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Introduction

If acquisition services are cost effective, the Government can continue to meet its 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) hascreated the GovPay E-Invoicing system to:

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

e Quickly and securely exchange invoice data over the Web

e Verify that submitted datais correct and complete, eliminating the need to follow up on
incorrect invoices.

Capabilities of the GovPay System

Vendors can use GovPay to:
e Submit invoices over the Web
e Eliminate administrative burden due to paper-based processes
e Expediteinvoice processing by eliminating the delays caused by incompl ete data or key
entry errors
e Check invoice status online, quickly and conveniently.

GovPay Process Overview

The GovPay application isaconduit for Vendors to securely create and submit invoices
electronically viaaWeb browser and for Contracting Officer’ s Technical Representatives
(COTRy) and Contracting Officers (COs) to then take necessary steps to process these invoices.
To perform this function the following actions are taken:
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Figure1: High-Level User Interaction with the E-Invoicing Process

The steps in the e-invoice process depicted in Figure 1 are as follows:

1.

Vendor securely creates and submits invoices via GovPay. Datavalidation features are

available throughout invoice submission and a confirmation is required before final

submission.

GovPay transmits the completed invoice tothe COTR for review. If no additional
information is required, the COTR makes payment recommendation for the CO.
The CO views the invoice information on-line and approves payment.

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

The Department of Treasury receives an electronic payment authorization from the
Financial System to pay the invoice.
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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 Username 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
dataevery day.

Users who are outside of the GovPay organization will access the e-invoicing system via
the Internet. Internal system users will have access through the GovPay intranet.

Section Two: System Login

This section describes how to accessthe e-invoicing system, including instructions on: (1)
Usernames and Passwor ds 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 Enrolling aVendor I

Note Thisstepisnot necessary if your organization is aready registered with GovPay.
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Y our organization must be registered with GovPay before you can request a User name and

Password. To register/enroll your organization with GovPay, please make sure your
organization has

e Avaid DUNS number
e Current information in the CCR (Central Contractor Registration) System at

http:/Avww.ccr.gov
e At least one active award that can be invoiced through GovPay

Click -MJ on the GovPay L ogin screen at https://www.govpay.gov/GovPay

Help | Contact Us | Privacy Policy

GovPay Vendor Enrollment

To register anline for a GovPay acccount, you must provide a DUNS {Data
Universal Mumbering Systern) number which is registered with the Central
Contractor Reaistration (CCR) systern.

Mote: [fyou have recently made changes or additions to your CCR profile,
those changes might not yet be reflected in GovPay. Please contactthe
GovPay HelpDesk ifyou have problems enrolling:

Telephone: (703) 787-1200 -
Email: HelpDesk@@aovnay.qoy Red aae” g(s
indicate
DUNS: ; | : required
Enroller | fields.
Name: -

Enroller ’“—” :
Phone:

Enroller |
E-mail:
Cancel Continue >

Figure2: GovPay Vendor Enrollment Screen

A Vendor Administrator User name and Passwor d will be emailed to the CCR E-Business
Point-of -Contact at your organization.

I Reguesting an Account I

To get aUsername and Passwor d, you must request an account from the GovPay Vendor
Administrator within your organization.
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If your request for an account is granted you will be emailed temporary login information. After
your first login, 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:

Uppercase letters (A-Z)

Lowercase letters (a-2)

Numbers (0-9)

Punctuation (@, #, $, etc.)

AWM

Retrieving a Passwor d

If you have forgotten your Password you can either: (1) Contact a GovPay System

administrator and ask that the Password be reset or (2) Click - Retrieve Password ]and

enter the requested information. A temporary Password will be e-mailed to the address in your
User Profile

How to Login

Tologin to GovPay, follow these three steps.

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

Help | Contact Us | Privacy Poli
GovPay Login 1. Enter your
User name
and
Vendor Enrollment Login
Password.
Username: coleman
Don't have a GovPay account? Password: esssssssssss
Reqister for one here!
l l Register @ .
Click if you 2. Clickto
' begin.
have ava“d Forgot your Password? Retrieve Password eg
DUNS
number and
no Govpa}/ This site is hestviewed with Microsof® Internet Explarer Version 5.0 and above or Metscape® Client Version 7.0 and abaove.
account.

Figure 3: Login Screen

1. Enter your Username and Password.
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2. Note If you do not have a Username and Password, you may request one by
clicking the -MJ button and filling out the requested information.

2. Click.kodin)

TheMain Menu screen appears (see Figure4: Main Menu Screen).
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Section Three: System Navigation

After asuccessful login, you will seethe Main M enu screen. There are two ways of navigating
through the system: 1) the Main M enu and 2) the Navigation Bar.

Vendor Main Menu Options

From theMain Menu you can execute any of the vendor-user tasks available via GovPay.

User: hoffmanyvendaor Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Main Menu
General Options
Change Password Create Invoice
Edit User Profile

Vendor Administrators
users will have a

(invoice Log ) Manage Vendor Users
button available.

Invoice Reports

Award Reports

| View Awards (Vendor) ]

Figure4: Main Menu Screen

Note GovPay System Administrators have the ability to create customized vendor reports. The
buttons available in the Reports section of the Main Menu may be different from those pictured.
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Graphical Application Organization

TheMain Menu task buttons (Create I nvoice, Edit User Profile, Change Password, I nvoice Log,
and View Awar ds) and corresponding process-screens are shown in Figure 5: Site Map.

F: Do [ e e Help Contact Us | Site Map | Privacy Policy | Logout
GovPay Login

Vendor ] Invoice N Award 1] Invoice n Invoice Il | Submission
Enroliment Header Selection Line Item Summary Confirmation
| | Change
Retrieve Password
Password
- Edit User
Password Monetary
Activity
|| Invoice || Invoice | |
Verdor Log Summary Workflow
7 : History
palnhiehg || View Awards/
Other Reports
Vendor M
|| Admin Main v da"age
Menu endor Users

Figure5: SiteMap

Each of these tasks will be discussed in detail in subsequent sections of| this manual.

Navigation Bar

Throughout the GovPay application, there is a standard Navigation bar with options that remain
consistent throughout the application. It isimportant to become familiar with this Navigation bar and
its elements. The Navigation bar includes the following elements.

e Home: Click Home to return to the Main Menu from any screen in the application.

e Heélp: Click Help to view the online help, access a PDF of the User Manual, etc. (for details,
see Section Four).

e Contact Us: Click Contact Usto view pertinent contact information in a new browser
window.

e SiteMap: Click Site Map to open asite map for GovPay. From the site map you can access
context-sensitive help and launch specific functions.

