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Introduction

If acquisition services are cost effective, the Government can continue to meet obligations
without increasing administrative overhead. In the end, the Federal Government will spend a
greater share of tax dollars to support citizens and a smaller share to support Government
operating expenses.

As part of this continuing effort, the National Business Center (NBC), Acquisition Services
Directorate (AQD) has created the GovPay E-Invoicing system to:

e Meet the Federal Government’ s overall goal to streamline information flow while
increasing speed and quality
e Exchangeinvoicedataover the Web quickly and securely

o Verify that submitted datais correct and complete, eliminating the need to follow-
up ON erroneous iNVoices.

Capabilities of the GovPay System

Vendors can use GovPay to:
e Submit invoices over the Web
¢ Eliminate administrative burden due to paper-based processes

e Expediteinvoice processing by eliminating the delays caused by incomplete data
or key entry errors

e Check invoice status online, quickly and conveniently.

Contracting Officer Technical Representatives (COTRS) can use GovPay to:
e Check invoice status online
e Makeinvoice action recommendations to the Contracting Officer (CO).

COs can use GovPay to:
e Check invoice status online
e Makeinvoice actions based on COTR recommendations.
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GovPay Process Overview

The GovPay application is aconduit for vendors to securely create and submit invoices
electronically viaaWeb browser and for COTRs and COs to then do what is necessary to
process these invoices. To perform this function the following actions are taken:

1. Vendor securely creates and submits invoices via GovPay. Datavalidation features are
available throughout invoice submission and a confirmation is required before final
submission.

2. GovPay transmits the completed invoice to the Contracting Officer Technical
Representative (COTR) for review. If no additional information is required, the COTR
makes payment recommendation for the Contracting Officer (CO).

3. The CO views the invoice information on-line and approves payment.

4. GovPay transmits the approved invoice payment information to the Financial System for
payment authorization.

5. The Department of Treasury receives an electronic payment authorization from the
Financial System to pay theinvoice.

COTR

COTR reviews and
recommends
payment of e-invoice

3.
: G co
CO approves

™
VENDOR ( (')\/? payment of e-invoice
Vendor creates e- ¥
invoice in GovPay ELECTRONIC INVOICING SYSTEM

4. [ FINANCIAL S| DEPARTMENT
SYSTEM - OF TREASURY
Process e-invoice Process e-invoice for
and schedule for payment to vendor
payment to vendor

Figure 1. High-Level User Interaction with the E-Invoicing Process

AsaGovPay COTR you will need to make action recommendations on the following items
submitted by Vendors: 1) MMS Debit Invoices, 2) IFF Debit Invoices and 3) IFF Credit
Voucher/Memos.
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e MMS Debit Invoices are submitted through GovPay with payment ultimately disbursed
from the Minerals Management Services (MMS).

e |FF Debit Invoicesand Credit Vouchers are submitted through GovPay to the Interior
Franchise Fund.

Section One: System Overview

The GovPay system gives Vendors the ability to electronically submit invoices, and COTRs and
COs the ability to electronically submit invoice actions and invoice action recommendations. All
uSers can access reports on the status of their invoices and awards through the GovPay system.

The following section of this manual provides a description of system and security requirements,
and the basic architecture of the GovPay E-Invoicing system.

System Requirements

GovPay is designed for use with Internet Explorer® 6 and above, and Firefox® 1.5 and above.

Security

Information is exchanged via 128-bit Secure Sockets Layer (SSL) encryption, and to preserve
privacy of data each vendor user receives a unique User name and Password.

For security reasons, the application does not support persistent cookies, and hence terminates
the login session when the browser window is closed.

System Architecture

The GovPay application seamlessly interfaces with three important software packages used to
manage contract information. These are: (1) Advanced Budget/Accounting Control and
Information System (ABACIS); (2) Business Information System (BIS); and (3) Financial and
Business Management System (FBMS). These systems update GovPay data every day.

Users who are outside of the GovPay organization will access the E-Invoicing system viathe
Internet. Internal system users will have access through the GovPay intranet.

A high-level illustration of the System Architecture Design follows.
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Figure 2. System Architecture

Section Two: System Login

This section describes how to access the GovPay E-Invoicing system, including detailson: (1)
Usernamesand Passwords and (2) How to Login.

Usernames and Passwords
If you do not have a User name and Passwor d, you will not be able to login to GovPay.

I Reguesting an Account I

To get aUsername and Passwor d, you must request an account from a GovPay Administrator,
whose contact details can be accessed from the Contact Us link on the GovPay Login.

Note The -MJ button on the GovPay Login screen at
https.//www.govpay.gov/GovPay is for Vendors only. It cannot be used to request a COTR
account.

If your request for an account is granted you will be e-mailed temporary login information.

After your firstlogin, you will be asked to change your Password. A GovPay Password must
be at least 12 characters long, and must contain at |east one character from three of the following
four categories:

Uppercase letters (A-Z)

Lowercase letters (a-2)

Numbers (0-9)

Punctuation (@, #, $, €tc.).

~owbdhpE
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I Retrieving a Forgotten Password I

If you have forgotten your Password, you can either: (1) Contact a GovPay Administrator and

ask that the Password be reset or (2) Click *

-

Retrieve Password |

https://www.govpay.gov/GovPay and enter the requested information. A temporary Passwor d
will be E-mailed to the address in your User Profile

How to Login

To login to GovPay follow these directions:

1. Open your Web browser and go to: https:/www.govpay.gov/GovPay.
TheL ogin screen appears (see Figure 3: Login Screen).

Help | Contact Us | Privacy Policy

—

Figure 3: Login Screen

1. Enter your Username and Password.

2. Click the =291 by ron,
TheMain Menu screen appears (see Figure4: Main Menu Screen).

GovPay Login Enter your
Username
Vendor Enrollment Login and
Password.
Username: coleman
Don't have a GovPay account? Password: esssssssssss —
Reqister for one here!
Regist (Login) : :
Only (-Bagistar ) Click Login to
Vendor _ begin.
USErs can Forgot your Password? Retrieve Password
usethe
R%I gel' This site is hestviewed with Microsof® Internet Explarer Version 5.0 and above or Metscape® Client Version 7.0 and abaove.
button.
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Section Three: System Navigation

After a successful login, you will have two ways to navigate the system: 1) the Main Menu
screen and 2) the Navigation Bar.

