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“How-To‟ Guide 
User Fee Account Management System 

What Is The Purpose Of This Guide? 
The U.S. Food and Drug Administration‟s User Fee Account Management System is a tool that 
allows industry customers to access their receivables data online. This guide contains a step- 
by-step demonstration of the systems‟ features. 
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CONTACT INFORMATION 
User Fee Help Desk Email 
userfees@fda.gov 

 

User Fee Help Desk Phone Number 
(301) 796-7200 

 
Account Management Website Home 
https://fdasfinapp8.fda.gov/OA_HTML/irecLogin.jsp 

mailto:userfees@fda.gov
https://fdasfinapp8.fda.gov/OA_HTML/irecLogin.jsp
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REGISTRATION 

Who Needs to Register 
 
New Organizations 
All NEW establishments that have NOT 
registered in the User Fee System are 
required to register as a “New Organization” 
on the User Fee Account Management 
website. 
 
If you need to register, go to page 6 of 
this document and read, “Register a New 
Account.” 
 

New Account Registration 

Who Does NOT Need to Register 
 
Existing User Fee Systems 
All existing establishments of the User Fee 
System are NOT required to register for an 
account on the User Fee Account 
Management website. The single sign-on 
feature allows you to access both applications 
and move between the two with the same 
user name and password. 

 
If you do not need to register, go to page 
13 of this document and read, “Log into 
Application.” 

 
Existing Account Login 
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1.1 Register a New Account 
To register you will need a cover sheet or invoice number, as well as the corresponding 
amount from their customer account. 

 
Account Management Sign-in Page 

 
 

 
Step Number 

 
Action 

 
1.  Access Account Management application with the URL: 

https://fdasfinapp8.fda.gov/OA_HTML/irecLogin.jsp 

 
2.  Click “New Account Registration.” 

https://fdasfinapp8.fda.gov/OA_HTML/irecLogin.jsp
https://fdasfinapp8.fda.gov/OA_HTML/irecLogin.jsp
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1.2 Enter Cover Sheet/Invoice Number and Total Amount 
 

Registration Page 

 
 

 
Step Number 

 
Action 

 
 

1. 

 Enter either the cover sheet OR invoice number and the total amount. Do NOT include any 
symbols (for example, $, %, @). 

 
NOTE: You are NOT required to fill out both a cover sheet and invoice. 

 
2.  Click “Continue.” 
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1.3 Enter User Information 
Confirm the organization listed and enter the required user information. Note the restrictions 
listed at the bottom of the page for creating your user name and password. 

 
NOTE: Users that have User Fee accounts do NOT need to register for this 
application. 

 
Business User Registration Page 

 
 
 

 
Step Number 

 
Action 

 
 
 
 

1. 

 Enter the following information: 
o First Name 
o Last Name 
o Email Address 
o Confirm Email Address 
o Day Phone Number (do not include dashes) 
o User Name 
o Password 
o Confirm Password 

2.  Click “Submit.” 
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Are you a Primary User? 
The first person that registers for an 
account automatically becomes the Primary 
User. Decide who will register first as this 
person will be the Primary User and will 
approve or reject all other requests to 
access the account. 

 
After a Primary User registers, a 
confirmation screen appears. The 
confirmation screen lists the responsibilities 
of a Primary User. The image shown below 
displays the confirmation screen. 

 
If you need to change the Primary User, 
email the User Fee Help Desk at 
userfees@fda.gov. 

 
Go to page 10 for more information 
about the Primary User role. 

 

Primary User Confirmation 

Are you a Secondary User? 
A Secondary User must first register for an 
account and then request access from the 
Primary User. A Secondary User can only 
access an account after the Primary User 
grants the Secondary User access. 

 
After a Secondary User registers, a 
confirmation screen appears. The image 
shown below displays the confirmation 
screen. This confirmation screen verifies 
that the Secondary User is registered; 
however, the Secondary User still must 
wait for approval from the Primary User in 
order to access the account. 

 
The Secondary User may then log into the 
account once the Primary User grants 
access to the Secondary User. The Primary 
User‟s contact information is listed on the 
screen in case the situation is urgent and 
the Secondary User wants to directly 
contact the Primary User. 

