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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:

» 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

* Veify that submitted datais correct and complete, eliminating the need to follow-
up ON 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

» Expedite invoice processing by eliminating the delays caused by incompl ete 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:
e Check invoice status online
« 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.

Vendors
Vendors use
GovPay to submit
invoices and
review invoice
status.

GovPay
WWWw.govpay.gov

COTRs
COTRs use
GovPay to review
invoices and make

recommendations
for the CO.

COs

COs use GovPay to review invoices,

COTR recommendations, and to make
payment decisions.

BIS

GovPay retrieves some award
information from BIS

ABACIS

GovPay transmits approved invoices to
ABACIS, and retrieves award information
and invoice status updates.

FD

Finance Department reviews the
approved invoices and coordinates

payment transactions.

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



GovPAY COTR MANUAL

Section One: System Overview

The GovPay system gives Vendors the ability to electronically submit invoices, and COTRs and
COsthe 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 is required. 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 Secure Sockets Layer (SSL) encryption, and to preserve
privacy of data each Vendor user receives a unique User name and Password.

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 anightly 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 intranet.

A high-level illustration of the System Architecture Design follows.
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Qwest Federal Site COs
Vendors )//'
‘\\\\ Finance
—
- % Intranet Dept
Internet F
Firewall .

/ Firewall

COTRs

ABACIS

BIS

Figure2: System Architecture

Section Two: System Login

This section describes how to access the GovPay E-Invoicing system, including detailson: (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 -MJ button on the GovPay Login screen at
https://www.govpay.gov/GovPay is for Vendors only.

A GovPay Password must be at least 12 characters long, and must contain at least one character
from three of the following four categories:

1. Uppercase letters (A-Z)

2. Lowercase letters (a-2)

3. Numbers (0-9)

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

I Retrieving a For gotten 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 lat
https://www.govpay.gov/GovPay and enter the requested information. A temporary Password
will be E-mailed to the addressin your User Profile.
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How to Login

To Login to GovPay follow these directions:

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

Help | Contact Us | Privacy Policy

GovPay Login Enter your
Username
Vendor Enroliment Login and
Password.
Username: coleman

Don't have a GovPay account? Password: esssssssssss |
Reqister for one here!

Only (Register ) - Click Login
\/ endor ) button to
USErs can Forgot your Password? | Retrieve Password | beg|n
usethe
Rwl ger This site is hestviewed with Microsof® Internet Explaorer Version 5.0 and above or [Metscape® Client Version 7.0 and abaove.
button.

—

Figure3: Login Screen

2. Enter your User name and Password.

3. Click the | Login button.
The Main Menu screen appears (see Figure 4: Main Menu Screen).



GovPAY COTR MANUAL

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
| et Backup & Out-of-Office Period ]
Invoice Reports
| Inveice Report (COTR) ] L Inveoices Awaiting COTR Review ]

Figure4:. Main Menu Screen —COTR

Note: Depending on what the System Administrator has setup, it is possible that you will have
different reports available.

Navigation Bar

Throughout the GovPay application, a standard Navigation Bar remains consistent. It is
important to become familiar with this Navigation Bar and its elements. The elements of the
Navigation Bar include:
* Home. Click Hometo return to the Main Menu from any screen in the
application.
* Heélp. 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. From the site map you can access

context-sensitive help and launch specific functions.

» Privacy Policy: Click Privacy Policy to open up apage that contains links that

go to the DOI Privacy Policy and the DOI Disclaimer Statement for GovPay.

* Logout: Click Logout to logout of the system and to go to the GovPay L ogin

screen.

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

Figure5: Navigation Bar

Click Home
toreturnto
theMain Hpme | Halp | Cpntact Us | Sitg Map | Privacy Policy | Logomt -
Menu Maih Menu Always click
screen. to Logout.
Ganaral Optiohs
N Click to view
Edit Us¢r Profile Pr . a
Click to Ivacy
access the [ set Backup & Out-of-Office Period | Pol ICy Ina
online help. new window.
Invoice Repor‘ts
| Invoice Report (COTR) ] L Invoices|Awaiting COTR Review J Use S'te M ap
Click for ;g‘;ﬁ? *;?'ef’n
contact info. forsy
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

10
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View Frequently Asked Questions (FAQ)

To view the FAQ, click Help on the L ogin screen Navigation Bar (see Figure 7: FAQ).

