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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, Minerals Management Service and GovWorks have created the
GovPay E-Invoicing system to:

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

e Exchangeinvoice data over the Web quickly and securely

o Veify that submitted datais correct and complete, eliminating the need to follow-
up 0N erroneous invoices.

Capabilities of the GovPay System

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

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

e Check invoice status online, quickly and conveniently.

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

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

GovPay Process Overview

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

1. Vendors create and submit invoices via GovPay. GovPay immediately validates all data
on the invoice and notifies the Vendor of any incorrect or incomplete information.

2. GovPay transmits the invoice to the Contracting Officer Technical Representative
(COTR). The COTR recommends an invoice action and submitsit via GovPay to
the Contracting Officer (CO).
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3. The CO reviewsthe COTR’s recommendations and submits a payment action on
the invoice.

4. The finance department coordinates a monetary transaction.

COs

Vendors

COs use GovPay via an intranet. They
Vendors login at view invoice details, the COTR
https://www.govpay.gov recommendation, and submit a
and submit new payment action.
invoices.

BIS

BIS legacy data is
brought into GovPay.

GovPay

COTRs ﬁ

COTRs login at »

https://www.govpay.gov

FD

Finance Department
reviews the updated
invoice details, the CO
payment action, and
coordinates transaction
via ABACIS.

, review new invoices
and make payment
recommendations for
the CO.

Internet Intranet

Figure1l: High-Level User Interaction with the E-Invoicing Process
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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

To use GovPay, a minimum browser of Netscape 7.1 or Internet Explorer 5.0 isrequired. Some
browsers may not fully support the graphics.

The recommended browser and version for the Web site is Internet Explorer v5+.

Security

Information is exchanged via 128-bit encryption and to preserve privacy of data. Each Vendor
user receives a unique Username and Passwor d.

System Architecture

The GovPay application seamlessly interfaces with two important software packages used to
manage contract information. These are: (1) Advanced Budget/Accounting Control and
Information System (ABACIS) and (2) Business Information System (BIS).

The GovPay System will also enable Finance Division (FD) users—the organization responsible
for actually issuing payment on an invoice—to view E-Invoices. However the FD user still will
need to use the ABACIS System to retrieve financial data and perform the financial transactions
associated with the E-Invoice. Because the GovPay application will be receiving a nightly feed
from the ABACIS system, this transaction information will be available to GovPay users through
the Monetary Activity Report.

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

A high-level illustration of the System Architecture Design follows.
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Qwest
Federal Site

Finance Dept.

Vendors

COs

ABACIS

Y GovPay

Figure2: System Architecture

Section Two: System Login

This section describes how to access E-Invoicing system, including instructions on: (1)
User names 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.

To get aUsername and Passwor d, you must request an account from the GovPay administrator
within your organization.

Note: The '=S2=TJ b jtton on the GovPay Login screen at https://www.govpay.gov is for
Vendors only.

Retrieving a For gotten Password

If you have forgotten your Passwor d, you can either: (1) Contact an administrator and ask that
the Passwor d be reset or (2) Click _Retrieve Password | a4t https://www.govpay.gov and enter the
requested information. A temporary Password will be emailed 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.
The L ogin screen appears. (See Figure 3: Login Screen.)
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Help | Contact Us | Privacy Policy
GovPay Login Enter your
Username
Vendor Enroliment Login and
___ Password.
Username: coleman
Don't have a GovPay account? P d:
Register for one here! g K
| Register [Login ; . .
Only Click Login
Vendor Forgot your Password? Retrieve Password bUtt.OH to
users can begin.
usethe
Register
button.

Figure3: Login Screen

2. Enter your Username and Password.

3. Click the 'L2gin] putton.
The Main Menu screen appears. (See Figure4: Main Menu Screen.)
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Section Three: System Navigation

After asuccessful 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: (1) General Account Administration, (2) Make
Invoice Action Recommendations for COTRS, and (3) View Reports regarding the status of
invoices and awards.

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

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

Figure4. Main Menu Screen —COTR

Note: It ispossiblethat you will have different reports available, however, the functionality will
always be the same.

Navigation Bar

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

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

e Help. Click Help to view the online help, or to access a PDF of the User Manual.
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Contact Us. Click Contact Usto view pertinent contact information in a new

browser window.