 
Go to page 11 for more information 
about the Secondary User role. 

 

Secondary User Confirmation 

 

mailto:userfees@fda.gov
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1.4 Primary User Confirmation 
 

Primary User Confirmation 

 
 
 

 
Step Number 

 
Action 

1.  View the confirmation screen and notify the Primary User of responsibility. 

 
2.  Receive the Primary User confirmation email (see the below image). 

3.  Click “Back to Login Page” to sign into the application. 

 
Primary User Confirmation Email 
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1.5 Secondary User Confirmation 
The below image shows the confirmation a Secondary User receives once approved by the 
Primary User. 

 
Secondary User Confirmation 

 
 

 
Step Number 

 
Action 

 
 

1. 

 View the confirmation screen. 
 

NOTE: This screen tells you that you have registered. However, you still need to wait 
for the Primary User to approve your request for access. 

 
2.  Receive a Secondary User Confirmation email. This email is from the Primary User, granting 

you access. 

 
3.  Click “Back to Login Page” to return to home page. 

 

Secondary User Confirmation Email 
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1.6 Approving Secondary User 
In addition to a confirmation email, a Primary User will receive an email after they log onto 
the system for the first time. This additional email will tell the Primary User to either approve 
or reject the user requesting access to the account. 

 
Primary User Approval Required 

 
 

 
Step Number 

 
Action 

 
 
 

1. 

 Click “Approve” to approve the user request or “Reject” to deny the user request for 
Secondary User status. 

 
NOTE: If you approve a request, the user‟s name is highlighted in blue. The names 
of Primary Users appear on the Primary User‟s “Go To My Account” page. If you reject 
the request, the user‟s name is removed from the page and no longer appears on the 
screen. 

 

Primary User Approves Requestor 
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LOG INTO THE APPLICATION 
 

 

2.1 Account Management Sign In 
 

Account Management Sign In Page 

 
 
 

 
Step Number 

 
Action 

1.  Enter your user name and password. 

2.  Select appropriate User Fee type from drop-down box. 

3.  Click “Sign In” and the following screen appears. 
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Go To My Account Page 

 
 

 
Step Number 

 
Action 

1.  Click “Go To My Account.” 
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USE THE ACCOUNT HOME PAGE 
 

 

3.1 Understanding the Customer Summary Page 
The Customer Summary page is also known as the Account Homepage. This page allows you 
to view and/or pay for open receivables and cover sheets. This page also provides the option 
to request access to other User Fees, access the User Fee website, or register for other 
customer accounts. 

 
Customer Summary Page 

 
 

Below is a list of all available features of the Customer Summary page and a brief explanation 
of each feature‟s functionality. Step-by-step directions of these features are provided in the 
following sections. 

 
1. Account Name 

 Displays the Customer Account Name and Customer Account Number 
2. Open Invoice Receivables 

 Only displays invoice activities and partially/fully paid cover sheets. 
 Total amount does NOT include submitted cover sheets. 

3. Customer Summary Tab 
 The Account Home page (displayed above) 

4. Account Details Tab 
 Search Invoice Details 
 Pay for Invoices 
 Print Invoices 

5. Account User Fee 
 Displays current User Fee being accessed 

6. Create and View Cover Sheets 
 User directed to User Fee System 
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7. Request Access to another User Fee for Account 
 If Account belongs to multiple User Fees, access can be requested here. 

8. Requesting Access to another Customer Account 
 If user belongs to multiple Customer Accounts, access can be requested here. 

9. Submitted Cover Sheets 
 All submitted cover sheets associated with this account displayed. 

10. Pay for Submitted Cover Sheet 
 User can pay for cover sheet through Pay.gov 

11. Preferences 
 Change your password 

12. Logout 
 Logout of Account Management application 

 
The following sections explain these features in more detail. 



17  

3.2 Using the Application 
The Account Management system offers a variety of options from the Customer Summary 
page as explained above. The table below provides a list of these different options, as 
presented on the Customer Summary page. 

