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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:

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

Exchange invoice data over the Web quickly and securely

Verify that submitted data is correct and complete, eliminating the need to follow-
up on erroneous invoices.

Capabilities of the GovPay System

Vendors can use GovPay to:

Submit invoices over the Web

Eliminate administrative burden due to paper-based processes

Expedite invoice processing by eliminating the delays caused by incomplete data
or key entry errors

Check invoice status online, quickly and conveniently.

Contracting Officer Technical Representatives (COTRs) can use GovPay to:

Check invoice status online
Make invoice action recommendations to the Contracting Officer (CO).

COs can use GovPay to:

Check invoice status online
Make invoice actions based on COTR recommendations.

GovPay Process Overview

The GovPay application is a conduit for vendors to securely create and submit invoices
electronically via a Web 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. Data validation features are

available throughout invoice submission and a confirmation is required before final
submission.

2. GovPay transmits the completed invoice to the 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, interfacing with the Federal Financial System (FFS), transmits the approved

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

COTR

COTR reviews and
recommends
payment of e-invoice

1

) am o
VENDOR CO approves
Vendor creates e- - J( )V - payment of e-invoice

invoice in GovPay ELECTRONIC INVOICING SYSTEM

4. [FINANCIAL > | 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

As a GovPay COTR you will need to make action recommendations on invoices submitted by
Vendors.

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.
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System Architecture

The GovPay application seamlessly interfaces with three important software packages used to
manage contract information: (1) Federal Financial System (FFS), (2) Business Information
System (BIS) and (3) Procurement Desktop (PD). These systems update GovPay on a daily basis.

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. The following
illustration diagrams the GovPay System Architecture.

Qwest Federal
&c Site

L

H2

COs
Vendors \ I / { ]
WWW/ , Finance Dept.
Internet — % » Intranet\‘
/ Firewall GovPay Firewall \ @
; % — FFS
(Y

BIS
COTRs PD

Figure 2: System Architecture

Section Two: System Login

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

Note: GovPay makes extensive use of pop-up windows.
Ensure pop-up blockers are disabled before proceeding.

Usernames and Passwords

If you do not have a Username and Password, you will not be able to login to GovPay. Your
username and password is automatically emailed to you when an award that you are the COTR
for is imported into GovPay.

Requesting an Account

If you need a Username and Password, you may request an account from a GovPay

Administrator, whose contact details can be accessed from the Contact Us link on the GovPay
Login.
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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.

When you are granted an account you will be e-mailed temporary login information. After your
first login, you will be asked to change your Password. A GovPay 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-Z)

2. Lowercase letters (a-z)

3. Numbers (0-9)

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

Retrieving

a Forgotten Password

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 | at

https://www.

govpay.gov/GovPay and enter the requested information. A temporary Password

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.
The Login screen appears (see Figure 3: Login Screen).

Help | Contact Us | Privacy Policy

GovPay Login

Only Vendor s
may use the
Register button
to request a
GovPay

9 account.

Enter your
Vendor Enroliment Login Username

and

Username: B Password.
Don't have a GovPay account? Password: —
Reqister for one here!
ra— Vs
Register |_Login ; . .
- Click Login to
) begin.
Forgot your Password? | Retrieve Password ]

P ay was designed for use with Microsoft® Internet Explorer 6.0 (and above) and Mozilla® FireFox 1.5 (and above)
Release Notes (L atest Changes)

Figure 3: Login Screen
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1. Enter your Username and Password.

2. Click the =291 hytton.
The Main Menu screen appears (see Figure 4. Main Menu Screen).

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 the Main Menu screen (see Figure 4: Main Menu Screen) you can begin to execute any of
the COTR tasks available via GovPay.

Go
A
CTH
User: Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Main Menu
General Options
Change Password Edit User Profile

| Set Backup & Qut-of-Office Period J

Inveice Reports

|_Invoice Report (COTR) J |_Invoices Awaiting COTR Review J

Figure 4: 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 Menu from any screen in the
application.

e Help: Click Help to view the online help, or to access the User Manual.
e Contact Us: Click Contact Us to view pertinent GovPay contact information.
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e Site Map: Click Site Map to open a site map. From the site map you can access
context-sensitive help and launch specific functions.

e Privacy Policy: Click Privacy Policy to open up a page that contains links that go
to the DOI Privacy Policy and the Department of Interior (DOI) Disclaimer
Statement for GovPay.

e Logout: Click Logout to logout of the system and to go to the GovPay Login
screen. Do not use the Windows [X] to close your session.

