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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:
» Meet the Federal Government’s overall goal to streamline information flow while
increasing speed and quality
* Quickly and securely exchange invoice data over the Web
» Verify 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:
»  Submit invoices over the Web
* Eliminate administrative burden due to paper-based processes
» Expedite invoice processing by eliminating the delays caused by incomplete data or key
entry errors
» Check invoice status online, quickly and conveniently.

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. 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 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 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
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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, 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 COs

Vendors \ /
—
WWW/
Internet
/ Firewall

Finance

% | Intranet Dept

Firewall

COTRs
ABACIS

BIS

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.

I Enrolling a Vendor I

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

administrator within your organization or (2) Click -MJ on the GovPay L ogin screen
at https.//www.govpay.gov/GovPay.

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 Passwor d. The Password must be at
least 12 characterslong, and must contain at |east 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.)

Note: If you choose to register online for a GovPay account you must be able to provide a valid
DUNS number, at least one active award on which they can invoice in GovPay, and have current
information in the Central Contractor Registration (CCR) system at www.ccr.gov.
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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 land enter the requested
information. A temporary Password will be E-Mailed to the addressin your User Profile.

How to Login

To Login to GovPay, follow these three steps.

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

Help | Contact Us | Privacy Poli

GovPay Login 1. Enter your

Username
and

Vendor Enroll t Logi

endor Enrolimen ogin P ord,
Username: coleman
Don't have a GovPay account? P d:

Register for one here!

i R Register | I@ - :
Click if you 2. Click Login
have avalid B e button to

Fargot your Password? | Retrieve Password | :
DUNS S begin.
number and
no GOVPay This site is bestviewed with Microsoft Internet Explorer Version 5.0 and above or Metscape® Client Yersion 7.0 and above.
account.

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 -MJ button and filling out the requested information.

2. Click.Legin |

The Main Menu screen appears (see Figure 4. 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 Passweord | | Create Invoice
Edit User Profile
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| Contact Us | Site Map || Privacy Policy | Logout |
| Vendor | Invoice Invoice Line Invoice Submission
Enrollment Header ltem Summary Confirmation
Retrieve || Change
Password Password
|| Edit User
Password
| Vendor Invoice Invoice Workflow Monetary
Main Menu Log Summary History Activity
A
Other
—| Reports
Vendor Manage
L Admin Main Vendor
Menu Users

Figure5: SiteMap |

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

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.

* Home: Click Hometo return to the Main M enu from any screen in the application.
* Help: Click Help to view the online help or to access a PDF of the User Manual.

* Contact Us: Click Contact Usto view pertinent contact information in a new browser
window.

» SiteMap: Click Site Map to open asite map for GovPay. From the site map you can
access context-sensitive help and launch specific functions.

10
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* Privacy Policy: Click Privacy Policy to open up apage that contains links that go to the

DOl 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.

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

Figure 6: Navigation Bar

Always click
to Logout.

Click to view
Privacy
Palicyina
new window.

Click

Hometo s

I’eturn tO User: jim@bymesoil.com Home | Help | Contact Us | Site Map

theMain Main Menu

Menu

screen. Genelfal Optiohs

Change Password | [ Creats
Click to _ -
A0CESS the Edit User Profile
online help.
Yendor Admin Options
| Manage Yendor Users J

Click for
contact info Invoice Reports

Inveice Log

Use Site
Map to
access help
and for
system
navigation.

Figure7: Navigation Bar Elements

11
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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).

[LEETRONC BVOICING STTIM

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: Yendor 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
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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 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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User: jim@byrnesoil.com 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 eontext-senstive help

Contact Us

Click Cortact Us to view contact information.

olo

R

Privacy Policy

Click Privasy 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

s 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 changs your User Profile infarmation including pertinent santact

M ®
ol o

infarmation

o

Invoice Log
Clicking Invoice Log from the Main Menu, will allow you to see a report of all invoices submitted by
your organization, s well 35 locate 3 specific invoice for possible revisions or reviev. There are
three kinds of detail recorts ava-ilabla for e:ch irnvoice

e,

Figure 10: SiteMap

ﬁ

Click on theﬂ to access help about the particular section or click "a# 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 9: Context-Sensitive Help).

