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INTRODUCTION




Why are we updating our invoice process?

= Cumbersome workflow process:
= Manual invoice approval workflow
= Signed IAS-001 form submitted with an invoice
to RD
= Scanned in ECM
= Manually indexed by APB
= Electronically retrieved by IAS




Why are we updating our invoice process?

(Continued)

= Cost avoidance:

= Improve Prompt Pay compliance and decrease
Interest penalties.

= Reduce the volume of payment and Treasury offset
related inquiries to COD, your agency and Treasury.

= Decommission current systems or processes

=  Work Reduction:

= |ncrease efficiency through electronic invoice
approval(s).

= Decrease the effort required to ensure that invoices
are correct and match their PO'’s.

Result: Streamlined Invoice Process




What system will be used to streamline
invoice processing?

U.S. Treasury Financial Management Service (FMS)
system named Invoice Processing Platform (IPP)
managed by Federal Reserve Bank of Boston.




What is the Invoice Processing Platform (IPP)?

A Web-based system provided by FMS free of charge to all
government agencies and their vendors. It is used to:

streamline the approval and payment of invoices.

allow vendors to electronically create, submit and track
Invoices on-line

electronically approve or reject invoices and return to vendor
record and track invoices from associated Purchase Order
(PO) through Payment Notification.

enable e-mail notifications for agencies and vendors.
provide remittance data (payment notifications) to vendors,
Including Treasury offset information.




Why IPP?

= Single system for federal government

= Treasury estimates the Federal government will reduce
the cost of entering invoices and responding to invoice
iInquiries by $450 million annually by adopting IPP

= Average cost for the government to process a vendor
invoice will decrease from $25 to $15




What invoices will be processed in IPP?

= Initially, IPP will be used for IAS contracts/purchase
orders only.

Exception. Recurring IAS invoice payments.

= May eventually be used for invoices directly entered
in FMMI.

Wil not be used for invoices that are recorded in a
current feeder system, e.g. telephone, utilities.




What information is required to use IPP?

= VVendor enrollment in IPP

= COD will enroll vendors based on all open contracts/purchase
orders

= Vendor may already be enrolled based on contracts with other
federal agencies using IPP

= |f vendor is not enrolled, IPP will send a communication to
vendor

= |f vendor is enrolled, no communication will be sent from IPP

= COD issued letters to all vendors on open IAS awards

= Establishment of IAS awards in IPP - Based on open balance
(unliquidated obligation)
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SYSTEM OR PROCESS
MODIFICATIONS




What systems or processes were modified?

Systems:

= |ntegrated Acquisition System (lIAS)
= Financial Management Modernization Initiative
(FMMI) Accounting System SAP

Processes:

= |nvoice submission process

= |AS Receipting
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What modifications were made to 1AS?

= New IPP Invoice Approver field:
= New field in Additional Information section
= Required field added to IAS starting 11/1/2012 for
Phase | agencies/staff offices
= Type of Approvers:
= CO-only
= COR/Technical Approver only
= CO and COR/Technical Approver
= New payment instructions:
= A default statement available to select in the body of
the form.
= A new office code added for IPP in the Invoice Office.
= Interface between IAS and IPP
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Based on |AS changes, what is required?

= Modify open contracts in IAS to indicate new method of

submitting invoices.
= Contract modifications must be performed prior to go-live if
the payment instructions on the contract instruct the vendor
to send their invoice directly to Rural Development in St.
Louis or to NFC for APB to directly process invoices.
= However, an agency may elect to only modify those
contracts that will be open for a long period.

= Verify Prompt Pay Code - it cannot be changed at time of
Invoice for IPP.

Agency may enter the invoice(s) in IPP on behalf of the vendor if
payment method is not changed.

. If the contract is not modified, IAS will default “CO-only” as the approver.
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IAS Changes

The field previously titled “Contracting Officers
Representative” has been re-titled “COR/Technical

Approver.

General Information

Award Date: [10/20/2012 G A
Effective Date: [10/20/2012 e,

Admin Office. [OIG-FITO-NEWORLEANS

Issuing Office: |OIG-FITO-NEWORLEANS

Invoice Office: |OIG-GPR-AUDIT

Vendor |1101952435%

Edit

Edit

Edit

I

J ABC CAPITAL CORP

COR/Mechnical Approver:

Administrative Contracting Officer: |

Primary Product/ Service Code: [9999

Period of Performance: | 7 tol

15



IAS Changes

= A new field has been added called “Required IPP
Approvals” under Main -> Additional Info
= Required field on new awards and modifications

Main
General

Additional Info

Funds Tracking
Place of Perfon
Text
Payments
Summary
ltems
Vendor
Recurring Obligati
Package

Supporting Docs

Invoice and Payme-
Summary Report
Protests

Claims

Validations

Mumber of ltems: 0 Total Amount: 50.00

Additional Information

BioPreferred Procurement ?
PCARD Procurement ?

Estimated Value of Biobased Products

Biobased Product Category3
Biobased Comments

Prompt Pay

Performance Based Service Contract

Special Program

Indefinite Delivery Type Contract/Agreement

FMMI Doc Number

N

MNa

i L

| B
|
| B
| B
|
| B
I
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IAS Changes

In the “Required IPP Approvals” field, COs/Buyers
will be able to select the IPP workflow.