10
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e Privacy Palicy: Click Privacy Policy to open up a page that containslinks that go to the
DOl Privacy Policy and the DOI Disclaimer Statement for GovPay.

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

User jimg@hyrmesoil.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Figure 6: Navigation Bar

Click to
return to 3
the M ain User: hoffrnanyendor Home | (Help | Contact Us | Site Map | Privacy Pglicy | Logout .
Menu Mhin Menu Always click
screen. to Logout.
General Options
o e e oY= (F.El ick to view
. rv
Click to vacy
access the Edit User Profile Poli cyina
online help. new window.
Invoice Reports
Invoice Log CIle to
i h
Click for access help
contact info. Award Reports and for
system
| View Awards (Vendor) ] . .
navigation.

Figure7: Navigation Bar Elements

11
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Section Four: System Help

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

e Frequently Asked Questions (FAQ)

e Context Sensitive Help

e A Portable Document Format (PDFO version of the User Manual

View Frequently Asked Questions (FAQ)

To view the FAQ, click Help on the L ogin screen Navigation bar (see Figure 8: FAQ).

GovP.
\% ay
ELECTROMC INVOICING SYSTEM

FAQ
What is GovPay?

The GovPay application is a conduit for Vendors to securely create and submit invoices electronically via a 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 invoiceing due to paper-based process, expedites the invoice processing
by elirminating 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, Wendar users simply have to click the Enrell button on the Legin screen and enter the
requested information.

Mote: Wendor Users must have current infarmation in the Central Contractor Registry (www.CCr.gov) to successtully enrall.

Figure8: FAQ

View Context-Sensitive Help

Once you have logged in, you can view context-sensitive help, by clicking Help on the Navigation
bar. The help information will be displayed on thescreen. This help will correspond directly to the
screen you are viewing.

12
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View Site Map

To view the Site Map, click Site Map on the Navigation bar (see Figure 9: Site Map) from any
screen. The various sections of the application will be displayed.

GovPay

ELECTROMC HVOICING SYSTEM

User: jimi@byrmesail.corm Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Vendor Administrator Site Map

Click n to access help for that screen.

ClICKG to begin that action or process.

Navigation Bar

Home ”d
Click Hame to retumn to the Main Manu
Help 4
Click Help to view context-senstive halp.
Contact Us "d
Click Cortact Us to view contact information.
Privacy Policy ﬂd
Click Privacy Policy to view the Privacy Policy
Create Invoice "d
Clicking Create Invoice fromthe Main Menu, will begin the process of submitting an invoice. This
process involves several | screens.

* Invoice Header E

Figure9: SiteMap

ﬁ

Click on theﬂ to access help about the particular section or click %4 to navigate to that section in
the application.

View Online User Manual

Note Thisfeature works only in a Microsoft® Windows® operating system environment.

To download the entire User Manual, click on theUser Manual (PDF) link in the Additional
I nformation table.
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Section Five: General Account Administration

From the Main Menu screen (see Figure 4. Main Menu Screen) you can choose two account
administration options. (1) Change Password and (2) Edit User Profile

[ Change Password |

e Click*
click _Edit User Profile |

to change the Password you use to login to the system.

to update your contact information.

Changing Your Password

To change your Passwor d:
1 click Ehange Password )

Menu Screen).

The Change Passwor d screen will appear (see Figure 10: Change Password Screen).

Enter your current Password in the Old Password field.
Enter the new Password in the New Password field.
Confirm the new Passwor d by re-entering it in the Confirm Password field.

Click. Submit)

from the Main Menu screen (see Figure 4. Main

o wDN

14
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Note Passwords must be at least 12 characters long, and must contain at least one character from
three of the following four categories.

e Uppercase letters (A-2)

e Lowercase letters (az)

e Numbers (0-9)

e Punctuation (@, #, $, etc.)

GovPay

BLECTROMC INVOIING SYSTEM

User: jimig@byrnesoil.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Account Maintenance

Change Password

Your new password must contain at least one character
from three of the following four categories:

1. Uppercase letters (A-7),
2. Lowercase letters (a-z),
1. Enter Old 3. Numbers (0-9),
Password 4. Punctuation characters (@, #, §, 7, etc).
Old B "‘”d_:
New Password:
Confirm Password:
2. Enter and ,
Confirm Cancel Submit
New |
Password.

Click Cancel to return to the
Main M enu screen without

changing your Password.

3. Click
Submit to
change
Password.

Figure 10: Change Password Screen

Editing Your User Profile

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

To edit your User Profile

1. Click

Edit User Profile |

Menu Screen.)
TheEdit User Profile screen will appear (see Figure 11: Edit User Profile Screen).

2. Enter the new contact information.

3. Note A red asterisk after atext field indicates required information in the GovPay
application.

4. Click Submit |

15

from the Main Menu screen. (see Figure4: Main
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Home | Help | Contact Us | Site Map | Privacy Policy | Logou

Click Cancd to return to the
Main M enu screen without
chanaing vour Contact I nfo.

. 1. Enter
Account Maintenance
Contact
Edit User Profile Info.
|
First Name:
Middle Name:
Last Name: JIM BYRMNES Raj
Suffi: 2. Click
Position Title: CCR E-Business POC Stars Submit t
Phone: mark h mit o
. . change
Fax:
required
Username: jimi@byrnesaoil. com fleél:ld ContaCt
E-mail: jim{Eymesoil.com : Info.
— Cancel | Submit

Figure 11: Edit User Profile Screen

Section Six: Creating a New Invoice

The GovPay application allows for the submission of: 1) MMS Debit Invoices, and 2) IFF Debit
Invoices and Credit Voucher/Memos.

e MMS Debit Invoices are submitted through GovPay with payment ultimately disbursed from
the Minerals Management Services (MMYS).
e |FF Debit Invoices and Credit Vouchers are submitted through GovPay to the Interior

Franchise Fund (IFF).

MMS and IFF Invoices have dlightly different submission processes. Once you indicate the
appropriate Award Number to associate the invoice with, the GovPay application first determines
and then guides you through the appropriate submission process.

Sincethe creation of an IFF invoiceisdifferent from the creation of an MM S invoice, they will be
treated in separate sections in this manual.

Note MMS invoices haveline item categories aready specified.

