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Introduction

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

As part of this continuing effort, 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 Quickly and securely exchange invoice data over the Web
o Veify that submitted datais correct and complete, eliminating the need to follow up on
incorrect invoices.

Capabilities of the GovPay System

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

GovPay Process Overview

The GovPay application isa conduit for Vendors to securely create and submit invoices
electronically viaaWeb browser and for Contracting Officer Technical Representatives (COTR)
and Contracting Officers (CO) to then do what is hecessary to process these invoices. To
perform this function the following actions are taken:
1. Vendors create and submit invoices via GovPay. Gov Pay immediately validates all data
on the invoice and notifies the Vendor of any incorrect or incomplete information.
2. GovPay transmits the invoice to the COTR. The COTR recommends an invoice action
and submits it via GovPay to the Contracting Officer CO.
3. The CO reviews the COTR’s recommendations and submits a payment action on the
invoice.

4. The finance department coordinates a monetary transaction.
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Vendors

Vendors login at
https://www.govpay.gov
and submit new
invoices.

COTRs

COTRs login at
https://www.govpay.gov.
, review new invoices
and make payment
recommendations for
the CO.

Internet

COs

COs use GovPay via an intranet. They
view invoice details, the COTR
recommendation, and submit a
payment action.

BIS

BIS legacy data is
brought into GovPay.

FD

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

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. Also, to preserve privacy of data each Vendor
user receives a unique User name 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, thisinformation 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.

Enrolling a Vendor

To get a Username and Passwor d, you can either: (1) Request an account from the GovPay

administrator within your organization or (2) Click RedST) on the GovPay L ogin screen at

https://www.govpay.gov.

If your request for an account is granted you will be E-Mailed temporary Login information.
After your first Login, you will be asked to change your Password. Y our Password must be 12
characters long, use a combination of upper and lower case, and one special character such as!,
@, or &.

Note: If you chooseto register online for a GovPay account you must be able to provide a valid
DUNS number and have current information in the Central Contractor Registration (CCR) system at

WWW.CCI'.gOV.

I Retrieving a Password I

If you have forgotten your Password you can either: (1) Contact an administrator and ask that

the Password be reset or (2) Click |_Retrieve Password | and enter the requested information. A
temporary Password will be E-Mailed to the address in your User Profile.
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How to Login

To Login to GovPay, follow these three steps.

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

Help | Contact Us | Privacy Poli

1]

Yendor Enroliment

Don't have a GovPay account?

Reqister for one here!l

Register

Click if you
have avalid
DUNS
number and
no GovPay
account.

GovPay Login

Username: |coleman

1. Enter your
Username
Login and
Password
Password. essssssssssss
Login
2.Click Login
Forgot your Password®? Retrieve Password bUtt.OI'] to
begin.

Figure3: Login Screen

1. Enter your Username and Passwor d.
Note: If you do not have a Username and Password, you may request one by

clicking the Register) hytton and filling out the requested information.

2. Click [Legin],
The Main Menu screen appears. (See Figure4: Main Menu Screen.)
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Section Three: System Navigation

After asuccessful Login, you will see the Main Menu screen. There are two ways of navigating
through the system: 1) the Main Menu and 2) the Navigation Bar.

Vendor Main Menu Options

From the Main M enu you can execute any of the Vendor-user tasks available via GovPay.

User: jimi@byrmesoil.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Main Menu

General Options

Change Password Create Invoice
Edit User Prefile
Yendor Admin Options TheM anage V_endor
User s button will not be
|_Manage Vendor Users J aval |ab|e for a“ Vendor
users.
Inveice Reports

Invoice Log

Figure4: Main Menu Screen

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

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

-

]
GovPay Login Help

L)
Site: Map

-
Privacy Policy

Goma/a'ldor
Enwoliment

retlve |
Password

Wendor
Main Menu

Wendor Admin
Ilsin henu

Click Edit User Profileor
Change Password from
the Main Menu screen to
edit your user account.

hwicgeader Inwiugﬁe ftem h'.a:s Sthnisslm@onfimdinn
Information Information Sumimary

L Grestedmice

Account Mantenance
(C e PR

L. Crangs Passwors G

Account Maintenance
(Bt e 1 ool

Click Create Invoice
fromthe Main Menu
screen to initiate the
invoice submission
process.

