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Government working with government

GovPay Vendor Manual

The National Business Center,
Acquisition Services Directorate
proudly announces
GovPay, a state-of-the-art E-Invoicing System.

Point of Contact:
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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.

w

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

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

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

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. These are: (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 &
& s2

COs
Vendors \ I / { 1
Finance Dept.
WWWw/ X
Internet — < > Intranet\‘
/ Firewall GovPay Firewall \ @
s Z b FFS
e z
COTRs BIS

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.

Enrolling a Vendor

Note: Enrolling in GovPay is not necessary if your organization
has already performed this step with GovPay.

Your organization must be registered with GovPay before you can submit invoices. To
register/enroll your organization with GovPay, please make sure your organization has:
e A valid DUNS number
e Current information in the CCR (Central Contractor Registration) System at

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

5
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Click -MJ on the GovPay Login screen at https://www.govpay.gov/GovPay

Help | Contact Us | Privacy Policy

GovPay Vendor Enrollment

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

Note: ITyou have recently rade changes or additions to your GCR profile,
those changes might notyet be reflected in GovPay. Please contact the
GovPay HelpDesk if you have problems enrolling:

Telephone: (703) 787-1200

Email: HelpDeskiggovp ay.qoy

oons: [ [ - Red asterisks
indicate

Enroller | .

Name: required

Enroller [ | fields.

Phone:

Enroller I

E-mail:

Figure 3: GovPay Vendor Enrollment Screen

Enter the requested information and click Continue. After successfully submitting the
enrollment information to GovPay, a Vendor Administrator Username and Password will be
emailed to the CCR E-Business Point-of-Contact at your organization to validate enrollment.
Reference Section Eight: Vendor Administrators of this manual to learn how to create Vendor
User accounts.

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 |
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 (Figure 4: Login Screen).
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GovPay

E-VOIEIHG SYSTER

Help | Contact Us | Privacy Policy
1
GovPay Login
y g Enter your
- Username
Vendor Enreliment Login
and
— Password.
Username:
Don't have a GovPay account? Password: —
Register for one here!
Register Login Click Login to
begin.
Click if you
. o -
have a valid Forgot your Password? | Retrieve Password ]

DUNS number
and no GovPay
account.

as designed for use with Microsoft® Internet Explorer 6.0 (and above) and Mozilla® FireFox 1.5 (and above)
Eelease Motes (Latest Changes)

Figure 4: Login Screen

1. Enter your Username and Password.

2. Click the =291 pytton.
The Main Menu screen appears (Figure 5: 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.

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

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

Main Menu

General Options

Change Password Create Invoice
Edit User Profile

Invoice Reports

Invoice Log

Award Reports

| View Awards (Vendor) J

Figure 5: 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.

Navigation Bar

Throughout the GovPay application, a standard Navigation Bar is available. 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 in a
new browser window.

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.
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( N\
Click Home

STEM
to return to User: hoffmanendar

J

~N

Home | Help | Contact Us | Site Map | Privacy Policy | Logout e
the Main Maip Menu Always click
Menu screen. to Logout.
Genefal Optiops \
\_ J 4 )
| Change Password [ ¢reate Invoice ] Click to view
\ - -
Click Help Edit User Profile ?nvacy Policy
to access m'a(;\ew
. winaow.
online help Invoice Reports \.
Invoice Log Use Site Map
to access
A AviargREpaitS help and for
Click for
inf | View Awards (Vendor) ] SyStem
contact info. navigation.
.

Figure 6: Navigation Bar Elements

Section Four: System Help

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

resources include:

e Frequently Asked Questions (FAQ)

e Context Sensitive Help

e A PDF version of the User Manual.

View Frequently Asked Questions (FAQ)

To view the FAQ, click Help on the Login screen Navigation Bar (Figure 7: FAQ).
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GovPa

ELECTRONIC VDI SYSTEM

FAQ

What is GovPay?