 
Customer Summary Page 

 
 

The Customer Summary page offers the following options: 
 

To: Skip to: 

A. View and Pay Open Invoices Page 19 

B. Request Access to other User Fees within your Account Page 24 

C. Switch User Fees Page 25 

D. Create and View Cover Sheets in User Fee website Page 26 

E. Request Access to other Customer Accounts Page 27 

F. View Cover Sheet Page 30 

G. Pay for Cover Sheet Page 30 

H. Change Password Page 31 

 
The following sections provide step-by-step directions for each option listed above. 

G F 

E 

A 
B 

D 

C 

H 
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3.3 View and Pay Open Invoices 

Customer Summary Page 
You can view and pay for all open invoices (this does not include submitted cover sheets). A 
breakdown of all invoices and paid cover sheets is available on the Account Details page. 

 
Customer Summary Page 

 
 
 

 
Step Number 

 
Action 

 
1.  Click either the “Account” tab in the top right corner of the page, or the dollar amount next 

to “Total Open Receivables” on the left side of the page. 
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Account Details Page 
If you want to view or pay open invoices, go to the Account Details page. This page allows 
you to select the specific invoice you want to view/pay. 

 
NOTE: You can view paid cover sheets on this page but you CANNOT pay for cover 
sheets using this process. To pay for cover sheets, go to “View and Pay Cover 
Sheets” section. 

 
Account Details Page 

 
 
 
 

 
Step Number 

 
Action 

1.  View the open invoices and paid cover sheets as listed under the transaction column. 

 
2.  Click the desired transaction you want to view/pay. 

 
3.  View the invoice template of the desired transaction as displayed on your screen. 
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Invoice 
To view invoice details, go to the standard invoice template; this includes description, 
quantity, and total amount. For a printable version of an invoice, click the “Printable Page.” 
You may pay for an invoice by clicking on the “Pay.” 

 
Standard Invoice Template 

 
 
 
 

 
Step Number 

 
Action 

1.  View invoice details on this page. 

 
2.  To print an invoice, click “Printable Page” and a new window opens. 

 
3.  To pay for an invoice, click “Pay.” 

 
4.  View the “Payment” page as displayed on your screen. 



21  

Payment 
To confirm the payment is accurate and make a payment through Pay.gov, go to the 
“Payment” page. 

 
Payment Page 

 
 

 
Step Number 

 
Action 

1.  Confirm all payment information is accurate. 

 
2.  Click “Pay Now” to access Pay.gov and make a payment. 
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Pay.Gov 
Select the “Pay Now” button and the page will be redirected to Pay.gov. Pay.gov provides 
two payment methods: ACH and debit/credit card.  
Note: The electronic payment option depends on the payment due. The credit card option 
may not be available based on the credit card limit. If the balance due exceeds the credit 
card limit of $24,999.99, only the ACH option is available.  
 

Pay.gov Payment Site 
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ACH Payment Option 

 
 
 

 
Step Number 

 
Action 

1.    Click on “I want to pay with a withdrawal from a checking or savings account (ACH)”.  

 
2.  Click on the “Continue” button.  

 
3.  Enter/select the required fields and click the “Continue” button.  

 
4.  Review the payment information. Check the box next to “I agree to the Pay.gov authorization 

and disclosure statement” and click “Continue”.  

 
5.   If the payment was processed successfully, a Payment Confirmation message will be displayed 

at the top of the page, and an email confirmation will be sent as well. Please note the “Pay.gov 
Tracking ID” and “Coversheet Number/PIN Number” for record.  
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Credit Card/Debit Card Payment Option 

 
 

 
 

Step Number 
 

Action 

1.    Click on “I want to pay with a debit or credit card”.  

 
2.   Click on the “Continue” button.  

 
3.   Enter the required fields and click the “Continue” button.  

 
4.   Review the payment information. Check the box next to “I authorize a charge to my card 

account for the above amount in accordance with my card issuer agreement” and click 
“Continue”.  

 
5.   If the payment was processed successfully, a Payment Confirmation message will be displayed 

at the top of the page, and an email confirmation will be sent as well. Please note the 
“Pay.gov Tracking ID” and “Coversheet Number/PIN Number” for record.  
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Transaction List – Choosing the Wrong Invoice for Payment 
When you designate a transaction for which you want to pay, the specific transaction is noted 
in the Transaction List. If you designated the wrong transaction and want to pay for a 
different transaction, you must “Clear All” transactions on the Transaction List and select 
another invoice. 