14
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Search All Topics of the User Manual

To search al topics of the User Manual, click Help on the Navigation bar (see Figure 6:
Navigation Bar). Click on the All Topicslink in the Additional I nformation table. Click Open
on the File Download box.

Note: Depending on your user and browser security settings, the All Topics help may not
display. Toview filesin this event:

1. Click onthe All Topicslink, and choose to Save the file to your hard-drive.
2. Right-click the downloaded file and choose "Properties.”

3. Onthe"Genera" tab of the Properties dialog, select "Unblock™ from the attributes
section.

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).

E? vendor_help E][E@

e &G O

Hide Back Frint  Options

o= =

Lontents l Indes | Search | :

@ FAl W VENDOR_OVE +
= Qﬂ vendor_over

E Intraduction

2] GovPay Process Overview
Ei

B G ystem Requirements

[2] Secuiy [System Requirements

| Introducti... r

+ @ 1_System Overview

+ @ 2_Syztem Mavigation

= l:[_] 3 Account Administration

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+,

&3 @ 4_Create Invoice

e 0 5_Using Reports
-4 B_Vendor Administrators

To use GovPay, a minimum browser of Netscape 7.1 or Internet Explorer
5.04s recquired. Some browsers may not fully support the graphics.

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? GovPay Help B _ o] x|

] = & 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 P 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

Changng 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

Mar Mers |
I anage Sywtem Conligwation

Pbanatan Activiy
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: :[

Disnlwi.

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? vendor_help g@@

e &G O

Hide Back Frint  Options

Search i o
earc = "
Contents | Index 5 l Irtroducti... E

Type in the keyword to find: .VENDDH_DV[ - )
]CC[
List Topics |
S elect Topic o display |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 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.

. click | _Change Password |
click |_Edit User Profile |

to change the Password you use to Login to the system.

to update your contact information.

Changing Your Password

To change your Passwor d:

L Click _Change Password |
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 |

from the Main Menu screen. (see Figure 4:

o M~ owbd

17
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Note: Passwords must be at least 12 characters long, and must contain at least one character
from three of the following four categories:

» Uppercase letters (A-2)

* Lowercase letters (a-2)

*  Numbers (0-9)

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

byrnesoil.com Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Account Maintenance

Change Password

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

Submit

1. Enter Old 1. Uppercase letters (A-7),
2. Lowercase letters [a-z),
Password. 3. Numbers (0-),
4. Punctuation characters (i@, #, %, 7, etc)
Old Password:
New Password:
2. Enter and Confirm Password:
Confirm
New 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 contains 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 15: Edit User Profile
Screen.)

2. Enter the new contact information.

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

GovPay application.

18
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GovPAY VENDOR MANUAL

3. Click.Submit |

Home | Help | Contact Us | Site Map | Privacy Policy | Logout
z 1. Enter
Account Maintenance Contact
Edit User Profile Info.
I
First Name:
Middle Name:
Last Name: JM BYRMNES | Red
Suffix: - | Stars 2. Click
Position Title: CCR E-Business POC H
Phone: | mark (S:I}]J:nmg to
i ' ' required Contgact
Click Cancel to return to the peername: Jrigbymesoilcom _J# field.
K . E-mail: jim@&bymesoil.com  |= Info.
Main Menu screen without —
changing your Contact I nfo. (cancel ] (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
V oucher/Memos, however, the submission processin GovPay, is the same for both items.

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

Click L Create Invoice | fyom the Main Menu screen.
Enter Invoice Header Information.

Enter Line Item Information.

Submit the Invoice Summary.

rpoODNPE

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

Debit Invoices

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 Invoice
selection is marked in the I nvoice Header I nformation screen.
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The GovPay application also gives Vendors the ability to mark an invoice submitted as the last
on the award. A "Final Debit" invoice is treated the same as a Debit Invoice within the GovPay
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 VVendors 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 apreviousinvoice. To submit a Credit Voucher/Memo follow the same four general
steps indicated above, being careful to ensure that the Credit Voucher/Memo selection is
chosen in the Information Header I nformation screen.

Note: When submitting a Credit Voucher, GovPay will display the cost, fee and total amountsin
red with parentheses 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 nfor mation screen.