The GowvPay application is a conduit for Yendors to securely create and submit invoices electronically wia a Web browser to
the appropriate 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 invoice processing
by eliminating the delays caused by incomplete data submission or key entry errors, and allows users to check invoice
status online, without wasting phone time on hold.

How do | get started with GovPay?

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

Mote: vYendor users must hawve current information in the Central Contractor Registry [www.cCr.gov) to successfully enroll.

Figure 7: 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 tips for using the screen you are currently viewing.
Additionally, it gives you access to the 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 (Figure 8: Site Map). The various sections of the application will be displayed.

10
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GovPay

E-INVOICING SYSTEM

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

Vendor Site Map

Clickn to access help for that screen.

Click G to begin that action or process.

Navigation Bar

Home 2z
Click Horne to return to the Main Menu

Help A
Click Help to view conte:dt-senstive help.

Contact Us A

Click Cortact Us to view contact information.

Figure 8: 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 (Figure 5: Main Menu Screen) you can choose two account
administration options: (1) Change Password and (2) Edit User Profile.

e Click | _Change Password Jto change your user Password.
« click _Edit User Profile |
to contact you.

to update the contact information that will be used

Changing Your Password
To change your Password:

1. Click | Change Password Jfrom the Main Menu screen (Figure 5: Main
Menu Screen). The Change Password screen will appear (Figure 9: Change
Password Screen).

2. Enter the old Password in the Old Password field.
3. Enter the new Password, in the New Password field.
4. Finally, confirm the Password change by re-entering the new Password in the

Confirm Password field and click '-MJ.

11




GovPAY VENDOR MANUAL

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

1. Uppercase letters (A-Z)

2. Lowercase letters (a-z)

3. Numbers (0-9)

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

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

Account Maintenance

Change Password

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

1. Uppercase |etters (A-7), [ Red asterisks (*) J

. 2. Lowercase [etters (a-z)‘ . . . .
3. Murbers (0-9 indicate required fields.
1. Enter OId g
. enter 4. Punctuation characters (@, #, §, 7, etc). |
Password. ~
Old P d: = .
Click Cancel to return to the
( N\ New P d: * . .
Main Menu screen without
2' Enter and Confirm Password: * .
Confirm New changing your Password.
‘ J
Password. (cancel | EiEiEEl-_____________________________
|\

3. Click
Submit to
change

Password.

Figure 9: Change Password Screen

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:

1 click _Edit User Profile |

Menu Screen).
The Edit User Profile screen will appear (Figure 10: Edit User Profile Screen).

2. Enter the new contact information.
3. Click L Submit |

Note: The only required fields are E-Mail, First Name, Last
Name, and Username

from the Main Menu screen (Figure 5: Main

12
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User: smith Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Account Maintenance 1. Enter
Contact
Edit User Profile Info.

First Name:

Middle Name:
CIiCk cancel Last Name: smith
to return to Suffix: Red asterisks
the Main ::z:‘:" Tide: (*) indicate 2. Click
Menu screen Fax required Submit to
without Username: smith * fields. change
changing E-mail: govpay_cotr] @yahoo. |+ Contact
your Contact N ‘Supm) Info.
Info.

Figure 10: Edit User Profile Screen

Section Six: Creating a New Invoice

To create a new invoice in the GovPay application, from the Main Menu, click L_Create Invoice |
Then, follow this four-step process.

Choose the award the invoice will be billed to. GovPay guides you through the
appropriate invoice submission process based upon the award you select.
Enter Invoice Header Information.

Enter Line Item Information.

Submit the Invoice or Review the Invoice Summary.

The GovPay application also gives Vendors the ability to mark an invoice submitted as the last
on the award. You may mark an invoice as "Final Debit" on the invoice header screen to remind
the CO and financial personnel to reconcile and close the award.

Step One: Choose the Award

When you click ._Create Invoice | from the Main Menu screen, (Figure 5: Main Menu Screen),
the Awards Search screen will appear (Figure 11: Awards Search Screen).

1.
2.