16
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Creating a New IFF Invoice

To createanew IFF invoice in the GovPay application, from the Main Menu, click
_Create Invoice ) Then follow thisfour-step process,

Choose the award the invoice will be billed to or credited toward
Enter Invoice Header Information.

Enter Line Item Information.

Submit the Invoice Summary.

AwWDNPE

Thesefour steps will be discussed in detail further on in this section.

Debit Invoices

Most of the time, Debit Invoices will be created by Vendors to request payment. To submit a Debit
Invoice, follow thefour basic stepsindicated above, and ensure that the Debit I nvoice selectionis
marked in thelnvoice Header Information screen.

The GovPay application also gives Vendors the ability to mark an invoice submitted as the last on
the award. A "Final Debit" invoiceis treated the same as a Debit Invoice within the GovPay
application, however, highlighting this option serves as areminder to the CO and financial personnel
to take action (outside of the GovPay System) to reconcile and close the award. ThisFinal Debit
option ison thelnvoice Header Information screen shown in Figure 14: |FF Invoice Header
Screen.

Credit Voucher/Memo (IFF Only)

Although most of the time Vendors will be creating Debit Invoices, they may occasionally need to
submit a Credit V oucher/Memo. The Vendor submits a Credit V oucher/Memo when the Vendor
wishes to return money to the Government; usually the result of an overpayment of some form on a
previousinvoice. To submit a Credit Voucher/Memo follow the same four genera steps indicated
above, being careful to ensure that the Credit Voucher/Memo selection is chosen in the
Information Header | nfor mation screen.

Note When submitting a Credit Voucher, GovPay will display the cost, fee and total amountsin red
with parentheses as avisua clue to the user.

I Step One: Choosethe Award I

When you click | Create Invoice | trom the Main Menu screen, (see Figure 4: Main Menu Screen),
the Awar ds Sear ch screen will appear (see Figure 12: Awards Search Screen).

17
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1. Enter an Award Number, or part of an Award Number, and click @] .

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

Awards Search

Please identify the award number for which
you will be inveicing, and then click Search.

Search for Contract, Agreement, or Task Order Number:

Note: Leave the search box blank and click Searchto see all awards available to you.

Search

Search Results

Mo matching results

Click to search
for the awards
availableto you.

Figure 12: Awards Search Screen

Note If you do not know any part of the Award Number, leave the field blank and click Sear ch.
Thiswill show you all available Award Numbers that your organization may invoice against (see

Figure 13. Awards Search Screen with Search Results).

18
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Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Awards Search

Please identify the award number for which
you will be inveicing, and then click Search.

Search for Contract, Agreement, or Task Order Number: ] Search

HNote: Leave the search box blank and click Searchto see all awards availahle to you.

Search Results

Select an award to invoice against:

Note: Previous award numbers are listed in parenthesis if they exist.

After you click Search,

_ the available Award
Create Invoice > Numbers appear here.

Figure 13. Awards Sear ch Screen with Search Results

2. Theresults of the search will be displayed in a pull-down menu under the heading Sear ch
Results.

3. Choose the appropriate Award Number and click  Create Invoice

I Step Two: Enter | FF Invoice Header Information I

After you have selected the appropriate award, the Il nvoice Header | nformation screen will appear.
Thetitle of the screen will reflect the type of invoice (MMS or IFF) based on the type of award
selected in Step One (see Figure 14: |FF Invoice Header Screen).

1. Enter theinvoice dataand dlick L€2NtiNUE> |+ hroceed to the Line I tem
I nfor mation screen.

Note You can attach a supporting document to the Invoice Header by clicking the
Browse button and indicating your desired document. The document must bein plain
text or PDF format and no larger than 15 MB in size.

Note Clicking |.€ancellnvoice i return you to the Main Menu screen without
saving entered data.

19
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User: CTCGovP ayAdmin

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

Thisfield

Invoice Header Information

Note: When looking for the award numberto invoice against, use the last five numbers. The first twi [etters represent either
Purchase/DeliveryTask Order (PO) or Contract/Cooperative Agreement (CT). The next character represents the fiscal year in which the
award was created. The last five numbers make up the actual award number.

Contract, Agreement, o35 Available Amount: $58,118.82

Thesefields are
automatically

or-FaskOrder

populated by
information
already inthe
database.

Future dates
may be
specified for
items such as
subscriptions.

specifiesthe _ _
B Award Period of Award Period of
a\[\[ard @a nst ;e:formance start 04/17/2000 PDe:formance End
. ate: ate:

Whl C_h _you are CostPlus Fixed Fee O
Contract? . .

Invoicing. o Indicate the type of Invoice here. |

R Note that Credit Voucher isonly

Please specify the invoice type: . ) .
B Boadi available for IFF invoices.
Voucher/Memo © Debit Invorce (Debit)

Thelnvoice All dates arein MM/DD/YYYY format.

Number fldd IS Services / Labor/

required. It can :

be any Performance Period Performance Period

combination of MDDV YY) (MDD YYYY):

. Goods /Products r

alphanumeric only:

charactersthat is Delivery Date/Shipped

meanl ngfLI| tO Date (MM/DD/YYYY): Note: Specify Shipped Dale only for FOB origin awfldf

your

organization. shipbed From: I shippedTo: ;

= =

—

shipped Weight:

shipped Weight Unit  ——————————

Government B/L l—
Number:

Mote: Shipped Yeight Unit of Measure mandatory if specifying
Shipped Weight & vice versa

to move from
field to field.

Click toreturn
tothe Main

M enu screen.
No entered data
will be saved.

Use the tab key ms: # No Discount Discount Mema:
' Discount Percent: % H
' Discount Amount: $ Addltl Onal
Discount Days: - Sh| pp| ng detajls

can be submitted
as attachments.

Attachment File Name:

The Bill of
Ladingisa
document issued
by acarriertoa
shipper, listing
receipt of goods
and specifying
delivery terms.

Add/Change
Attachment File: Browse

Note: Only plain-text files and PDF files, no maore than 15 MB in size, will be accepted

Invoice POC:
=

Cancel Invoice [continue >

Y ou can attach

any text or PDF
file.

Figure 14. |FF Invoice Header Screen
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Click to proceed
to the Invoice
Lineltem
screen.
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I Step Three: Enter | FF Invoice Line ltem Information I

When you click \Continue > tr5m the | nvoice Header Information screen, (see Figure 14: 1FF

Invoice Header Screen), thelnvoice Line ltem Information screen will appear (see Figure 15:
Invoice Line Item Information Screen).

