troubleshooting Tips  
If you experience trouble logging into the system, you may wish to try these tips before contacting 
the BVP Helpdesk: 

1. Ensure you have an active account in DIAMD.

2. If you have received an email to activate your existing BVP user account, follow the
instructions in the email to complete registration.

BVP User Login/Registration Flowchart 

Do you have a DIAMD 
account?

Click: DIAMD 
account

Click: Create new 
account

NoYes

Authenticate 
through DIAMD Register with DIAMD

Click BVP tile Complete 
registration

Access BVP 
application
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Log in to BVP 
1. Navigate your browser to https://vests.bja.ojp.gov/bvp/login/externalAccess.jsp
2. You will be redirected to BVP login or registration page.

If you already have an active account in DIAMD: 

1. Select the DIAMD account to authenticate through DIAMD.
2. Select the ‘BVP Tile’.
3. After authentication, you will gain access to BVP.

If you do not have a DIAMD account: 

1. Select the “Create New Account” button at the bottom of the page.
2. You will be redirected to register with DIAMD.
3. Complete the registration process.

https://vests.bja.ojp.gov/bvp/login/externalAccess.jsp
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Payment Request Management  
 
Process of Creating a New Receipt – Jurisdiction (JUR) and LEA Users 
After entering receipts for bullet resistance or stab protective vest purchases into the BVP system, 
your agency will need to request payment for these purchases. To do so, your agency must access 
the Payment Request Dashboard where all eligible receipts are displayed. To request payment, your 
agency must have (1) receipts properly entered in the BVP system, and (2) eligible receipts with 
order dates that meet fiscal year requirements. During the creation of the receipt, users must 
ensure to fill out all the required fields within the receipt of purchase page. This receipt of purchase 
page includes distributor, vest manufacturer, model, price, officer’s information, and receipt 
summary field. All the required fields will be marked with a red asterisk, and they must be filled in 
for receipt creation. After selecting receipts for payment, users must specify appropriate drawdown 
amounts before submitting the payment request. 

 
Validating Receipt Information 
To ensure accurate reimbursement and prevent potential fraud or abuse, your agency must meet 
several verification requirements when reporting vest purchases and submitting payment requests. 
All fields marked with a red asterisk (*) are mandatory and require precise information. Enter all 
receipt data exactly as it appears on your original purchase documentation, as the system performs 
automatic validation checks to ensure compliance with program requirements. Accurate 
information expedites the reimbursement process and reduces processing delays. Documentation 
submitted may be subject to audit, making accuracy essential, as discrepancies between 
submitted information and actual receipts could result in payment denial. Proper validation not 
only protects the integrity of the BVP program but also ensures your agency receives appropriate 
and timely reimbursement for eligible vest purchases. 
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New Receipt Creation – JUR and LEA Users 

Access the Payment Request Dashboard 

1. Select the “Payment” tab in the left navigation menu. 

2. Select “Payment Request” from the submenu options and the payment request dashboard 
will display. 
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Creating a New Receipt 

3. Select the “+ Create New Receipt” button in the green action bar and user will be 
redirected to the receipt of purchase page. 
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Add New Receipt Information 

4. Distributor: Enter the name of your distributor and select from the list. 

5. Date ordered: Select the purchase date using the date picker. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: If the distributor you purchased the vest(s) from does not appear on the list, select the 
Add vendor link in the distributor row. Complete the add vendor form and select the add 
vendor and continue button. 



 
 

11 

 

Add Vest Information 

6. Manufacturer: Start typing the name of the vest manufacturer into the manufacturer field 
and then select the appropriate name from the list generated by the system. 

Note: Manufacturers must be entered using the autocomplete function to display the list of 
approved vest models associated with the manufacturer. 

7. Model: Enter the name of the vest model and then select the name of the model from the 
list. 

Note: A list of the vest models that are associated with the manufacturer you entered and 
that were on the National Institute of Justice approved list of vests on the date the vests 
were ordered will be displayed in a selection box. 