Note: You can attach a supporting document to the Invoice Header by clicking
the Browse button and indicating your desired document. The document must be
in plain text or PDF format and no larger than 5 MB.

Note: Clicking | .Gancellnvoice il return you to the Main Menu screen
without saving entered data.
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Thisfield
requires you to
specify the

User: cedvendar

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

Invoice H

eader Information

Contract, Agreement,

or Task Order
Number:

Award Period of
Performance Start

(CTO31080 |» | =

—

Note: YWhen looking for the award number to invaice against, use the last five numbers. The firsttwo letters represent either
FurchaselDeliveryTask Qrder (PO) or ContractiCooperative Agreement (CT). The next character represents the fiscal yvear in which the
award was created. The last five numbers make up the actual award number,

Available Amount:

Award Period of
Performance End
Date:

Gray fields are
automatically

$42,754.50

—

Indicate the type of Invoice here.

@ DebitInvoice

O Final Invoice
(Debit)

award against Date:
which you are CostPlus FizedFee
. . . Contract?
invoicing.
Please specify the invoice type:
O Credit
Youcher/Memo
The | nvoi ce Inveice Number: INV—UUDZLEMZ

Number fieldis
required. It can
be any
combination of
alphanumeric
charactersthat is
meaningful to
your
organization.

Services / Labor/
Travel:

Perfermance Peried
Start Date
(MM/DD/YYYY):

Goods / Products
Only:

Delivery Date/Shipped
Date (MM/DD/YYYY):

Shipped From:

Shipped Weight:

Government B/L
Number:

All datesarein MM/DD/YYYY format.

08/M2/2003

O

Hote: Specify Shipped Date

Book Zcience Corp
51 Bock Lane
Pittsburgh, PA
15241

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

anly for FOB origin awards.

~|  Shipped To:

Shipped Weight Unit
of Measure:

populated by
information
aready inthe
database.

Future dates
may be
specified for
items such as
subscriptions.

081072004

351 Eldon Street
Mail Stop 2510
Herndon, Vi 20179

Hote: Shipped Weight Unit of Measure mandatory if specifying

Shipped Weight & vice versa

Use the tab key
to move from
field to field.

Click toreturn
totheMain
Menu screen.
No entered data
will be saved.

O No Discount

Attachment File:

Additiond
shipping details
can be submitted
as attachments.

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

Y ou can attach
any plain-text or
PDF fileupto
5MB insize.

@ Discount Percent: 1L %

O Discount Amount: k]

Discount Days: 2z (1-30)
Attachment File Name:
Add/Change

Hote: Only plain-text files and POF files, no mare than 5 MB in size, will be accepted

Inveice POC:

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 line item until al invoice line items are entered.

3. Click [ _[Review Invoice |, proceed to the | nvoice Summary screen.

Note: The [ _Review Invoeice | vion only appears after a line item has been entered.

Click toreturnto
Main Menu
without saving.

| cancel Invoice

Figure17: InvoiceLineltem Information Screen

_Totals asline Text appears red
Items are if aCredit
ajdaj or m@hyreso Home | Help | Contact Us iTacr |. Logout Attach an |a|n
deleted Invoice Line Item Informati¢ Voucheris y p

' being submitted. text or PDF text

- fileup to 5SMB
I & | insize.
Invoice Number: INY_0000236142  Invoice Cost Amount: $0.00 Inveice Fee Amount:  $0.00
. | Edit Invoice Header
Click to return
to Invoice
Header Unit of
. Quantity: | Unit Cost: = . v
Information & Measure:
Screen. Fee Amount: Description: =
| Note: Enter fee only if this is 3 fee-based
contract.
Fee must be Add/Change Attachment File: |(Brawse.. ] Click to add line
g)(;llolrars notm Unit Cost may be [ save Line Item | tem.
L ave Line Item
t set at aprecision EEESS
percentages. of up to 6 decimal
[ places Line
5 Unit unit of Total y
rty Cost | Measure | Cost fiee A:-ir:nt i fRereie
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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Home | Help | Contact Us | Site Map | Privacy Policy | Logout

If desired, enter
another line item
and click Save
Lineltem.