& 4 \
Cllck Home User: smith Hpme | Help | Cantact Us | Site Map | Privacy Pylicy | Logouk AlWayS Click
to return to Main Mernu to Logout.
. N\
the Main g
General Options
Menu screen. J Click to view
l CHange Password Edit Usear|Profile Privacy Policy
Click Help (8ot Backup 8 Out-of-Office Period | ina new
to access L window.
online heIp Invoice Reports
Inwoice Report (COTR) [ Invoices fiwaiting COTR Review | Use Site Map A
to access
N help and for
Click for system
contact info. navigation.
. J

Figure 5: Navigation Bar Elements

Section Four: System Help

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

e 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, click Help on the Login screen Navigation Bar (see Figure 6: FAQ).

GovPay

ELECTRONIC INVOICING SYSTEM

FAQ
What is GovPay?

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

What are the GovPay benefits?
GovPay eliminates the administrative burden of invoiceing due to paper-based process, expedites the involce grocessing

by elirminating the delays caused by incomplete data submission or key entry errors, and allows users to check invaoice
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 Loegin screen and enter the
requested information.

Mote: Wendor users must have current information in the Central Contractor Registry (ww cor.gov) to successfully enroll.

Figure 6: 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 Information 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 7: Site Map). The various sections of the application will be displayed.
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GovPay

_E-INVOICING SYSTEM

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

COTR Site Map

Click ﬂtu access help for that screen.

Click Gtu begin that action or process.

Navigation Bar

Home

Click Horme to return to the Main Menu

Help

Click Help to wiew context-senstive help.

Contact Us

Click Cortact U= to wiew contact infarmation.

Ol OE O

Figure 7: Site Map

”,

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

Section Five: Account Administration

From the Main 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 |
to contact you.

click L3¢t Backup & Out-of-Office Period |
contact for when you are out of the office.

to change your user Password.

to update the contact information that will be used

to delegate to a backup

Changing Your Password
To change your Password:

1. Click' Change Password ]from the Main Menu screen (see Figure 4. Main
Menu Screen). The Change Password screen will appear (see Figure 8: Change
Password Screen).

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

3. Enter the new Password, in the New Password field.

10
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4. Finally, confirm the Password change by re-entering the new Password in the

Confirm Password field and click LMJ.

Note: The Password must be at least 12 characters long, and
from three of the following four categories:

1. Uppercase letters (A-Z)

2. Lowercase letters (a-z)

3. Numbers (0-9)

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

GovPay

E-THVOICING SYSTEM

must contain at least one character

User: COTRLIser

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

Account Maintenance

Change Password

Your new password must contain at 12ast one character

from three of the following four categories:
1. Uppercase |etters (A-Z), [

Red asterisks (*)

|

.

(— 2. Lowercase letters (3-7), . . . .
3. Numhers (0-9), indicate required fields.
1. Enter Old
. 4. Punctuation characters (@, #, %, 7, etc). |
Password. ~
0Old Password: = .
Click Cancel to return to the
( N New P o; - . .
2. Enter and aeswer Main Menu screen without
. Confirm Password: = .
Confirm New changing your Password.
J
Password. cancel Ei@EiQ_____________________________

3. Click

Submit to
change

Figure 8: Change Password Screen

Password.

Note: You will be required to change your password
immediately after your account is first created. After you have
successfully logged in, you will be asked to change your

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:

click _Edit User Profile |

Menu Screen).
The Edit User Profile screen will appear (see Figure 9:

Enter the new contact information.

Click | Submit |

1.

11

from the Main Menu screen (see Figure 4: Main

Edit User Profile Screen).
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ELECTROMC INVOICING SYSTEM i

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

Account Maintenance 1. Enter
Contact
Edit User Profile Info.
First Name: N
Click Cancel Middle Name:
to return to Last Name: smith -
the Main sums Red asterisks
Menu screen ::::':" e (*) indicate 2. Click
without Fax: required Submit to
changing Username: smith : fields. change
your Contact E-mail: govpay_cotrl @yahoo. | = Contact
Info. | (cancel ) (Submit] Info.