COTR Options from the Main Menu

From theMain Menu screen (see Figure 4. Main Menu Screen) you can begin to execute any of
the COTR tasks available via GovPay: (1) General Account Administration, (2) Make Invoice
Action Recommendations for COTRS, and (3) View reports regarding the status of invoices and
awards.

User: smith Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Main Menu
General Options
Change Password Edit User Profile
( set Backup & Out-of-Office Period |
Invoice Reports
|_Invoice Report (COTR) ] |_Invoices Awaiting COTR Review ]

Figure4: Main Menu Screen—COTR

Note Depending on what the System Administrator has setup, it is possible that you will have
different reports available.

Navigation Bar

Throughout the GovPay application, a standard Navigation Bar remains consistent. It is
important to become familiar with this Navigation Bar and its elements. The elements of the
Navigation Bar include:

e Home. Click Home to return to the Main M enu from any screen in the
application.

e Help. Click Help to view the online help, or to access a Portable Document
Format (PDF) of the User Manual.
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Contact Us Click Contact Usto view pertinent GovPay contact information in a

new browser window.

Site Map. Click Site Map to open a site map. From the site map you can access

context-sensitive help and launch specific functions.

Privacy Policy: Click Privacy Policy to open up apage that contains links that

go to the DOI Privacy Policy and the Department of Interior (DOI) Disclaimer
Statement for GovPay.

L ogout: Click L ogout to logout of the system and to go to the GovPay L ogin
screen.

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Figure 5. Navigation Bar

Click Home
toreturnto | [EnGASASIEC
the M a.in User. smith Hpme | Hglp | Cpntact Us | Sitg Map | Privacy Policy | Logoot -
Menu Maih Memhu Always click
screen. to Logout.
Gendral Optinrs
Edit Us¢r Profile gl I.Ck tO view
Click to rivacy
access the ( set Backup & Out-of-Office Period | Poal ICy. ina
online help. new window.
Invoice Reports
[ Invoice Report (COTR) | [ Invoices|Awaiting COTR Review | Use Site Map
Click for 10 access *;?'p
contact info. and for system
navigation.
Figure 6: Navigation Bar Elements
Section Four: System Help

There are several online resources available to help you use the GovPay application. These
resources include:

Frequently Asked Questions (FAQ)

e Context Sensitive Help
e A PDF version of the User Manual.
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View Frequently Asked Questions (FAQ)

To view the FAQ, dick Help on the L ogin screen Navigation Bar (see Figure 7: FAQ).

FAQ
What is GovPay?

The GovPay application is a conduit for Vendors to securely create and submit invoices electronically via 2 Web browser to
the appropriate Contracting Officer Technical Representative (COTR) and Contracting Officer (CO).

What are the GovPay benefits?

GowPay eliminates the administrative burden of involceing due to paper-based process, expedites the involce processing
by eliminating the delays caused by incomplete data submission or key entry errors, and allows users to check invoice
status online, without wasting phone time on hold

How do | get started with GovPay?

To get a GovPay account, Wendor users simply have to click the Enrell button on the Legin screen and enter the
requested information.

Mote: Wendor users must have current information in the Central Contractor Registry (www.Cor.Qov) to successtully enroll.

Figure7: FAQ

View Context-Sensitive Help

After you have logged in, you can view the context-sensitive help, by clicking Help on the
Navigation Bar. The help information will be displayed on the screen.

The context-sensitive help gives you hints for using the screen you are currently viewing.
Additionally, it gives you access to the PDF version of the entire User Manual.

View Online User Manual

To download the entire User Manual, click Help on the Navigation Bar once you are logged in,
and then on the User Manual (PDF) link in the Additional I nformation table.

View Site Map

After you have logged in, you can view the site map, by clicking Site Map on the Navigation
Bar (see Figure 8: Site Map). The various sections of the application will be displayed.

10
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Home | Help | Contact Us | Site Map | Privacy Policy | Logout

COTR Site Map

Clicknto access help for that screen

n

Click ¥ to hegin that action or process

MNavigation Bar

Home A
Click Hame to return to the Main Menu
Help ”d
Click Help to wiew context-senstive help.
Contact Us A
Click Cortact Us to view contact infarmation.

—

Figure 8: Site Map

Click on theﬂ to access help about the particular section or click ﬁto navigate to that
section in the application.

Section Five: Account Administration

From theMain Menu screen (see Figure 4. Main Menu Screen) you can choose three account
administration options. (1) Change Password, (2) Edit User Profile, and (3) Set Backup &
Out-of-Office Period.

. Click . [Change Password |
click _Edit User Profile |
tocomtactyou.
Click L_S¢t Backup & Out-of-Office Period |

information for when you are out of the office.

to change your user Password.

to update the contact information that will be used

to set up backup contact

Changing Your Password

To change your Passwor d:
1. Click ! Change Password Jfrom the Main Menu screen (see Figure 4:
Main Menu Screen). The Change Password screen will appear (see Figure 9:
Change Password Screen).

2. Enter the old Password in the Old Password field.

11
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3. Enter the new Password, in the New Password field.
4. Findly, confirm the Password change by re-entering the new Password in the

Confirm Password field and click '-MJ.