8. Price: Enter the price per unit for the vest model. 

Note: The BVP program requires clarification on armored vests reported as received where 
the vest unit price exceeds BVP program threshold. Please explain the reason the vest 
exceeds the threshold.  

                

 

 

 

 

 

 

 

 

 

 

 

 

 

                  Note: If needed, add additional vest models by clicking the + Add Vest Model button. 
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Add Officers’ Information 

9. Enter the front serial number. 

10. Enter officer first name. 

11. Enter officer last name. 

12. Enter received date for the new vest model information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Note: If needed, add additional officer by clicking "+ Add Officer " button. 
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Add Receipt Summary 

13. Enter the tax/shipping cost, quantity for the receipt purchase (quantity and total cost are 
auto calculated). 

14. Verify the quantity (officers) is correct. 

15. Verify total cost is correct. 

Note: Total cost is calculated as: quantity × price per vest + tax/shipping. 

16. Select the “Save” button to create the receipt and your newly created receipt will appear in 
the pending receipts list. 

 

 

 

 

 

 

 

 

 

Importing a Receipt – JUR and LEA Users 
BVP system users can create new receipts by importing properly formatted Excel (xlsx) files, 
allowing for convenient external data management. However, it is essential to follow the exact 
format specified in the "Generate Sample Import File" feature. The template includes columns for 
distributor, date ordered, tax/shipping, manufacturer, model, price, serial number, first name, last 
name, received date, and an explanation for if vest price exceeding threshold. Users must ensure all 
data is correctly formatted, avoiding common errors like altering column headers or including blank 
rows. Strict adherence to this format is essential for successful data integration into the BVP 
system. By following these guidelines, users can efficiently create new receipts while maintaining 
their information in familiar applications like Microsoft Excel. 

New Receipts Import 

1. On the Payment Request Dashboard click on the “Import New Receipts” button. 

2. On the “Upload File” section click on “Click to browse or drag and drop” to locate and select 
your prepared Excel (xlsx) file for upload. 
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3. Select the “Import” button to upload the file. 

 

 

 

 

 

 

                

 

 

 

 

 

 

 

 

Note: If you do not have a formatted Excel (xlsx) file, click the “Generate Sample Import File” 
button to download a template for the import file. 

Generate Sample Import File 

1. Click the “Generate Sample Import File” button in the green action bar on the payment 
request dashboard. 

2. A success message, "Sample import file generated successfully!" will appear at the top of 
the page, and the file receipt_import_sample.xlsx will automatically download to your 
downloads folder. Open the downloaded file to view the template, which displays the 
required column headers (Distributor, Date Ordered, Tax/Shipping, Manufacturer, Model, 
Price, Serial Number, First Name, Last Name, Received Date, and Explanation). Use this 
sample file as a template to create your own Excel (xlsx) file with your receipt data, ensuring 
it follows the exact format and column structure. 
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NOTE: If you do not format your file exactly as defined in the guidelines, the system will 
not import it and will report an error. You must correct the original file and import it 
again. 

Adding/Editing/Deleting a Vest Model – JUR and LEA Users 
To receive reimbursement through the BVP program, all receipts must include comprehensive vest 
assignments for your entire agency. For each vest purchased, you must enter the unique serial 
number and identify the specific officer assigned to that vest. It is crucial to note that serial 
numbers cannot be duplicated for vests from the same manufacturer. While an officer can be 
assigned multiple vests within a replacement cycle, you must provide a clear explanation justifying 
the need for any additional vests to successfully submit the assignment. This explanation is 
mandatory for the approval process. By ensuring accurate and complete vest assignment 
information, including unique serial numbers and proper officer assignments, you maintain the 
integrity of the program and increase the likelihood of receiving reimbursement through BVP. 
Remember, thorough documentation is key to a smooth reimbursement process. 

Add/Edit Vest Model 

1. If needed to edit an existing vest model, on the Payment Request Dashboard locate the 
existing receipts to modify from the list of receipts and click on the “Date Ordered” receipt 
you want to edit. 
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2. The receipt details page will display the information. Select the “Edit” button at the bottom 
of the page. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. The edit receipt page will open, showing receipt information and vest details that can be 
modified. Make any necessary changes to the existing vest model information, which may 
include distributor information, date ordered, officer assignments, serial numbers and 
received dates. 