SiteMap. Click Site Map to open asite map in anew browser window. From
the site map you can access context-sensitive help and launch specific functions.

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

Figure5: Navigation Bar

Click Home
to return to e
the M a.in User: smith Hpme | Help | Cpntact Us | Sitg Map | Privacy Policy | Logoot -
Menu Maih Menu Always click
screen. to Logout.
Ceneral Optiohs
— Click to view
Edit Us¢r Profile .
Click to Privacy
access the (_set Backup 8 Out-of-Office Period | Pal |cy.| na
online he p. new window.
Invoice Repor‘ts
| Invoice Report (COTR) J | Invoices|Awaiting COTR Review J Use S'te M ap
Click for to 3‘;‘3&5 *:' p
contact info. and for system
navigation.
Figure 6: Navigation Bar Elements
Section Four: System Help

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

Frequently Asked Questions
Context Sensitive Help
Searchable and Indexed help for all topics

A PDF 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 7: FAQ).

10
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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 involceing due to paper-based process, expedites the involce processing
by eliminating the delays caused by incomplete data submission or key entry errors, and allows users to check invoice
status online, without wasting phone time on hold

How do | get started with GovPay?

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

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

Figure7: FAQ

View Context-Sensitive Help

To view the context-sensitive help, click Help on the Navigation bar. The help information will
be displayed on the screen. (See Figure 8: Context-Sensitive Help)

11
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Account Maintenance

Edit User Profile

Add, edit, or delete any of the infarmation in your user profile. This infarmation is used by GovPay adminstrators to contact
wou if necessary.

Note: To change your password, choose Change Password from the Main Menu screen. The Main Menu screen is
accessed by clicking the Home button on the Navigation bar found at the top of ihe GovPay screen.

Additional Information

For additional information, please refer to the following table:

Download a Printable PDF | Search All Topics of the
BRI User WWanual Oniine Heip
wendor User Manual (PDF) All Topics
wendor administrator User Manual (POF) All Topics

Close Window

Figure 8: Context-Sensitive Help

View Site Map

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

12
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GovPay

Usar: coleman Homa | Help | Contact Us | Slte Map | Privacy Policy | Logoat

Site Map
|:.;lll.fl-. o access heln for that scresn

E'E'*@'.D begin that action or process

Mavigalion Bar

Home

Cohok Mo 1o 1ebus % T Wk beras

I
Help

Chiok e L v o0 et sarcling bl

|
Contacl Us

Gech Combicd Un % v cenlacl micnmatbian
| 5
Privacy Policy

Eloch Privacy Pelecy b vinsy the Privacy Pelicy.

oo

o

Set Back Up : H =z

Checmg Sal S as Up Irom v Main Kara, v sllow mou o specily s beck us G0 for whan you s
ook of re oo

-
Change Password H Z

Ura thiz Kl Ksra cpion$s chargs your paarecnd

|
Edit User Profile HZ

Uzs fhix Main Kearu cption 3o changs your Uoer Profils infarmation including perinsnt conksct

informution.

I :
Inveice Report %

Cling Imsaicn Faparborn tha Man Mo, w30 allow yoo b sae o repoert o 6l inveioes b well b
lozaha 3 SEailic iveoiod bo Eake 2308 on on, 3550 0 dlerrale TOTR tor, o raviee, Thine ane

1 o binds of RO PEpOMs: S b Bor @i ol o th el ot S memaey, ivmei ot Ve om
Hirdery, moed Invabos Monstary Ackuits

s Inwoice Summary
Froom L Inn i o Soamemo iy FRrt e G Chenm b vk Ie i e i dThavs Histom o6
Irsaice Mansbary Actrety.

& Inwoice Workflow Histanye

Figure9: Site Map

”

Click on theﬂ to access help about the particular section or click 44 to navigate to that
section in the application.

View Online User Manual

To download the entire User Manual, click on the User Manual (PDF) link in the Additional
I nfor mation table (See Figure 8: Context-Sensitive Help).

13
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Search All Topics of the User Manual

To search al topic of the User Manual, click Help on the Navigation bar. Click on the Al
Topicslink in the Additional I nformation table. Click Open on the File Download box.

The help is organized to provide 3 various types of functionality.