Required IPP Approvals Selection

Search: | *| Far:l Display | Cancel
Max Results: | 100 "| Results per Page: | 10 'l

Code Description
CO-ONLY CO-Only

COR-CQO CO & COR/Mechnical Approver
COR-ONLY COR-Only

Fage 10of1 (3 results found)




IAS Changes

= If the chosen workflow is “CO & COR/Technical
Approver’ or “COR-Only”, the “COR/Technical
Approver” field will be required.

= Not selecting a “COR/Technical Approver” will result
in a validation error.

Validations

Error Messages

Location NMessage Extended Text

Main COR/Mechnical Approver is required for site that is IPP Enabled.

Total Errors: 1
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IAS Changes

= Contract language added to change the invoicing
Instructions.
= Select by going into “Statements’ under Main -> Text

Additional Info
Funds Tracking
Place of Perfon
| Tex
Payments
Summary
ltems
Vendor

Recurring Obligati

Package
Supporting Docs

Invoice and Payme-
Summary Report
Protests

Claims

Validations

Route History -
B er

1

Text
Description:

{Does not print on Form)

Header Text:

Footer Text:

Motes:

B

~|| statements |

The purpose of the modification is to change the "Submit =]
Involce-to" address for this contract to the Invoice

Processing Platform (IPP). The contractor must follow the
instructions on how to register and submit invoices via IPE
as prescribed in the "Title of Attachment" (attached). -| Statements... |

B

LI Statements

LI Statements
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What modifications were made to FMMI?

= Procurement Data Mart:
= New reporting tool for IAS
= Initial requirements/design modified to include
information required to establish the award in

|PP
= Development of “Payment Status” file from FMMI to
|PP
* |ndicates to vendor that invoice has been

processed
= Provides payment date
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What processes were changed?

= |Invoice no longer submitted to ECM, to avoid risk of duplicate
payment(s).
= Fax and mailboxes cancelled as agencies/staff offices are
implemented.
= Eliminated scanning and indexing functions.
= Central Receipting
= The approver enters in IPP the date the goods/services
were received on the invoice via a workflow approval task
(workflow described in subsequent slides).
= With the invoice being matched to the award line level and
the receipt date populated, all data necessary to create a
receipt in IAS is present in IPP.
= The manual task of entering a receipt in IAS will be taken
on by Administrative Payments Branch (APB) at no extra
charge to the agencies or by the agency’s established
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Summary IAS/IPP/FMMI Flow?

IPP Option 1 Final State

F_rml'r-al-; Create nvoce

Wendor

brrvoacs

g
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i
@
g
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= Collector \ b ||
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IPP CONFIGURATION




What are the IPP applications?

IPP consists of three distinct applications:
= Disburser

= Disburser Administration

= Collector
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What does each application mean?

- Disburser - the U.S. Government agency who buys
goods. The agency will ultimately “disburse” funds to
the suppliers.

- Collector - the vendor supplying goods and/or services
to the government. Thus, the vendor “collects” funds.

The module used by the agency is called the “Disburser” and the

module used by the supplier (vendor) is called the “Collector”.

- Disburser Administration - the module used to
configure IPP. It includes the configuration of:
= workflows

= escalations
= other business rules
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What are the configuration decisions?

- User Roles

- Workflow Approvers Permissions
- General Configuration Settings

- Invoice Rule Settings

- Workflow Categories

- Payment Terms

- Escalations
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What are the roles?

When a user is set up in IPP, they are assigned to a
role. Roles configured for USDA are:

= Administrator: Role is inherent to IPP as the default
system administrator.

= Application Administrators: Role allows users to
maintain and manage the overall IPP configuration.
They will be responsible for making updates to the
workflow, escalation rules, and other configuration
settings within the IPP.

= Security Administrator: Role allows users to manage
access to IPP, as well as, manage roles of existing IPP
users. Also responsible for ensuring user

notifications are properly configured.
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What are the roles?

- Integration Administrator: Role allows users to
manage vendor enrollment, as well as, monitor files
sent to and from IPP’s interfacing systems.

- Workflow Approver: Role allows users to review
and approve invoices that are submitted to them
for approval. A role has been created for each
agency to limit the invoices and Awards that are

viewable to only those in their agency. For
example:

= Workflow Approver-DM
= Workflow Approver-FNS
= Workflow Approver-0IG
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Who will have access to these roles?

Role/Access OCFO-COD Agency
Personnel

Administrator

Application X
Administrator

Security X
Administrator

Integration X X
Administrator

Workflow X
Approver




What are the Workflow Approver permissions?

Type of Activity | Permission

Payment
Invoice

Self-service

Routing

View

View

Reassign, Approve or Reject
Create/Edit Invoice
Delegate
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What are the general configuration settings?

Prompt Pay Rule
Days to Reject

Days after Receipt

Invoice Post Rule — PO
Based

Comments validation

Upon routing
completion

Set to yes

The shortest payment term code is 7 days;
therefore, approvers have up to 7 days after
receipt to reject the invoice.

After 5 days, if no action has been taken, an
email will be sent to the applicable approver.
Additional notifications are sent via escalation
rules.

IPP will not post to FMMI until all workflow
escalations are met. This ensures all invoices
going to FMMI are approved and have a
receipt in IAS.

Comments detailing the invoice’s
purpose. If a comment is not
inserted, IPP will issue a warning but
will still accept the invoice.
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What are the general configuration settings?