      Note: If needed, add additional vest models by clicking the “+ Add Vest Model” button. 

4. Enter the required information for the new vest model, including manufacturer, model 
name, and any other necessary details. 
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5. Enter the serial number, officer name, and received date for the new vest model.  

6. After adding or editing a vest model information, select the “Save” button to confirm your 
changes. 
 

 

 

 

 

 

 

 

 

               

 

 

    

 

 

 

 

 

 

 

Note: Select the “Back to Dashboard” button to return to the previous page without adding 
or editing the vest model. 

Delete Vest Model 

1. If you need to delete an existing vest model, locate the receipt on the payment request 
dashboard and select the “Date Ordered” for the receipt containing the vest model you 
want to delete. 
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2. On Receipt Details page select the “Edit” button at the bottom of the page for the selected 
receipt.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. In the Vests section, locate the specific vest model you want to delete (e.g., Vest Model #1) 
and select the “Remove” button (with X icon) located in the upper right corner of the vest 
model section. A confirmation pop-up will appear asking if you're sure you want to remove 
this vest model. To proceed with the deletion, select the "OK" button to delete the vest.  
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Note: If you wish to cancel the deletion, click the "Cancel" button to return to the receipt   
details page without making any changes. 
 

Deleting a Receipt – JUR and LEA Users 
All BVP users can delete their own agency’s receipts, if necessary. The receipt deletion process is 
final; a deleted receipt cannot be retrieved. 

Delete Receipt 

1. If you need to delete an existing receipt, on the payment request dashboard locate the 
existing receipt to modify from the list of receipts showing and click on the receipt “Date 
Ordered” which you want to delete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. On Receipt Details page select the “Delete” button at the bottom of the page for the 
selected receipt. When attempting to delete a receipt, a confirmation pop-up will appear 
with the following message: "Are you sure you want to delete receipt [number]? This action 
cannot be undone.” To proceed with the deletion, select the “OK” button to delete. 

Note: If you wish to cancel the deletion, click the "Cancel" button to return to the receipt 
details page without making any changes. 

WARNING: You cannot undo the receipt deletion process once it is completed. 
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Creating a Payment Request – JUR and LEA (Law Enforcement Agency) Users 
When initiating a payment request, you'll first see the maximum BVP payments available for your 
agency's eligible receipts. The system calculates a recommended maximum drawdown amount 
based on whether you request a waiver. Without a waiver, the maximum drawdown is set at 50% of 
the total receipt cost. You have the flexibility to adjust the maximum drawdown for each receipt, but 
keep in mind that the total payment request cannot exceed the maximum drawdown amount 
available for the fiscal year. Before proceeding, it's it is crucial to verify that the displayed maximum 
drawdown amounts align with what you previously accepted or edited. Once confirmed, you can 
proceed to submit the request. 

Important Reminders 
For every vest purchased, you must enter the specific serial number of the vest and identify which 
officer within your agency was assigned the vest. You cannot duplicate serial numbers in the vest 
assignments from a single manufacturer.  

You can assign the same officer with more than one vest within a replacement cycle. However, to 
submit the assignment, you must provide an explanation about why the officer is assigned multiple 
vests within the replacement cycle.  

BVP funds may be used for tactical-level armor. However, only one vest may be purchased per 
officer in a replacement cycle. If an agency purchases a tactical-level vest for an officer, it must be 
his/her primary vest. Jurisdictions cannot then use BVP funds to purchase a regular-duty vest for 
the same officer during the same replacement cycle. 

Create a Payment Request  

1. Review the remaining funding amount then select the receipt(s) you wish to include in the 
payment request. 

2. If you are requesting a waiver, select the “Waiver” checkbox.  

Note: Click the adjacent information tool tip icon to view the waiver definition. 

Note: Based on whether you are requesting a waiver, the system calculates the correct 
maximum drawdown amount. If you request a waiver, the system will display 100% 
reimbursement. If no waiver is requested, the system will display 50% of the total cost as 
the maximum drawdown amount. 