—

Figure 9: Edit User Profile Screen

Setting a Backup

Click & Set Backup & Out-of-Office Period J from the Main Menu screen (see Figure 4:

Main Menu Screen — COTR) to set up a backup for when you are out of the office (see Figure
10: Set Backup Screen). The designated backup COTR is allowed by the GovPay System to act
on your behalf during the indicated period. You will still receive notification e-mails while your
out-of-office is set.

GovPay

E-THVOIE

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

Specify User Backups for
"COTR User"

NOTE: You will still receive

COTR/RO User Role . v . .
E-mail notifications while

Current backup: COTR3 Backup . .
Current out-of-office dates: your Out-of-Office is set.
Start Date: End Date:
05/26/2005 05/26/2005
Last assigned by: COTR User On: 05/26/2005
New backup: |COTR3 Backup [v]
New out-of-office dates:
Start Date: End Date:
08/30/2005  (mmddddyyyy) 08/30/2005 | fmmidddyyyy)
|_Cancel || Save

Figure 10: Set Backup Screen

12
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Section Six: Using Reports

From the Main 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 the Main Menu will vary depending on what your System
Administrator has created; however, you will always have access to the Invoice Report (COTR)
and Invoices Awaiting COTR Review. While these are both invoice-type reports, the Invoices
Awaiting COTR Review report is a subset of invoices on which the COTR needs to take action.

Invoice Reports and Invoices Awaiting COTR Review

Although the System Administrator may provide you with additional reporting privileges,
Invoice Report (COTR) and Invoices Awaiting COTR Review are the default invoice-type
reports. Use Invoices Awaiting COTR Review to view only the invoices that require an action
from you. Use Invoice Report (COTR) to see the status of all invoices you have acted on or

require your attention.

The following report is available by clicking Invoice Report from the Main Menu. It allows
you to see a report that includes all invoices submitted by the Vendors you service.

GovPay

Use the Search
tool to find a
specific invoice.

EST1442C1 E"‘UUL”T"’““

JOHNS
NOSFC10000 HOPKINS
UNIVERSITY
TEST1442C1 SUULUTAAQ,
INC.
JOHNS
NOSFC10000 HOPKINS
UNIVERSITY
JOHNS
NOZFC10000 [HOPKINS
UNIVERSITY
JOHNS
NOBPC10000 [HOPKINS
UNIVERSITY
JOHNS
NOBFC10000 [HOPKINS
UNIVERSITY
TEST1442C1 |SUULUTAAR.
INC.
TEST144201 S HUTAAR,
INC.
JOHNS
NOBPC10000 [HOPKINS
UNIVERSITY
Awsrd Businsss
Number

\

ULUTAAQ,

N
Click to export the s

entire report to o
Excel® or another

s
FRINS
IVERSITY

s
FIINS

program in comma- IVERSITY
separated value s

format.

User: Pat.Abbott@tyndall.af.mil

Award Number

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

Invoice Report (COTR)

== endor Invoice | Invoice  Invoice  Period Period
Number Number Date Ststus | Stert End
Date | Date
1200908254 |SAMPLECON123 |08r1ev2008|*f SOTR
for Review
E1200906253 [SAMFLEDEMO 091182008 - S0 1R
for Review
E200808252 |CON gsi15r00s At SOTR
for Review
EI200806251 |NONCGON losi15/2008 ™ €O for
Review
1200508250 |SERTAFG oar5/2008|~t CCTR
for Review
E1200908249 [SAMPLENONCON (081152009 - °0 ™"
Review
EI200808248|2 0s11/2009 At €O for
Review
EI200908247 TEST losiogszopg A CO for
Review
Invoice
1200908246 |INVOICED2 09/08/2009 Transmi
t
I
EI200908245 | INVOICED1 109/08/2009,
y Servics Senvice
-ﬁ:\::g Vendor Invoios | lovoice Invoice | Pericd | Period
Numbes o Date Stetus | Stett | End
Dste | Daste
1200908244 SAMPLECON  (0si0g/2008 At €O for
Review
EIZ00808242 |SAMFLE osvagsops Mt €O for
Review

EI200908243 ASDFTASGAG  08/08/2008

EI200908241 |ASDF oiasr2008| SO for
Review

E1200508240 [TESTINGAGAIN (0910412009 - °0 ™"
Ravisw

Next Page

Page 10f2 16 Matching Invoices
Service Service

Search

Total Amount

$40,000.00

32,855,508 48

335.00
$34.00

54,500.00

55555

54,500.00

Total Amount

$100.00

35555

35555

5404

523.00

Export Entire Report

Total
Amount

54,500.00

Totsl
Amount

35555

Dste Sent Date Sent  Date Sent

1oCOTR  1oCO ioEjpance Action

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

09/16/2008
08/16/2009 Show Action®
09/15/20089) Show Actions...