1. Contents— Navigate through the hierarchy of help topics (See Figure 10: Search All
Topics - Contents).

&2 vendor_help

e S O

Hide Back Frint  Options

LContents l Index ] gearch] e it

m Fad WVENDOR_OWE
] m vendor_over

E Intraduction
2] GovPay Process Overview

| Introducti.. .

B G vstem Requirements

|System Requirements

E Security
: % 12*32::2 S:i[;’:t:’;n To use GovPay, a minimum browser of Netscape 7.1 or Internet Explorer
-0 3 fccount Administration 5.04s recquired. Some browsers may not fully support the graphics.

E Section Three: General Account &
2] Changing Your Passward The recommended browser and version for the Web site is Internet Explorer

z Editing “'our User Profile v+,

+ @ 4_Create Invoice
+ @ 5_Using Reports
o

E_Yendor Administrators

Figure 10: Search All Topics- Contents

2. Index — Search on predefined index terms (See Figure 11: Search All Topics - Index).

14
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E? GowPay Help

=lofx|
= = & O

Hid= Back Frint  Dplions

Contertz Inden | Sesich |
gt e |Usernames and Passwords |

[Feam If you do net have & Usermame and Password, you will not be able to Login to GovPay,

ﬁug Audoctfernntig Cordel | Te get a Username and Password, you must request an accoumt from the SovPay
gl e nereang adsmirdstrator within your organization
Bieress Irlomation Syelen
Change Parswond T

ing Flate: The smovimeeadt butron o the GevPay Login sereen at woars govpay gov iz jor
Configure E-Mai Hotifications

Ciorfiguie R=poits Vendors G‘mb/‘.
E-Mal

E it Llzzan Proibla
Finsanoe Division . .

Frequesrd Asked Quesions If you have fagotten your Password, you can ether. 1) Contact an adminstrator and ask
E:ﬁﬂgmﬁﬁamm that the Password be reser, or, 2) Chick Delnee Pasewerd {ong eqrer fhe requested
neb wformaton. & temporasy Password wnll be emalded to the address = pour User Profile

[
Irvenice: Summan

Ilmui:eWullclkm Hisﬂ

I Mern

I anage Sywtem Conligwation
Frbanataly Autiviy

Fanelam Activiy Reports
Mardgaen Bar

Passvoads
F

Fepoit:
Fiezet Llser Panswoid
Site Map
Supervizor 5 E-Mel
System Ancralechae Deagn
System Cordgiaalion
Syshern Mavigation
Systern Dverdes
Syslem Requisements
lzer Sicoounts
Utlealinn :
a7 Manual
Llser Pazswonds: :[

Eisnlwi.

Figure 11: Search All Topics- Index

3. Search —Keyword search on all termsincluded in the help documentation (See Figure
12: Search All Topics— Search).

15
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&2 vendor_help Q@g]
< & o
Hide Back Frint  Options
= =
5 h
Qontents] Indesl 2zt l | Introduct... L
Type in the keyword to find: .VENDDH_DV[ -
|cer
List Topics |
Seleot Topic to displey [Usernames and Passwords |
Usernames_and Passwaords Ifyou do not have a Username and Password, you will not be able to Login
to GowPay. To get a Username and Password, yvou can etther: 1) Recquest
an account from the GovPay administrator within your organization, or 2)
. . { Register :
Cllick ‘st butten on the GovPay Login screen at www. govpay. gov.
Note: If vou choose io register online for a GovPay account you must be
able io provide a valid DUNS sumber, and have current information in
the Central Contracior Registration m gystent af www.ﬂg@v.
If you hawve forgotten your Password, you can either: 1) Contact an
admiristrator and ask that the Password be reset, or, 2) Click
{ Retrleve Paasword | 4 enter the requested information. A temporary
Password will be emailed to the address in your User Profile.
Dizplay

Figure 12: Search All Topics— Search

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.

o Click | Change Password } change your user Password.
e Click Edit User Profile
in touch with you.

o Click 3¢t Backup & Out-of-Office Period )

for when you are out of the office.

+ to update the contact information that will be used to get

to set up backup contact information

Changing Your Password

To change your Passwor d:

1. Click Sl LResrollie « from the Main Menu screen. (See Figure4: Man Menu
Screen). The Change Password screen will appear. (See Figure 13: Change
Password Screen)

2. Enter the old Password in the Old Password field.
3. Enter the new Password, in the New Password field.

16
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4. Finally, confirm the Password change by re-entering the new Password in the
Confirm Password field and click . Submit]

Note: Passwords may be any combination of alphanumeric characters.