S h

Enter an Award Number, or part of an Award Number, and click @

The results of the search will be displayed in a pull-down menu under the headlng
Search Results.

Choose the appropriate Award Number and click L_Create Invoice |

13
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Home | Help | Contact Us | Site Map | Privacy Policy | Logout

User: hoffmanyendor

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: Lm— Click to search
for the awards
available to you.

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

Search Results

Mo matching results.

Figure 11: Awards Search Screen

Note: If you do not enter any part of the Award Number and leave
the search field blank, clicking Search will show you all available
Award Numbers that your organization may invoice against (Figure
12. Awards Search Screen with Search Results).

zovPay

User: CTCGovPayAdmin 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

MNote: Leave the search box blank and click Searchio see all awards available toyou.

Search Results

Select an award to invoice against:
Note: Previous award numbers are listed in parenthesis if they exist.

Vs

After you click Search, the
(Create Invoice > | available Award Numbers
appear here.

-

Figure 12: Awards Search Screen with Search Results

14
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Step Two: Enter Invoice Header Information

After you have selected the appropriate award, the Invoice Header Information screen will
appear (Figure 13: Invoice Header Screen).
Enter the invoice data and click .2ntNUe > | 44 nroceed to the Line Item Information screen.

You can attach a supporting document to the Invoice Header by clicking the Browse button and

indicating your desired document. The document must be in plain text or PDF format and no
larger than 15 MB in size.

Note: Clicking L.Ganeellnvoice | il return you to the Main Menu
screen without saving entered data.

15
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This field
specifies the
award against
which you are
invoicing.

.

( Enter dates in MM/DD/YYYY format. )

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

Invoice Header Information

Contract, Agreement, or
Task Order Number:

Indicate the type
of Invoice here.

N

NOSPC10000 Available Amount: $2,850,728.21

e

@ Debit Invoice

The Invoice
Number field is
required. It can be
any combination of
alphanumeric
characters that is
meaningful to your
organization.

Does this Invoice Include
Services/Labor/Travel?

Invoice Period of
Performance Start Date
(MM/DD/YYYY):

Shipped From:

Shipped Weight:

Government B/L Number:

Please specify the invoice type:

N
t umber: Sample *

O Final Invoice (Debit)

Inveice Date: 9/16/2009

N
These fields are

automatically
populated by
information
already in the
database.

Invoice Period of
Performance End
Date (MM/DD/YYYY):

09/071/2008

09/30/2008 \

Shipped To:

Shipped Weight Unit /
of Measure:

Hote: Shipped Weight Unit of Measure mandatory if specifying

Shipped Weight & vice versa

Discount Terms:

Use the tab key

to move from
field to field.

N

® No Discount Discount Memo:

File:

Future dates
may be
specified for
items such as
subscriptions.

\

The Bill of Lading is
a document issued
by a carrierto a
shipper, listing
receipt of goods

O Discount Percent: % and specifying
O Discount Amount: $ \ dellvery terms.
Discount Days: (1-30)
s N
) You can attach a
chment File Name: text PDF fil
ext or IS
to provide
Add/Change Attachment additional
Hote: Only plain-text files and POF files, no more than 15 MB in size, will be accepted. Shlpplng detaIIS.
. J

Click to return t

the Main Menu

screen. No
entered data
will be saved.

Invoice POC:
N

O [ | cancelInvoice %
Py Figure 13: Invoice Header Screen

Click to
proceed to the
Invoice Line
Item screen.

16
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Step Three: Enter Invoice Line Item Information

When you click [ continue > | from the Invoice Header Information screen, you will be
presented with either Figure 14: Invoice Line Item Information Screen or Figure 15: Invoice
Line Item Information for Construction Costs, depending on your award.

1.

3.