Invoice Number

Validation Lieled
Enforce Purchase Order Checked
Dates

Enable Purchase Order Checked

Tolerance Check

Ensure FMMI does NOT receive
invoices with illegal characters or too
many characters. FMMI can only
support invoice numbers 25
characters long, and it cannot have
the ampersand (&) characters. Both
conditions will cause FMMI to crash.

IPP will check the PO and blanket PO
effective dates. Invoices cannot be
created before or after a PO’s period
of performance.

Enforces invoice quantity, unit price,
and extended price to be checked
against tolerance values.
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What are the general configuration settings?

Enable Split Line
Functionality

Unit Price Check

Unit Price Tolerance

Quantity Distribution

Checked

Both

Proportional

Select to allow suppliers to submit invoices
with multiple lines referencing a single PO
line. This prevents rejecting an invoice back
to vendor, when they didn’t follow the same
format as the PO. This also allows invoices
to be more descriptive as to what is being
delivered.

Check against both Ceiling and Floor limits.

Vendor cannot enter higher or lower than
unit price on the PO.

If there are multiple lines of accounting,
money is split proportionally. If sequential
then a $1M PO with account 1 at 60% and
account 2 at 40%: Then Account 1 will
exhaust its $600K first, then move on to
Acct 2 for $400K.
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What are the invoice rule settings?

Duplicate invoice number
rule

Invoice Edit Rule

Maximum number of
attachments per invoice:

Allow other users to
delete

Delete attachments after

Prevent duplicate invoice numbers upon
resubmission of rejected invoice

Prevent editing of specific invoice fields:
Line Item Description Field

10

Allows vendors to delete attachments
mistakenly uploaded

Saves invoices with attachments ONLINE for
18 months. It will archive the invoice
(WITHOUT attachments) for 7 years. It will be
the CO’s duty to download the invoice
attachments and save it in IAS after 18
months.
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What are the workflow categories?

One of the advantages of IPP is it automates the
routing of invoices for approval. When an invoice is

entered by a vendor, the invoice is routed to an
individual for approval.

=[PP routes the invoice based on a decision made by the
Contracting Officer when creating the award in IAS.
“There are three different approval paths within IPP:

= Contracting Officers Representative (COR) and
Contracting Officer (CO)
= CO Only

= COR Only
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What is a workflow escalation?

Escalation

= An IPP approval task will be escalated - automatically

assigned to a group/individual if the task is not acted upon
in a certain amount of time.

= Group is either COD or agency staff.
= Escalation does not remove task ownership from the

individual who was originally assigned the task - it simply
adds more owners to the task
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What association does a payment term have with

the escalation?

- Payment Terms determine how quickly via workflow
an invoice is escalated, if no action has been taken.

- Three payment term groups with escalation period:

Payment Term Procurement Prompt Pay Escalation
DEV Days

Short Dairy (D) 3
Meat (M) 3

Perishable (P) 1 O 3

Medium Construction in Progress (C) 14 7
AMS Cotton Programs (X) 20 7
Long Other (O) 30 10




IPP Invoice Approval Workflow Example 1

COR/CO Approval

IPP Approval #1 -
COR / Tech Rep

IPF Task assigned to COR
designated an IAS Contract

| IPP Task also assigned to
' Escalation if not timely acted

COR {or Escal:atiun]l validates
Invaice and records Goods
Receipt Date an IPF Invaice

COR submits IPP Approval
Task

| IPP Approval #2 — CO |

IPP Task assigned to CO
designated an IAS Contract

i IPP Task also assigned to
' Escalation# if not timely acted

CO f{or Escalation) validates
Invaice

C0O submits IPF Approval Task

IPP Approval #3 -
Receipting

IFF Task automatically
assigned to Central Receiving
Group (AFPE)

h

APEB records receipt in 1AS

APB submits IPP Approval
Task completing Appraval
W orkfl o

14

After invoice approved in IPP (activities unchanged from current process):
Invoice interfaced to IAS and 3-way matched by APB
Invoice interfaced to FMMI and then sent to Treasury for payment
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IPP Invoice Approval Workflow #2

One Level Agency Approval

»  Workflow field on IAS contract populated to have one level of approval: COR / Technical
Representative
» 1AS contract approved and vendor (or agency) flipped order in IPP to produce an invoice that is

correct
IPP Approval #1 - IPP Approval #2 - »  Notes:
COR |/ Tech Rep Receipting
> This workflow depicts COR-
: only approval but the user
!jF’F’_Task g osliioh IPP Task assigned to Central could have selected CO—onIy
esignated on IAS Contract e
Receiving Group (APB) on the IAS contract. In that
_________J,_________ case, the CO would be
E IPP Task also assignedto ! assigned the first approval
E Escalation iL;Etntimely acted : A APB records receipt in IAS step instead of the COR.
> As is the case with all of the
: workflows, the user need not
COR (or Escalation) validates i 2 submlfrs R be a certified COR. He or she
: ask . .
Invoice and records Goods just must be populated in the
Receipt Date on IPF Invaice COR/Technical Representative
field on the IAS contract.
COR submits IPP Approval
Task

»  After invoice approved in IPP (activities unchanged from current process):
Invoice interfaced to IAS and 3-way matched by APB
Invoice interfaced to FMMI and then sent to Treasury for paymen§9