L EditUse Frofie

In'%]ce
i Log

Summary

Invoice Workflow History

=

Irvaice Monetary Activity

= :

"Other” Report"

; gt "D ,

Create Vendor User

Manage Vendor Users J

oMol fog L

Figure5: SiteMap

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

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

e Home: Click 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.

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

window.

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

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

Figure6: Navigation Bar

| Privacy Polic

¥y | Logout

Click
Hometo
I’eturl’l tO l.com Home | Help | Contact Us | Site Map
theMain Main Menu
Menu
screen. Genelal Optiohs
Change Password | Creatq Invoice ]
Click to _ _
A0CESS the Edit User Profile
online help.
Yendor Admin Options
|_Manage Vendor Users J
Click for
contact info Invoice Reports
Inveice Log

Always click
to Logout.

Click to view
Privacy
Palicyina
new window.

Use Site
Map to
access help
and for
system
navigation.

Figure7: Navigation Bar Elements
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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 8: FAQ).

FAQ
What is GovPay?

The GovPay application is a conduit for Wendors 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?

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, Yendor 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.ccr.gov) to successfully enroll.

Figure8: 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 9: Context-Sensitive Help) This help will correspond
directly to the screen you are viewing.

12




GovPAY VENDOR MANUAL

ELECTRONE VLG

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 9: Context-Sensitive Help

View Site Map

To view the Site Map, click Site Map on the Navigation bar (See Figure 10: Site Map). The
various sections of the application will be displayed.

13
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ST
User: jim@byrnesail.cam Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Vendor Administrator Site Map

Click ntD access help for that screen.

Click 0 to begin that action or process.

MNavigation Bar

o

Home

Click Home to retumn to the Main Menu

Help

Click Help to view context-senstive help

Contact Us

Click Cortact Us to wiew contact information.

olo

R

Privacy Policy

Click Privacy Palicy ta viewthe Privacy Policy.

Create Invoice
Clicking Create Invoice from the Main Menu, will begin the process of submitting =n invoice. This
process involves several soreens.

+ Invoice Header
+ Invoice Detail

¢ Invoice Summary

BEN O

+ Submission Confirmation

Change Password

Use thiz Main Menu option to change your passvord.

Edit User Profile

Use this Main Menu option to change your User Profile information including pertinent santact

M| =
ol o

infarmation

o

Invoice Log
Clicking Inwoice Logfrom the Main Menu, will allow ywouto see a report of all invoices submitted by
your organization, s well a5 locate 3 specific invoice for possible revisions or reviev. There are
three kinds of detail recorts ava-ilabla for e:ch irnoice

S=REpEneess

Figure 10: SiteMap

”

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 nformation table (See Figure 9: Context-Sensitive Help).

14
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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 (See Figure 6:
Navigation Bar). Click onthe All Topicslink in the Additional Information 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 11: Search All
Topics - Contents).

&2 vendor_help

< & o
Hide Back Frint  Options

LContents l Index ] gearch] e it

@ Fa0 W VENDOR_OVE +
] m vendor_over

E Intraduction

2] GovPay Process Overview
B} Sustern Requirements

2] Secuiy [System Requirements

1 System Dverview To use GovPay, a minimum browser of Netscape 7.1 or Internet Explorer

+ @
+ 2_Syztem Mavigation 3 : :
= % 3 Account 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
[2] Editing *f'our User Profile v+,

+ @ 4_Create Invoice

+ @ 5_Using Reports

+- @ £_Vendor Administiators

| Introducti.. .

Figure 11: Search All Topics- Contents

2. Index — Search on predefined index terms (See Figure 12: Search All Topics - Index).

15
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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

B ool BudgebiAcoourting Cant adsrirdstrater within o ergarization

Bieress Irlomation Syelen

Charge Parswond ' x

Chan 'r.gE et Moo Wote: The “alistall b ustan on the GevPay Login sereen at woars govpay gov iz jor

e E- otifications

Eonﬁ:uleﬁq:mls Vendors G‘mb/‘.

E-Mal

E it Llzzan Proibla

Finance Dirisicn . ..