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 Ietters (A-Z),

2. L lett -Z),
1. Enter Old 1
Pmord. 4. Punctuation characters (i@, #, $, 7, etc)
I 0ld Password: [ |=
New Password: *
2' Enter and Confirm Password: : | =
Confirm .
New Cancel Submit
Password. )
3. Click
Submit to
Click Cancel to return to the change
Main M enu screen without Password.
changing your Passwor d.

Figure 13: 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 EditLlger.Brofile from the Main Menu screen. (See Figure4: Main Menu

Screen.)
The Edit User Profile screen will appear. (See Figure 14: Edit User Profile
Screen.)

2. Enter the new contact information.
Note: The only required field isthe E-Mail field.

3. Click | Submit,

17
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User: smith

Click Cance
to return to the
Main Menu
screen without
changing your
Contact Info.

Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Account Maintenance 1. Enter
Contact
Edit User Profile Info.
I
First Name: =
Middle Name:
Last Name: smith £ Raj
Suffix: stars
Position Title: mark -
Phone: requi red 2. Click
Fax: fidds. Submit to
Username: srith = change
E-mail: govpay_cotrl @yahoo. | * Contact
(Cancel | (submit) Info.

Figure 14: Edit User Profile Screen

Setting a Backup

Click &

Set Backup & Out-of-Office Period |

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 15:

Set Backup Screen).

User: smith

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

Specify User Backups for
"smith"

COTR/RO User Role

You will still

Current backup: COTR User
Current out-of-office dates:

Start Date: End Date
09/22/2004 09/22/2004

Last assigned by: Matt Hoffman On: 09/22/2004

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

New backup: | COTR: User

New out-of-office dates:

Start Date: End Date

09/27/2004 | ramifdddyyyy) |09/2772004 | (immddddyyyy)

Cancel || Save

Figure 15: Set Backup Screen

18
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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 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 aways have access to the Invoice Report (COTR) and I nvoices
Awaiting COTR Review. These are both invoice-type reports.

Report Types

Some reports only allow the user to view information, while others let you perform actions on
individual records. The actions that are available within areport depend on (1) the type of report
and (2) the type of user. There are five possible report types that can be generated by the
GovPay system.

Invoice

User

Award

Vendor

Application Events

The main difference between these report typesis the column headings and the type of data
presented.

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

Report Type Potential Actions Available

View Invoice. ThisAction will display the Invoice Summary

INVOICE screen. From the I nvoice Summary you can access the Invoice
Workflow History and the Monetary Activity screens. Thisis
available for al invoices.

Take Action. Usethis Action to review an invoice and make a
recommendation.

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

Assign Alternate. Usethis Action to assign an alternate COTR
or CO for invoices that have reached that stage of the workflow.

Assign/Modify Backup. This Action will only be available for
USER COs and COTRs.

19
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Report Functionality

While other reports may be available, most have the searching and sorting functionality shown in
the following figure. Thisreport isavailable by clicking I nvoice Report from the Main Menu.
It alows you to see areport that includes all invoices submitted by the Vendors you service.

GovPa

User: smith

Home | Help | Contact Us | Site Map | Privacy Policy | Logout
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Figure 16: Invoice L og Screen

Sear ching and Sorting

Therecordsin aReport may be sorted by clicking the column heading for the criteria by which
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 aso be filtered to include only records that meet specific criteria.
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1. Select acolumn heading from the first pull-down menu at the top of the screen.
2. Select aqualifier from the second menu.

3. Typethecriteriain the following text field.

4. Click [Search],

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

Invoice Reports/Invoices Awaiting COTR Review

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

Both the Invoice Report (COTR) and I nvoices Awaiting COTR Review reports offer access to
three invoice detail reports.

There are three different types of Invoice detail reports: 1nvoice Summary, Invoice Wor kflow
History and Invoice Monetary Activity. Thelnvoice Summary screen (See Figure 17:
Invoice Summary) is accessible by choosing View Invoice from the Action pull-down of a

I nvoice Report.