IPP Invoice Approval Workflow Concepts

= The escalation paths for the two workflow levels are presented below

IPP Approval -
COR / Tech Rep

I IPP Approval -

CcO

IPF Task assigned to COR /
Tech Rep designated on [A3
Contract

PP Task assigned to CO
designated on 1AS Contract

Escalation #1 - CO
IPF Task also assigned to CO f
not timely acted upon

Escalation #1 — Group™
IFF Task also assigned to
graup if nat timely acted upan

Escalation #2 — Group™
IFF Task also assigned to
graup if nat timely acted upan

» Notes:

o

The Group will be COD unless
the agency elects to have their
own group to facilitate the
completion of the task

The COD group will not approve
the task but will make contact
with the agency to ensure the
task is completed with someone
with the appropriate knowledge
to approve the invoice

If an agencY uses their own
group, the list of users in that
group will be maintained in IPP

The IPP group concept dictates
that all members of the group
get assigned the task and
remains on their task lists until
someone completes the task

Groups will be replaced by
queues later on in 2013 which
will better facilitate handling by
having someone take control of
the task
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INVOICE APPROVAL PROCESS




How do | approve an invoice?

The CO and/or COR/Technical Representative will
receive an email notification that an invoice is ready
for approval. To approve an invoice:

= Log on to IPP at www.ipp.gov
= Log on screen is displayed

See following slides for step by step logon and approval procedures.
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http://www.ipp.gov/

Log On Screen

/= Smart Government Invoicing - IPP.goy - Windows Internet Explorer

=181 x|

;] 8 “‘1 | X ‘ I}J Live Search ,0 i'

File Edit View Favorites Tools Help

<7 Favorites | S

@ Smart Government Invoicing - IPP.gov I I

- - 7] g - Page~ Safety~ Tooks~ @~ >

Select “Disburser” from - =
L the drop down menu. [Sgnimasa

Sign in as a:
l Disburser Admin
— Disburser
Home About IPP Agencies Vendors Contact Us

:Collector

SMART GOVERNMENT INVOICING

s

L=
— o

S
-

aper invoices?

—

_still processing

Y
-

——
—— > -

OSSO OOP

Success Stories Agencies Using |IPP

Downloads
Overview ) . ) Federal Agencies
The Internet Payment Platform is now the Invoice Processing Brnaule 3 ConZuTaton
Platform. This change better aligns the service with our primary o
function - Electronic Invoicing.
VVandare L‘
|€D Internet | Protected Mode: OFF [¥a - | R0 ~
starte < € 2T [ \ :

7 B | =D



P Disburser

WARHING

You have accessed a United States Government computer system. Unauthorized use of this computer is a
viclation of Federal law and may subject you to civil and criminal penalties.

Thizs computer and the automated systems which run on it are monitored. Individuals are not guaranteed
privacy while using government computers and should, therefore, not expect it. Communications made
using this system may be disclosed as allowed by Federal law.

Enter IPP User ID

‘UserlD: I

and password

‘Passworid: I

Fargat wour userlD Click Here.

Forgot wour Password Click Here. Submit

It wour login fails and your WAL UPS login and
password are valid, please contact your Disburser
Administrator to confirm that IPP created yvour user
account.

2 2007 Federal Reserve Bank of Boston, Far more information: bittp: e JPPgoy

B

I_I_’_|_|_|_|@ Internet | Protected Made: OFF [#3 - [®100% -~ 4



Welcome Screen

1P Disburser

lasks | Blanket POs

About | Advanced Search“w | Preferences | Welcome Page | Help 2 | Logout

Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks My Queues Task Delegations

Search

Welcome DASO-COR- at United States Department of Agriculture

F Create Invoice b Addtional Information Regarding IPP
¥ Flip PO Fallowy this link for more detailz on IPP
* Flip Blanket PO » Belease Hotes for Release 2.2

> L] S e (L= Click on the abowve link to review the Release Motes for Releases 2.2

¢ Release Hotes for Release 2.3

Felease Motes for 2.3

Legin link changing on 7H8/2012 Ju17, 2012

In =upport of the move to Single Sign On, IPP s changing our domain name. The Q4 login page
application link for Disburser Admins will be changing to:
kittps: Mg dpp fms treas govlogindPPLogon_DiAdmin_ 2 foc The QA login page application link for
ather Dishursers will be changing to: hitps:Uoaipp fms treas govloginAPPLogon_Dh_2 foc. Whils we
will be redirecting the old link for zome period of time, we ask that you update your bookmark

Logon History beginning Wednesday, July 15, 2012,

Last Logon: Moy 29, 2012 100016 b Release 2.4 Jjun14, 2012

First Logon: Mo 13, 2012 11:38:56 A Release 2.4 wil be deployed to @A June 14th and 15th =0 you may experience temporary
dizruptions over these two days. UAT testing will begin June 159th and continue to June 27th
Last Password Change: MNow 9, 2012 1:11:04 Pk

S 2007 - 2012 Federal Reserve Bank of Boston.

B

|https:,l'll'qa.ip|:u.gl:uv,I'xpsn,l'pa3.-'erwebl:IienI:,l'media,l'reIeaseNotes_ZS,l’disburser.htm |@ Internet | Protected Mode: OFF |v';] - | E100% - %




What can you do under the “Task” tab?

Five sub-tabs are displayed under the “Task” tab.
= Welcome - default page automatically displayed
when a user logs on. Used to navigate to other
tasks and to links:
= “How-to” for online help
= “What’s New” for IPP news
= Summary - displays all tasks you can act on.
= My Task and My Queues - displays tasks
assigned to you or queues you belong to.
= View invoices assigned to you or groups
= Perform an action such as approve, reassign,
or reject.




What can you do under the “Task” tab?