09/15/2008 | 08/15/2008

Show Actions...
Show Actions...
Show Actions...

Show Actions...
Show Actions... )_
02/08/2009|02/08/2008 |09/14/2009 | Show Actions...

09/08/2009 09/08/2009|05/14/2005 | Show Actions...

Dste Sent Date Sent Dste Sent
10COTR oGO 1o Finance

05/15/2008

09/15/2009|09/15/2009

09/11/2009|09/15(2008

08/02/2008 08/08/2008

Action

Vs

.

Click on column
headings to sort
entries.

-

08/08/2008 | 08/08/2008

Show Actions...
Show Actions...

08/08/2008 |08/08/2008 08/14/2008 | Show Actions...
Show Actions...
Show Actions...

08/08/2008 |09/08/2008

02/08/2009 |02/08/2008

09/04/2009 09/04/2009

Figure 11: Invoice Report Screen

13

Choose an
Action from the
menu to access
additional
functionality.
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Report Functionality

Searching and Sorting

The records in a Report 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 a column heading from the first pull-down menu at the top of the screen.
2. Select a qualifier from the second menu.

3. Type the criteria in the following text field.

4. Click the Search button.

Only records that meet the specified criteria will appear in the report.

Actions Available from the Show Actions button

-

After selecting l from the Invoice Summary screen the following Select menu
will appear with the options available to you for that particular invoice. See Section Seven:
Recommending an Invoice Action for an explanation of the Take Action menu item.

4 )\
Use Take Action to review an invoice and make a

recommendation. This menu item will read

Show Actions... ]

S he / Revise Action within the three-hour-after-
; submission grace period to revise an invoice.
Take Action J
) View Invoice g - ~
[ \ The View Invoice menu item displays the Invoice
Summary screen. From the Invoice Summary you
can access the Invoice Workflow History and the
Monetary Activity screens.
o J

14
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Invoice Summary

Notes and warnings

P Please note the following warning('s) associated with this invoice:
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).
Current Status: Az of 9/16/2009, the status of this inveice is: COTR Action Taken - In Queue
COTR Name: Pat Abbott CO Name: Donald Abamonte
COTR Action Type: Mo Action Taken CO Action Type: Mo Action Taken
COTR Action Date: C0O Action Date:
COTR Approved Amount: CO Approved Amount:

. JOHNS HOPKING .
Vendor Name: UNMERSTY Vendor DUNS # 001810777
Contract, Agreement, or Task Order NOBPC10000 Cost Plus Fixed Fee Contract? No
Number:
Award Period of Performance Start Award Period of Performance End
Date: Date: Note: Red text and
Available Award Amount: 52,860,064.00 Total Award Amount: 52,360,064.0

Cumulative Disbursed Amount E;;im:t“ AI‘I”:rg Ba:f”:z o N pare':]theSIS indicate
(GovPay Invoices Only): s0.00 (Based on all Submitted GovPay (84,780.25) Credit Voucher/Memo

Invoices):
L information.
EI200906253

Vendor Inveoice Number: AMPLEDEMO Invoice ID (E1 #):
. it invoice Invoice Date: 9/M16/2009
Note: The Invoice Summary screen < 50848

may vary slightly based on Contract,
Agreement or Task Order, but will

. 009 Invoice Performance Period End Date: 9/30:2008
always give access to the Workflow
Status History and Monetary Activity Shipped To:
Shipped Weight Unit of Measure:
reports.
) Discount Amount or Percent:
Discount Memo:
Header Attachment:
Approval Action Summary ( All COTR and CO
Pat Abbott Date: W16/2009 12:19:52 P Invoice Action: Partial Payment/Acceptance aCtlonS appear here'

Payment Type: PartialReject Amount: §2,855508 45

CLIN: 1 Line Action: Partial Payment/Acceptance

Reason: Reason

Total Line Amount: | $2.855508.45
End Date / .
Start , Total Invoiced Total Approved
L Date RETEL (? ST Amount Amount
Dare
1 911512009 Samif CUNT 52 855,508.48
Total: $2,855,508.46
| View Workflow Status History ] | View Monetary Activity ]
Print Invoice Close Window

Figure 12: Invoice Summary
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Invoice Summary

From the Invoice Summary screen (see Figure 12: Invoice Summary) can you choose to view
the Invoice Workflow History or Invoice Monetary Activity reports.