3. On the Payment Request Dashboard page when you choose a receipt to reimburse, if 
multiple awards are available for drawdown, earlier year must be completely drawn down 
first before drawdown of later year. 

Note: If you change the maximum drawdown amounts, the total amount for the payment 
request cannot exceed the maximum drawdown amount available for the fiscal year.  
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Note: An explanation required for total drawdown amounts less than 40% (non-waiver) or 
less than 100% (waiver) of total cost. 

4. Select the “Request Payment” button to create a new payment request and review the 
request information and Receipt for Payment Information before proceeding with submitting 

payment request. 

 

 

 

 

 

 

 

 
When you create a payment request, you first view the maximum BVP payments for your 
agency’s allowable receipts and select the receipts to include in the payment request. 
Based on whether you request a waiver, the system then calculates a recommended 
maximum drawdown amount based on receipt totals. You can edit or change the maximum 
drawdown for each receipt, but the total cost cannot exceed the maximum drawdown 
amount available for the fiscal year. Once you confirm the request, you can submit it for 
reimbursement. See Payment Requests Submission for information on submitting your 
payment requests.  

Jurisdictions with one or more associated LEA also see the list of payment requests 
submitted by LEAs for approval by the Chief Executive. Review Denying a LEA Payment 
Request for more information.  

Payment Requests Submission 

During the payment request submission process, both JUR and LEA users must certify that all 
information in their request is true and accurate. For jurisdictions overseeing one or more LEA, an 
additional step is required: they must review each payment request certified by the LEA's Chief 
Executive Officer. The jurisdiction then has two options: they can either submit the payment 
request to BJA for reimbursement or deny it, providing reasons for the denial. If the jurisdiction 
approves and submits the request, BJA will review and process the request.  



 
 

22 

 

After initiating the payment requests, the system checks to see if the payment request vest total 
that exceeds the total officer count, or if the number of vests purchased in the last three years 
exceeds the limit. If either is true, the system displays an explanation page. Type in an explanation 
for each applicable issue, then select “Save” to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Certifying Waiver Justification – JUR and LEA Users 

To request a waiver for 100% reimbursement of vest purchases, the Chief Executive Officer (CEO) or 
authorized designee must complete a comprehensive justification process. Justifying the request 
for a waiver involves the following: 

Reason for Waiver – select one or more applicable justifications for your waiver request. Options 
include being declared bankrupt, located in a major disaster area, experiencing significant 
reductions in law enforcement services, or facing other circumstances that demonstrate severe 
fiscal distress. Each selected reason must be supported with evidence in your justification. 

BVP Waiver Justification – a thorough explanation of the reasons for requesting the waiver and the 
citation of the specific sources that support these reasons 
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Signature – authorized designee and/or CEO signature required. 

Certify Waiver Justification  
1. Select the “Waiver Justification” in the certification section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. In the Reason for Waiver section, select one or more reasons for the waiver by checking the 
appropriate checkbox(es). 
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3. Provide the explanation for requesting the waiver into the BVP waiver justification text box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select “Yes” or “No” to indicate whether you are the CEO. 
a. If you are the CEO, select your title from the dropdown menu, and type your name into 

the ”Your Signature” field. 
b. If you are not the CEO, select your title from the dropdown menu, and type your name 

into the ”Your Signature” field. Type the CEO’s name into the CEO Signature field. 

5. Select the “Save” button to submit your waiver request. 
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Certifying Authorized Designee – JUR and LEA Users 

The CEO or authorized designee must certify the accuracy of all information submitted in the waiver 
request. In this process CEO or an authorized designee must review and verify the authorized 
designee information in the BVP portal. 

Authorized Designee Acknowledgment 

1. Select the “Authorized Designee” in the certification section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Review of the authorized designee information for accuracy. 

Note: The data fields for the authorized designee are prepopulated with information for the 
person who logged into the system. 