Enter lineitem data and click | S2¥e Line ltem

1
2. Repeat Step 1 for each lineitem until al invoice line items are entered.
3 CIiCkL Review Invoice ]

to proceed to the I nvoice Summary screen.

Note The [ Review Invoice ], 4o only appears after aline item has been entered.

Text appears red
Totalsasline andin
|temS ae User: jim@hyrnesail.com Home | Help | Contact parentheSISIf a | Logout
added or - - Credit Voucher Attach any text
deleted Invoice Line Item Informa) . ) ;
eted. isbeing or PDF text file
o thmittod | | upto15MBin
: . I _ size.
Inveice Number: [NV 0000236142  Inveice Cost Amount:  $0.00 Invoice Fee Amount:  $0.00
K Edit Invoice Header
Click to return
tolnvoice
Header Unit of
. Quantity: | = Unit Cost: = . v =
Information HISHSUE:
screen. Fee Amount: Description:
Note: Enter fee only if this|is a fee-based
contract.
Fee must be Add/Change Attachment File: Erowse.. Click to add line
expressed in . '
d ﬂ t Unit Cost may be Save Line Item tem.
.
0 arstno set at aprecision
percentages. — of upto 6 decimal
pl aces. _ _ Line
_ Unit Unit of Total .
RRtity Fee ftem Edit | Delete
Cost | Measuwre | Cost YR
Calculated Invoice Total: $0.00

Click toreturnto
Main Menu Cancel Invoice

without saving.

Figure 15: InvoiceLineltem Information Screen

After the line item has been added, (seeFigure 16: Invoice Line Item Information Screen after
Adding Item), you can add another or click Review I nvoice.
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If desired, enter
another line item
and click Save
Lineltem.

User: codvendor

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

Invoice Line Iltem Information

F Please note the following warning(s) associated with this invoice:
s Invoice amount is greater than contract/agreement available amount.

You can still proceed with this invoice, but please be aware of this/these warning(s).

Invoice
warnings will

appear here.

Click to edit the
I nvoice Header .

Invoice Number: INv000028142  Invoice Cost Amount:  $425.35 Invoice Fee Amount:  $0.00
|_Edit Inveice Header
Quantity: - Unit Cost: . Unitof i 'C]
Measure: Note: If a Unit of Measure is notin the
drop down list, type itin the box above
Fee i =
Amount: Description:

Note: Fee cannot be entered since this is not a fee-based contract.

Attachment File Name:
Add/Change Attachment File:

Note: Only plain-text files and PDF files, no mare than I5MB in size, will be accepted.

Click toreturn
toMain Menu
without saving.

Save Line Item

A PDF or text file
can be attached to
theline item by
clicking on the
browse button,
locating the desired
file and clicking
Savelineltem.

(Brows=. -
Use the Edit and Delete
buttons to modify previousy

entered line items.

. : F Line
Line HEEN K Unit Unit of Total :
tem Descnpnon 67 Quanmy Cost IMeasure Cost Fee tem Hait Deflete
Amount
Admin i H
1| Support & ] 8507 | HOUR | $425.35 | $0.00 | $425.35 | [ Edit Delete Click to proceed

Calculated Invoice Total:

$425.35

to the Invoice
Summary and

| cancel Invoice

| Review Invoi

Submit.

)

Figure 16: Invoice Lineltem Information Screen after Adding Items
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I Step Four: Review thel FF Invoice Summary Screen I

When you click Review I nvoice from the Invoice Line Item Infor mation screen (see Figure 15:
Invoice Line Item Information Screen), the I nvoice Summary screen (see Figure 17: IFF Invoice
Summary Screen) will appear.
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User: cedvendor Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Invoice Summary
Invoice warnings
P Please note the following warning(s) associated with this invoice W| “ appear here
= Invoice amount is greater than contract/agreement available amount.
You can still proceed with this invoice, but please be aware of this/these warning(s).
Contract, Agreement, or . .
Task Order Number: FO0O10901 Available Amount: ($76,788.75)
Award Period of Award Period of
Performance Start Date: 9/23/2000 Performance End Date: e
o ASHEES No Once you click Submit
Invoice, you will be ableto
Invoice Type: Debit Invaice view theinvoicein the
Invoice Number: INWOO002814%2 Invoice Date: 4/8/2003 I nV.O!Ce LOg and make
revisionsfor three hours.
Services / Labor/ Travel:
Performance Period Start Performance Period End
Date: 14172005 Date: 14172005
Goods/Products:
Delivery Date: TAA
Shipped From: Shipped To:
Shipped Weight: ﬂ:ggﬁf@}"e'gm Unit of
Government B/L Number:
Discount Terms (in Days): [P)Lsrf:zlr‘;t AmounE
Discount Memo:
Header Attachment:
Line S , unit uUnit of Total
ttem Description Quantity Cost e Total Cost Fee AN
1 el 5 85.07 | HOUR $a2636 | 000 $426 385
Support ' '
2 Consulting 30 48 HOUR $1,350.00 £0.00 $1,350 00
Click to return Total: $1.775.35 Click toreturn
to the Invoice to the Invoice
Header i sleaBO: LineItem
Information Information
screen. Sscreen.
|_Edit Invoice Header Information J |_Edit Line Items |
. . . Cancel Invoice Submit Invoice .
Click to cancel invoice Click to
submission and return ] ] submit this
to the Main Menu Figurel7: |FF Invoice Summary Screen invoice.
screen.
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1. Review theinvoiceinformation. If there are errors in the invoice information, use
the buttons as indicated to make modifications.

_Edit Invoice Header Information J

Edit Line Items |

Cancel Invoice |

Click the Edit Invoice Header Information
button to edit the | nvoice Header

I nformation screen (see Figure 14: |FF
Invoice Header Screen). Y ou can edit the

invoice header and proceed to the I nvoice
Lineltem Information screen.

Click Edit Line Items to edit to the Invoice
Lineltem Information screen (see Figure
15: Invoice Line Item Information Screen).
Y ou can edit line item information and
proceed to thel nvoice Summary screen.

Click Cancd Invoiceto return to the Main
Menu. None of the invoice datawill be
saved.

Y ou must return to the I nvoice Summary screen to submit the invoice.

When all information in the I nvoice Summary is correct, clic

K [ Submit Invoice The

Submission Confirmation screen appears (see Figure 18: Submission Confirmation

Screen).