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

21




GovPAY COTR MANUAL

Invoice Summary

Current Status: A5 of 92472004, the status of this invoice iz At COTR for Review
Total Approved Amount:

COTR Partial PayReject

Reason:

CO Partial PayReject Reason:

Vendor Hame: ABT ASSOCIATES IMC Vendor DUNS # 043397520

Contract, Agreement, or
Task Order Humber:

Award Period of Award Period of Performance

CT474B55 Award Balance: F449,122 51

Performance Start Date: SIZI2004 End Date: i
Cost Plus Fizxed Fee M
Contract o
Total Invoice Amount: F25.00 COIR Action Tvne:
Invoice Cost Amount: $25.00 <{ Red text indicates
Invoice Fee Amount: $0.00 C a Crajit
voucher/memo.
Invoice Type: Dehit Invoice Invoice 1D (El #): El200406603
Invoice Humber: ADSFAY Invoice Date: 972472004
Services /Labor ! Travek
E:{;‘_"ma""e Period Start \1a Performance Period End Date: M,
Goods/Products:
Delivery Date: 51572004
Shipped From: Shipped To:
. P Shipped Weight Unit of
Shipped Weight: Maiioia:
Government B Humber:
Discount Terms (in Days): Discount Amount / Percent:

Discount Memo:

Header Attachment: testtt View

2 = Z Total Total
Line FEL _ Uit | Unitof Total 2
itemn Description .;? Quantity st || iFaasire Moot Fee | lnvoiced | Approved
Amount | Amount
1 test J g g Box $25.00 $25.00
Total $25.00
Invoice POC:
| View Workflow Status History ] | View Monetary Activity ]

| Print Invoice | Close Window

Figure 17: Invoice Summary
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I Invoice Workflow History and Invoice Monetary Activity I

The Invoice Workflow History shows the status of an invoice within the GovPay process. The
I nvoice Workflow History shows all of the monetary activity on ainvoice. Both reports are
available from the Invoice Summary detail report. To access the I nvoice Summary choose an
I nvoice Report from the Main M enu, then choose View I nvoice from the Action pull-down

menu.

I nvoice Status

One of the three invoice detail reportsisthe Invoice Wor kflow History report available from
the Invoice Summary. It shows the status of the invoice. A table describing the Status Names

follows.

Status Name
Vendor Submitted — In
Queue

Status Description
Invoice or voucher/memo
submitted by the vendor is
awaiting processing.

Notes

Vendor may revise invoice within 3 hours of
initial submission OR 1 hour within submitting
the revised invoice (whichever islater)

At COTR for Review | Invoice or credit The COTR has not yet taken action. If the COTR
voucher/memo is being has not taken action after three days, an E-Mail
reviewed by the COTR. reminder is sent. Additional E-Mail reminders

will be sent to the COTR after six and nine days
of COTR inactivity. If noinvoice action
recommendation has been made after 12 days, the
invoice will advance to the CO’ s queue.

COTR Action Taken - | Invoice or credit COTR may revise decision within 3 hours of

In Queue voucher/memo isin aqueue submitting the initial decision OR 1 hour within

awaiting system to process the
COTR action.

submitting arevised decision (whichever islater)

At CO for Review

Invoice or credit
voucher/memo is being
reviewed by the CO.

No automatic reminders are sent to the CO.
Invoice remainsin this status until CO takes
action.

CO Action Taken—1In
Queue

Invoice or credit
voucher/memo isin aqueue
awaiting system to process the
CO action.

CO may revise decision within 3 hours of
submitting their initial decision OR

1 hour within submitting their revised decision
(whichever is later)

Processing CO Action

COICA action is currently

Debit invoices and payment, need to be

being processed by the coordinated with the Finance Department.
system.
Credit Voucher/Memo | Credit voucher/memo has Any of these could be the last entry in the Invoice
Processing Complete | been processed by the COTR | Workflow History.
and CO.

Rejected

Invoice or credit
voucher/memo has been
rejected.
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The Invoice Monetary Activity screen pulls datafrom ABACIS to show any financial
transaction that has taken place on aninvoice. To access either the I nvoice Workflow History
or Monetary Activity screens:

1.
2.
3.

Select Invoice Report from the Main Menu.

Locate a specific invoice in the report.
Choose View Invoice from the Action pull-down menu. The Invoice Summary

screen will appear.

Click (ViewWarkflow Status History ] 15 ey the | nvoice Wor kflow History or
(View Monetary Activity | 1 yiew the | nvoice M onetary Activity screen.