Invoice Workflow History

The Invoice Workflow History report (Figure 13: Invoice Workflow History) shows the status
history of the invoice. The following table describes each invoice status.

Status Name
Vendor Submitted
— In Queue

Status Description
Invoice submitted by the
vendor is waiting
processing.

Notes
While in this status, the vendor may revise the
invoice. An invoice remains in this status for three
hours after initial submission, or one hour after it
was last revised (whichever is later). When this time
expires, the invoice is placed in the status “At
COTR for Review.”

At COTR for
Review

Invoice is being reviewed by
the COTR.

The invoice is awaiting COTR review, and the
COTR has not yet taken action. If the COTR has not
taken 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 will advance to the status “At CO for
Review.”

COTR Action
Taken - In Queue

Invoice is in a queue waiting
system to process the COTR
action.

While in this status, the COTR may revise their
recommendation. An invoice remains in 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 is placed in the status “At CO for Review.”

At CO for Review

Invoice is being reviewed by
the CO.

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

CO Action Taken

Invoice is in a queue waiting

While in this status, the CO may revise their

— In Queue system to process the CO decision. An invoice remains in this status for three
action. hours after submitting the initial decision, or one
hour after submitting a revised decision (whichever
is later).
Credit Credit Voucher/Memo has The voucher/memo has been approved by the CO.
Voucher/Memo been processed by the
Processing COTR and CO.
Complete
Rejected Invoice or Credit The invoice/voucher has been rejected by the CO.
VVoucher/Memo has been
rejected.
No Payment Invoice need not be The invoice could have been completely
Required forwarded to the Financial compensated using existing Credit VVouchers.

System for payment.
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Status Name
Awaiting Financial
Interface

Status Description
Invoice is in a queue waiting
transmission to finance for
final approval.

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

Invoice Invoice has been transmitted | The invoice has been approved by the CO and has
Transmitted to to finance for final approval. | been transmitted to finance for final approval.
Finance Finance has not yet confirmed receipt of the invoice.
Financial Finance has received the Finance has acknowledged receipt of the invoice.
Confirmation invoice for final approval. Finance may reject or pay an invoice that has been
Received approved by the CO. 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
Finance

Invoice was rejected by
finance.

The invoice was approved by the CO, and then
rejected 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

Invoice is in a queue
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.

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

Suspended Invoice or Credit A GovPay Administrator has placed this invoice in
Voucher/Memo is suspended | Suspended status pending further administrative
(on hold). action. 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.

Scheduled Payment is scheduled.

Held Payment is currently held.

Invoice Monetary Activity

The Invoice Monetary Activity screen (Figure 14: Invoice Monetary Activity) displays any
financial transaction that has taken place on an invoice.
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Invoice Workflow History

Invoice Humber: FFFFFF Invoice Date: TI26/2006
Invoice Type: Dehit Invaice Invoice ID (El ) El200814252
Status Status Set By SelBy
Sk alE Name Description (Name) (Username)
Invaice or credit
2006-07-26 At COfar | vouchermemo is GovPay
156:34:23.88 Review heing reviewed hy | System CovRaySyster
the CO.
: COTRI/RO action
Pracessing | . :
2006-07-26 is currently being GowPay
15:33:23.813 CO.TR processed bythe | System SpyRavByatem
Action
system.
Invaice or credit
youcherimemao is
COTR :
Z008-07-28 | 4 ction Taken | _ I @ QUeLE Matl 1y ofimancoTR
15:30:17 .86 awaiting svstern | Hoffman
- In Queue
to process the
COTR action.
Irvaice ar credit
2006-07-26 | AtCOTR for | voucherftnema is GovPay
156:11:22.94 Review heing reviewed hy | Systemn SmvRaysysten
the COTR.
Invoice or credit
2006-07-26 Wendar vouchermerno attz 3
gy Submitted - | submitted by the | Hoffman2 | hoffmanvendor
16:07:47.533 2 o
In Queue wendoris awaiting hir
processing.