Note You may edit or delete a submitted invoice within three hours of theinitia
submission. When the grace period has expired, the edit and delete functions will no

longer be available.
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User: Jlm@hyrnesmlcom Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Submission Confirmation

AL D/26/2004 217 AM (EST), Invoice #
INY_0000236142 was subrmitted for review

You have until 9/26/2004 2:22 AM (EST) to
revise this invoice

Main Menu

Figure 18: Submission Confirmation Screen

Creating a New MMS Invoice

To create anew MM S invoice in the GovPay application, from theMain Menu, click
. Create Invoice | Then follow this four-step process.

1. Choose the award the invoice will be billed to or credited toward.
2. Enter Invoice Header Information.

3. Enter Line Item Information.

4. Submit the Invoice Summary.

These four steps will be discussed in detail further on in this section.

I Step One: Choosethe Award I

When you click | Create Invoice | rom the Main Menu screen, (see Figure 4: Main Menu Screen),
the Awar ds Sear ch screen will appear (see Figure 12: Awards Search Screen).

Search

Note If you do not know any part of the Award Number, leave the field blank and click
Search. Thiswill show you all available Award Numbers.

1. Enter an Award Number, or part of an Award Number, and click

2. Theresults of the search will be displayed in a pull-down menu under the heading Sear ch
Results.

3. Choose the appropriate Award Number and click [ Create Invoice
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I Step Two: Enter MM S Invoice Header Information I

After you have selected the appropriate award, thel nvoice Header | nformation screen will appear.
The title of the screen will reflect the type of invoice (MMS or |FF) based on the type of award
selected in Step One (seeFigure 19: MMS Invoice Header Screen).

« | Continue >

1. Enter theinvoice dataand clic to proceed to theLine ltem

I nfor mation screen.

Note Y ou can attach a supporting document to the Invoice Header by clicking the
Browse button and indicating your desired document. The document must be in text
or PDF format and no larger than 5 MB.

Note Clicking l.Cancellnvoice |\\ii| return you to the Main Menu screen without
saving entered data.
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GovPay

User: CTCGovPayAdmin

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

MMS Invoice Header Information

. e Contract, Agreement, or ] . Gray fidldsare
ThISfleId ShOWS Task Order Number: 2006541234 Available Amount: $1,801.91 automanca”y
outo eC|f Award Period of Award Period of
i/he avvj;:j y Performance Start Date: 08122000 Performance End Date: 03122008 pOpUl&ed by
. . information
against which o already inthe
you are Please specify the invoice type: database
Invaicing. @ Debit Invoi € Final Invoice (Debit . -
J shnveres matinveiee 0P\ ) ndi cate the tve of Invoice here.
Inveice Number: * Invoice Date: T22/06
|
Thelnvoice | snippearrom All dates arein MM/DD/YYYY format. |
Number fieldis
required. It can H = :
be any SFinEETERE ] Shipped Weight Unit of The_ Bi ”_ of
combination of ppec elgnt Measure: Ladingisa
aI phanumen C Government B/L l‘— Note: Shipped Weight Unit of Measure mandatary if specifying dOCUment |$Jed
. Number: Shipped Weight & vice varsa .
charactersthat is I by acariertoa
meaningful to shipper, listing
your Discount Terms: & No Discount Discount Memo: receipt of goods
Organi zation. " Discount Percent: [ % = and Sp@leyI ng
delivery terms.
sethe ' Discount Amount: %
Use the tab key I i
tO move :from Discount Days: I (1-30)
field to field. —
Attachment File Name: Additiona
shipping details
Add/Change Attachment g can be SmeItted
File: | Browse., | as attachments.

Click toreturn
tothe Main

M enu screen.
No entered data
will be saved.

Note: Only plain-text files and PDF files, no more than 15 MB in size, will be accepted.

Invoice POC:

Cancel Invoice

Continue >

Y ou can attach
any text or PDF
fileup to 1I5MB
insze.

Figure19: MMSInvoice Header Screen
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Click to proceed
to the I nvoice
Lineltem
screen.
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I Step Three: Enter MM S Invoice Lineltem Information I

Invoice Header Screen), thelnvoice Lineltem Information screen (showing contract line items
that are eligible for invoicing) will appear (see Figure 15: Invoice Line Item Information Screen).

1. Enter datafor each contract line item that is being invoiced. If acontract lineitemis not a
part of the current invoice, leavethe fields blank.

Note Servicelineitem data fields are different from Goods line item data fields.
2. Click L&ontinue > /1, hroceed to the | nvoice Summary screen.
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Pay

User: CTCGovPayAdimin Home | Help | Contact Us | Site Map | Privacy Policy | Logout
MMS Invoice Line Item Information

Invoice Number: FFFFFFF Invoice Date: 07/26/2006

B | Edit Invoice Header Information ]
Click to return
toInvoice CLIN: 0010
H eader Award Line Information
i Delivery Date|  Total Quantity | Available Quantity | Total A t [ i A t
Information 059/09/2008 7.00 4.00 | 279986 | 1599.92
Screen. Description: |Computer Monitar
Invoice Line Information
Delivery § Unit |unitof [ invoiced
Date AHEETmEN QLY Cost |Measure Amount
fo7172008 ] ||L Add/Modify ]|| 1|6399.98| Each ([§399.98
Comment: ||
CLIN: 0020
Award Line Information
Delivery Date| _ Total Quantity | Available Quantity | Total Amount | Available Amount
09/11/2006 7.00 | 2.00 | 111.93 | 0.00

Description: |Keyhoard

Invoice Line Information

D‘g;"t:” Attachment | Quantity g: A PDE or text file
i [ | agamoan || 55| can be attached to
S || thelineitem by
clicking on the
CLIN: 0030 Add/M odify button.
Award Line Information
Line Items for Porformaca Start | Performacatnd | Total Amount | Avaliable Amaunt
: Date Date
Serviceshave a SRR 5000 20159
Start and End Date’ Description: Installation
whereas Line Items Invoice Line Information
for Goodshave a Start Date | End Date Attachment Invoiced Amount
. [07/1372008 | 0871372008 | | | Add/Modify | B
Delivery Date. p—
CLIN: 0040
Award Line Information
Perl'm;g:enr:z'mace Per:;:?c:‘;nd Total Amount Available Amount
Date
Totasasline 19/13/2006 25000 000
. Description: Installation
Items are
Invoice Line Information
added or Start Date | End Date Attachment Invoiced Amount
deleted. f [T [Fadamoain )] | |
comment: |
CI|Ck tO I’e'[UI’n '[0 Calculated Invoice Total; [§407.88
M_a] n M enu | Cancel Invoice ][Continue >]
without saving.