GovPa

BLECTRGRE IVOILING SYSTLM

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).

The context-sensitive help gives you hints for using the screen you are currently looking at.
Additionally, it gives you access to the All Topics online help and the PDF version of the entire
User Manual.

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
Heehizole User WWanual Oniine Heip
Wendor User Manual (PDFY All Topics
wendor administrator User Manual (POF) All Topics

Close Window |

Figure 8: Context-Sensitive Help

View Online User Manual

To download the entire User Manual, click Help on the Navigation Bar, and then on the User
Manual (PDF) link in the Additional I nformation table (see Figure 8: Context-Sensitive Help).

Search All Topics of the User Manual

To search al topic of the User Manual, click Help on the Navigation Bar. Click on the All
Topicslink in the Additional Information table. Click Open on the File Download box.

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

1. Contents— Navigate through the hierarchy of help topics (see Figure 9: Search All
Topics - Contents).

12
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E? vendor_help

0 ¢ &

Hide Back Frint  Options

= =
Logichts l Ide l gearch] et : | Introduct L2
EL X3 WVENDOR_OVE ¥

=) m vendor_over

E Intraduction

2] GovPay Process Overview

2 :

2 |System Requirements
: % ;giz::z 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.

_2‘] Section Three: General Account &
2] ChangingYaur Password The recommended browser and version for the Web site s Internet Explorer
(2] Editing ‘Y'our Uzer Profile w5+,

i+ @ 4_Create Invoice

[ 0 5 _Using Reports

i+ & B Vendor Administrators

Figure 9: Search All Topics- Contents

2. Index — Search on predefined index terms (see Figure 10: Search All Topics - Index).

13
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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 10: Search All Topics- Index

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

14
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E? vendor_help

0 ¢ &

Hide Back Frint  Options

Corterts | Indsw  Search S =
e th]e Rejite il l mvenoorovi e | ¥
==
List Topics |
Select Lopic o csplay |Usernames and Passwords |
Usernames_and_Passwords Ifyou do not have a Username and Password, yvou will not be able to Login

to GowPay. To get a Username and Password, yvou can etther: 1) Recuest
an account from the GovPay administrator within your organization, or 2)

. . { Register :
Cllick st button on the GovPay Login screen at www. govpay. gov.

Note: If vou choose io register onfine for a GovPay account you must be
able o provide a valid DUNS sumber, and have current information in
the Central Contracior Registration m gystent af www.ﬂg@v.

It you have forgotten your Password, you can either: 1) Contact an
administrator and ask that the Password be reset, or, 2) Click

{ Refrleve Paasword | 4 enter the requested information. A temporary
Password will be emailed to the address in your User Profile.

Display

Figure 11: Search All Topics— Search

View Site Map

To view the Site Map, click Site Map on the Navigation Bar (see Figure 12: Site Map). The
various sections of the application will be displayed.

15
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User: COTRUser

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

COTR Site Map

Clicknto access help for that screen

CliEKGtD begin that action or process

MNavigation Bar

Home

Click Home to return to the Main Menu

Help

Click Help to wiew context-senstive help.

Contact Us

Click Cortact Us to wiew contact information,

Privacy Policy

Click Privasy Palicy ta view the Privacy Policy.

Set Back Up

Clicking Set Back Up from the hain Menu, will allow you to specify 3 back up COTR for when you
are out of the office.

Change Password

Use this Main Menu option to shange yeur password.