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
ofies

Irvenice: Summan

Ilmui:eWullclkm Hisﬂ

el Merni \l
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 12: Search All Topics- Index

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

16
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E? vendo r_help Q@g]

e S O

Hide Back Frint  Options

= =
Qontents] Index  Search l B i s
nEroauct...
Type in the keyword to find: .VENDDH_DV[ -
|cer
List Topics |
Select Topic o display |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
administrator 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 13: Search All Topics— Search

Section Five: General Account Administration

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

e Click | Change Password |, change the Password you use to Login to the system.
e Click Edit User Profile

+ to update your contact information.

Changing Your Password

To change your Passwor d:

1. Click |Change Password } from the Main Menu screen. (SeeFigure 4: Main
Menu Screen.)
The Change Password screen will appear. (See Figure 14: Change Password
Screen.)

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

Click (Submit,

o b~ wDN

17
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Note: Passwords may be any combination of alphanumeric characters.

User: jimghyrnesoil.com

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

1. Enter Old 1. Uppercase Ietters (A-7),
2. Lowercase letters [a-z),
Password. 3. Numbers (0-g),

Account Maintenance

Change Password

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

4. Punctuation characters (i@, #, §, 7, etc)

Old Password:

New Password:

Submit

2. Enter and Confirm Password:
Confirm
Na/v Cancel
Password. . |

Click Cancel to return to the

Main M enu screen without
changing your Password.

3. Click
Submit to
change
Password.

Figure 14: Change Password Screen

Editing Your User Profile

Your User Profile containsinformation that GovPay and GovPay administrators use to send you

announcements or notifications.

To edit your User Profile:
Edit User Profile

1. Click from the Main Menu screen. (See Figure4: Main Menu

Screen.)

The Edit User Profile screen will appear. (See Figure 15: Edit User Profile

Screen.)
2. Enter the new contact information.

Note: ared asterisk after a text field indicates required information in the

GovPay application.
3. Click \(Submitj

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

Account Maintenance

First Name:
Middle Name:
Last Name:
Suffix:
Position Title:
Phone:

Fax:

Click Cancel to return to the
Main M enu screen without
changing your Contact I nfo.

Username:
E-mail:

Cancel

Edit User Profile

JIM BYRMNES

CCR E-Business POC |

jim@bymesoil.com

1. Enter
Contact
I nfo.
I
gtf:r's 2. Click
mark ?ﬁ:nrgg to
required
field. Contact
I nfo.

jim@bymesoil.com

Submit

Figure 15: Edit User Profile Screen

Section Six: Creating a New Invoice

The GovPay application allows for the submission of: 1) Debit Invoices, and 2) Credit
Voucher/Memos, however, the submission process in GovPay, is the same for both items.

Creating a new invoice in the GovPay application is afour-step process.

hpOODNPE

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

Click | Create Invoice | from the Main Menu screen.
Enter Invoice Header Information.
Enter Line Item Information.
Submit the Invoice Summary.

I Debit I nvoices I

Most of the time, debit invoices will be created by Vendors to request payment. To submit a
debit invoice, follow the four basic steps indicated above, and ensure that the Debit I nvoice
selection is marked in the Invoice Header Information screen.

The GovPay application also gives Vendors the ability to mark an invoice submitted as the last
ontheaward. A "Final Debit" invoice istreated the same as a debit invoice within the GovPay

19
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application, however, highlighting this option serves as areminder to the CO and financial
personnel to take action (outside of the GovPay System) to reconcile and close the award. This
Final Debit option ison the Invoice Header Infor mation screen shown in Figure 16: Invoice
Header Screen.

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 acredit voucher/memo follow the same four genera steps
indicated above, being careful to ensure that the Credit VVoucher/M emo selection is chosen in
the Information Header | nformation screen.

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

Invoice Header Information Screen

When you click L Create Invoice | from the Main Menu screen, (See Figure 4: Main Menu
Screen), the Invoice Header I nformation screen will appear. (See Figure 16: Invoice Header
Screen.)

1. Enter theinvoice dataand click . ©@ntinue > | 14 hroceed to the Line Item
I nformation screen.

Note: Clicking \.Gancellnvoice  \yi|| return you to the Main Menu screen
without saving entered data. You will not be asked to confirm the exit.
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Gray fields are
automatically
populated by
information
aready inthe
database.

Future dates
may be
specified for

items such as
subscriptions.