After arequest for a GovPay account has been granted, you will be e-mailed a User name and
temporary Passwor d. After you have successfully logged in, you will be asked to change your
Password. The Password must be at least 12 characters long, and must contain at least one
character from three of the following four categories:

1. Uppercase letters (A-2)
2. Lowercase letters (a-2)
3. Numbers (0-9)
4. Punctuation (@, #, $, etc.).
User: COTRLUser Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Account Maintenance
Change Password
Your new password must contain at least one character
fraom three of the following four categories:
1. Uppercase |etters (A-Z), Red asterlsks indicate
1. Enter Old 3 Namosrs 09), required fields.
] ?
P ord. 4. Punctuation characters (@, #, $, 7, etc). I
| Old Password: . Click Cancd to return to the
New Password: - Main M enu screen without
2. Enter and Sonfim Easriers - chanaing your Passwor d.
Confirm .
New cancel Submit
Password. 3. Click
= Submit to
Figure 9: Change Password Screen change
Password.

Editing Your User Profile

Your User Profile contains the contact information that GovPay and GovPay administrators use
to send you announcements or notifications.

To edit your User Profile
Edit User Profile |

1. Click from the Main Menu screen (seeFigure4: Main
Menu Screen).
The Edit User Profile screen will appear (see Figure 10: Edit User Profile
Screen).

2. Enter the new contact information.

12
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3. Click .Submit)

User: stmith Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Account Maintenance 1. Enter
Contact
Edit User Profile Info.
[
First Name:
Middle Name:
Click Cancd Last Name: smith Red -
to return to the St stars 2. Click
Main Menu Position Title: |nd|(?ate Submit to
. Phone: reqUI red Change
screen without Fa P c
Changl ng your Username: smith ) ontact
Contact Info. E-mail: govpay_cotrl @yahoo. |+ Info.

Figure 10: Edit User Profile Screen

Setting a Backup

Click & Set Backup & Out-of-Office Period Jfrom the Main Menu screen (see Figure 4:
Main Menu Screen— COTR) to set up abackup for when you are out of the office (see Figure

11: Set Backup Screen). The designated backup COTR is allowed by the GovPay System to act
on your behalf during the indicated period. Y ou will still receive notification E-mails while your

out-of-officeis set.

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Specify User Backups for
"COTR User”

COTR/RO User Role

Current backup:

COTRS3 Backup

Current out-of-office dates:

Start Date:
08/26/2005

End Date:
05/26/2005

Last assigned by: COTR User On: 02/26/2005

New backup:

New out-of-office dates:

Start Date

COTR3 Backup

End Date

You will still
recelve E-Mail
notifications while
your Out-of-Office
IS set.

08/30/2005 | (mm/dddyyyy) 08/30/2005 | (rmm/ddiyyyy)

[ Cancel | [Save

Figure 11: Set Backup Screen

13
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Section Six: Using Reports

From theMain Menu screen (see Figure 4. Main Menu Screen) you can choose to view various
reports. System Administrators can create GovPay reports and assign access privileges to them.
The reports that appear in theMain Menu will vary depending on what your System
Administrator has created; however, you will aways have access to the | nvoice Report (COTR)
and I nvoices Awaiting COTR Review. These are both invoice-type reports.

Report Types

Some reports only allow the user to view information, while others let you perform actions on
individual records. The actions that are available within areport depend on (1) the type of report
and (2) the type of user. There are five possible report types that can be generated by the GovPay
system:
e Invoice
User
Award
Vendor
Application Events.
The main difference between these report types is the column headings and the type of data presented.

COTRs may perform actions on invoice-type reports. The other types of reports are for viewing
only. Again, the reportsavailable to you will vary depending on what the GovPay System
Administrator has set up. The following chart lists the actions available to a COTR user on an
invoice report.

Main Menu Report Potential Actions Available

Section

View Invoice. This Action will display thelnvoice Summary screen.

INVOICE From the Invoice Summary you can access the I nvoice Workflow
History and theM onetary Activity screens. Thisisavailable for all
invoices.

Take Action. Use this Action to review an invoice and make a
recommendation.

Revise Action. Use this Action within the three-hour-after-submission
grace period to revise an invoice.

Assign Alternate. Use this Action to assign an alternate COTR for
invoices that have reached that stage of the workflow. Theinvoiceisthen
routed through the alternate COTR for review recommendation.

14
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Report Functionality

While other reports may be available, most have the searching and sorting functionality shown in
the following figure. This particular report is available by clicking Invoice Report from the
Main Menu. It alows you to see areport that includes all invoices submitted by the Vendors

you service.

Go
vPay

User: srmith

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Award Number

Usethe
Sear ch tool _
tofind a S

Spec| fic SO —— sy

FETROLEUM
LLc

invoice.

OREGON
CTO40206 0025102843 PETROLEUM

LLc
EASTERN
OREGON

CT940308 002510843 20 L
LLc
EASTERN
ORESON

CT940308 002810843 L0 L L
L
EASTERN
OREGON

CTS40306 002610843 O 00 L
LLC

EASTERN

OREGON
CTO40306 002610843 DO F0 L
LLc
EASTERN
OREGON
CT940308 002510848 20 L
LLc

EASTERN

OREGON
CT940308 002810843 L0 0

LG

Click to export the

OREGON

entl re report to CT940306 (002610843 EE;RDLEUM
Exce|® or arDther CTS40306 O02E10843 EARELEDF;‘N

program in comma:

DUNS | Business Nam

Invoice Report (COTR)