Edit User Profile

Use this Main Menu option to shange your User Profile irformation including pertinert contact

information

Invoice Report
Clicking Inveice Reportfrom the Main Menu, will allow youto see a report of all inveices 2= well as
locate & specific invoics to make an invoice action recommendation on or reviews. There are three
kinds of detail reports awvailable for each invoice: the Invoice Summary, Invoice Wordlow Histany,
and Invoice Monetary Activity.
¢ Invoice Summary
Fromthe Invoice Summary report you can choose to view the Invoice Wakflow History or
Invoice Manetary Activity.

+ Invoice Workflow History

§i

-]
o

o

o

R IR

w

O

o

Figure 12: SiteMap

Click on theE to access help about the particular section or click
section in the application.

ﬁ

44 to navigate to that

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.

16
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Click | Change Password lto change your user Password.

click _Edit User Profile |
logdtintouchwithyou.
Click L Set Backup & Out-of-Office Period |

information for when you are out of the office.

to update the contact information that will be used

to set up backup contact

Changing Your Password

To change your Passwor d:

1.

w

After arequest for a GovPay account has been granted, you will be E-Mailed a User name and
temporary Password. After you have successfully logged in, you will be asked to change you
Password. The Password must be at least 12 characters long, and must contain at |east one

Click | Change Password l from the Main Menu screen (see Figure 4:
Main Menu Screen). The Change Passwor d screen will appear (see Figure 13:
Change Password Screen).

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

Confirm Password field and click 'MJ

character from three of the following four categories:

O N O

Uppercase letters (A-Z)
Lowercase letters (a-2)
Numbers (0-9)
Punctuation (@, #, $, etc.)

17




GovPAY COTR MANUAL

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

Account Maintenance

Change Password

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

1. Uppercase letters (A-Z),

1. Enter OId 3 Nomoers 09)
PaSSNOFd. 4. Punctuation characters (i@, #, %, 7, etc)
| Old Password: - Click Cancel to return to the
New P d: . Main Menu screen without
2. Enter and Confirm Password: « changl ng your Password.
Confirm L
New cancel Submit
Password. 3. Click
Submit to
Figure 13: Change Password Screen change
Password.

Editing Your User Profile

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

To edit your User Profile:
1 click _Edit User Profile |

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

2. Enter the new contact information.

3. Click .Submit)

from the Main Menu screen (see Figure 4. Main

18
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User: smith Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Account Maintenance 1. Enter
Contact
Edit User Profile Info.
| 1
First Name: |«
Middle Name:
Click Cance Last Name: smith Red -
to return to the Suffix: ' stars 2. Click
Main Menu Position Title: indicate Submit to
. Phone: requi red Change
screen without o | fraids. ende
Changl ng your Username: smith |+ Inf
Contact Info. E-mail: igovpay_cotﬂ@yahoo.;* nro.
| Cancel | Submit

Figure 14: Edit User Profile Screen

Setting a Backup

Click L 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).

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 ra:.e| '\/e .E-M al | .
Current out-of-office dates: not|f| cations Wh| I e
Start Date: End Date .
09/22/2004 09/22/2004 your Out-of-Office
Last assigned by: Matt Hoffman On: 09/22/2004 .
IS set.
New backup: [COTR User
New out-of-office dates:
Start Date: End Date:
|09/27/2004 | (rriddfyyyy) 08/27/2004 | fmmiddiyyyy)

Cancel || Save

Figure 15: Set Backup Screen

19
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Section Six: Using Reports

From the Main Menu screen (see Figure 4: Main Menu Screen) you can choose to view various
reports. System Administrators can create GovPay reports and assign access privileges to them.
The reports that appear in the Main Menu will vary depending on what your System
Administrator has created, however, you will always have access to the Invoice Report (COTR)
and Invoices Awaiting COTR Review. 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.
* |nvoice
e User
 Award
* Vendor

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

COTRs may perform actions on invoice-type reports. The other types of reports are for 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.

Main Menu Report Potential Actions Available

Section

View Invoice. This Action will display the Invoice Summary
INVOICE screen. From the I nvoice Summary you can access the | nvoice
Workflow History and the Monetary Activity screens. Thisis
available for all invoices.