Invoice Line Item Information

W ioase note the following warning(s) associated with this Invoice: Invoice
o Invoice amount is greater than contract/agreement availahle amount warnings may
¥ou can stil proceed with this invoice, but please be aware of thisAhese waming(s). appear here.
Click to edit the

Invoice Number: [NVO00028142  Inveice Cost Amount: 342535 Invoice Fee Amount:  $0.00 | . H d
nvoice meaaer .
((Edit Invoice Header |
Quantity: - Unit Cost; - Unit of | A PDF or rich text
Maasure: Mote: If a Unit ufMe'éi's.ure is notin the f| I e can be attaChed
drop down list, type it in the box above tO the || ne |tem by
:ﬁ;unt: Description: - clicki ng on the
browse button,

Note: Fee cannot be entered since this is not a fee-hased contract.

UK. FEE LallUL e BHIEIEU SIHLE U 15 110 d (EE-Uda U LUdLL,

Attachment File Name:

Click toreturn
toMain Menu
without saving.

locating the desired
file and clicking
SavelLineltem.

Add/Change Attachment File: I
HNote: COnly plain-texd files and PDF files, no more than 8 MB in size, will be accepted. .
Usethe Edit and Delete
(Save Line item| buttons to modify previously
entered line items.
Line T | unit | unitor | Totai oI .
T Description Quantity Cost | measure Cost Fee Item EdiY] Delete
Amount
1 S’tdp";gn & 5 8507 | Hour | $42535 | 000 | $42535 | [ Eait Delete Click to pr(_Jceed
: to the I nvoice
Calculated Invoice Total: $425 35
Summary and
Submit.

[ Cancel Invoice

™ o e - X Tp——
| Review Invoice f

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; cedvendor Home | Help | Contact Us | Site Map | Privacy Policy | Logout
Invoice Summary
Invoice warnings
P Flease note the following warningy's) associated with this invoice may appear here
« Invoice amount is greater than contract/agreement available amount
“ou can still proceed with this invoice, but please be aware of thisthese warning(s).
Contract, Agreement, or < :
Task Order Number POO10901 Available Amount: ($76,788.79)
Award Period of Award Period of
Performance Start Date: 222/2000 Performance End Date: M
Comi bl Flsed Fel No Once you click Submit
Invoice, you will be ableto
Invoice Type: Debit Invaice Vi GN.the invoicein the
Inveice Number: INY000028142 Invoice Date: 4/8/2005 I nV.O! ce LOg and make
revisions for three hours.
Services /Labor/ Travel:
Performance Period Start Performance Period End
Date: 1/1/2005 Date: 1/1/2005
Goods/Froducts:
Delivery Date: (7Y
Shipped From: Shipped To:
Shipped Weight: ;he'ggs:'ewe'ght Hhitor
Government B/L Number:
Discount Terms (in Days): E::ri:':::t Amount/
Discount Memo:
Header Attachment:
Line S - tnit unit of Total
an Description Quantity Cost Motia Total Cost Foe st
1 i 5 B5.07 | HOUR $42535 | $0.00 $425 36
Support ¢ ¢ :
2 Consulting 30 45 HOUR 41,350 00 $0.00 $1,350.00
Click to return Total: $1,775 35 Click to return
to the Invoice to the Invoice
Header el _ Lineltem
) nveice POC: )
Information Information
screen. ; P— screen.
| Edit Invoice Header Information J | Edit Line Items
| I
. . . Cancel Invoice ( sSubmit Inveice | .
Click to cancel invoice - Click to
submission and return ) ) submit this
tothe Main Menu Figure 19: Invoice Summary Screen invoice.

screen.
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1. Review theinvoiceinformation. If there are errorsin the invoice information,
use the buttons as indicated to make modifications.

Button Action

Edit Invoice Header Information | Click the Edit Invoice Header Infor mation
* | button to edit the I 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 edit to the Invoice
‘ Lineltem Information screen (see Figure
17: Invoice Line Item Information Screen).
Y ou can edit line item information and
proceed to the I nvoice Summary screen.

Cancel Invoice Click Cancd Invoiceto return to the Main
: M enu. 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 5bmission 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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GovPay

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) to
resdise this invoice

Main Menu

Figure 20: Submission Confirmation Screen

Section Seven: Using Reports

From the Main M enu 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 M enu 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:
* |nvoice
e User
e 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 print and
access the Invoice Workflow History and
the Monetary Activity screens.