3. Acknowledge the accuracy of the information by selecting either “Yes” or “No” in the 
acknowledgement section. 



 
 

26 

 

4. Select the “Confirm” button to proceed with the certification process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Certifying Chief Executive Certification – JUR and LEA Users 

To certify the payment request, the CEO or authorized designee must confirm the accuracy of all 
submitted information and accept the legal terms of the BVP Grant Act in the BVP portal. This 
confirmation represents a binding acceptance of the terms and a statement of truthfulness 
regarding the information provided.  
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Certify Payment Requests as Chief Executive 

1. Select the “Chief Executive Certification” in the certification section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Review the chief executive certification statement and check the associated checkbox to 
accept the statement. 

3. Review the BVP waiver certification statement and check the associated checkbox. 

4. Select the “Yes” or “No” radio button to indicate whether you are the CEO of your 
jurisdiction. 

5. Enter your full name into the signature field. Your signature will be shown in the signature 
box. 

Note: As the Chief Executive or authorized designee requesting payment, your name 
must be accurately entered. 

6. Select the “Certify” button. The certification is now complete, and the payment request is 
ready for submission. 
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Submitting Payment Requests – JUR and LEA Users 

After confirming your receipt drawdown amounts, you need to select and submit the payment 
requests for BJA approval. LEA users submit the payment request to their jurisdiction for approval 
first, while jurisdiction users submit the payment request directly to BJA for approval.  

Jurisdictions with one or more associated LEA may approve and submit LEA payment requests 
which are sent to the CEO for approval. 

Submit Payment Requests 

1. Select the “Payment” tab in the left navigation menu. 

2. Select the “Payment Request” from the submenu options.  

3. On payment request dashboard select the receipt(s) you wish to include in the payment 
request. 
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4. Select the “Request Payment” button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. To submit the payment request, users need to continue certifying the waiver justification, 
the authorized designee and the chief executive certification before proceeding to the next 
step. 

6. Then, select the “Submit Payment Request” to submit the payment. 
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Viewing Payment History – LEA Users 
Your agency’s payment requests, organized by status, are listed on the payment history page. On 
this page, you can track which payment requests are still awaiting approval by the jurisdiction, 
which were submitted to BJA for reimbursement, and when reimbursement for vest purchases is 
pending. If a payment request was denied, you can view comments made by either the jurisdiction 
or BJA that are entered as justification.  

View Payment History 

1. Select the “Payment” tab in the left navigation menu. 

2. Select the “Payment History” from the submenu options.  

3. On Payment History select the “View” link to review detailed information for the payment 
request your agency submitted for approval to the jurisdiction.   

4. Track the status of payment requests that were sent to BJA for reimbursement.  

 

 

 

 

 

 

 

 

 

 

 

 

Viewing Payment History – JUR Users 
Your agency’s payment requests, organized by status, are listed on the payment history page. On 
this page, you can track which payment requests were submitted to BJA for reimbursement. 
Jurisdictions overseeing multiple LEAs can also use this page to monitor payment request statuses 
for all their associated LEAs, providing comprehensive visibility into the reimbursement process 
across the organization. 
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View Payment History 

1. Select “Payment” tab in the left navigation menu. 

2. Select “Payment History” from the submenu options. 

3. On payment history select the “View” link to review detailed information for the payment 
request your agency submitted for approval to BJA.   

4. Track the status of payment requests that were sent to BJA for reimbursement.  

5. Select the “Details” link to review the details about the waiver request. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Denying a LEA Payment Request – JUR with One or More Associated LEA Users 
Jurisdictions with at least one associated LEA can deny payment requests and provide the LEA with 
the reasons for the denial. The denied payment request is removed from the jurisdiction’s active 
payment request page. LEA payment requests that the jurisdiction has denied are listed on the 
payment history page under the category “Not Approved by the Chief Executive.” 

Deny a LEA Payment Request  

1. Select “Payment” tab in the left navigation menu. 
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2. Select “Payment Request” from the submenu options.  
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

3. View the LEA payment requests listed under the heading “LEA Payment Request.”  

4. Select the appropriate checkbox to select a payment request.  

5. Select the “Deny” button.  

6. In the denial comments field text box provided on the LEA payment request section, enter 
the reasons for denying the payment request. 
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7. Select the “Confirm Deny” button.  
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. To view the denied request, select the “View Payment History” on the top of the payment 
request dashboard.  