Take Action. Use this 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. Use this Action to assign an dternate COTR
or CO for invoices that have reached that stage of the workflow.
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Report Functionality

While other reports may be available, most have the searching and sorting functionality shown in
the following figure. This particular report is available by clicking Invoice Report from the
Main Menu. It allows you to see areport that includes all invoices submitted by the Vendors

you service.

User: smith

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

Award Number

Usethe
Sear ch tool =

tofind a e

specific
invoice.

DUNS | Business Name

LLC

EASTERN
OREGON
£TO40306 002610843 JOCEC T L

LLc
EASTERN
OREGON
CT940308 002510843 200 L
LLC
EASTERN
OREGON
CT940308 002810843 D00
L
EASTERN
OREGON
CTS40308 002640843 D00 L
LLC
EASTERN
OREGON
CTO40308 002610843 0 T0 L L
LLC
EASTERN
OREGON
CT940308 00281084 20 L
LLC

EASTERN

OREGON
CT940308 002510842 200 o

L

Click to export the
entire report to

Excel or arIOther CTA40306 002610843
programin e

EASTERN
OREGON
CT940308 002810843 | L L
LLc
EASTERN
OREGON

Invoice Report (COTR)

~ || Starls With ~ | Search |
| Next Page ]{ Last Page
Page 1 0f 635 6544 Matching Invoices
% WendorInvoice Inwoice  Total  Date Sent  Date Sent s% Small ey
i Humber Stetuz  Amount L GOTR | LD °7 % Busines

Atco

1200406708 |INVOICETEST380 ffor $15,056.64 00/27/2004 087272004 e Selact->
Frewiew
Atco

EI200406708 |INVOICETESTS70 for $15.055.64 00/27/2004 08/27/2004 es Select->
e
Atco

EI200406707 |INVOICETESTHTE (for $15,056.09 09/27/2004 09/27:2009 Yes Select->
Frewiew
¢co

EI200406705 |INVOICETESTSIT for §15,055.64 09/27/2004 09/27:2004 Yes Selact->
elew
Atco

1200406705 |INVOICETESTA76 ffor $15,055.64 09/27/2004 08/27:2004 es Selact->
Feview
Atco

1200406704 INVOICETEST376 for $15,056.64 00/27/2004 08272004 res Selact->
Frewiew
Atco

EI200406703 |INVOIGETEST#4 (for $15,066.59 09:27/2004 09/27,:2009 es Select->
Freview
Atco

200406702 |INVOICETESTHTS for $15,055.64 09/27/2004 09/27:2009. Yes Select->
Frewlew
Atco

EI200406701 |INVOICETESTHIZ ffor §15,056.64 09/27/2004 09/27,2004 es Selact->
Frewiew
Atco

200406700 (INVOICETESTET for $15,055.64 09/27/2004 08272004 es Selact->

i

iz

Comma-Separated
Vaueformat.

Expert Entire Report

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

Click on
column
headingsto
sort entries.

Choose an
Action from
the menu to
access
additional
functionality.

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 also be filtered to include only records that meet specific criteria
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 the Sear ch button.
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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. Use Invoices Awaiting
COTR Review to view only the invoices that require an action from you. Use I nvoice Report
(COTR) to see the status of all 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, I nvoice Workflow
History and Invoice Monetary Activity. The Invoice Summary screen (see Figure 17: Invoice
Summary) is accessible by choosing View Invoice from the Action pull-down of an Invoice
Report.

From the I nvoice Summary, you can choose to view the I nvoice Workflow History or Invoice
Monetary Activity reports.
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Notes and
warnings appear
here.

Note: Red text
indicates a Credit
V oucher/Memo.

All COTR and CO
actions appear
here.