Figure 20: MMSInvoiceLineltem Information Screen
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I Step Four: Review the MM SInvoice Summary Screen I

When you click Continue from the Invoice Line Item Infor mation screen (see Figure 20: MMS
Invaice Line Item Information Screen), the I nvoice Summary screen (see Figure 20: MMS Invoice
Line Item Information Screen) will appear.

Lovbay

User: CTCGovPayhdmin

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

MMS Invoice Summary

Contract, Agreement, or

Click to return
to the Invoice
Header
Information
screen.

T ask OrderNamber: J006GYIATE Available Amount: 1801.91

Award Period of Award Period of

Performance Start Date: 08/2/2006 Performance End Date: 0941342008

Invoice Type: Dehit Invoice Once you CI ICk SmeIt

Invoice Number: FRFFFFF Invoice Date: wmennss | 1NVOICE, YOU Will be able to
view the invoicein the

Shipped From: Shipped To: i

Shipped Weight: Shipped Weight Unit of Measure: I nVOI ce L Og and make

Cavethmant B/ NdmESH revisions for three hours

Discount Terms (in Days): Discount Amount / Percent: after SmeIttI na.

Discount Memo:

Header Attachment:

R [ Award Period Invoice 2 o
cLIN ?fr:;"::a"’r'; Total Quantity Total Amount of (e Period of |Quantity g:;: il | e
[Performance |Performance i
]| S 7.00 2799 .66 09/09/2006 0741142006 1 |s3som8| Each [$3
A I 0713/2006 - Click toreturn
0030| nstallation nac 26000 09/13/2006 e 1 | s
Calculated Invoice Total: #=| tothelnvoice
Lineltem
Invoice POC: I nformation
screen.

[_EditInvoice Header Information |

Click to cancel invoice
submission and return
tothe Main Menu

screen.

Cancel Invoice

| Edit Line ltems

Submit Invoice

Figure 21: MMS Invoice Summary Screen
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Click to
submit this
invoice.
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2. Review theinvoiceinformation. If there are errors in the invoice information,
use the buttons as indicated to make modifications.

| Edit Invoice Header Information |

| Edit Line Items |

| Cancel Invoice |

Click the Edit Invoice Header Information
button to edit the | nvoice Header
Information screen (see Figure 14: IFF
Invoice Header Screen). You can edit the

invoice header and proceed to the I nvoice
Lineltem Information screen.

Click Edit Line Itemsto edit the I nvoice
Lineltem Infor mation screen (see Figure
15: Invoice Line Item Information Screen).
Y ou can edit line item information and
proceed to the I nvoice Summary screen.

Click Cancd I nvoiceto return to the Main
Menu. None of the invoice datawill be
saved.

Y ou must return to the I nvoice Summary screen to submit the invoice.

3. When dl information in the Invoice Summary is correct, click

Submit Invoice |

. The Submission Confirmation screen appears (see

Figure 22: Submission Confirmation Screen).

Note You may edit or delete a submitted invoice within three hours of the
initial submission. When the grace period has expired, the edit and delete
functions will no longer be available.
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User: CTCGovPaysdmin Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Submission Confirmation

At 7/22/2008 1:07 AM (EST), Invoice # 4535
was submitted for review.

ou have until 7/22/2006 1:10 AM (EST) to
revise this invoice.

Main Menu

Figure 22: Submission Confirmation Screen

Section Seven: Using Reports

From theMain Menu screen (see Figure 4: Main Menu Screen), you can choose to view
various reports. System Administrators create GovPay reports and assign access privileges to
them. The reports that appear in theMain M enu will vary depending on what the GovPay
System Administrator has set up, however, thelnvoice Log and View Awards, will remain
constant.

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 a report 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

o User

e Award

e Vendor

e System Events.

The main difference between the report types is the column headings and the type of data
presented. Vendor users may only perform actions on invoice reports. The other types of reports
arefor viewing only (Again, the reports available will vary depending on what the System
Administrator has set up.).
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The following chart below lists the actions available to a Vendor user on an invoice report.

Action Menu Options

Result

View I nvoice

Revise | nvoice

Delete I nvoice

Thelnvoice Summary screen appears. From
the Invoice Summary you can print and
access the I nvoice Wor kflow History and
theMonetary Activity screens.

Note: This option is available for all invoices
submitted by your Vendor organization.

The Invoice Header Information (Figure
14: |FF Invoice Header Screen) screen
appears and the user may proceed through
the invoice creation screens as described in
Section 4. All invoice information may be
edited at thistime.

Note: Thisaction isonly available during the
three-hour grace period following an invoice
submission. It is only available to the Vendor
Administrator of your organization and the
Vendor User who submitted the invoice.

The system prompts the user to confirm their
desire to delete the selected record. The user
may either confirm or abort the action. Once
aninvoiceis deleted it cannot be retrieved by
the system.

Note: Thisaction isonly available during the
three-hour grace period following an invoice
submission. It is only available to the Vendor
Administrator of your organization and the
Vendor User who submitted the invoice.
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Invoice Log

Thelnvoice Log is an invoice-type report that shows the status of all invoices submitted by your
Vendor organization.

Move through
multi-page
reports with

Home | Help | Contact Us | Site Map | Privacy Policy | Logoy NeXt Page and
Usethe Invoice Log L ast Page
Sear ch tool buttons
. GowvPay Tracking Number w | | Stans With | v Search
tofinda iasiianss Glasaacad i
‘g ext Page ast Page
specific , _
) ) Page 10f 31 310 Matching Invoices CI k |
Invoice. ovPay Tracking Number | fward Number | Mendor Inwoice Number | Inwoice Date | Total Amount Invoice Status Ton ICK on column
ET200500243 FO010801 IND00025142 O40E/2005  |§1.775.35 Wendor Submitted - In Queve | Salect-> v head| ngS to sort
; Select-> :
EI200500242 FO010901 MHA0805124 OMDSE005  F200 At C0 for Review
Delete Invaice entries.
EI200500240 POO0E01 APRILCREDITZ DDBAE008  §(100.00) At C0 for Review Revise Invaice
- Wiew Invoige
EI200500238 FO010801 APRILEREDIT O40SE005  FH00.00 At C0 for Review SETECT =7 -
EI200600238 POO0601 CODINVEZE41 OY0SE005  §100.00 At C0 for Review Select-» >
EI200500237 PO010901 TEST408051028 04108/2005  [559.00 At O for Review Select-> v
EI200500238 POO0801 MH4805539 04/08/2005  [$10,029.00  |Awaiting Financial Interface Select-» v Choose an
EI200500235 POO0001 TEST40805355 OMDS/E005  HE 00 At £0 for Review Select-> ~ Action from the
4 FOO0801 TESTINGO408825 OMDSE005  FTEO0 At GO for Review Select-» v menul. (See
CI | Ck to eXpOI’t the ex] PO010301 MARCH2O05IL 04/05/2005 | $520.00 At CO for Review Select-> v pre\/ious Chal’t)
entire report to
Export Entire Report
Excel® or another
programin
Comma- Separated
Vaue format.