Click t GovPayAdmin Home | Help | Contact Us | Site Map | Privacy Policy | Logout
ICK TO

return to Invoice Line Item Information

Invoice Invoice Number: SAMPLE Invoice Datr: 09/16/2009

Header

Information L Edit Invoice Header Information ]

screen. Calculated Invoice Total: |$0.00

If you see Figure 14: Invoice Line Item Information Screen, locate the CLINS you are
invoicing against and enter as much Line Information as possible for each CLIN. If you are
not invoicing for a particular CLIN, leave that section blank.

If you see Figure 15: Invoice Line Item Information for Construction Costs, enter each
invoice line item, clicking Save Line Item after each one.

Continue > Review Invoice ] t

When done entering invoice line items, click \ ) or |

proceed to the Invoice Summary screen.

0]

CLIN: 1
Award Line Information
Period of Performance | Period of Performance End Available
Start Date Date / Delivery Date Total Amount| 0 ount
$1,430,032.00| $1.430,032.00
Description: CONVERTED
Invoice Line Information | Clear this Data ]
%) Services/Labor/Travel () Goods/Products
Start Date End Date OR Delivery Date

(MM/DDIYYYY) (MM/DDIYYYY) (MM/DDIYYYY)

Attachment Invoiced Amount

Add/Modify

Comment: |

Calculated Invoice Total: |$0.00

| Cancel Invoice ][ Continue > ]

Figure 14: Invoice Line Item Information Screen

Note: In Figure 14: Invoice Line Item Information Screen, if multiple
CLINs are available and you are not invoicing for a particular CLIN,
leave that section blank.

17
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User. CTCGovPayAdmin

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

1
Invoice Line Item Information . .
Warning messages display

L at the top of the screen.

F Please note the following warning(s) associated with this invoice:

« Invoice amount is greater than contract/agreement available amount.

Click to
return to
Invoice
Header
Information
screen.

N
You can still proceed with this invoice, but please be aware of this/these warning(s).
( Unit Cost may be
set at a precision
Invoice Number: SAMPLECON Invoice Cost Amount: $40,000.00 of up to 6
[ Edit Inveice Header | decimal places.
J
Quantity: Unit . Unit of 7
Cost: Measure: Note: If a Unit of Measure is not in the
drop down list, type itin the box above.
Description: *

Attachment File Name:

Attach any text
or PDF text file
up to 15MB in
size.

Add/Change Attachment File:

Browse...

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

| Save Line Item ]

Line o . Unit Unit of "
e Description &’ Quantity Cost e Total Cost Edit Delete
1 Widgets 8 5,000 Each $40,000.00 Edit Delete

Calculated Invoice Total: $40.000.00

Cancel Invoice Review Invoice

Figure 15: Invoice Line Item Information for Construction Costs

Step Four: Review the Invoice Summary Screen

When you click Continue or Review Invoice from the Invoice Line Item Information screen,
the Invoice Summary screen (Figure 16: Invoice Summary) appears.

18
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User. CTCGovFayAdmin

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

Invoice Summary

P Please note the following warning(s) associated with this invoice:

« [nvoice amount is greater than contract/agreement available amount.

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

Contract, Agreement, or

Task Order Number: NOSPCA10000 Available Amount: €2 855 508.45
Invoice Type: Debit Invoice
Invoice Number: SAMPLE Invoice Date: 9/16/2009
Does this invoice include Services / Labor / Travel?: Yes
Invoice Period of Invoice Period of
Performance Start Date: 87172009 Performance End Date: /3072000
Shipped From: Shipped To:
Shipped Weight: Shipped !nght Unit of -
Measure: Once you click Submit
Government BiL Number: Invoice POC: - ;
Invoice, you will be able to
- szeqms (in Days): Einsrzzunl::t Amount / :/lew.theimvomde in ’T(he
Click Cancel Invoice }q: nvs:u'ce 0g and make
to return to the revisions for three hours
Main Menu ment: after submitting.
) \_
The invoice will
Service/Labor/Travel
NOT be saved. iem%ﬂ;mmmr End Date / & Comment Total Cost
N i Delivery Date -
1 9/15/2009 Sample CLIN #1 52,855,508 Click to return
’I‘Qtal Invoiced Amount; 52,855,508 to the Invoice
\\ Line Item
— Information
Edﬁ\numce Header Information J @7 screen.
\ Cancel Invoice | Submit invoice \/ I
l Summary table for Construction-related invoices ] g /
/
Line ltem Quantity Unit Cost Unit of Measure & | comment Toﬁ Cost
1 8 5,000 Each Widgets /540.000.00
Total Invoiced Amount: / $40,000.00
/
/
[ Edit Invoice Header Information J Edit Line Items
[ cancel Invoice | [ Submit Invoice
Figure 16: Invoice Summary
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When all information in the Invoice Summary is correct, click - S4RmitInyoice | 1p,
Submission Confirmation screen appears (Figure 17: 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.