Invoice Summary
P Please note the following warning(s) associated with this invoice:
s Invoice amount is greater than contract/agreement available amount.
You can still proceed with this invoice, but please be aware of thisithese
warning(s)
Current Status: Az of 3872005, the status of this invoice is: At CO for Review
COTR Hame: COTR User CO Hame: CO Uzer
COTR Action Type: Approve CO Action Type: Mo Action Taken
COTR Action Date: 2005 CO Action Date:
COTR Approved Amount: $829.00 CO Approved Amount:
Wendor Hame: pERRY PACKING vendor DUNS # 001954213
Contract, Agrcement, o Task OTder™  podrogny Cost Plus Fixed Fee Contract? es
Humber:
A:::_rd Period of Performance Start 9i29/2000 Award Period of Performance End Date:
Available Award Amount: $53,790.32 Total Award Amount: $1,232,006.22
= & Cumulative Invoiced Amount
Cumulative Disbursed Amount . i
(GovPay Invoices Only): $0.00 i Only, Current  §357 254,508.55
Invoice):
Vendor Invoice Humber: TESTINGZ0E101 Invoice ID (E1 #): EI200500213
Invoice Type: Diehit Invoice Invoice Date: 3i8/2005
Invoice Cost Amount: F&25.00 Invoice Fee Amount: $4.00
Total Invoice Amount
(Cost + Feek 52800
Invoice POC:
Services/Labor/Travel
Invoice Performance Period Start Date: Invoice Performance Period End Date:
Goods/Products Delivery/Shipped Date: 10/ /2000 Government BL Humber:
Shipped From: Shipped To:
Shipped Weight: Shipped Weight Unit of Measure:
Discount Terms (in Days): Discount Amount or Percent:
Discount Memo:
Header Attachment:
Approval Action Summary
COTR Ugzer  Date: 3872005 Invoice Action: Approve
Payment Type: Complete  Amount: F529.00
Line Humber: 1 Line Action:  Approve
Reason:
[ Total Line amount: [ 56500 |
Line Humber: 2 Line Action:  Approve
Reason:
[ TotalLine Amount: | $761.00 |
: 2 B Toial Total
Line 537 .| Unit | Uit of Totar -
i Dezcription (? Cuianiity Cost | feasure Cost Fee |invoiced | Approved
Amount | Amount
1 test 22 3 BAG EBE.00 | $2.00 | $E8.00
2 ters 23 33 | AMPOULE | $759.00 | $2.00 | §761.00
Total: $829.00
( 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 an invoice. Both reports are
available from the Invoice Summary detail report. To access the Invoice 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

Status Description

Notes

Vendor Submitted — | Invoice or Credit Whilein this status, the vendor may revise the
In Queue V oucher/Memo submitted by invoice/voucher. An invoice/voucher remainsin this status
the vendor is awaiting for 3 hours after initial submission, or 1 hour after it was last
processing. revised (whichever islater). When this time expires, the
invoice/voucher is placed in the status “ At COTR for
Review”.
At COTR for Invoice or Credit The invoice/voucher is awaiting COTR review, and the
Review Voucher/Memo is being COTR has not yet taken action. If the COTR has not taken
reviewed by the COTR. action after three days, an E-Mail reminder is sent.
Additiona E-Mail reminders will be sent to the COTR after
six and nine days of COTR inactivity. If no recommendation
has been made after 12 days, the invoice/voucher will
advance to the status “ At CO for Review”.
COTR Action Invoice or Credit Whilein this status, the COTR may revise their

Taken - In Queue

Voucher/Memo isin aqueue
awaiting system to process the
COTR action.

recommendation. An invoice/voucher remainsin this status
for 3 hours after submitting theinitial decision, or 1 hour
after submitting arevised decision (whichever islater).
When this time expires, the invoice/voucher is placed in the
status “ At CO for Review”.

At CO for Review

Invoice or Credit
Voucher/Memo isbeing
reviewed by the CO.

Theinvoice/voucher remainsin this status until the CO takes
action oniit.

CO Action Taken — | Invoice or Credit Whilein this status, the CO may revise their decision. An

In Queue Voucher/Memo isin agueue invoice/voucher remainsin this status for 3 hours after
awaiting system to processthe | submitting the initial decision, or 1 hour after submitting a
CO action. revised decision (whichever islater).

Credit Credit Voucher/Memo has been | The CO has approved the voucher/memo. See the invoice

V oucher/Memo processed by the COTR and details for more information.