User: jim@bymesoil.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Invoice Header Infermation
Thisfield
requ! res you gﬂgsftc’,zg;f:ﬂ’;ﬁn CT131085 v = Available Amount: 192 445 3
specify the
- Award Period of Award Period of
aNard agal ng Performance Start 8/21/2003 Petformance End Date:
- Date:
which you are =
- - Cost Plus Fixed F
invoicing. otz B
Indicate the tvpe of Invoice here. [
Please specify the invoice type: |
O Credit » . ; . )
Voucher/Memo @ Debit Invoice > Final Invoice {Debit)
Thelnvoice . | . _
. . Invoice Number: INY_0000236142 |« Invoice Date: r26i04
Number fieldis :
required. It can e e, All dates arein MM/DD/YYYY format.
be any Travel:
combinali OI'.1 of ;te::togr:::ce Pertod 1/02/2003 Performance Period End ;05004
a phanumen C (MM/DDIYYYY): Date (MM/DD/YYYY):
Charac[ers that IS Goods f Products Only: [
meaningful to ; ;
yOUr gf g::g’[e&vMDfSEf;“vapfd Note: Specify Shipped Date only for FOE origin awards
organization.
Shipped From: Book Science Corp ~| ShippedTo: 381 Eldon Streer
51 Block Lane Mzail 3top 2510
Pittsburgh, Pa Herndon, WA 20179
15241 v
Shipped Weight: Shipped Weight Unit of
Government B/L Nete: Shipped YWeight Unit of Measure mandatary it
Number: (A= i e 1 Ei-n
Usethetab key O No Discount Discount Memo:
to movefrom @ Discount Percent: 1L % .y
field to field Additional
| OTl . ) S .
O Discount Amount: % Sh| ppl ng deta| IS
Discount Days: o 1- a0 can be submitted
as attachments.
Attachment File Name:
Add/Change Erod—

Attachment File:

Note: Only ASCI (text) files, no more than 2MEB in size, will be accepted

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

Y ou can attach
any ASCI or
PDF fileupto
2MB insize.

Click toreturn
tothe Main

Invoice POC:

Menu screen.
No entered data
will be saved.

Cancel Invoice

Continue >

Figure 16: Invoice Header Screen
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Invoice Line Item Information Screen

When you click | Continue > | trom the I nvoice Header Information screen, (See Figure 16:
Invoice Header Screen), the Invoice Line Item Infor mation screen will appear. (See Figure 17:
Invoice Line Item Information Screen.)

1. Enter dataand dclick | Save Line Item |
2. Repeat Step 1 for each lineitem until all invoice line items are entered.

3. Click _Review Invoice> |, nroceed to the I nvoice Summary screen.

Note: The: Review Invoice> 1y 110 only appears after a line item has been entered.

Click toreturn to
Main Menu
without saving.

Cancel Invoice

Figure17: InvoiceLineltem Information Screen

Totalsasline
items are Text appears red
ber jim@byrnesail.com Home | Help | Contact Us | acr | Logout
added or facredit Attach
deleted Invoice Line Item Informatiq voucher isbeing
ﬁ - text fileup to
2MB insize.
I Invoice Number: [INY_0000236142  Invoice Cost Amount: $£ 00 Invoice Fee Amount:  $0.00 |
Click Edit Invoice Headar
Ick to return
to Invoice
Header . - : Unit of
I nformation Quantity: [ Unit Cost: A e
screen. Fee Amount: Description: | -
| Note: Enter fee only if this is ‘fee-based
contract. _
attachment Fila Name-
Fee must k?e AddiChange Attachment File: Click to add line
g)éﬂ;rs I’lOtIn Unit Cost may be Save Line It tem.
. ave Line Item
set at aprecision
percentages. of up to 6 decimal
| places. e
i L unit unit of Total _
rty Cost | Measure | Cost Ees A:.-iﬁnt S || PR
Calculated Invoice Total: $0.00