~ || Starts With »

| NextPage || LastPage

Search

Page 1 0f 655 6544 Matching Irvoices

% Wendor Invoice  Imwoice  Total  Date Sent  Date Sent
I Humber Status  Amount 10 GOTR = oGO
Humber e e

Atco

1200406708 |INVOICETEST380 ffor $15,055.64 D0/27/2004 (0072742004
Freview
co

EI200406708 |INVOICETESTE7A for $15.055.04 D027/2004 09/27:2004
e
Atco

EI200406707 |INVOICETESTHTE (for $15.055.054 D927/2004 (09/27:2009
Frewiew
¢co

EI200406706 |INVOICETESTHIT for 15,055,568 D227/2004 09/27:2004
eiew
Atco

1200406705 |INVOICETESTAT6 ffor $15,055.64 02127/2004 (0972742004
Freview
Atco

1200406704 |INVOICETEST376 for $15,055.64 D0/27/2004 0072742004
Feview
Atco

EI200406703 |INVOIGETEST#74 (for $16.056.59 D027/2004 (09/27:2009
Freview
Atco

EIZ00406T0Z | INVOICETESTSTS [for $15,055.64 09/27/2004 09/27:2004
Ri

$15,055 .64 09i27/2004 0952742004

At
EI200406701 |INVOICETESTE72 [for
Ri

)
E[200406700 | INVOICETESTATA [for $15.055 64 09/27/2004 0972742004
Review

separated value
format.

Expert Entire Report

Select->

Select->

Select->

Select->

Select->

Select->

Select->

Select->

Select->

Selact->

Move through
multipage reports
with Next Page
and Last Page
buttons.

Click on
column
headings to
sort entries.

Choose an
Action from
the menu to
access
additional
functionality.

Figure 12: Invoice Log Screen

I Sear ching and Sorting I

Therecordsin aReport may be sorted by clicking the column heading for the criteria you wish
to sort. When a column heading is clicked, an upward arrow appears and the records are sorted in
ascending order. Click the heading again and the arrow will point downward, sorting the records

in descending order.

Report records may also be filtered to include only records that meet specific criteria.
1. Select acolumn heading from the first pull-down menu at the top of the screen.
2. Select aqualifier from the second menu.

3. Typethecriteriain the following text field.

4.

Click the Sear ch button.

15
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Only records that meet the specified criteriawill appear in the report.

Invoice Reports/Invoices Awaiting COTR Review

Although the System Administrator may provide you with additional reports, there are two
consistent invoice-type reports that will always appear on your COTR Main Menu. These are:
Invoice Report (COTR) and I nvoices Awaiting COTR Review. Uselnvoices Awaiting
COTR Review to view only the invoices that require an action from you. Use I nvoice Report
(COTR) to see the status of all invoices you have acted on or require your attention.

Both thelnvoice Report (COTR) and Invoices Awaiting COTR Review reports offer accessto
three invoice detail reports.

There are three different types of Invoice detail reports. 1nvoice Summary, Invoice Wor kflow
History and I nvoice Monetary Activity. The Invoice Summary screen (see Figure 13: Invoice
Summary (IFF)) is accessible by choosing View I nvoice from the Action pull-down of an

I nvoice Report.

Note: The Invoice Summary screen may vary slightly based on the type of invoice (MMS or
IFF).

From the I nvoice Summary, you can choose to view the I nvoice Workflow History or Invoice
Monetary Activity reports.

16
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GovPay

Invoice Summary
Notes and
Current Status: Az of 726120086, the status of thiz invoice is: At CO for Review .
COTR Hame: Matt Hoffman CO Hame: Mattheww Hotfman warni ngs appear
COTR Action Type: Bpprove CO Action Type: Mo Action Taken here
COTR Action Date: TI26f2006 €0 Action Date:
COTR Approved Amount: 2500 CO Approved Amount:
. COMNCURREMT TECHMOLOGIES i
Vendor Hame: CORPORATION Vendor DUHS = 189737510
Contract, Agreement, or Task "
order Humber: POE39686 Cost Plus Fixed Fee Contract?  po
Award Period of Performance Start 21112008 Award Period of Performance
Date: End Date:
Available Award Amount: F501 615.00 Total Award Amount: $501 B15.00
2 ive Dishursed A i Estimated Award B?Iance
(GovPay Invoices Only): §0.00 (Bas_e(l on all Submitted GovPay $5339,090.00
Invoices):
Vendor Invoice Humber: FFFFFF Invoice 1D (El = EI200614252 L
Invoice Type: Dehit Invoice Inveice Date: 712612006 NOte Red teXt
Invoice Cost Amount: 2500 Invoice Fee Amount: $0.00 and par'enthes S
Total Invoice Amount . . .
(Cost - Fee): el indicate IFF Credit
Invoice POC:
Voucher/Memo
Services] abor Travek information.
. Invoice Performance Period End
Note: The Invoice Summary screen Date: et
may vary slightly based on the
. . - . . Government B/IL Humber:
organization being invoiced (MMS or Sl
IFF), but it will lways give accessto Shipped Weight Unit of
. Measure:
the Workflow StatusHistory and
M onetar y Act | Vl ty reports Discount Amount or Percent:
The invoice types are explained on
page Error! Bookmark not defined.. _
al Action Summary
Matt Hoffman  Date: Ti26i2006 Invoice Action: Approve
Payment Type: Complete  Amount: F23.00
Line Humber: 1 Line Action:  Approve
Reason: AI I COTR and CO
Total Line Amount: | $25.00 | actions appear
here.
- - = Total Total
Line _ _ Unit | Unit of Total g
It Description (f Quantity Cost | mMeasiwe | Cost Fee |Invoiced | Approved
Amount | Amount
1 pencils 5 5 Case $26.00 | $0.00 | $25.00
Total: $25.00
| View Workflow Status History ] | View Monetary Activity ]
Print Invoice Close Window

Figure 13: Invoice Summary (I FF)

17



GovPAY COTR MANUAL

I I nvoice Workflow History and Invoice Monetary Activity I

Thelnvoice Workflow History shows the status of an invoice within the GovPay process. The
Invoice Workflow History shows all of the monetary activity on an invoice. Both reports are
available from the Invoice Summary detail report. To access the I nvoice Summary choose an

I nvoice Report from the Main Menu, then choose View I nvoice from the Action pull-down menu.