Processing Co.

Complete

Rejected Invoice or Credit The CO has rgjected the invoice/voucher. See the invoice

Voucher/Memo has been
rejected.

details for more information.

Awaiting Financial
Interface

Invoiceisin aqueue awaiting
transmission to finance for final
approval.

The CO has approved the invoice and GovPay is preparing
to transmit the invoice to finance for final approval.
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Status Name Status Description Notes
Invoice Transmitted | Invoice has been transmitted to | The invoice has been approved by the CO and has been
to Finance finance for fina approval. transmitted to finance for final approval. Finance has not yet
confirmed receipt of the invoice.

Rejected by Invoice was rejected by finance. | Theinvoice was approved by the CO, and then rejected

Finance during final approval by Finance.

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

Suspended Invoice or Credit A GovPay Administrator has placed thisinvoicein
Voucher/Memo is suspended Suspended status pending further administrative action.
(on hold). Please contact the GovPay help desk for further information.

The Invoice Monetary Activity screen displays any financial transaction that has taken place on
an invoice. To access either the Wor kflow Status History or Monetary Activity screens:

1. Select Invoice Report from the Main Menu.
2. Locate aspecific invoice in the report.

3. Choose View Invoice from the Action pull-down menu. The Invoice Summary
screen will appear.

4. Click |- View Workflow Status History ..| to view the I nvoice Wor kflow

History or | View Monetary Activity . to view the Invoice Monetary
Activity screen.
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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 Hresrnriohig diame) Set By (Username)
Imvaice or credit
2004-0926 | AtCOfor "””fshggmem Systern ;
02:39:14.667 | Review ; g Azcount sislem
reviewved by the
o,
Imvoice or credit
2004-09.26 | atcoTR [ VUTEIMEMO | gygrem t
02:23:09.98 | for Review 230y Account System
reviewed by the
COTR,
Imvoice or credit
youchet/mema
Wendor .
2004-09-26 7 submitted by the Jim 4 ;
021747103 | SURMled {5 o doris | BvrnEs | IIM@Rymesoil.com
- In Queues o
awaiting
processing.
| Print Window | | Close Window

Figure 18: Invoice Workflow History

Govl

ELECTRGE OICING

Invoice Monetary Activity

Invoice Humber: M 0000236142 Invoice Date: Q26,2004
Invoice Type: Debit Invioice Invoice 10 {El #): El200406E506

There is no activity to repart.

| Clese Window

Figure 19: Invoice Monetary Activity
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Section Seven: Recommending an Invoice Action

AsaGovPay COTR you will need to make 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. Choose an 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 VVoucher/Memos are differentiated from Debit Invoices by
red text.

I Debit I nvoices I

Most of the time, Vendors will create Debit Invoices to request payment. To submit a
recommendation for a Debit Invoice, follow the basic steps indicated above.

Credit Voucher/Memo

Although most of the time, Vendors will be creating Debit Invoices, they may occasionally need
to submit a Credit VVoucher/Memo. The Vendor submits a Credit VVoucher/Memo when the
Vendor wishes to return money to the Government; usually the result of an overpayment of some
form on a previousinvoice. To submit a recommendation for a Credit VVoucher/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 an Invoice Report available from the Main M enu screen (Figure 4: Main Menu
Screen — COTR). The Invoice Report screen will appear (see Figure 20: Invoice Report
Screen).
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Click
column
headingsto
sort entries.

Click to export the
entire report to
Excel or another
programin
Comma-Separated
Vaue format.