Invoice Workflow History
Invoice Humber: Iy _00002361 42 Invoice Date: Q26,2004
Invoice Type: Debit Invoice Invoice 1D (El #): EI200406606
Status Status SetBy
Status Date e Vi e) Set By (Usemame)
Imvoice or credit
2004-09-26 | AtCOfar [ VUEIMEME | gygem ;
023914667 | Review iz NSl Account R
reviewed by the
CO.
Imvaice or credit
2004-09-26 | AtCOTR "””icshggmemn gystern T
02:23:08.88 | for Rewiew : 4 Account ¥
reviewved by the
COTR.
Imvoice ar cradit
wouchermemo
Wendar :
2004-09-26 3 submitted by the Jim 2 :
02:17:47.103 E;ﬁbéﬂ'gueg vendoris | ByRuEs | M@kvmesoil.com
awaiting
processing.
Print Window Close Window

Fi

gure18:

Invoice Workflow History

24



GovPAY COTR MANUAL

GovPay

ELECTROMIC INVOHCING SYSTEM

Invoice Monetary Activity

Invoice Humber: IR _0000236142 Invoice Date: Q72672004
Invoice Type: Debit Invoice Invoice 10 (E1 #): EI2004068806
There is no activity to report.
Close Window

Figure 19: Invoice Monetary Activity

Section Seven: Recommending an Invoice Action

AsaGovPay COTR you will need to make invoice action recommendations on two items
submitted by Vendors: 1) Debit Invoices and 2) Credit Voucher/Memos.

The process for making recommendations for either is basically the same. It follows four steps.
These are:

1. Click Invoice Report from the Main Menu.

2. ldentify the desired invoice on the I nvoice Report and select Take/Revise
Action from the pull-down menu in the Action column. The Invoice Action
screen is displayed.

3. Enter recommended amounts on the I nvoice Action screen for each line item.

4. Submit and confirm an action recommendation.

Invoice Types

Throughout the application, credit voucher/memos are differentiated from debit invoices by red
text.

Debit I nvoices

Most of the time, debit invoices will be created by Vendors to request payment. To submit a
recommendation for a debit invoice, follow the basic steps indicated above.

Note: MMSdebit invoices require the additional step of recommending distribution on account
codes on the I nvoice Action screen. Thisis discussed on page 32.
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Credit Voucher/Memo

Although most of the time, Vendors will be creating Debit Invoices, they may occasionally need
to submit a credit voucher/memo. The Vendor submits a credit voucher/memo when the Vendor
wishes to return money to the government; usually the result of an overpayment of some form on
apreviousinvoice. To submit arecommendation for a credit voucher/memo, follow the basic
steps indicated above.

Note: When dealing with a credit voucher/memo, GovPay will display field text in
Red, as a reminder to the user.

Selecting the Invoice

Click | Inveice Report | o, the Main Menu screen (Figure 4: Main Menu Screen —
COTR). Thelnvoice Report screen will appear (See Figure 20: Invoice Report Screen).
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Figure 20: Invoice Report Screen
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Locate the invoice you wish to act on and chose T ake/Revise Action from the pull-down menu
in the Action column. The Invoice Action screen will be displayed.

Using the Invoice Action Screen

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

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

recommendation for an invoice action.
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I Taking No Action I

Y ou may choose to Take no Action on an invoice, however, this option should be used sparingly.
If you choose to Take no Action, you must submit a reason.

Recommending an Action

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

Note: The type of item you have chosen (IFF Invoice, MMS Invoice, or Credit Voucher/Memo)
will beidentified at the top of the screen.

For Credit Voucher/Memos:
To recommend and action on a credit voucher/memo:
1. Indicate aRecommended Action (Approve, Reject, or Partia Approve) for each line
item in the pull-down menu.

If Rgject or Partial Approveischosen, you must submit a reason.