After the line item has been added, (See Figure 18: Invoice Line Item Information Screen after
Adding Item), you can add another or click Review Invoice.
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User: jim@byrnesail.corm Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Invoice Line Item Information
Invoice Y 0000236142 Invoice Cost $15 055 .64 Invoice Fee s0.00 CIICk tO edlt the
Number: i Amount: : Amount: I nvoice Header.
Edit Invoice Header
Quantity: | = Unit Cost: = ﬂr:;::re' _V‘ -
Fee Amount: Description: [ _': &
If deS| I’ed, enter Note: Enter fee only if this is a fee-based
another lineitem | “"™*
and C”Ck Save Attachment File Name: Use the Ed”: and Del ee
Lineltem. Add/Change Attachment File: buttons to mOdIfy previously
entered line items.
Save Line Item
Line S 5 unit unit of Line fitem -
tem | Doscription & | quantity Cost | ieasure | TOTAICOSE | Foe | T Edit Delete
1 dep"ggﬁ 5 63.07 | Each $315.35 $315.35 | (Edit | | [ Delete
P =
2 s;ggg;?i?t 583 12749 Each 4743267 4743267 | [ Edit Delete
3 gggg;ﬁi?t i 26 10421 | Each | $2605.25 $260525 | [ Edit | | [ Delete
Program 5 H
Click to ret 4 | goeciatist i 70.3 66.89 | Each | $4,702.37 £4,702.37 | [ Edit Delete Click to prqceed
ICktoreturn _ to the I nvoice
tO M al n M enu Calculated Invoice Total: | $15,055.64
: _ Summary and
without saving. Submit.
I Cancel Inveice Review Inveice

Figure 18: InvoiceLineltem Information Screen after Adding Items
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Invoice Summary Screen

When you click Review Invoice from the Invoice Line Item Infor mation screen (See Figure
17: Invoice Line Item Information Screen), the Invoice Summary screen (See Figure 19:
Invoice Summary Screen) will appear.
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User: jimg@hyrnesoil.com

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

Invoice Summary

Contract, Agreement, or

Task Order Number: CT13108% Available Amount: $192 445 53
Award Period of Award Period of

Performance Start Date: /2 /2003 Performance End Date; '™

Cost Plus Fixed Fee N

Contract?: 0

Invoice Type: Debit Invaice

Invoice Number: INY_0000236142 Invoice Date: 9/26/2004
Services / Labor / Travel:

Performance Period Performance Period

Start Date: 872172003 End Date: 8/10/2004
Goods/Products:

Delivery Date: MNAA,

Shipped From:

Shipped Weight:

Government B/L
Number:

Discount Terms (in

Book Science Corp
51 Block Lane
Fittsburgh, Pa 15241

Shipped To:

Shipped Weight Unit of
Measure:

Discount Amount/

381 Eldon Street
Mail Stop 2510
Herndan, YA 20173

Once you click Submit
Invoice, you will be ableto
view the invoicein the
Invoice L og and make
revisions for three hours.

Click toreturn
to the I nvoice
Header

I nformation
screen.

Days): 2 Percent: LR
Discount Memo:
Header Attachment:
Line . . Unit uUnit of Total
i Description (? Quantity Cost T Totai Cost | Fee T
y Cﬁi”gﬂn g pa.a7 EarH Pa1g.95 £315.25
Program
2 Specialist 8.3 12749 Each $7 43267 $7432 67
Program
3 Specialist I 25 104.21 Each $2,605.25 $2 605.25
Program
4 Specialist Il 70.3 55.589 Each $4,702.37 $4,702.37
Total: $15,055.64
Invoice POC:

|_Edit Invoice Header Information ]

| Cancel Invoice

Click toreturn
tothe Main
Menu screen.

e —
Edit Line Items

Click to return
to the Invoice
Lineltem
Information
screen.

|_Submit Inyoice |

Figure 19: Invoice Summary Screen
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1. Review theinvoiceinformation. If there are errorsin theinvoice information,
use the buttons as indicated to make modifications.

Button Action

Edit Invoice Header Information | Click the Edit Invoice Header Infor mation
* | button to return to the | nvoice Header

I nfor mation screen (See Figure 16: Invoice
Header Screen). Y ou can edit the invoice
header and proceed to the Invoice Line [tem
I nfor mation screen.

Edit Line ltems Click Edit Line Itemsto return to the

‘ Invoice Line Item Information screen (See
Figure 17: Invoice Line Item Information
Screen). You can edit line item information
and proceed to the I nvoice Summary screen.

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

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

2. When all information in the Invoice Summary is correct, click

Submit In¥oice | The 5ybmission Confirmation screen appears. (See
Figure 20: Submission Confirmation Screen.)

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

Submission Confirmation

AL 9/26/2004 2:17 AM (EST), Invoice #
INY_0000236142 was subrmitted for review.