9. Review the information for the denied payment request in the “Not Approved by Chief 
Executive” section. 

10. Review the denial comments.  
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Submitting a LEA Payment Request –JUR with One or More Associated LEA 
Users 
Jurisdictions with at least one associated LEA can submit LEA payment requests through the 
system. submitted requests by LEAs appear on the jurisdiction's payment request page for review. 
After review, jurisdictions submit the approved payment requests to BJA. LEA payment requests 
submitted by the jurisdiction to BJA for approval are listed on the payment history page under the 
category "Sent for BJA Approval." 

Submitting a LEA Payment Request  

1. Select “Payment” tab in the left navigation menu. 

2. Select “Payment Request” from the submenu options. 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 
 
 

 

 

3. View the LEA payment requests listed under the heading “LEA Payment Request”.  

4. Select the appropriate checkbox to select a payment request.  
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5. Select the “Submit” button. 
 
 
 
 
 
 
 

6. On LEA payment request submission page select the “Authorized Designee” certification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

7. Acknowledge the accuracy of the information by selecting either “Yes” or “No” in the 
acknowledgement section. 

8. Select the “Confirm” button to proceed with the certification process. 
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9. Select the “Chief Executive Certification” and review the Chief Executive Certification 
statement and check the associated checkbox to accept the statement. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Review the Chief Executive Certification statement and check the associated checkbox to 
accept the statement.  
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11. Select the “Yes” or “No” radio button to indicate whether you are the CEO of your 
jurisdiction. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Enter your full name into the “Signature” field. Your signature will be shown in the signature 
box. 

Note: As the Chief Executive or Authorized Designee requesting payment, your name must 
be accurately entered.  

13. Select the “Certify” button to complete the certification process. 
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14. Select the “Submit Payment Request” button to submit payment to BJA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Viewing Pending Actions – JUR and LEA Users 
The status page displays pending actions that must be completed prior to program deadlines. The 
red exclamation mark “!” in the “ATTN” column indicates when a near-term action is required (e.g., 
the award expires within the current year). The “Current Receipts Summary” provides information 
about your agency’s in-progress receipts. You must finish the payment request process and the 
payment submission process before submitting payment request. The list of current payment 
requests shows the total amount of requested funds, and the status of the payment requests your 
agency created.  
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Statuses for LEA Payment Requests 

• Created – the payment request was created, but no action has been taken on it.  
• Sent for Chief Executive approval – the payment request was submitted to the jurisdiction 

CEO for approval.  
• Not approved by Chief Executive – the payment request was denied by the jurisdiction CEO.

The receipts associated with the payment request were returned to the LEA for editing or 
deletion.  

• Sent for BVP approval – the payment request was approved by the jurisdiction and 
submitted for BJA approval.  

• Rejected by BVP – the payment request was denied by BJA.  
• Approved by BVP – the payment request was approved by BJA.  
• Processing payment – reimbursement for your vest purchases is in process. 

 

 
Statuses for Jurisdiction Payment Requests  

• Created – the payment request was created, but no action was taken on it.  
• Sent for BVP Approval – the payment request was certified by the CEO and submitted for 

BJA approval.  
• Rejected by BVP – the payment request was denied by BJA.  
• Processing Payment – the payment request was approved by BJA and reimbursement for 

vest purchases is in process. 

Viewing Pending Actions 
1. Select the “Status” tab in the left navigation menu. 

2. Select “Current Status” from the submenu options.  
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3. If there are receipts that require your attention, select the “View Details” link to access the 
payment request dashboard page. As needed, you can add, edit, or delete receipt details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Review of the current status of your agency’s payment requests. 
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5. Select the “View Details” link to view the drawdown details for a specific payment request.   

Note: To return to the status page, you must select the “Back” button on the receipt 
drawdown page. Do not use your browser’s back arrow to navigate in the system. 
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