GovPay
E-INVOICING SYSTEM

User: CTCGovP ayidmin Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Submission Confirmation

At T/22/2006 1:07 AM (EST), Invoice # 4533
was submitted for review.

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

Main Menu

Figure 17: Submission Confirmation Screen

Section Seven: Using Reports

From the Main Menu screen (Figure 5: 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 the Main Menu will vary depending on what the GovPay System
Administrator has set up, however, the Invoice Log and View Awards are the default. The View
Awards report is read-only, whereas the Invoice Log allows you to perform certain actions on

an invoice.
The following defines the actions available to a VVendor user on an Invoice Log.

|Se|e|::t -» J Delete 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 an
invoice is deleted it cannot be retrieved by the system.

Delete Imwvoice
Fewvize Invoice
Yiew lhvoice

View Invoice: Directs you to Invoice Summary where you can print and access

the Invoice Workflow History and the Monetary Activity screens.
Note: This option is available for all invoices submitted by your Vendor organization.

Revise Invoice*: Directs you to the Invoice Header Information screen and the
user may proceed through the invoice creation screens as described in Section
Six: Creating a New Invoice, Step Two: Enter Invoice Header Information. All
invoice information may be edited at this time.

*Note: This action is only 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

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

Use the
Search tool to
find a specific

-Judy.Richardsong@l-3Com.com Home | Help | Contact Us | Site Map | Privacy Policy Click on column

invoice. Invoice Log headings to sort
entries.
IGDvPayTracking Murnber j IStarts Withj I Uir{arch ]
Page 10of 1 4 Matching Invoices
GovPay Tracking Number | Award Number | Menderinveice Number | Invoice Date | Total Amount Invoice Statur” Action
Elz00906264 HOSFC10000 o01018522 092442009 23400 At COTR for Rewier l Show Actions... ]
~N POBEOZOZ 12922 11M7/2008  [$17424800  |Paid Show Actiohs...
Click to export the POBE0Z0Z 12700 06/13/2006  [$100,142.00  |Paid | Shew Actions... ]
entire report to POBGOZOZ 12768 05222006  |F124464.00  |Paid | Shothi -
Excel® or another Click to choose
program in Comma- [Export Entire Report | an Action from
Separated Value the action
(CSV) format. menu.
J \

Figure 18: Invoice Log Screen

Searching and Sorting

The records in the Invoice Log report can 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.
Invoice Log records may also be filtered to include only records that meet specific criteria. To
create such a filter:

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 Search.
Only records that meet the specified criteria will appear in the report. Most GovPay report types
have this same search and sort functionality.

View Awards

The View Awards report is a read-only report that displays information on the awards available.
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User: 001018522-Judy.Richardsong@L-3Carn.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

View Awards (Vendor)

Award Number | | Starts with =] | Search

Page 10f 1 2 Matching Awards

Faward Humber | Awward Period Start Date | Award Period End Date |Available Balance |COTR Name |COTR Email CO Hame CO Email
MOEF C10000 F1.430,022.00 Fat Abbott  |a@b.asd Donald Abamonte |Donald. Abamonte@aqd.nbe.gow
TEST1442C1 F19,112.00 Fat Abbott  |ai@b.asd Donald Abamonte |Fonald.Abamonte@aqd.nbe.gow

Click to export the ( Expert Entire Report |
entire report to /
Excel® or another

~N

program in Comma- Figure 19: View Awards Screen

Separated Value
(CSV) format.