Print Window

Close Window

Figure 13: Invoice Workflow History

Invoice Monetary Activity

Invoice Number: 0901902AC Invoice Date: 911972006
Invoice Type: Debit Invoice Invoice 1D (EI #): EI200617569
Aoy Activity Type | Amount | Additional Information
119/2006 An interest payment $1.00 The schedule rflu_rnber for this
was made transaction is: schd01
A payment was The schedule number for this
9/19/2008 made $100.00 transaction is: schd01

| Export to Excel |

!_J_-Close Window

Figure 14: Invoice Monetary Activity
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Section Seven: Recommending an Invoice Action

As a GovPay COTR you will need to make action recommendations on invoices submitted by
Vendors.

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

1. Select the desired invoice on the Invoice Report, click the Show Actions button,
then select Take/Revise Action from the pull-down menu in the Action column.
The Invoice Action screen (Figure 16: Invoice Action) is displayed.

2. Enter recommended amounts on the Invoice Action screen for each line item.
3. 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 15: Invoice Report
Screen).

User: Pat Abbott@tyndall.af.mil Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Invoice Report (COTR)

The table in section “Invoice Status” on

Award Mumber + || Starts With ] o
page 18 includes a table describing the
Next Page . .
Page 1012 16 Matching Inyoi meaning of the Invoice Status column.
Senvice '
Award Busi Cobad | enor invoi Invai Invai Feriod ADDIOVES 1 i Sent | Date Sent | Date Sent :
= — ::—r‘:::': T IEE TEnEl Start E_r:d Total Amount mﬁ . Ecosl ool I HEER
- Date | Date -
TEST1442C1 ﬁr‘UﬂULUTAAQ. EI200806254|SAMPLECON122 |09/18/2008 ;‘:rcl;z;n:v $40,000.00 09/16/2009 Show Actions...
TEST1442C1 F;JLéULU AR EI200806244 SAMFLECON 08/08/2008 2;&2:“ $100.00 02/08/2009 | 02/08/2009 Show Actions...
[JOHNS At CO for N
NOBPC10000 (HOPKING El200208243|SAMPLE 02/08/2009 Review 855.55 08/08/2009 02/08/2009 Show Actions...
UNIVERSITY
JOHNS Invoice
\242 ASDFTASGAG 08/08/2008 | Transmitted 355.55 355.55 05/08/2005 05/08/2008 05142008 | Show Actions...
. to Finance
Click to export the
N i At GO for . e . .
entire report to Excel or [/ osoarzo0s|AL 00 s40¢ Once you have identified an invoice
; to act on, Show Actions becomes a
anOther program In <0 TESTINGAGAIN |02/04/2009 ;LCD i $23.00 !
comma-separated value 2= pull-down menu, from where you
choose Take or Revise Action.
(CSV) format. t Export Entire Report ]

J

Figure 15: Invoice Report Screen

Locate the invoice you wish to act on and chose Show Actions > Take/Revise Action from the
pull-down menu in the Action column. The Invoice Action screen (Figure 16: Invoice Action)
is then displayed.
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Step Two: Enter Amounts Using the Invoice Action Screen

The Invoice Action screen appears with Header Information area containing various data
relevant to the contract and the Invoice requiring your action. The Invoice Action screen also
contains two sections: No Action Taken and Recommending an Action.

No Action Taken

You may choose to Take No Action on an invoice if you are unable to take action and must pass
the invoice to the CO. If you choose to Take No Action, you must provide a reason.

Recommending an Action

Invoices with line items that directly reference CLINSs will be presented with the CLIN information
to assist in the review. Construction-related invoices will not have CLIN information, but will
include quantity and unit of measure information as provided by the vendor in the invoice line item
(See Figure 16: Invoice Action).

To recommend an action on an Invoice:

1. Indicate the invoice Payment Type in the pull-down menu (Complete, Final, Advance,
Provisional, Partial/Reject, Progress).
Note: If even one Line Item is going to be rejected or partially rejected, then the
Payment Type must be specified as Partial/Reject.

2. Indicate a Recommended Action (Approve, Reject, or Partial Approve) for each line item
in the pull-down menu, and enter the recommended amount for payment. If Reject or
Partial Approve is chosen, you must submit a reason.