Manage Tasks - gives the ability for the
Administrator to reassign invoices assigned to
others with a variety of selections, such as:

= By date
= By part of the invoice number
= Task Delegations - gives the ability to reassign
tasks if unavailable. Delegations may also be
established by an Administrator on your behalf.
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Welcome Screen

F Dfsburser About | Advanced Search'.ﬁ. | Preferences | Welcome Page | Help

Self-Service

r
& |

Logout

Movember 20, 2012 2:21 P

lasks | Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers

Welcome Summary My Tasks My Queues Task Delegations

Search

Welcome DASO-COR- at
Quick Link=s

'ed States Department of Agriculture

b Addtional Information Regarding IPP

F Create Invoice
* Flip PO
*» Flip Blanket PO
F Matched Supplier List

Fallawy thiz link for more details on IPP
» Release Hotes for Release 2.2
Click on the abowve link to review the Release Motes for Release 2.2

F Belease Hotes for Release 2.3

Releasze Motes for 2.3

Loegin link changing on 7182012 yu17 2012

In =upport of the move to Single Sign On, IPP is changing our domain name. The Q4 login page
application limk for Disburser Admins will ke changing to:
kittps: Mg dpp fms treas govlogindPPLogon_DiAdmin_ 2 foc The QA login page application link for
ather Dishursers will be changing to: hitps:fga ipp fms treas govloginAPPLogon_Dh_2 foc . While we
weill be redirecting the old link for some petiod of time, we ask that you update your bookmark

Logon History beginning Wednesday, July 15, 2012,

Last Logon: Mow 29, 2012 10:00:16 Ahd Release 2.4 Jun14, 2012

Moy 13, 2012 11:35:56 &AM Felease 2.4 will be deployed to @& June 14th and 15th so you may experience temporary

First Logon:
dizruptions over these two days. UAT testing will begin June 159th and continue to June 27th

Last Password Change: Moy 9, 2012 1:11:04 P

S 2007 - 2012 Federal Reserve Bank of Boston.

-

Vg - | mio0wm -z

|http5:,|',|'qa.ip|:|.gu:uv,l'xpsn,l'pa3.-'erweb|:Iient,l'media,l'reIeaseNotes_ZS,l’disburser.htm |a Internet | Protected Maode: OFF



My Tasks Screen

e
F Dfsburser About | Advanced Searchc\ | Preferences | Welcome Page | Help 2 | Logout J
‘lasks | Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service Howember 30, 2012 2:49 Fhd
Welcome Summary My Tasks My Queues Task Delegations
Search
1 H )
Select “View
My Tasks
Yiew Tasks Assigned: Date Assigned:
| To he = Al |
#11252012_Dis_COLCO_Med from Yendor 1 reguirss COR Appnig Invoice Mo 29, 200 2 7:06 Fh Dec 9, 2012 g 100.00 View
by oL, 0 2 , J
1125201 2_DA,_COR-CISNShort from Yendor 1 reguires COR Approval . i -
by au, Inwoice Mo 29, 2012 656 P Dec 5, 2012 5 100.00 Ush View
1125201 2_DA, COR-0nly _MeEdfrom Yendor 1 requires COR Approval Nnice o 20 2012 5 46 P Dec 9 2012 q 100.00 LUSD View
by oL, N 0 - 0 :
#11252012_Da_COR-Only_Short frEfge/endor 1 requires COR Invoice Rlow 28, 2012 6:43 Pl Dec 4, 2012 4 10000 USD View
Approval by you. \ ! . ! :
A1 22020k, (ER0D)_ILEmE) ietn e, 1 RAEMTES COR AEEreE Invaice Mow 25, 201 2 7:07 Fh Dec 25, 2012 25 10000 USD  View
by o, ! : 0 J
#11252012_Da_COR-Only_Long from Yendor TRgauires COR Irvaice o 25, 2012 6:45 P Dec 25, 2012 25 100.00 USD View
Approval by you. \ SN ! '
Showing 1-6 of 6
Selections: Selections:
@ 2007 - 2012 Federal Reserve Barnk of Boston. 'I To M e Tod ay
2. To My User Yesterday
Groups This Week
3. To Both Me Last Week
and My User This Month
Group Last Month
Custom
| -

[ [ [ [ | | |€§internst | Protected Made: OFF [#5 - [ = 1009 -

e



Invoice Display Screen

P Disburser

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks MyQueues Task Delegations

Invoice Number: 11252012_DA_COR-Only_Med

Showing task 1 of 1

J My Tasks " My Admin Tasks || Summary

-
About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘| Logout @ —

2012 2:568 PM

 Hide Details

Details
#» Task Description: COR Approval assigned to you on Nov 25, 2012 6:46 PM
#+ Task Instructions: Pleaze confirm the information in the invoice iz correct and approve.