2. After you have indicated a Recommended Action for every Line Item, click Submit
Action.
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User: smith Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Credit Voucher/Memo Action
Invoice Header Information
El Numbet: EI200406607 Invoice Type: Credit VoucherMemo
Contract, . .
2 Yendor Invoice Invoice Total
Agreement, or Task CT131085 : CREDIT_IFF o ($15,055.64)
Order Number: Number: Ameount:
" Cumulative
T ) Sumulagve Invoiced Amount
‘'otal Award Amount: $0.00 Dishursed £0.00 " P $103,077.92
Amount: (including
current invoice):
: Invoice
Invoice i
Performance Period /212003 pomonnc®  gpsonng  Awalable AW g0 44553
Start Date: Date: "
Goods/Products
Delivery/Shipped NAA
Date:
Invoice POC:
If you choose to make no
No Action Taken H
recommendation, enter a
If for any reason you are unable to take action on this invoice, please fill in the reason below far the G . .
reason, and click Submit
Reason: tO CO/CA .
Submit to CO/CA
Indicate a Recommended
Action (Approve, Reect,  faining amountto be e Total R a i
. pted: Amount:
or Partial Approve) and a
H Line Item 1
corresponding
Recommmded Amou nt Description & | Quantity | Unit of Measure Unit Cost | Fee | Amount
f hli it Admin. Support 5 Each 63.07 ($315.35)
Or eac Inel ern Recommended B Recommended
Action: elect Amount:
Reason:
iMandatary if not
accepted)
Line Item 2
Description & | Quantity | Unit of Measure | Unit Cost |Fee | Amount
Program Specialist 56.3 Each 127.49 (37 432.67)
Recommended [ Recommended
Action: sject Amount:
Reason:
{Mandatory ifnot
accepted)
Line Item 3
Description & | Quantity | Unit of Measure | Unit Cost |Fee | Amount
Program Specialist Il 25 Each 104.21 ($2,605.29)
Recommended Recommended
Action: sject Amount:
Reason:
{Mandatory ifnot .
accepted) Click the
: Line ttem 4 Submit Action
Click to return ne frem button ©
to the M a] n Description & | Quantity | Unit of Measure | Unit Cost |Fee | Amount utton to
. Program Specialist Il 703 Each 66.89 $4,702.37) roceed to the
M enu WlthOUI Recommended Recommended 2 f
H H H ——nction: Feject . On lrm
saving invoice Ackon: Amount Invoice Acti
: : nvoice Action
- (Mandatory if not
action recom Marater <r
mendation. een.
Cancel Submit Action

Figure21: Invoice Action
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For IFF Invoices:
To recommend and action on an IFF invoice:
1. Indicate the invoice Payment Type in the pull-down menu (Complete, Final, Advance,

Provisional, Partial/Reject, Progress).

Note: If even one Line Itemis going to be regjected or partially rejected, then the Payment
Type must be specified as Partial/Reject.

2. Indicate aRecommended Action (Approve, Reect, or Partial Approve) for each line
item in the pull-down menu.

If Rgject or Partial Approveischosen, you must submit a reason.

3. After you haveindicated a Recommended Action for every Line Item, click Submit
Action.
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Home | Help | Contact Us | Site Map | Privacy Policy | Logout

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

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

El Number:

Contract, Agreement,
oF Task Order Numbetr:

CT131085

IFF Invoice Action

Invoice Header information

EI200406609

Yendor Invoice

Number: DEEIT_IFF

Invoice Type:

Invoice Total
Amount:

Cumulative Cumulative Invoiced
Total Award Amount: $0.00 Disbursed $0.00 Amount (including
Amount: current invoice):
g Invoice .
Invoice Performance ... Beiraimanse gioaoppg  Available Avard

Period Start Date:

Goods/Products

Delivery/Shipped Date: "

Period End Date:

Amount:

Dehit Invoice

$15,085.64

$118,133 .56

$192,445 .53

Invoice POC:

If for any reason you are unable to take action on this invoice, please fill in the reason below for the CO/CA

Reason:

No Action Taken

Submit to CO/CA

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

-

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

Click toreturn
tothe Main

M enu without
saving invoice
action recom-
mendation.

