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SUBJECT: REINTRODUCING THE ICASS MATRIX AND ANNOUNCING THE

MATRIX SURVEY

1.  The ICASS Service Center would like to remind you of

an excellent (but sometimes overlooked) tool that can be

used at post to keep ICASS customers informed of their

workload counts and service standards.   This

transparency-enabling tool is called the ICASS Services

Matrix, modeled after Consulate General Hong Kong's

Matrix.  The matrix is a simple to use Excel spreadsheet

that serves as the Memorandum of Understanding between you

and your subscribing agencies.  It includes all three

essential parts of an MOU:  a description of each service,

the standards for each service and the workload counts for

each agency that subscribes to those services.

2.  The matrix provides official definitions of ICASS

services by using hyperlinks to the ICASS handbook (6 FAH

- 5).  It also allows post to import or draft its own

unique standards for all to view.  Finally, the matrix

helps promote the documentation of each service agreement,

by allowing post to produce printable reports of an

agency's service subscription level, which can then

automatically attach to an email with the click of a

button, perfect for use in obtaining agency approvals of

workload counts.

3.  The matrix is an entirely separate application from

the ICASS budgeting software, and will not interfere with

post budgeting or billing.  The ISC is looking to tie this

Matrix into the ICASS software system so that workload

data needs to be entered only once.

4.  The ISC believes that this application provides

benefits to both serviced agencies and service providers,

especially the FMO section which is generally responsible

for managing the MOU.  If posts do not yet have their

service standards and agency services subscription

information on line, the matrix makes it possible and now

is a good time to do so.

5.  An initial setup process is required, i.e. 1. Download

the application from the Department's ICASS opennet web

site  (http://icass.state.gov/ under Software/ ICASS

Matrix) 2. Follow the installation instructions, 3. Load

post-specific information into the spreadsheet, and 4.

Place the spreadsheet in a location accessible to your

agencies.

6.  Anyone can access the matrix (with read only

privileges) without a password, but only an administrator

can enter post-specific information into the spreadsheet.

In most cases, an administrator would be an Financial

Management section employee who is responsible for the

ICASS budget software application.  Posts wishing to use

the matrix should send an email request to Dan Winthrop at

WinthropDS@state.gov requesting the username and password

for the administrator account.   Installation and other

technical questions can be emailed to Tri Bui (ICASS

Technical Support@State.gov).

7.  Finally, we invite you to take part in our ICASS

Matrix survey located on the Department's ICASS opennet

web site (http://icass.state.gov/).  By completing this

quick and simple survey, you will be helping the ISC to

improve the quality of its own services.  Current and

former users of the ICASS Matrix, as well as those who

have never used it, are invited to participate in this

survey.

8.  Minimize considered.
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