I | nvoice Status I

One of the three invoice detal reportsisthe Invoice Wor kflow History report available from the
I nvoice Summary. It shows the status of the invoice. The following table described each invoice

status.

Status Name

Status Description

Notes

Vendor Submitted — | Invoice or Credit Whilein this status, the vendor may revise the
In Queue V oucher/Memo submitted by invoice/voucher. An invoice/voucher remainsin this status
the vendor is waiting for three hours after initial submission, or one hour after it
processing. was last revised (whichever islater). When this time expires,
the invoice/voucher is placed in the status “ At COTR for
Review.”
At COTR for Invoice or Credit The invoice/voucher is awaiting COTR review, and the
Review V oucher/Memo is being COTR has not yet taken action. If the COTR has not taken
reviewed by the COTR. action after three days, an e-mail reminder is sent.
Additional e-mail reminders will be sent to the COTR after
six and nine days of COTR inactivity. If no recommendation
has been made after 12 days, the invoice/voucher will
advance to the status “ At CO for Review.”
COTR Action Invoice or Credit Whilein this status, the COTR may revise their

Taken - In Queue

Voucher/Memo isin aqueue
waiting system to process the
COTR action.

recommendation. An invoice/voucher remainsin this status
for three hours after submitting the initial decision, or one
hour after submitting a revised decision (whichever is later).
When this time expires, the invoice/voucher is placed in the
status “ At CO for Review.”

Processing COTR | COTR action ontheinvoiceis | Theinvoiceisin this status for about a minute while the
Action currently being processed by system transitions it automatically from an Action in the
the system. COTRs queue to an Action in the COs queue.

At CO for Review

Invoice or Credit
Voucher/Memo is being
reviewed by the CO.

The invoice/voucher remainsin this status until the CO takes
action onit.

CO Action Taken —
In Queue

Invoice or Credit
Voucher/Memo isin aqueue
waiting system to process the
CO action.

Whilein this status, the CO may revise their decision. An
invoice/voucher remains in this status for three hours after

submitting the initial decision, or one hour after submitting a
revised decision (whichever islater).

Processing CO
Action

CO Action ontheinvoiceis
currently being processed by
the system.

Theinvoiceisin this status for about a minute while the
system transitions it automatically out of an Action in the
CO'’s queue.
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Status Name

Status Description

Notes

payment.

Credit Credit Voucher/Memo has been | The voucher/memo has been approved by the CO.
V oucher/Memo processed by the COTR and
Processing CO.
Complete
Rejected Invoice or Credit The invoice/voucher has been rejected by the CO.
V oucher/Memo has been
rejected.
No Payment Invoice need not be forwarded | Theinvoice could have been completely compensated using
Required to the Financial System for existing Credit Vouchers.

Awaiting Financid
Interface

Invoiceisin aqueue waiting
transmission to finance for final
approval.

The invoice has been approved by the CO and GovPay is
preparing to transmit the invoice to finance for final
approval.

Invoice Transmitted

Invoice has been transmitted to

The invoice has been approved by the CO and has been

to Finance finance for fina approval. transmitted to finance for final approval. Finance has not yet
confirmed receipt of the invoice.

Financial Finance has received the Finance has acknowledged receipt of the invoice. Finance

Confirmation invoice for final approval. may reject or pay an invoice that has been approved by the

Received CO. Invaicesthat have not been approved by the CO will
not be transmitted to Finance. Finance may choose to reject
an invoice, even one that has been approved by the CO, if
the invoice has missing or incorrect information.

Rejected by Invoice was regjected by finance. | Theinvoice was approved by the CO, and then rejected

Finance during final approval by Finance.

Finance may reject an invoice for many reasons. For
example, the award may have been modified since the
invoice was submitted. A concerned vendor with an invoice
in this status should contact the CO.

Retrying Financial
Interface

Invoiceisin aqueue awaiting
re-transmission to finance for
final approval.

A System Administrator may investigate and subsequently
reset the status of an invoice previously rejected by Finance,
so that it can be re-submitted.

Awaiting Goods

Invoice has been received by

In this case, Finance has received the invoice, but cannot

processed.

Receipt/Service Finance and Financeis awaiting | processit until they receive more information regarding the
Entry Sheet in entry of Service Entry Sheet award structure from the CO. A concerned vendor with an
FBMS and/or Goods Receipt in FBMS. | invoicein this status should contact the CO.

Awaiting Invoice has been received by In this case, Finance has received the invoice, but cannot
Processing at Finance but awaiting further processit until they receive more information regarding the
Finance information before being award structure from the CO or COTR.

Payment Block on
Invoice

Invoice has been received by
Finance. Thereisa payment
block on the invoice.

The invoice has been received by Finance however, thereis
a payment block on theinvoice. If the block against the
payment is removed, the invoice can move to Paid status.

Paid

Finance has indicated that
payment was sent for the
invoice.

The invoice has been approved by the CO and Finance has
indicated that payment has been sent.
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Status Name Status Description Notes
Suspended Invoice or Credit A GovPay Administrator has placed thisinvoicein
Voucher/Memo is suspended Suspended status pending further administrative action.
(on hold). Please contact the GovPay help desk for further information.