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

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 is only 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 is only available to the Vendor
Administrator of your organization and the
Vendor User who submitted the invoice.
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Invoice Log

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

Move through
multi-page
reports with
Next Page and
Last Page
buttons.

Click on column
headings to sort
entries.

Home | Help | Contact Us | Site Map | Privacy Policy | Logoy
Usethe Invoice Log
to fnd a GowvPay Tracking Number | | Stans With | v | Search
|f|C | Next Page J[ Last Page |
) I ) Page 1 of 31 310 Matching Invoices
Invoice. ovPay Tracking Number | fward Number | Mendor Inusice Number | Inwaice Date | Total Amount Invoics Status Ton
ET00500243 PODA0S01 INVODDDZ25442 |oainero0s  |§1.775.35 Wendor Submitted - In Queue || Selact-> v
El200500242 FO040201 MH40805124 0482005 200 At CO for Review select->
Delete Invoice
EI200500240 PO0A0004 APRILCREDITZ 0402/2005  |H(100.00) At CO for Review Revise Invoice
- Wiew Invoige
El200500232 PO010201 APRILCREDIT |0408/2005 | $600.00 At CO for Review SETECT=7 .
El200500238 PO010001 CEDINVE2E4 |oaneso0s  |§100.00 At GO for Review Select-» +
EI200500237 PO010201 TEST408051028 040272005 |§69.00 At GO for Review Select-> ||
EI200500235 PO010201 MH40530 04/08/2005  [$10,029.00  |Awaiting Financial Interface Select-» |
EI200500235 |POD10901 TEST40805555 04/08/2005 |56 .00 At CO for Review Select-> v
4 FO010201 TESTINGO405826 |Damsszo0s  (gTE.00 AL GO for Review Select-» v
CIICk to export the 23 PO040204 MARCHZ005IL |04M05/2005  $520.00 At CO for Review Select->  |w
| Export Entire Report

Excel or another
programin
Comma-Separated
Vaueformat.

Figure21: Invoice L og Screen

Choose an
Action from the
menu. (See
previous chart.)

Sear ching and Sorting

The recordsin the Invoice 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 Sear

ch.

Only records that meet the specified criteriawill appear in the report.
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Most GovPay report types (Invoice, User, Award, Administrator and Vendor) have this same
search and sort functionality.

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 L og. The Invoice Wor kflow History shows the status of an invoice
within the GovPay process. The Invoice Monetary Activity screen pulls datafrom ABACIS to
show any financia transaction that has taken place on an invoice. To access these screens:

1.
2.
3.

Select an Invoice Report from the Main Menu.
Locate a specific invoice in the report.

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

Click | View Workflow Status History .-| to view the Invoice Workflow History

or | View Monetary Activity . to view the I nvoice M onetary Activity screen (see
Figure 23: Invoice Workflow History and Figure 24: Invoice Monetary Activity).
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Invoice Summary

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

« Invoice amount is greater than contract/agreement available amount

You can still proceed with this invoice, but please be aware of thisithese
warning(s).

Invoice warnings
may appear here.

Current Status:

Az of HEF2005, the status of this invoice is: At CO for Review

Note: If red text
appears on screen,
the Invoice
Summary being
displayed isfor a
Credit
Voucher/Memo
rather than a Debit
Invoice.

The View Invoice
screen shows the
entire action
history (actions
taken by COs and
COTRYs) for the
invoice. In this
case, the COTR
has approved the
invoice and it has
moved on to the
CO approval