Figure 23: Invoice Log Screen

Sear ching and Sorting

Therecordsin thelnvoice L og report may be sorted by clicking the column heading for the sort
criteria. 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.

I nvoice L og records may also befiltered to include only records that meet specific criteria. To
create such afilter:

2.
3.
4.

Only records that meet the specified criteriawill appear in the report.
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1. Select acolumn heading from the first pull-down menu at the top of the screen.
Select aqualifier from the second menu.

Type the criteriain the following text field.
Click Search.
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Most GovPay report types (Invoice, User, Award, Administrator and Vendor) have this same
search and sort functionality.

Invoice Workflow History and Monetary Activity Reports

Thelnvoice Workflow History and I nvoice Monetary Activity screens (see Figure 25:
Invoice Workflow History) are only available by choosing View | nvoice from the Action pull-
down menu of thelnvoice Log. Thelnvoice Workflow History shows the status of an invoice
within the GovPay process. Thelnvoice Monetary Activity screen pulls datafrom ABACISto
show any financial transaction that has taken place on an invoice. To access these screens:

1
2.
3.

Select an Invoice Report from the Main Menu.
Locate a specific invoice in the report.

Choose View Invoice from the Action Menu. Thelnvoice Summary screen will appear
(see Figure 24: IFF Invoice Summary).

click . View Workflow Status History |

to view thelnvoice Workflow History

or | View Monetary Activity -to view the Invoice Monetary Activity screen (see
Figure 25: Invoice Workflow History and Figure 26: Invoice Monetary Activity).
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Invoice Summary

warning(s)

P Please note the following warning(s) associated with this invoice:
e Invoice amount is greater than contract/agreement avzilable amount

You can still proceed with this invoice, but please be aware of thisfthese

Invoice warnings
may appear here.

Current Status:

Az of H5F2005, the status of this invoice is: At CO for Review

The View Invoice
screen shows the
entire action
history (actions
taken by COs and
COTRs) for the
invoice. In this
case, the COTR
has approved the
invoice and it has
moved on to the
CO approva

| View Workflow Status History ]

| Wiew Monetary Activity ]

Click to print the
report.

Print Invoice

Close Window
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Figure 24:. |FF Invoice Summary

COTR Hame: COTR User €O Hame: CO User
COTR Action Type: Approve CO Action Type: Mo Action Taken
COTR Action Date: 45572005 CO Action Date:
COTR Approved Amount: $520.00 CO Approved Amount:
Vendor Hame: PERRCTPACKING. yendor DUS # 0mM954213
Contract, Agreement, or Task OT0er o Cost Plus Fixed Fee Contract? Mo
Humber:
.ID\;!:.rd Period of Perfarmance Start 9292000 Award Period of Performance End Date:
Available Award Amount; $53 73032 Total Award Amount: §1,232 906 .22
: " Curmnulative Invoiced Amount
Cumulative Disbursed Amount N
(GovPay Invoices Onhy): $0.00 (Goul only, Current  $587 256 860.51
Invoice):
Wendor Invoice Humber: MARCH2005L Invoice ID (El #): EI200500233
Invoice Type: Dehit Invoice Invoice Date: 4/5/2005
Invoice Cost Amount: $52000 Invoice Fee Amount: $0.00
Total Invoice Amount
(Cost + Fea): $520.00
Invgice POC:
Services/\Labor/Travel:
oice Performance Period Start Date: 1172005 Invoice Performance Period End Date: 11 /2005
Note: If red text
H ods/Products Delivery/Shipped Date: Government B/L Humber:
and parentheS S pped From: Shipped To: aaqe
pped Weight: Shipped Weight Unit of Measure: _ 3
appear on screen,
the I nVO' Ce count Terms (in Days): Discount Amount or Percent:
. count Memo:
Summary being
. . pder Attachment:
displayed isfor an
I FF Crajlt Approval Action Summary
Voucher/Memo
i COTR User  Date: A4i5f2005 Invoice Action: Approve
rather th Debi
ather than a Debhit Payment Type: Complets Amount: $520.00
Invoice.
Line Humber: 1 Line Action: Approve
Reason: Thiz was a full day of meetings at the Columbus, OH site
Total Line Amount: | §520.00 |
= . , Total Total
Line e 5 Uit | Lmitof Total B
Ttem Descriplion (Q Quantity Cost | easura Cost Fee |nvoiced | Approved
Amount | Amount
1 consulting 2 34 HOUR | $520.00 | §0.00 | $520.00
Total: $520.00
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I I nvoice Status I

One of the three invoice detail reportsisthe lnvoice Workflow History report available from
thelnvoice Summary. It shows the status of the invoice.

Invoice Workflow History

Invoice Humber: IR 0000236142 Invoice Date: Q26/2004
Invoice Type: Debit Invaice Invoice 1D (El #): EI200406606
Status Status Set By
Status Date | o Description | iy | S€tBY Wsemame)
Inwoice ar credit
20040835 | AtCOfor [ MOUEMEUNEMO | gygipm e
02:39:14.667 | Review . g Account i
reviewed by the
co.
Inwnice ar credit
20040835 | AtCOTR [ MWUEMSUNEMO | gyeipm svetern
02:23:09.9% | for Review : g Account i
reviewed by the
COTR.
Inwoice ar credit
vauchetimermo
Wendar .
2004-09-26 , submitted bythe | um | :
021747103 | SURMMEd | T aris | ByRuEs | TM@RYMeslcom
- In Glueue 2
awaiting
processing.

