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From the Main 
page click on 
“Account 
Management” 
link at the top of 
the screen
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Under the heading 
Online Forms 
select “Managing 
Your Accounts 
Online”
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If you want to 
move funds you 
must first answer 
“yes” or “no” to 
the question.
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If you answered yes to 
the question  “Are you 
moving funds to a 
different FEDLINK ID?”, 
you must answer “yes” 
or “no” to the questions 
on this screen. If you 
answer yes to all of the 
questions you will be 
taken to the amendment 
form. If you answer “no” 
to any of the questions 
you will be directed to 
contact the FEDLINK 
Fiscal Hotline.
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Complete the Decrease Funds 
portion first.  Enter Your 
FEDLINK ID and Fiscal Year 
select the service account, 
action, then enter the service 
dollar amount you want to “Move 
Out” (do not use commas when 
entering dollar amounts).  Now 
complete the Increase Funds 
portion of the form, select the 
fiscal year of the increase funds, 
select the service account, 
action, fund type, then enter the 
service dollar amount you want 
to “Move In” ( Remember: no 
commas).  Make sure the “Total 
Decrease” and “Total Increase” 
amount match
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Use this section of the 
form to request a refunds.  
To request a refund, enter 
the fiscal year in the yellow 
bar at the top of the form.  
Complete the “Decrease 
Funds portion of the form, 
select the service ID and 
name, then enter the 
service dollar amount to 
be refunded ( you must 
allow six to eight weeks for 
all refunds)
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Use this section of the 
form to request a terminate 
service.  To request a 
terminate service, select 
the service ID and name, 
then check the box to 
indicate that you will 
complete section C of this 
form.  If funds are in the 
account(s) to be 
terminated you must 
complete section C before  
terminating of the 
account(s).
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Use this section of the form 
to add funds to create a 
new service account or to 
add new funds to an 
existing account.  You must 
use one form per fiscal 
year(i.e. if your want to add 
funds to your 2004 account 
and  2005 account complete 
this form for the 2005 
account then use a new 
form for the 2004 add 
funds,  To complete the 
form select the account 
type, service ID name, 
action, enter the service 
dollar amount, then indicate 
the fund type.  
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The signature portion in yellow at 
the bottom of each form must be 
completed by the member agency, 
whether move funds, add funds, 
refund or terminate service.  After 
completing the appropriate form, 
complete the signature portion of 
the form then click on the submit 
button.  You will send an email 
request to FEDLINK to process 
your transaction. In case of move 
funds each vendor will be notified 
of all decrease in funds, and 
requested to verify that funds are 
available.  Please allow 15 
business days for processing of 
all request except refunds which  
take six to eight weeks for 
processing. Once the request is 
processed you will receive an 
email from FEDLINK instructing 
you of the next steps



FLICC FLICC -- FEDLINK MEMBER SERVICESFEDLINK MEMBER SERVICES

Review your Agency 
Official Contact 
Information. You must click 
“Reviewed” to complete 
your request.  If you do not 
hit the reviewed button 
your request will not be 
processed.  If your 
information needs to be 
changed you must go to the 
Change of 
Address/Supplemental 
Address Form to change 
your information. After you 
submit your request go 
immediately to the form to 
make the appropriate 
change(s) 
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Print this page for 
your record, make a 
note of the 
temporary 
amendment number 
provided at the 
bottom of the page, 
you will need it to 
review your 
unprocessed 
request, and you 
must reference this 
number when 
contacting the 
FEDLINK Fiscal 
Hotline.
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