In this case, Finance has received the invoice, but cannot
process it until they receive more information regarding the
award structure from the CO.

Thelnvoice Monetary Activity screen displays any financia transaction that has taken place on
an invoice. To access either the Wor kflow Status History or Monetary Activity screens.

1.
2.
3.

Select I nvoice Report from the Main Menu.
Locate a specific invoice in the report.

Choose View I nvoice from the Action pull-down menu. Thelnvoice Summary
screen will appear.

Click |- View Workflow Status H'Story .-| to view the I nvoice Wor kflow

History or | View Monetary Activity -to view the Invoice Monetary
Activity screen.
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Invoice Workflow History

Invoice Humber: FFFFFF Invoice Date: FI26/2006
Invoice Type: Deebit Imvaice Invoice I (El &) El20051 4252
Status Status SetBy SetfBy
ST Name Description (Name) (Us ername)
Invoice ar credit
2006-07-26 At CO for vouchetimemao is GovPay
15:34:23.89 Review being reviewed by | System vk System
the CO.
; COTR/RO action
FProcessing | . :
2006-07-26 is currently heing GowPay
153323813 EO.TR processed by the | System GovRaySystem
ction
system.
Invoice ar credit
vauchermema is
COTR :
2008-07-26 | 4 fion Taken | _ I8 OUBLE Matt 1 | ot ancoTR
15:30:17.86 awaiting systerm | Hoffrman
- In Queue
to process the
COTR action.
Invoice ar credit
2006-07-26 | AtCOTR for | wouchermermo is GovPay
15:11:22.94 Review being reviewed by | System vk System
the COTR.
Invoice ar credit
J006-07-3F Wendor wouchatitmarma Watt2 5
AT Submitted - | submitted bythe | Hoffman2 | hoffmanyendar
15:07:47 533 ? e
Ih Queue vendor is awaiting Mt
processing.

Print Window

Close Window

Figure 14: Invoice Workflow History

Invoice Monetary Activity

Invoice Number: 0901302AC Invoice Date: 9/19/2006
Invoice Type: Debit Invoice Inveice ID (EI #): EI200617569
Agﬂa::y Activity Type Amount Additional Information
9/19/2006 An interest payment $1.00 The schedg\e l‘_lu_mber for this
was made transaction is: schd01
9/19/2006 A payment was $100.00 The schedg\e r]u_mber for this
made transaction is: schd01

| Export to Excel ]

| Close Window ]

Figure 15: Invoice Monetary Activity
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Section Seven: Recommending an Invoice Action

As aGovPay COTR you will need to make action recommendations on the following items
submitted by Vendors: 1) MMS Debit Invoices, 2) IFF Debit Invoices and 3) IFF Credit
Voucher/Memos.

MMS Dehit Invoices are submitted through GovPay with payment ultimately disbursed
from the Minerals Management Services (MMS).

|FF Debit Invoices and Credit Vouchersare submitted through GovPay to the Interior
Franchise Fund (IFF).

Although most of the time, vendors will be creating Debit Invoices, Vendors may
occasionally need to submit an IFF Credit VVoucher/Memo. Thevendor submits a Credit
Voucher/Memo when the vendor wishes to return money to the Government; usually the
result of an overpayment of some form on a previous invoice.

Note When dealing with a Credit VVoucher/Memo, GovPay will display red text
surrounded by parenthesis, as areminder to the user.

The process for making recommendations is basically the sasmefor any invoice type and follows
three steps. After choosing an Invoice Report from the Main Menu, these are:

1.

Select the desired invoice on the Invoice Report and select Take/Revise Action
from the pull-down menu in the Action column. The Invoice Action screenis
displayed.

Enter recommended amounts on the I nvoice Action screen for each line item.
Submit and confirm an action recommendation.

Step One: Selecting the Invoice

Click an Invoice Report available from the Main Menu screen (Figure 4: Main Menu
Screen— COTR). The Invoice Report screen will appear (see Figure 16: Invoice Report
Screen).
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User: hofimanCOTR

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Invoice Report (COTR)

Aweard Number

_'_j ]Starts W\th_‘J |

Search

Onceyou
have
identified an
invoiceto
act on,
choose
Take or
Revise
Action from
the Action
pull-down
menu.

C||Ck ] B ] I_:'_age_ 10of1 4 Matching \nvoi_ces ] -
column s | oye | pnepime  Dading | mdse  imeesimy 0 |DmeSen | patasen SO sman |
. A Humber Humber T Finance |
headings to ' : P Y — f [ T
Sort entrl es. |POGzoE86 |12 The tabl ein Sectlon i F25.00 07426/2006 iomr:arzooa :No .
|CT270944 a5 InVOI Ce Workfl OW ??:Zirt\‘cr:g\ $20,000.00 07072006 OF/M0/2006 ILE W:
History and Invoice Inte fa =
vity” [Credit |
|cT270421 |07 M Onetary ACtIVIty 34 :fo“;':i':':em $(25,000.00 (07073 Raj text and m;
on page 18 |r_1c_l udes st parenthesis
0371 |02 a tabl e da:rl bl ng ?::Zirt\:g\ $24.000.00 07074 areum tO {SE'EC{ ik 'i
Click to export the The ”.‘eans'{‘ gt of the e indicate IFF !
entire report to nvoice Status Export Entire Report credit
Excel or another column. vouchers.
program in comma-
separated value
format.
Figure 16: Invoice Report Screen

Locate the invoice you wish to act on and chose T ake/Revise Action from the pull-down menu

in the Action column. The Invoice Action

screen will be displayed.

Step Two: Enter Amounts Using the Invoice Action Screen

When you choose Take/Revise Action or Take No Action from the Action pull-down menu of
theInvoice Report screen, the Invoice Action screen appears.