United States Department of Agricufture

Final Invoice for PO (YiN):

Business Unit: |BP00 Cost Center: |BP00 Dept. ID: |COR-ONLY

GoodsiServices Received Date:
Goods/Services Accepted Date:
First Approver Date:

Prompt Pay Special Handling:
Currency Code:

PO Freight Limit:

Invoice Amount:

Prepared by:

Phone:

Email:

Approve Invice || Save Changes Re-Assign || Reject |
Invoice Number:  11252012_DA&_COR-Only_Med
lssue Date:  Mov 25 2012
Receipt Date:  MNov 25 2012
Bill Period Start Date:  Nov 25 2012
ﬁrun,&m};tcmle ctor? Bill Period End Date:  Hov 25, 2012
Vendor 1 USDA_TestCollectort Supplier Contact Name:  SupplierTestName
123 street
arlingten V& 22201 Supplier Contact Phone: 7037037037
Payment Terms: Construction In Progress (Net14)
Anticipated Due Date: DecS, 2012
Prompt Pay Penalty: 0 day(s)
PO Number: Helper DASO COR-Only Medium Mov2s
Contract No.:
Buyer Contact Name: Chriz Condon
Buyer Phone:
Buyer Email: cconden@QaA usda.gov
COTR:  TestCOTR
COTR Phone:
ALC Code: 12401240 COTREmail: testCOTR@QA. usda.gov
" FOB Terms:
United States Department of Agriculture il To:

usp

0.00

100.00

Chriz Condon
2026900000

ChristopherP.Condon@dm.usda.gov

Done

0 Inkernet

#,100%



Invoice Display Screen

United States Department of Agriculture

ALC Code: 12201240

Bill To:
United States Department of Agriculiurs

Contract No.:

Buyer Contact Name:

Buyer Phone:

Buyer Email:

COTR:

COTR Phone:

COTR Email:

FOB Terms:

Goods/Services Received Date:
Goods/Services Accepted Date:
First Approver Date:

Prompt Pay Special Handling:
Currency Code:

PO Freight Limit:

Invoice Amount:

Prepared by:

Chriz Eondon

ccondon@CA . usda.gov

Te=t COTR

testCOTR@OA . usda. gov

usD
0.00
100.00

Chriz Condon

Phone: 2025500000
Final Invoice for PO (Y/N):
Email: ChristopherP.Condon@dm.usda.gow
Business Cost Dept.
Unit: AD00 Center: A000 | 1D |COR'ONLY

I PO PO  Agency Service Date Service Date Extended Tax Tax View
Line #Dist # Line # Sch. # Part # tem Code Description From To aTyY Unit Price w0, Price Type Tax %= Amount Edit
1.1 1 1 Test Line 1 11252012 11252012 100.00 1.00 EACH 100.00 Exempt o 0.00 Edit

Extended Price Sub-total: 100.00

Total Misc: 0.00

Total Freight: 0.00

Total Taxes: 0.00

Total Amount: 100,00

Invoice Comments:

PO Comments:

[>



Invoice Display Screen

P Disburser

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks My Queues Task Delegations

Invoice Number: 11252012_DA_COR-Only_Med

J My Tasks “ My Admin Tasks || Summary | Showing task 1 of 1

~
About | Advanced Searchc\l Preferences | Welcome Page | Help® | Logout @ —

2012 3:56 PM

¥ Hide Details

Details
+ Task Description: COR Approval assigned to you on Nov 25, 2012 6:45 PH
+ Task Instructions: Please confirm the information in the invoice is correct and approve.

United States Department of Agriculture

Business Unit: |[BP00

123 street
arfington VA 22201

Hyperlink to
view the

Purchase Order

Cost Center: |BPO0

ALC Code: 12401240

Bill To:
United States Department of Agricufture

Final Invoice for PO (Y/IN):

Dept. 1D: | COR-OMLY

Supplier Contact Name:
Supplier Contact Phone:
Payment Terms:

Anticipated Due Date:
Prompt Pay Penalty:

PO Number:

Contract No.:

Buyer Contact Name:

Buyer Phone:

Buyer Email:

COTR:

COTR Phone:

COTR Email:

FOB Terms:

GoodsiServices Received Date:
Goods/Services Accepted Date:
First Approver Date:

Prompt Pay Special Handling:
Currency Code:

PO Freight Limit:

Invoice Amount:

Prepared by:

Phone:

Email:

Approve Invoice || Save Changes | [ Re-Assign |[ Reject |
Invoice Number:  11252012_DA_COR-Only_Med

lesue Date:  Mov 25, 2012
Receipt Date: Mov 25, 2012
Bill Period Start Date:  Nov 2%, 2012

Remit To:
USDA_TestColkctort Bill Period End Date:  Mowv 25, 2012

Vendor 1 USDA_TestCollector1

SupplierTestName

7037037037

Censtruction In Progress (Net14)
Dec 9, 2012

0 day(s)

Helper DASO COR-Only Medium MNow25

Chris Condon

ccondon@QA. usda.gov
Test COTR

testCOTR@QA. usda.gov

usp

0.00

100.00

Chris Condon
2028500000

ChriztopherP.Conden@dm.usda.gov

0 Internet

43 -

H, 100%
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PO Display Screen

P Disburser

Tasks | Blanket POs | Purchasing | Invoices | Payments

Add Invoices | Inquire Settings

Suppliers | Self-Service

About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘| Logout @

. 2012 432 PM

Purchase Order #Helper_DASO_COR-Only_Short_Nov25 Revision #0
SUMMAry | mpotant; Mark all packages with Purchase Order number ar Contract number shawn here
History || Related Dy |[ userID Routing |
PO Date: Nowv 13,2012
Issuing Office: Ship to: Hel DASO COR-
United States Department of Agricutture Order Number: oen;ers_hurt Nov2s
DM Q& United States Department of Agriculture . - -
505 New Orieans Street QA-001 Contract No:
MNew Orleans LA 73322 1234 Healthy Drive Subject to:
Salt Lake City UT 84121 Buyer Contact: Chriz Condon
Buyer Phone:
Buyer Email: ccondon@QA.usda.gov
Contracting Officer: TestCO
ALC: 12401240 Phone:
Email: testCO@usda.com
United States Department of Agriculture Bill to: . €0 Technical Representg@: Weet COTR
United States Department of Agriculture Phone:
Email: testCOTR@OQA usda.gov

USDA_TestCollector1

Business Unit: AQO0

Cost Center: AD00

0

Supplier:
USDA_TestCollector!
USDA_TestCollector!