J

Invoice Workflow History and Monetary Activity Reports

The Invoice Workflow History and Invoice Monetary Activity screens are only available by
choosing View Invoice from the Action pull-down menu of the Invoice Log. The Invoice
Workflow History shows the status of an invoice within the GovPay process. The Invoice
Monetary Activity shows financial transactions 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. The Invoice Summary screen will appear
(Figure 20: Invoice Summary).

click . View Workflow Status History |. . the

Invoice Workflow History

(Figure 21: Invoice Workflow History) or | View Monetary Activity - to view the

Invoice Monetary Activity screen (Figure 22: Invoice Monetary Activity).
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Invoice Summary

warning(s)

P Please note the following warning(s) associated with this invoice:

( Notes and warnings

« Invoice amount is greater than contract/agreement available amount

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

L appear here.

Current Status:
COTR Name:

COTR Action Type:
COTR Action Date:

As of 9/16/2009, the status of this invoice is: COTR Action Taken - In Queue

Pat Abbott
No Action Taken

CO Name:
CO Action Type:
CO Action Date:

Donald Abamonte
Mo Action Taken

COTR Approved Amount: CO Approved Amount:
JOHNS HOPKINS
N, - NS #:
Vendor Name: UNVERSITY Vendor DUNS 001910777
Contract, Agreement, or Task Order .
Nusnber: NOSPC10000 Cost Plus Fixed Fee Contract? No
Award Period of Performance Start Award Period of Performance End
Dater Dater Note: Red text and
Available Award Amount: $2,860,084.00 Total Award Amount: $52,860,064.00 pa renthesis indicate
Cumulative Disbursed Amount Estimated Award Balance
(GovPay Invoices Only): 50.00 I‘:::I:::)" all Submitted GovPay (34,780.25) Credlt VOUCher/MemO
information.
Vendor Invoice Number: SAMPLEDEMO Invoice ID (El #): E1200906253
Invoice Type: Debit Invoice Invoice Date: 9/16/2009
Total Invoice Amount: $2,855,508 48
Invoice POC:
Services/LaboriTravel: No
:;‘a";c'ei_ce Performance Period Start 9172009 Invoice Performance Period End Date: 9/30/2009
Shipped From: Shipped To:
Shipped Weight: Shipped Weight Unit of Measure:

Government B/L Number:

Discount Terms (in Days):
Discount Memo:

Discount Amount or Percent:

Header Attachment:

Pat Abbott Date:

Approval Action

9/16/2009 12:19:52 PM

Summary

( All COTR and CO

Invoice Action: Partial Payment/Acceptance

L actions appear here.

Payment Type: PartialReject Amount: $2,855,508.45
CLIN: 1 Line Action:  Partial Payment/Acceptance
4. Reason
Note: The Invoice Summary screen DalliveAmount. | 285550845 |
may vary slightly based on Contract,
Agreement or Task Order, but will o
always give access to the Workflow - & | commen: | ToGIlvored | Tow Approved
- - - a
Status History and Monetary Activity amote CLIN
5/2009 amp'e $2,855,508.46
reports. #
. Total: $2,855,508.46

| View Workflow Status History |

[ View Monetary Activity |

| Print Invoice

[ Close Window |

Figure 20: Invoice Summary
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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
16:33:23.813 CO.TR processed bythe | System SmRaSsion
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 Yendar youcherfmermao Matt2 5
N Submitted - | submitted by the | Hoffiman2 | hoffmanyendor
15:07:47.533 : il
In Queue wendoris awaiting hir
processing.
Print Window Close Window

Figure 21: Invoice Workflow History

Invoice Monetary Activity

Invoice Number: 0901%902AC Invoice Date: 4/19/2006
Invoice Type: Debit Invoice Invoice ID (EI #): EI200617569
A Dac m!e"j Activity Type Amount Additional Information

119/2006
was made

An interest payment $1.00

The schedule number for this
transaction is: schd01

9/19/2006 Apaymentwas | ¢159 oo

made

The schedule number for this
transaction is: schd01

| Export to Excel |

!_J_-Close Window

Figure 22: Invoice Monetary Activity
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Invoice Status

One of the three invoice detail reports is the Invoice Workflow History report available from the
Invoice Summary. It shows the status of the invoice. The following table describes each invoice

status.