From the I nvoice Action screen you can choose to: 1) Take No Action, or 2) Submit a

recommendation for an invoice action.

I Taking No Action I

Y ou may choose to Take No Action on an invoice, however, this option should be used

gparingly. If you choose to Take No Action, you must submit areason.

I Recommending an Action I

After you have selected Take/Revise Action from the Action pull-down menu in an I nvoice
Report, the Invoice Action screen will appear. This screen varies depending on the type of

invoice selected.

Note Thetype of item you have chosen will be identified at the top of the screen.
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For MM S Debit Invoices
To recommend an action on aMMS Dehit Invoice:
1. Indicate the invoice Payment Typein the pull-down menu (Complete, Final, Advance,

Provisional, Partial/Reject, Progress).

Note If even one Line Item is going to be rglected or partially rejected, then the
Payment Type must be specified as Partial/Reject.

2. Indicate aRecommended Action (Approve, Reject, or Partia Approve) for each line
item in the pull-down menu.
If Reject or Partial Approve ischosen, you must submit a reason.

3. After you haveindicated a Recommended Action for every Line Item, click Submit
Action.
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User: hofiianCaTR

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Current Status:

COTR Name:

COTR Action Type:

COTR Action Date:

COTR Approved Amount:

MMS Invoice Action

Invoice Header Information

As of 7/26/2006, the status of this invoice 1. At COTR for Review
Iatt Hoffman
Mo Action Taken

CO Name:

CO Action Type:

CO Action Date:

CO Approved Amount:

Warnings will appear here.

Matthew Hoffrman
Mo Action Taken

CONCURRENT TECHNOLOGIES

Indicate the invoice
Payment Typeinthe
pull-down menu
(Complete, Final,
Advance, Provisional,
Partial/Reject, Progress).

Note: If even oneline
itemis going to be
rejected or partialy
rejected, then the
Payment Type must be
specified as
Partial/Reject.

Vendor Name: CORPORATION Vendor DUNS #: 189737810
Contract, Agreement, or Task i .
Order Number: 2006GYIB76 Previous Award Number: PO111111
Award Period of Performance Award Period of Performance End
Start Date: 8/12/2008 Date: 9/13/2008
Avajlable Award Amount: $1,801.91 Total Award Amount: $3411.79
S Estimated Award Balance
e Lsaursed )’j“"“’”"' $0.00 (Based on all Submitted GovPay 140193
) Inveices):
voice Number: FFF123 Invoice ID {El #): EI200614253
pe: Dehit Invaice Invoice Date: TI26/2006
mount: $392.98
1oc:
lent B/L Number:
From: Shipped To:
eight: Shipped Weight Unit of Measure:

[Terms (in Days}):
Memo:

Discount Amount or Percent:

ftachment:

No Action Taken

If for any reason you are unaple to take action on this involce, please fill in the reason below for the COMCA

Reason:

=
=

Submit to CO/CA

Indicate a Recommended
Action (Approve, Regect,
or Partial Approve) and a
corresponding
Recommended Amount
for each lineitem

Payment Type: |Complete B

If you choose to make no
recommendation, enter a
reason, and click Submit
to CO/CA.

amount to be paid:

Total Recommended Amount:

CLIN: 0010

Award Line Information

Delivery

Total

Available

Click toreturn
tothe Main

Menu without ~ nmen

saving invoice
action recom-
mendatinn

Date Quaﬂﬂ-ty Q"aﬂﬂty Total Amount Available Amount
9/9/2006 7 4 2,799 A600000000001 | 1,599 9200000000001
Description: Computer Monitor
Invoice Line Information i
Invoiced ) A | ro— Click the
Delivery Quantity Unit Cost . .
Date M| fomn Submit Action
Tr26/2008 1 359.93000000000002 Each 35995
button to
Comment:
d H R \ded i Recommended 0 procwj to the
[Approve Quantity: Amount: Confi rm
bn: H
tory if not H H
L) | = Invoice Action
screen.
Cancel Submit Action

Figure 17. MM S Debit Invoice Action
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For | FF Debit I nvoices:
To recommend an action on an |FF Debit Invoice:
1. Indicate the invoice Payment Typein the pull-down menu (Complete, Final, Advance,

Provisional, Partial/Reject, Progress).

Note If even one Line Item is going to be rglected or partially rejected, then the
Payment Type must be specified as Partial/Rej ect.

2. Indicate aRecommended Action (Approve, Reject, or Partial Approve) for each line
item in the pull-down menu.
If Reject or Partial Approve ischosen, you must submit a reason.

3. After you haveindicated a Recommended Action for every Line Item, click Submit
Action.
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User: hofimanCOTR

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Current Status:

COTR Name:

COTR Action Type:
COTR Action Date:

COTR Approved Amount:

IFF Invoice Action

Invoice Header Infor

As of T/26/2006, the status of this invoice is: At COTR for Review

Matt Hoffrnan
No Action Taken

Warnings will appear here.

€0 Name:
CO Action Type:
€O Action Date:

CO Approved Amount:

Matthew Ho

Mo Action Taken

COMNCURRENT TECHMOLOGIES

Indicate the invoice
Payment Typeinthe
pull-down menu
(Complete, Final,
Advance, Provisional,
Partial/Reject, Progress).

Note: If even oneline
itemis going to be
rejected or partialy
rejected, then the
Payment Type must be
specified as
Partial/Reject.