Dept. ID: COR-ONLY

I "N TN

Appropriations Data:
FOB Point:

Place of Inspection:
Acceptance:

Deliver on or before:
Payment Terms:

PO Freight Limit:
Total Amount:

Dec 31, 2012
Dairy (Net9)
0.00
500,000.00

1 Test Ling 1 100,000.00 1.00 EACH 100,000.00 Schedule
z 0 Test Line 2 100,000.00 1.00 EACH 100,000.00 Schedule
3 0 TestLine 3 100,000.00 1.00 EACH 100,000.00 Schedule
4 0 Test Ling 4 100,000.00 1.00 EACH 100,000.00 Schedule
5 0 TestLine 5 100,000.00 1.00 EACH 100,000.00 Schedule
Sub-total: 500,000.00
Total Freight: 0.00
Total Misc: 0.00
Total Taxes: 0.00
Grand Total: 500,000.00
Comments:
® 2007 - 2012 Federal Reserve Bank of Boston.
Done € Internet v W00% <



Invoice Display Screen

P Disburser

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks MyQueues Task Delegations

Invoice Number: 11252012_DA_COR-Only_Med

Showing task 1 of 1

J My Tasks " My Admin Tasks || Summary

-
About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘| Logout @ —

December 3, 2012 268 PM

 Hide Details

Details
#» Task Description: COR Approval assigned to you on Nov 25, 2012 6:46 PM
#+ Task Instructions: Pleaze confirm the information in the invoice iz correct and approve.

Approve Invice || Save Changes Re-Assign || Reject |

Select if the
invoice is
valid for
payment.

Remit To:
USDA_TestCollector?
USDA_TestCollectort
123 street

arlingten V& 22201

Select if the
invoice was edited.

Select to change back
to view prior to any
changes.

ALC Code: 12401240

Bill To:

LR Select if the invoice
should be reassigned

to another COR or CO.

Select if the invoice is
“not” valid for payment.

A message will be sent
to the vendor.

Final Invoice for PO (YiN):

Business Unit: |BP00 Cost Center: |BP00

United States Department of Agricufture

Dept. ID: |COR-OMNLY

Invoice Number:

Issue Date:

Receipt Date:

Bill Period Start Date:

Bill Period End Date:
Supplier Contact Hame:
Supplier Contact Phone:
Payment Terms:

Anticipated Due Date:
Prompt Pay Penalty:

PO Number:

Contract No.:

Buyer Contact Name:

Buyer Phone:

Buyer Email:

COTR:

COTR Phone:

COTR Email:

FOB Terms:

GoodsiServices Received Date:
Goods/Services Accepted Date:
First Approver Date:

Prompt Pay Special Handling:
Currency Code:

PO Freight Limit:

Invoice Amount:

Prepared by:

Phone:

Email:

11252012_DA_COR-Only_Med
Nowv 25, 2012

Nowv 25, 2012

Nowv 25, 2012

Nowv 25, 2012

SupplierTestName

TO37037037

Construction In Progress (Net14)
Dec 9, 2012

0 dayis)

Helper DASO COR-Onky Medium MNovZs

Chriz Condon

cconden@QA. usda.gov

Test COTR

testCOTR@OAA usda.gov

usp

0.00

100.00

Chriz Condon
2026900000

ChristopherP.Condon@dm.usda.gov

Done

0 Inkernet

3 -

#,100%




Invoice Approval Screen

IE D].'Sburser About | Advanced Searchs | Preferences | Welcome Page | Help® | Logout @

lasksy| Blanket POs | Purchasing | Invoices | Payments | Discounts | Analysis | Suppliers | Self-Service | Intra-Gov Buyer | Intra-Gov Seller [l ipelii=gRENR

Vielcome Summary My Tasks My Queues Manage Tasks Manage Queues Task Delegations

Complete Task

Enter any comments and click submit to complete the task assigned to you. * Indicates required field

* Date Goods/Service Received: I d f h |
Select dates from the

* Date Goods/Service Al ed: . .
ale GoodsfSenvce Accept calendar by clicking the

Prompt Pay Special Handling: A dOWﬂ arrow.

Internal Routing Comments:

(Maximum 255 characters) Click the “Prompt Pay Special Handling” box, if
this is the last invoice for a progress payment.
Also, enter comments in the “Internal Routing
Comments field”. This is a required field when
® 2007 - 2012 Federal Reserve Bank of Boston. box is checked. Info will be used by COD to
change the prompt pay code in IAS.
Otherwise, DO NOT click the “Prompt Pay Special
Handling” box. However, the approver can enter
comments that can be used by other approvers.