You have until 5/26/2004 2:22 AM (EST) ta
resdise this invoice

IMain Menu

Figure 20: Submission Confirmation Screen

Section Seven: 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 reportsthat appear in the Main Menu will vary depending on what the GovPay
System Administrator has set up, however, the Invoice L og, will remain constant.

Report Types

Some reports only allow the user to view information, while others let you perform actions on
individual records. The actions that are available within 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

System Events.

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

Action Menu Options

View | nvoice

Revise | nvoice

Delete | nvoice

The Invoice Summary screen appears.
From the Invoice Summary you can access
the I nvoice Wor kflow History and the
Monetary Activity screens.

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

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

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

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

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

28



GovPAY VENDOR MANUAL

Invoice Log

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

Move through
multi-page

! Home | Help | Contact Us | Site Map | Privacy Policy | Logo reports W|th
Usethe Invoice Log Next Page and
Sear ch tool :
t f d GovPay Tracking Number W || Starts With Search LaSt Pa'ge
oTind a — ' - :
ifi | Next Page ][ Last Page ] bUttOl’lS.
SpeCI IC Page 1 of 642 6420 Matching Invoices I
INvolCce. P 2y Tracking Mumber | Awsrd Humber Vendot Invoice Number lnvoice Date | Total Amount Invsice Status T
0406606 CT131085 INV_0000236142 09/26/2004 |$15.055.64 At COTR for Review Select-> Y C||Ck on COI umn
EI200408601 CTO40206 111 00/24/2004  §25.00 At CO for Review Select-» “ headl ngs to wrt
ElZ0040G599 CTa40306 1 09/23/2004 F275.00 At CO for Review Select-» A er]trl %
E[200408588 cTg40308 09/23/2004 |$(25.00) Rejected Select->
CI i Ck tO uw 00406597 CTO40206 TESTING111 00/22/2004 | §7235.00 HAuvaiting Financial Inteface Select-» W
00406596 CT240306 TSTINGOO1 09/22/2004  Fr1,212.00)  |At CO for Review Select-» ]
system Choose an
N040G535 CTE40506 LOCKINGTEST 09/22/2004  |$71.000 Rejected Select-> g .
defaults to Action from the
00406592 CTO40206 040220050 00/22/2004  F15,055 54) |Credit W he F Complat Select-»
export _ menu. (See
ds to 00406592 CT240306 MATTTEST1 09/22/2004 | Fra57 00) At CO tfor Review Select-» .
I I
eCO 00406587 CTO40306 MATTLOADEZEZR 09/24/2004  $122.00 HAuuaiting Financial Inteface Select-» A prall Ous Chart')
Excel.
| Export Entire Report

Figure21: InvoiceLog Screen

Sear ching and Sorting

The recordsin the I nvoice L og report 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.

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

1. Select acolumn heading from the first pull-down menu at the top of the screen.

2. Select aquaifier from the second menu.

3. Typethecriteriain the following text field.

4. Click [seareh],

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

Most GovPay report types (Invoice, User, Award, Administrator and VVendor) have this same
search and sort functionality.
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Invoice Workflow History and Monetary Activity Reports

The Invoice Workflow History and Invoice Monetary Activity screens (See Figure 23:
Invoice Workflow History) 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 screen pulls datafrom ABACISto
show any financia transaction that has taken place on an invoice. To access these screens:

1
2.
3.

Select (InviceLog(Vendon | from the Main M enu.

Locate a specific invoice in the report.

Choose View Invoice from the Action Menu. The Invoice Summary screen will
appear. (See Figure 22: Invoice Summary)

Click (ViewWorkflow Status History | {0 /ey the | nvoice Wor kflow History or
(View Monetary Activity | 1 yiew the | nvoice M onetary Activity screen. (See Figure 23:
Invoice Workflow History and Figure 24: Invoice Monetary Activity)
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Invoice Summary

Current Status:

Total Approved Amount:
COTR Partial PayReject
Reason:

CO Partial PayReject Reason:

Az of 95242004 the status of this invoice is: At COTR for Review

VYendor Hame: ABT ASSOCIATES IMC Yendor DUNS # 043397520
Contract, Agreement, or .
Task Order Humber: CT474655 Award Balance: $449,122 61
Award Period of Award Period of Performance
Performance Start Date: Ski2U0 End Date: L
Cost Plus Fixed Fee M
Contract?: o
Total Invoice Amount: 2500 COTR Action Type:
Invoice Cost Amount: $25.00 COTR Action Date:
Invoice Fee Amount: $0.00 CO Action Type:
CO Action Date:
Invoice Type: Diebit Invoice Invoice 1D (El #): El200406603
Invoice Humber: ADSFAY Invoice Date: 97242004
Services / Labor / Travel:
E:{:_“ma"':e Period Start 0 Performance Period End Date: 1is,
Goods/Products:
Delivery Date: Si5I2004
Shipped From: Shipped To:
. R Shipped Weight Unit of
Shipped Weight: Measure:
Government B Humber:
Discount Terms (in Days): Discount Amount / Percent:
Discount Memo:
Header Attachment: test bt View

= : i Toial Total
Line i : thit | Unitof Tolal 2
itemn Description .;? Quanitity Cost | eacurall st Fee | lnvoiced | Approved
Amount | Amount
1 test (f g g Blox $25.00 §25.00
Total: §25.00

Invoice POC:

| View Workflow Status History ]

| Print Invoice

| View Monetary Activity ]

| Close Window

Figure 22: Invoice Summary
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I nvoice Status

One of the three invoice detail reportsisthe InvoiceWor kflow History report available from the
Invoice Summary. It shows the status of the invoice.

Invoice Workflow History
Invoice Humber: MY _0000236142 Invoice Date: 9r26/2004
Invoice Type: Dehit Invoice Invoice 1D (El #): EI200406606
Status Status SetBy
Status Date Name i dame) Set By (Usemame)
Imvaice or credit
2004-09-26 | AtCOfar [ VUIEIMEMO | gygery ;
02:39:14.667 | Review . g Azcount sislem
reviewved by the
CO.
Imvoice or credit
2004-09.26 | atcoTR [ VUTEIMEMO | gygrem t
02:23:09.98 | for Review 430200 Account SyslEm
reviewed by the
COTR.
Imwoice or credit
youcher/mermao
Wendor ;
2004-09-26 : submitted by the Jind a ;
021747103 | SURMled {5 o doris | BvrnEs | IM@Rymesoil.com
- In Queue i
awaiting
processing.
Print Window Close Window

Figure 23: Invoice Workflow History

ELECTROMIC INVIOIING 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 24: Invoice Monetary Activity
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Section Eight: Vendor Administrators

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

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

provides access to these tasks. (See Figure 25: Vendor Administrator Main Menu.)

, that

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

User: jim@hyrmesail.com

General Options

Change Password Create Inveice
Edit User Profile

Vendor Admin Options

| Manage Yendor Users ]

Inveice Reports

Invoice Log

Figure25: Vendor Administrator Main Menu

Adding Accounts within your Organization

Clicking the Manage VendorUse’s)  trom the Main M enu, (See Figure 25: Vendor
Administrator Main Menu), displays the Create Vendor Usersscreen. (See Figure 26: Create
Vendor User Screen.) From this screen you can add a new Vendor User who may submit
invoices on behalf of your organization.

To add aVendor user:

. Click Manage. Vendor Users. from the Main Menu.
Fill inthe Create Vendor Usersform.

1
2
3. Click (AddUser)
4

Repeat previous until all users are added then click | 2ene
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LECTROMC INVOIGING STSTEM B

User: jirm@byrnesail.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Create Vendor Users

Vendor DUNS: 002610843

New User Information

Required
fieldsare
marked with
ared star.

irst Name: [ | = Middle Name:

ast Name: 5 Suffix:

itle / Position:

-mail: T | =
NOTE: Username is a combination of DUNS number and email address for Vendor Users.

Ne¢ e-mail 0
netifications:

Save User

Account Administrator: H

Vender Account Users

Title / Acct. Receive

Name Position E-maii Username Admin. Emails Edit Delete
Only
Wendor onkyvendoradmingcte.com | OnkyWendorAdmin g Y Edit Delete
Adrnin
matt n
Hotfman hoffranmi@ctc.com matt N Y Edit Delete
julia i |asallej@cte.com gﬂséﬁ;g‘égwm M Y Edit Delete
Lynnette - : -
Hildebrand hildebri@ctc.com hildew N ¥ Edit Delete

Done

Figure 26: Create Vendor User Screen