Vendor Name: CORPORATION Vendor DUNS #: 189737310
Contract, Agreement, or Task Cost Plus Fixed Fee
Order Number: FL639608 Contract? ho
Award Period of Performance 21/2006 Award Period of
Start Date: Performance End Date:
Available Award Amount: $e01,615.00 Total Award Amount: $501,615.00
Cumulative Disbursed Estimated Award Balance
mount $0.00 {Based on all Submitted $539,030.00
ovPay Invoices Only): GovPay Invoices):
Endor Invoice Number: FFFFFF Invoice ID (El #): EI200614252
voice Type: Dehit Invoice Invoice Date: Tr26/2006
voice Cost Amount: $25.00 Invoice Fee Amount: $0.00
tal Invoice Amount
ost +Fee): $25.00
voice POC:
krvices/Labor/Travel:
voice Performance Period 22006 Invoice Performance /2006

art Date:

Period End Date:

loods/Products
Elivery/Shipped Date:
hipped From:

hipped Weight:

Government B/L Number:

shipped To:

shipped Weight Unit of

Measure:

scount Terms (in Days):

scount Memo:

Discount Amount or

Percent:

leader Attachment:

No Action Taken

If for any reason you are unable

0 take action on this invoice, please fill in the reason below for the CO/CA

Reason:

Indicate a Recommended

Action (Approve, Reect,
or Partial Approve) and a
corresponding
Recommended Amount
for each lineitem.

;!
L If you choose to make no

Submit to CO/CA

recommendation, enter a
reason, and click Submit

Payment Type: |Complete -

to CO/CA.

haining amount to be

000

Total Recommended

25.00

Cancel

paifl: Amount:

Line Item 1 CI | Ck the
C“Ck to raurn Description | & | Quantity l:e"a‘;::e g:sﬂt Fee |Amount ?me't AC'[IOI’\
tothe Main pencils 5 case | 5 |$0.00| $2500 Uttoer;;Ot h

. roc othe

M enu WIthOUt Ecet(;::‘:mended IApprDve ;i Emoum: ded i25 oo Fc)onfl 'm
saving invoice T Reasom 5 ' .
action recom- s | o Invoice Action
mendation. screen.

Submit Action
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For | FF Credit Voucher/Memos:
To recommend an action on a Credit V oucher/Memo:
1. Indicate aRecommended Action (Approve, Reect, or Partial Approve) for each line
item in the pull-down menu.
If Regject or Partial Approve ischosen, you must submit areason.

2. After you have indicated a Recommended Action for every Line Item, click Submit
Action.
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EORING ST BY COWOR

User: COTRUser

Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Credit Voucher/Memo Action

Invoice Header Information

Current Status:

COTR Name:

COTR Action Type:

COTR Action Date:

COTR Approved Amount:

As of 4/1/2008, the status of this invoice is: At COTR for Review
COTR User
Wo Action Taken

CO Name:

CO Action Type:

CO Action Date:

CO Approved Amount:

test coleman
Mo Action Taken

GARRY PACKING

Yendor Name: I Yendor DUNS #: 001954213
Contract, Agreement, or Task .
Order Number: CTO031085 Cost Plus Fixed Fee Contract? Mo
Award Period of Performance Award Period of Performance End
Start Date: /22003 Date: 12/31/2004
Available Award Amount: $418,938.97 Total Award Amount: $2,240,018 44
. ) Cumulative Inveiced Amount
fg::f_tg:tlrnevg::z:'gﬁf‘ ].l.\mount $0.00 (GovPay Inveices Only, Including $21 626 64
Y V) Current Inveice):

Wendor Invoice Number: MARCHCREDITOS Inveice ID (El #): El200500230
Invoice Type: Credit Voucherivemo  Invoice Date: 44142005
Inveoice Cost Amount: ($9,251.00) Invoice Fee Amount: ($0.00)
Tetal Invoice Amount
{Cost+Fee): ($5,251.00)
Inveice POC:
Services/LaborTravel:
Inveoice Performance Period Inveoice Performance Period End
Start Date: 14142004 Date: 14142004
Goods/Products .
Delivery/Shipped Date: 14142004 Government B/L Numbetr:

33 seneca

f : 51 hock lane : . ;

Shipped From: baden, pa 15005 Shipped To: Egtgsfﬁrgh‘ pa
Shipped Weight: 152 Shipped Weight Unit of Measure: pounds

Discount Terms (in Days):
Discount Memo:

Discount Amount or Percent:

Header Attachment:

Indicate a Recommended
Action (Approve,
or Partial Approve) and a

corresponding

Recommended Amount

for each lineitem

No Action Taken

Reject,

Bson you are unable to take action on this invaoice, please fill in the reasan below for

If you choose to make no
recommendation, enter a
reason, and click Submit

Click toreturn
tothe Main

M enu without
saving invoice
action recom-
mendatinn

Reason:
to CO/CA.
[Submit to CO/CA
Remaining amount to be Total Recommended
accepted: Amount:
Line Item 1
Description (? Quantity | Unit of ieasure | Unit Cost | Fee Amount CI | Ck the
books 59 BUNDLE 8 [g0.00 [ (35,251 00 Submit Action
Reeammeeed s prove ecammenaed ez o button to
Reason: proceed to the
(Mandatory if nat .
accepted) COI’]fI I’ m

Cancel

Submit Action

Invoice Action
screen.

Figure 19: Invoice Action
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Step Three: Submit and Confirm an Action Recommendation

Click LSme'tAChm from the I nvoice Action screen. The Confirm Invoice Action screen

appears. Review the information and click LE@AHNUE > |+ o hmit the recommendation to your
COICA or click Cancd to return to the Main M enu without submitting a recommendation.

TS YT BY GOAwORs

Usr:hoffanCOTR Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Submission Confirmation

AL 7/3142006 2:34 PM (EST), Invoice #
MSINYOICET2 was submitted for review.

You have until 7/31/20068 2:37 PW (EST) to
revise this inwvoice.

Main Menu

Figure 20: Take Action Confirmation Screen
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