Status Name Status Description

Vendor Submitted
— In Queue

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 decision.

— In Queue system to process the CO An invoice remains in this status for three hours after

action. 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.

Awaiting Invoice is in a queue waiting | The invoice has been approved by the CO and

Financial transmission to finance for GovPay is preparing to transmit the invoice to

Interface final approval. 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.
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Status Name Status Description

Financial
Confirmation
Received

Finance has received the
invoice for final approval.

Notes
Finance has acknowledged receipt of the invoice.
Finance may reject or pay an invoice that has been
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

Invoice was rejected by

The invoice was approved by the CO, and then

Finance finance. 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 Invoice is in a queue A System Administrator may investigate and

Financial awaiting re-transmission to | subsequently reset the status of an invoice previously

Interface finance for final approval. 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 status pending further administrative
suspended (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.

Section Eight: Vendor Administrators

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

your organization.

The Vendor Administrator Main Menu has an additional button,

Manage Vendor Users |

that provides access to the administrator tasks such as Creating, Editing and Modifying Vendor
user accounts within that organization (Figure 23: Vendor Administrator Main Menu).
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User: jimg@hyrmesail.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Main Menu

General Options

Change Password Create Invoice
Edit User Profile

Yendor Admin Optiens

|_Manage Vendor Users ]

Invoice Reports

Invoice Log

Award Reports

[ View Awards (Vendor) |

Figure 23: Vendor Administrator Main Menu

Managing Accounts within your Organization

Clicking Manage Vendar1laers J from the Main Menu, (Figure 23: Vendor Administrator
Main Menu) displays the Manage Vendor Users screen (Figure 24: Manage Vendor User
Screen). From this screen you can add new Vendor Users who may submit invoices on behalf of

your organization, or modify or delete existing users.
To add a Vendor user:
Manage Vendar1laers Jfrom the Main Menu.

1. Click

2. Fill in the Create Vendor Users form.

3. Click \AddUser

4. Repeat until all desired users are added, then click ‘M.

username, and password.

Note: Each User Account requires a unique e-mail address,
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E

THVGIE

User: vendor_admin

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

Manage Vendor Users

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

~N

J

Wendor DUNS: 627807805
e .
. ) New User Information
R d
equire

fields are First Name: = Middle Name:

marked . Suffix:

Wlth a red Title / Position:

asterisk.

Yy, E-mail: =
——
NOTE: Username is a combination of DUNS number and emall address for Vendor Users

e u_nt ] & No g_—ma!l ) 0

To create a nistrator: notifications:

new Vendor (Save User]

User or Vendor

Administrator or Account Users

User, fill in the

Title / . Acct. Receive -

require d I"e | position E-maif Username Admin. | Emaits Edit Delete

information o

and click the ll_\lESR Business | FULLERL@UIC EDU Eaﬁ%;a&%'u‘c - v v Edit | | [ Delete

POC .

Save User

button. or jlasallect@yahoo.com | vendor_admin Y Y Edit Delete
.

After a user
has been
added, use the
Edit and Delete
buttons to
modify their
accounts.

~

Done

Figure 24: Manage Vendor User Screen

To modify or delete an existing Vendor user:
ManageMendorUsars Jfrom the Main Menu.

1. Click

2. Click the Edit 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: Atleast one Vendor Administrator account has to be present
for the organization. GovPay will not allow you to delete all Vendor
Administrators.
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