3. After you have indicated a Recommended Action for every Line Item, click-Sulmit Action

20



GovPAY COTR MANUAL

: ay “/[ Warnings would appear here. ]

W
User: Pat Abbott@tyndall.afmil Home | Help | Contact Us | Site Map | Privacy Policy | LoM/

Invoice Action ("
1.) Indicate the invoice Payment Type in the
¥ cicase note the following warming(s) associated with this invoice: pull-down menu (Complete, Final, Advance,
+ Invoice amount is greater than contract/agreement available amount. Provisional, Pa rtiaI/Reject, Progress).
You can still proceed with this invoice. but please be aware of this/these warning(s).

Invoice Header Information

Note: If even one line item is going to be

Current Status: As of 9/16/2008, the status of this invoice is: At COTR for Review . . .
COTR Name: Pat Aboott €O Name: Donaic Abamonte rejected or partially rejected, then the Payment
COTR Action Type: No Action Taken CO Action Type: Mo Action Taken . . .
COTR Action Date: €O Action Date: Type must be specified as Partial/Reject.
COTR Approved Amount: CO Approved Amount:
.
Vendor Name: oS BoSrNS Vendor DUNS #: 001910777
Contract, Agreement, or Task .
Order Number: NOS8PC10000 Cost Plus Fixed Fee Contract? Mo
Award Period of Ferformance Award Period of Performance
Start Date: End Date: =
Available Award Amount: $2,860,064.00 Total Award Amount: $2,860,064.00
- Estimated Award Balance
fg’&‘g:t"l’:‘g:z:;’rg:f ]‘_‘"“"""t 50.00 (Based on all Submitted (54.780.25)
Y ) GovPay Invoices):
Payment Type: | Parial/Reject v
Vendor Invoice Number: SAMPLEDEMO Invoice ID (El #): El200006253
Invoice ce Date: 9/16/2009
Total In |f you choose to make no Remaining amount to be Total Recommended
Invoice paid: Amount:
- recommendatlon, entera
service N\ CLIN: 1

mvoicef - reason, and click Submit 2”4 2 ) |ndicate a

Start Daj Award Line Information
- to CO/CA. .| Recommended Action End | ygor }
IPPEQ_ E Start Date Date / M Total Unit Pri Total Pri Available
A — smfped . * art Bate | pefivery | MEISUre | oy angiy | Ut Price ctalPrice [ gajance
Shipped Weight: e (Approve' ReJect , or Date | (Code)
Government B/L Number:
1 * ACTIVITY
Partlal Approve ) and a UNIT 1 $1.430,032.00(51.430,032.00|$1,430,032.00
Discount Terms (in Days): Discount 4 di (AU)
Discount Vemo: corresponding e [oowETE
Header Attachment: Recommended Amount imveice Li ,
nvoice Line Information
for each line item. start Date pondpate/ & Amount
No Action Taken \_ ) Sl ]
9/15/2009 $2,855,508.46
If for any reason you are uhable fo take action on this invoice, please fill in the reason below for the CO/CA. ‘ B Sample CLIN #1
Reason: :::;.ﬂorr:!mended Patial Payment/Acceptance v :;zcll-mglended 2855508.45
Reason:
Submit to CO/CA ;‘;ﬁg;‘ti‘sf ifnot

) Cangel Submit Action
Click Cancel to return to the Main

Menu without saving invoice

action recommendation.

) 3.) Click the Submit Action
button to proceed to the
Figure 16: Invoice Action Confirm Invoice Action screen.

* This Action requires the user to submit a Reason.
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Payment Type: |Complete v

Remaining amount to be Total Recommended
paid: Amount:
Line Item 1
. . Unit of
Quantity |Unit Cost |-~ " & | Amount
8 $5,000.00] Each $40,000.00
Comment/ ]
Description Widgets
Recommended Recommended
Action: Approve “| amount: 40000.00
Reason:
(Mandatory if not
accepted)
Cancel Submit Action

Figure 17: Recommended Action for Line Items (Construction-related Expenses)

Step Three: Submit and Confirm an Action Recommendation

 Submit Action | ¢ o

After clicking Invoice Action screen. The Confirm Invoice Action

screen appears. Review the information and click LC2AtAYE > | 44 o hmit the recommendation
to your CO/CA or click Cancel to return to the Main Menu without submitting a
recommendation.

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

Submission Confirmation

At T/31/2006 2:34 PM (EST), Invoice #
MMSINYOICE12 was submitted for review.

You have until 7/31/2008 2:37 P (EST) to
resise this invoice.

Main Menu

Figure 18: Submission Confirmation Screen
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