Payment Type: |Complste v
ameunt to be paid: |15055.64 Total Recommended Ameount: |(.00
Line Item 1
Description | & | Quantity | Unit of Measure Unit Cost | Fee | Amount
Admin support g Each 6307 $315.35
Recommended | Recommended
Actioh: eiedt Amount:
Reason:
iMandatory if not
accepted)
Line Item 2
Description & | Quantity | unitof easure | Unit Cost |Fee | Amount
Pragram Specialist 58.3 Each 127.49 $7.432 67
Recommended | Recommended
——  Action: ejedt Amount:
Reason:
iMandatory if not
accepted)
Line Item 3
Description & | Quantity | Unit of Measure | Unit Cost | Fee | Amount
Program Specialist || 25 Each 104.21 $2,605.25
Recommended [ Recommended
——  Action: je Amount:
Reason:
iMandatory if not .
Click the
Line item 4 Submit Action
Description & | Quantity | Unit of Measure | Unit Cost | Fee | Amount bUIton to
Program Specialist Il 703 Each 66 89 $4,702 37 proceed to the
Recommended Recommended .

L——  Action: Peject ¥ Ameunt: COI’]fI rm
Reason: H H
andalry ot Invoice Action
accepted]

screen.
Cancel Submit Action

Figure 22:

| FF Debit Invoice
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For MMS Invoices:
To recommend and action on an MM S invoice:
1. Indicate the invoice Payment Type in the pull-down menu (Complete, Final, Advance,
Provisional, Partial/Reject, Progress).

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

2. Indicate a Recommended Action (Approve, Reect, or Partial Approve) for each line
item in the pull-down menu.

If Rgject or Partial Approveischosen, you must submit areason.
3. Distribute the Recommended Amount across the different account codes.

4. After you have indicated a Recommended Action and Recommended Amount for
every Line Item, click Submit Action.
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Figure23: MM S Invoice Action Screen
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User: smiih Home | Help | Contact Us | Site Map | Privacy Policy | Logout
MMS Invoice Action Warnings are
listed here.
F Please note the following warningys) associated with this invoice:
+ INvOICE amount Is greater than confract/agreement availakle amount
*vou can still proceed with this invoice, but please be aware of thistthese warning(s)
inveice Header Information
El Number: EI200406273 Invoice Type: Dehit Invoice
Contract, i 3
. ¢ Vendor Invoice Invoice Total
A t, Task
I nvoice O%e;rnznmi’::: ask  CT940306 Number: MATTLOADTE3Y  pmsunt: $122.00
H eada Cumulative Cumylative
. . Total Award Amount: $0.00 Disbursed $0.00 '(:'r:’cﬂf;ﬁ;'“°”"‘ $116,883.216.16
| nformatl on Amalnt: current invoice):
cannot be invoice Lo
edited Performance Period /272004 performance  siaarmod Avalaple WA w00
Ited. : Date:
Goods/Products
Delivery/Shipped 5/23/2004
Date:
Inveice POC: test If no actionis
recommended,
No Action Taken
enter the reason
%I t a nable to take action on this invoice, please fill in the reas
€ecl why.
payment type
fromthe Submit to CO/CA
pull-down
menu. g
Payment Type: |Complete |
Remaining ameount to be paid: |122.00 Total Recommended Amount: [1.00
Line Item 1
H D i & T unit of Unit Cost Fee Amount Enter a
eb ip y
For M MS debit test 1 Each 22 $22.00 | $44.00 payment
Involces you must Recommended - Recommended amount.
H H Action: Amount:
distribute the hoon:
(Mandatory iTnot
payment across ot
d| fferent account Remalning amount to be distributed | 0,00
codes. Account Code | ObjectClass | Amount Availabie ‘L";':*;ﬁ::"é ::.';5
42B3900C35 262R $121,455.42
42B83900C35 2527 $40,298.00
Line Item 2
Di ipti ‘ﬁ i1 Unit of Unit Cast Fee Amount
test22 2 Box 33 $12.00 $78.00
R ded R ded 1
oo e Click the
Reason: H H
H (Mandatory if not &melt ACt|0n
CIICk tO return accepted) b tt t
to the M a_| n Remaining amount to be distributed |  |0.00 uton 1o h
M enu without AccountCode | ObjectClass | Amount Availabie Amount rors proce'ed to the
SaV| ng | nVOi ce 4283900C35 252R 5121455 42 Confirm
: 4283900035 2507 $40,298 00 Invoice Action
action recom-
: screen.
mendation.
Cancel Sub
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Submitting an Action Recommendation

Click | Bubmit Action, 0 the | nvoice Action screen. The Confirm Invoice Action screen

appears. Review the information and click | £entinue > +5 gubmit the recommendation to your
COICA or click Cancel to return to the Main Menu without submitting a recommendation.