User: smith

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

Awrard Number

Invoice Report (COTR)

|| Starts With v

[ Next Page |[ Last Page |

Page 1 of 645 5443 Matching Invoices

ZovPay

Business % Wendor Invoice v Total Date Sent Date Sent
Filliote | rt Hame —QL'::"J"W wee ot | Gont || heate | Boa
EASTERMN
|OREGON At CO for
CT431025 002610243 PETROLEUM EIZ00406606 INV_0000236142 Fevicia $15,055 64 |09/26/2004 09/25/2004
LLC
EASTERN
OREGOMN At CO A
CTE40306 002610293 PETROLEUM E1200406601 111 PR aj . 09/24/2004
Red textis
EASTERM sed
CT40305 002610843'DREGDN E1200406593 |1 Al CO 1 u to 09/23/2004
FETROLELUN Revier H H
L indicate
EASTERMN H
CT40308 002610843:DREGDN El200406598 " Rej: Crajlt
ajactd 09/22/2004
PETROLELURM
i vouchers.
EAZTEEN Auaiti
CTE40305 H . 111 Financial $735.00 09/22/2004 09/22/2004
Thetablein section e
113 H
Invoice Workflow oo
CT240305 . . i 2 $(1,212.00) 09/22/2004 09/22/2004
History and Invoice i
M . '}
Monetary Activity
CT2403205 . TEST Rejected H(71.00) 09/22/2004
on page 24 includes
atable describing e
1340304 . Pfoucce;i'ng EMD 515,055 64)/09/22/2004 09/22/2004
the meaning of the foe
Invoice Status —"
CT94020H 5T1 Fevicin H(057.00) 09/22/2004 09/22/200
column.
ST Funaiting
BO306 0026102843 E1200406587 MATTLOADS293 Financial $122.00 09/21/2004 02/21/2004
PETROLELUNM ol

LLC

| Export Entire Report

( search |

Action

Select-»

Select-»

Select-»

Select-»

Select-»

Select-»

Select-»

Select-»

Select-»

Select->

Figure 20: Invoice Report Screen

Sift through
archives with
Next and L ast
page buttons.

Onceyou
have
identified an
invoice to
act on,
choose
Takeor
Revise
Action from
the Action
pull-down
menul.

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 will be identified at the top of the screen.

For Credit Voucher/Memos:
To recommend an action on a Credit V oucher/Memo:
1. Indicate aRecommended Action (Approve, Reject, or Partial Approve) for each line
item in the pull-down menu.

If Rgject or Partial Approveischosen, you must submit areason.

2. After you have indicated a Recommended Action for every Line Item, click Submit
Action.
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User: COTRUser

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

Credit Voucher/Memo Action

Current Status:

COTR Name:

COTR Action Type:

COTR Action Date:

COTR Approved Amount:

Invoice Header information
As af 4/1/2005, the status of this Invoice is; At COTR for Review

COTR User
Mo Action Taken

CO Name:

CO Action Type:

CO Action Date:

CO Approved Amount:

test coleman
Mo Action Taken

GARRY PACKING

Yendor Name: I Yendor DUNS #: 001954213
Contract, Agreement, or Task -
Order Number: CTD31085 Cost Plus Fixed Fee Contract? MO
Award Period of Performance Award Period of Performance End
Start Date: B/22003 Date: 12/31/2004
Available Award Amount: $419,938.97 Total Award Amount: $2,240,018 44
. . Cumulative Inveiced Amount
fg::f_tg:tlrnevg::z:'gﬁf‘ ].l.\mount $0.00 (GovPay Inveices Only, Including $21 625 64
Y V) Current Inveice):
¥endeor Inveoice Number: MARCHCREDITOS Inveice ID (El #): El200200230
Invoice Type: Credit Voucherivemo  Invoice Date: 44142005
Invoice Cost Amount: ($5.251.00) Invoice Fee Amount: ($0.00)
Tetal Invoice Amount
{Cost+Fee): ($5251.00)
Inveice POC:
Services/LaborTravel:
Inveoice Performance Period Inveoice Performance Period End
Start Date: 14142004 Date: 14142004
Goods/Products .
Delivery/Shipped Date: 14142004 Government B/L Numbetr:
33 seneca
f : 31 hock lane : . ;
Shipped From: baden, pa 15005 Shipped To: Egtgsfﬁrgh‘ pa
Shipped Weight: 192 Shipped Weight Unit of Measure: pounds

Discount Terms (in Days):
Discount Memo:

Discount Amount or Percent:

Indicate a Recommended
Action (Approve, Reect,
or Partial Approve) and a

corresponding

Recommended Amount
for each lineitem.