Print Window

Close Window

Figure 25: Invoice Workflow History

Invoice Monetary Activity

Invoice Number: 0901902AC Invoice Date: 9/19/2006
Invoice Type: Dehit Invoice Invoice 1D (EI #): EI200617569
Ath;::;ty Activity Type Amount Additional information
9/19/2006 An interest payment $1.00 The schedgle rjurmber for this
was made transaction is: schd01
9/19/2006 A payment was $100.00 The schedule nu_mber for this
made transaction is: schd(1

| Export to Excel ]

L Close Window ]

Figure 26: Invoice Monetary Activity

38




GovPAY VENDOR MANUAL

The following table gives more detail about possible invoice status statements that may appear in
the Invoice Workflow History report.

Status Name Status Description

Notes

Vendor Submitted — | Invoice or Credit Whilein this status, the vendor may revise the invoice/voucher.

In Queue V oucher/Memo An invoice/voucher remains in this status for three hours after
submitted by the vendor | initial submission, or one hour after it was last revised (whichever
is waiting processing. islater). When thistime 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 COTR has

Review Voucher/Memo isbeing | not yet taken action. If the COTR has not taken action after three
reviewed by the COTR. 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 While in this status, the COTR may revise their recommendation.

Taken - In Queue

Voucher/Memoisin a
gueue waiting system to

An invoice/voucher remainsin this status for three hours after
submitting the initial decision, or one hour after submitting a

processthe COTR revised decision (whichever islater). When this time expires, the
action. invoice/voucher is placed in the status “ At CO for Review.”
Processing COTR COTR action on the Theinvoiceisin this status for about a minute while the system
Action invoiceis currently being | transitionsit automatically from an Action in the COTRs queue to
processed by the system. | an Action in the COs queue.

At CO for Review

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

The invoice/voucher remains in this status until the CO takes
action on it.

CO Action Taken —
In Queue

Invoice or Credit
Voucher/Memoisina
queue 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

CO Action on the invoice

Theinvoiceisin this status for about a minute while the system

Action is currently being transitions it automatically out of an Action in the CO’s queue.
processed by the system.

Credit Credit Voucher/Memo The voucher/memo has been approved by the CO.

V oucher/Memo has been processed by the

Processing COTR and CO.

Complete

Rejected Invoice or Credit The invoice/voucher has been rejected by the CO.
Voucher/Memo has been
rejected.

No Payment Invoice need not be The invoice could have been completely compensated using

Required forwarded to the existing Credit Vouchers.

Financia System for
payment.

Awaiting Financial
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.
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Status Name Status Description Notes

Invoice Transmitted

Invoice has been

The invoice has been approved by the CO and has been

to Finance transmitted to finance for | transmitted to finance for final approval. Finance has not yet
final approval. confirmed receipt of theinvoice.

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

Confirmation invoice for final approval. | regject or pay an invoice that has been approved by the CO.

Received Invoices that 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 rejected by The invoice was approved by the CO, and then rejected during

Finance finance. 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

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

before being processed.

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

Receipt in FBMS.
Awaiting Invoice has been received | In this case, Finance has received the invoice, but cannot process it
Processing at by Finance but awaiting until they receive more information regarding the award structure
Finance further information 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, thereisa
payment block on theinvoice. If the block against the payment is
removed, the invoice can move to Paid status.

Voucher/Memo is
suspended (on hold).

Paid Finance hasindicated that | The invoice has been approved by the CO and Finance has
payment was sent for the | indicated that payment has been sent.
invoice.

Suspended Invoice or Credit A GovPay Administrator has placed thisinvoice in Suspended

status pending further administrative action. Please contact the
GovPay help desk for further information. In this case, Finance
has received the invoice, but cannot processit until they receive
more information regarding the award structure from the CO.
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Section Eight: Vendor Administrators

At least one individual within your organization will be given Vendor Administrator rights. This
alows them to create new Vendor User and Vendor Administrator accounts for others within
your organization.

The Vendor Administrator Main M enu has an additional button, Manage Yendor Users J,

that provides access to the administrator tasks such as Creating, Editing and Modifying Vendor
user accounts within that organization (see Figure 27: Vendor Administrator Main Menu).

User: jim@bymesoil.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Main Menu

General Options
Change Password Create Inveice
Edit User Profile

Vendor Admin Options

| Manage Yendor Users ]

Inveice Reports

Invoice Log

Figure 27: Vendor Administrator Main Menu

Managing Accounts within your Organization

Clicking the Manage vendor: Lsers from theMain Menu, (seeFigure 27: Vendor
Administrator Main Menu) displays the Manage Vendor Users screen (see Figure 28: Manage
Vendor User Screen). From this screen you can add anew Vendor User who may submit
invoices on behalf of your organization, or modify or delete existing users.

To add aVendor user:

. Click Manage Vendor Users Jfrom theMain Menu.
Fill intheCreate Vendor Usersform.

1
2.
3. Click (AddUser)
4.

Repeat previous until al users are added then click *
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Note: Each User Account requires a unique e-mail address, username, and password.

User: vendor_admin

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

Manage Vendor Users

Vendor DUNS: 627807605

New User Information

Check this box
if the new user
should have
Administrator
rightsfor the
vendor
organization.

After auser has
been added, use
the Edit and
Delete buttons

to modify their
accounts.

ReqL" red First Name: I—_ Middle Name:
fields are — .
. ast Name: uffix:

marked with
ared star. Title / Position:

E-mail:

NOTE: Username is a combination of DUNS number and email address for Yendor Users.

Account | No e-mail

Administrator: o notifications: o

Save User
To create anew
Vendor User or
Vendor or Account Users
Adml n!Strator me Pgﬁ'ﬁ;n E-maif Username A‘:‘T'.:it;: "E’;:;Ee Edit Deijete
User, fill inthe :
required LER | CERE 627807603
information and NS Euosti:ness FULLERL@UIC EDU FULLERL@_U\C EDU Ny Y Edit Delete
click the Save
User button. hor jlasallect@yanon com | vendor_admin ¥ ¥ Edit Delete
Done

Figure 28: Manage Vendor User Screen

To modify or delete an existing Vendor user:

1. Click Manage Vendor Users Jfrom theMain Menu.

2. Click theEdit or Delete button next to the account you wish to modify.

If you click Edit, that user’s information will populate the fields with the current

information. Make appropriate edits.

If you click Delete, you will be asked to confirm before the user is removed from the

system.

Note: At least one Vendor Administrator account has to be present for the organization.

GovPay will not al you to delete all Vendor Administrators.
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