Application Header 

 
 

 
Step Number 

 
Action 

1.  If you selected the wrong transaction(s), click “Transaction List” on the top of the page. 

 

Transaction List Page 

 
 
 

 
Step Number 

 
Action 

1.  View the transaction(s) selected. 

 
2.  Click “Clear All” to submit your payment for another transaction. 

 
3.  If multiple transactions are selected and user wants to remove a single transaction, click 

“Remove” next to the corresponding transaction. 
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3.4 Request Access to other User Fees within your Account 
If the customer account you are accessing has multiple User Fees, you can request access to 
view another User Fee associated with your account. 

 
Customer Summary Page 

 
 
 

 
Step Number 

 
Action 

1.  Click “click here.” 

 
2.  View the Account Management page displayed on your screen. 

 
3.  Select the desired User Fee from the drop-down list (shown below). 
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3.5 Switch User Fees 
If you have access to multiple User Fees within an account, you can switch User Fees by using 
the drop-down list and selecting the desired User Fee. 

 
NOTE: Users are required to register for access to another User Fee before they can 
use the “Switch User Fee” feature. 

 
Customer Summary Page 

 
 

 
Step Number 

 
Action 

1.  Access the Customer Summary page. 

 
2.  Select the desired User Fee from the drop-down list and the selected User Fee is displayed. 
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3.6 Create Cover Sheets 
If you have access to the Account Management application, then you also have access to the 
User Fee System with the single sign-on feature. 

 
Customer Summary Page 

 
 

 
Step Number 

 
Action 

1.  Access the Customer Summary page. 

 
2.  Click “click here” to create and/or view cover sheets. 

 
3.  View the User Fee website as displayed on your screen (shown below). 

User Fee Website 
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3.7 Request Access to other Customer Accounts 
If you belong to two different accounts, then you have the option to register for a second 
account. The registration procedures will be identical to the registration procedures shown in 
Section 1: Registration. The first user to access the account will automatically become the 
Primary User for that specific User Fee. 

 
Customer Summary Page 

 
 
 

 
Step Number 

 
Action 

1.  Access the Customer Summary page. 

 
2.  Click “click here” to request access to other customer accounts. 

 
3.  View the „Add Customer Account‟ page as it appears on your screen. 
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Add Customer Account 

 
 
 

 
Step Number 

 
Action 

1.  Click “Add Customer Account.” 

 
2.  View the Registration page as it appears on your screen (shown below). 
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Registration Page 

 
 
 

 
Step Number 

 
Action 

1.  Enter Cover Sheet or Invoice Number, as well as corresponding Total Amount. 

 
2.  Receive confirmation message for either Primary User or Secondary User. 
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3.8 View and Pay for Cover Sheets 
You can view and pay for cover sheets from the Customer Summary page. 

 
Customer Summary Page 

 
 

View Cover Sheet 
 

 
Step Number 

 
Action 

1.  Access Customer Summary page. 

 
2.  Click on the desired cover sheet (A) number (for example, 1000209). 

 
3. 

 View the new window with cover sheet. 
 

NOTE: It takes up to 1 minute to load this new page. 

 
Pay Cover Sheet 

 

 
Step Number 

 
Action 

1.  Access Customer Summary page. 

 
2.  Click “Pay Now” (B) next to the desired cover sheet number. 

 
3.  View Pay.gov as it appears on your screen and submit your payment. 

A B 
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3.9 Change your Password 
You can change your password from the Customer Summary page. 

 
Customer Summary Page 

 
 
 

 
Step Number 

 
Action 

1.  Access Customer Summary page. 

 
2.  Click “Preferences.” 

 
3.  View the Preferences page as it appears on your screen. 
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Preferences Page 

 
 

Change Password 
 

 
Step Number 

 
Action 

1.  Enter “Old Password.” 

 
2.  Enter “New Password.” 

 
3.  Re-enter “Repeat Password.” 

 
4.  Click “Apply.” 
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