Click toreturn
tothe Main

M enu without
saving invoice
action recom-
mendation.

Header Attachment:
No Action Taken
If you choose to make no
Bson you are unable to take action on this invaoice, please fill in the reasan below for recommendati On, mta. a
e seon: reason, and click Submit
to CO/CA.
[Submit to CO/CA
Remaining amount to be Total Recommended
accepted: Amount:
Line Item 1
Description (? Quantity | Unit of Measure | Unit Cost | Fee Amount CI ICk the
books 59 BUNDLE 89 |00 [ #5251 00y Submit Action
e ommended spprov Roommended. ezsio buitton to
' : proceed to the
Reason:
(Mandatory if not Confl rm
accepted)

Cancel

Submit Action

Invoice Action
screen.

Figure21: Invoice Action
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For MM S and | FF Debit I nvoices;
To recommend an action on an MM S or |FF Debit 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.

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.

After you have indicated a Recommended Action for every Line Item, click Submit
Action.
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User: COTRUser

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

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

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

IFF Invoice Action

Warnings may appear

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

“viou can still proceed with this invoice, but please be aware of thisthese warning(s).

here.

Current Status:

COTR Name:

COTR Action Type:
COTR Action Date:

COTR Approved Amount:

Invoice Header information

A3 of 9/1/2004 the status of this invoice is: At COTR for Review

CO Name:

CO Action Type:

CO Action Date:

CO Appreoved Amount:

COTR User
Mo Action Taken

Michele Tester
Mo Action Taken

ABT ASSOCIATES

Vendor Name: e Vendor DUNS #: 043397520

Contract, Agreement, or Task .

Order Number: CT474655 Cost Plus Fixed Fee Contract? No

Award Period of Performance 34212004 Award Period of Performance End

Start Date: Date:

Available Award Ameount: $449,122 61 Total Award Amount: $487 804.88
: . Cumulative Invoiced Amount

fgﬂ';':"r:vg:i';:réﬁfﬁ'“°”“‘ $000 (GovPay Invoices Only, Including  $930,165 00
¥ V) Current Invoice):

Vendor Invoice Number: METESTMORE Invoice ID (El #): EI200400256

Invoice Type: Dehit Invoice Inveoice Date: 9/1/2004

Invoice Cost Amount: $1.00 Inveice Fee Amount: $1.00

Total Inveice Amount

(Cost+Fee): $2.00

Inveice POC:

Services/LaborTravel:

Inveice Performance Period Inveice Performance Period Ehd

Start Date: Date:

Goods/Products 2242004 Government B/L Number:

Delivery/Shipped Date:
Shipped From:
Shipped Weight:

Shipped To:
Shipped Weight Unit of Measure:

Discount Terms (in Days):
Discount Memo:

Discount Amount or Percent:

Header Attachment:

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

Click toreturn
tothe Main

M enu without
saving invoice
action recom-
mendation.

If for any reason you are unabl

Reason:

No Action Taken

to take action on this invoice, please fill in the reason below for the CO/CA.

If you choose to make no

Submit to CO/CA

recommendation, enter a
reason, and click Submit

Payment Type: |Complete v

to CO/CA.

Remaining amount to be

Tetal Recommended

paid: Amount:
Line Item 1 Click the
— . . . Submit Action
Description | & | Quantity | Unit of Measure | UnitCost | Fee | Amount
] 1 Box 1 $1.00 | $2.00 button to
Recommended | pprove Recommsnded 300 proceed to the
R Conf_|rm _
e Invoice Action
screen.

Cancel

Submit Action

Figure 22:

| FF Debit Invoice
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Submitting an Action Recommendation

Click Submit Action Jfrom the I nvoice Action screen. The Confirm Invoice Action screen

appears. Review the information and click |M to submit the recommendation to your
COICA or click Cancel to return to the Main Menu without submitting a recommendation.
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