COTR Hame: COTR User €O Hame: CO User
COTR Action Type: Approve CO Action Type: Mo Action Taken
COTR Action Date: 41572005 CO Action Date:
COTR Approved Amount: $520.00 CO Approved Amount:
Vendor Hame: PERRCTPACKING. yendor DUNS # 0mM954213
Conract Areement, o THK MR poninan Cost Plus Fixed Fee Contract? Mo
Humber:
:]‘:t':_m Period of Perfarmance Start o o000 Award Period of Performance End Date:
Auvailable Award Amount: $53 790,32 Total Award Amount: $1,232 906.22
2 : Curnulative Invoiced Amount
Cumulative Disbursed Amount 2
(GovPay Invoices Only): $0.00 (Goul Only, Current  §557,256,560.51
Inuoice):
Wendor Invoice Humber: MARCH2005L Invoice ID (El #): El200500233
Invoice Type: Dehit Invoice Invoice Date: 4/5/2005
Invoice Cost Amount: $520.00 Invoice Fee Amount: $0.00
Total Invoice Amount
(Cost + Fea): $520.00
Invaice POC:
Services/Labor/Travel:
joice Performance Period Start Date: 1152005 Invoice Performance Period End Date: 1172005
lods/Products Delivery/Shipped Date: Government B/L Humber:
pped From: Shipped To: ga(]e
pped Weight: Shipped Weight Unit of Measure: -
count Terms (in Days): Discount Amount or Percent:
count Memo:
pder Attachment:
Approval Action Summary
COTR User  Date: 4572005 Invoice Action: Approve
Payment Type: Complete Amount: $520000
Line Humber: 1 Line Action: Approve
Reason: Thiz was a full day of meetings at the Columbus, OH site
Total Line Amount: | §520.00 |
3 2 = Total Total
Line L o | Uit | Uit of Total 5
T Descripbion (Q Quantity Goct | ieasnse Cost Fee |Mnvoiced | Approved
Amount | Amount
1 consulting 2 33 HOUR | $520.00 | §0.00 | $520.00
Total: $520.00

[ view Workflow Status History |

[ Wiew Monetary Activity |

Click to print the
report.

| Print Invoice

|_Close Window

Figure 22: Invoice Summary
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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.

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 Name) 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 23: Invoice Workflow History

GovF

ELECTROMIC INVOIING

Invoice Monetary Activity

Invoice Humber: I _O000236142 Invoice Date: Q72672004
Invoice Type: Debit Invoice Invoice 10 (E1 #): EI2004068806

There is no activity to report.

| Clese 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 J,

that provides access to the administrator tasks such as Creating, Editing and Modifying Vendor
user accounts within that organization (see Figure 25: Vendor Administrator Main Menu).

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

Main Menu
General Options
| Change Password [ Create Invoice
Edit User Profile

VYendor Admin Options

| Manage Vendor Users ]

Inveice Reports

Invoice Log

Figure 25: Vendor Administrator Main Menu

Adding Accounts within your Organization

Clicking the Manage vendorllsers J from the Main M enu, (see Figure 25: Vendor
Administrator Main Menu), displays the Create Vendor Users screen (see Figure 26: Create
Vendor User Screen). From this screen you can add anew Vendor User who may submit
invoices on behalf of your organization.

To add aVendor user:

. Click Manage Vendor Users Jfrom theMain Menu.
Fill inthe Create Vendor Usersform.

1
2.
3. Cliok (AddUser)
4.

Repeat previous until all users are added then click M.
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User: vandor_admin Home | Help | Contact Us | Site Map | Privacy Policy | Logout

Manage Vendor Users
VYendor DUNS: B27B07505
New User Information
ReqL“ red First Name: T = Middle Name:
fieldsare — g
. ast Name: = uffix: .
marked with Check this box
ared star. Title / Position: if the new user
o — . should have
Administrator
NOTE: Username is a combination of DUNS number and email address for Yendor Users. .
| rightsfor the
A t No e-mail
A:mﬁir;trator: O n:t;iglai:ons: o Vendo_r )
To create anew (Save eer croEon
Vendor User or
Vendor or Account Users
Administrator — _ | a _ After auser has
User, fl” in the me Pa;it?an E-maif Username A dif.-:m. Ee;;:;;e Edit Delete been added, use
required — r the Edit and
informationand e Eusiness | FULLERLGUIC EDU E%JTLBLDE;BE(%U‘C soi | v | (Edit) | (Delete Delete buttons
click the Save to modify their
User button. s jlasallect@yahoo.com | vendor_admin v ¥ Edit | | [ Delete accounts.
| Done

Figure 26: Create Vendor User Screen

Note: Each User Account requires a unique E-Mail address, Username, and Password.