F
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Invoice Approval Screen

F Dfsburser About | Advanced Searchc\l Preferences | Welcome Page | HeIE?_-'l Logout @
lasks | Blanket POs

Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

December &, 2012 10:24 AM

Welcome Summary My Tasks My Quewes Task Delegations

Complete Task

Enter any comments and click submit to complete the task assigned to you. * indicates required field

* Date GoodsiService Received: |

| JE=Ra] /= Calendar - Windows Int... |_

| == || #] about:blank b

* Date Goods/Service Accepted: |

Prompt Pay Special Handling:
" Movember 2012

Internal Reuting Comments: | [{{ [E] | [2] | [}}
Z 4
: . |5 Mon [Tue [Wed [Thu [Fri [sat
(Maximum 240 characterz) / |l_|2_|§_
Cancel 2 5 6 z & lo 10
11 12 [12 124 |15 [18 1z
©& 2007 - 2012 Federal Reserve Bank of Boston. |E |E |E |£ |Q Elﬁ
25 [26 |27 [28 (29 [30[1
. o - (22 % -
Single arrow scrolls by [ & ireerne: AT Ao Double arrows scrolls by

month.

year.




Invoice Approval Screen

F Dl.Sbul'SGF About | Advanced Searc:h':\.l Preferences | Welcome Page | HeIEE-'| Logout @

lasks| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service Deoember 8, 2012 10:42 AM

Welcome Summary My Tasks My Queues Task Delegations

IHFO
\ o Invoice 11252012_DA_COR-CO_Med has besn successfully approved.

Complete Task
Enter any comments and click submit M\gomplete the task as=igned to you. After the dates are es required field
* Date Goods/Service Received: | 11/26/2012 \\ | El= entered and the

submit button is
clicked, a message
will be displayed.

* Date Goods/Service Accepted: | 11/26/2012

Prompt Pay Special Handling: D

Internal Routing Comments:

({Maximum 240 characters)

Concel
& 2007 - 2012 Federal Reserve Bank of Boston.

After the invoice is successfully
approved, select Summary to see the
number of invoices requiring an
approval. The My Queues tab is not
functional at this time.

€D Internet G v Woio0% v




Task Summary Screen

i Disburser

Tasks | Blanket POs | Purchasing Invoices | Payments | Analysis

Welcome Summary My Tasks My Queues Task Delegations

Tasks Summary

About | Advanced Searchc\ | Preferences | Welcome Page | Help 2 | Logout @

Suppliers Self-Service December 5, 2012 10:58 AM

To Both Me and My Groups 5
To Me 5
To My User Groups o

@ 2007 - 2012 Federal Reserve Bank of Boston.

a Internet

L 100%:

§
m\
q
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Invoice Display Screen

P Disburser

'lasks™| Blanket POs | Purchasing | Invoices | Payments | Analysis

Welcome Summary My Tasks MyQueues Task Delegations

Invoice Number: 11252012_DA_COR-Only_Med

J My Tasks ” My Admin Tasks ” Summary

Showing task 1 of 1

Suppliers

Self-Service

~
About | Advanced Search™ | Preferences | Welcome Page | Help® | Logout @ =

r Hide Details

. 2012 3:58 FM

Details
* Task Description: COR Approval assigned to you on Nov 25, 2012 B:46 PH
® Task Instructions: Please confirm the information in the inveice is correct and approve.

Re-Assign || Reject

Vendor 1

United States Department of Agriculture

Business Unit: BPO0

Remit To:
USDA_TestCollector1
USDA_TestCollector1
123 street

arlington VA 22201

If not approving, can
either re-assign or

reject.

Cost Center: |BP00 Dept.1D: |CO

United States Department of Agriculture

Final Invoice for PO (YIN):

RLY

Invoice Number:

Issue Date:

Receipt Date:

Bill Period Start Date:

Bill Period End Date:
Supplier Contact Name:
Supplier Contact Phone:
Payment Terms:

Anticipated Due Date:
Prompt Pay Penalty:

PO Number:

Contract No.:

Buyer Contact Name:

Buyer Phone:

Buyer Email:

COTR:

COTR Phone:

COTR Email:

FOB Terms:

Goods/Services Received Date:
‘Goods/Services Accepted Date:
First Approver Date:

Prompt Pay Special Handling:
Currency Code:

PO Freight Limit:

Invoice Amount:

Prepared by:

Phone:

Email:

11252012_DA_COR-Only_Med
Mev 25, 2012

Nov 25, 2012

Neow 25, 2012

Mow 25, 2012

SupplierTestiame

7037037037

Construction In Progress (Net14)
Dec, 2012

0 day(s)

Hel

r DASO COR-Only Medium Nov

Chris Condon

ccondon@QA. usda.gov
Test COTR

testCOTR@AA usda.gov

uso

0.00

100.00

Chris Condon
2026900000

ChristopherP.Condon@dm.usda.gov

& nternet Ya v Hi00%
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Invoice Reassign Screen

1P Disburser

Blanket POs

About | Advanced sgarchC\ | Preferences | Welcome Page | Help 2 | Logout @

Purchasing | Invoices

Payments | Analysis | Suppliers | Self-Service

December 3, 2012 3:48 PM
Welcome Summary My Tasks My Queues Task Delegations

Step1: Lookup Users

Enter Search criteria and click "Search Users” to get a list of users eligible to route this invoice to.

First Name: | | Last Name: | |
E-mail: | ‘ Employee Number: | |
Search Users

Step2: Select User

Select the user to route to and click "Select User".

Select User Cancel

© 2007 - 2012 Federal Reserve Bank of Boston.

| ¥
€ Internet v His0w -



Invoice Reject Screen

E D].'Sburser About | Advanced Search“x | Preferences | Welcome Page | Help® | Logout @
lasks| Blanket POs R

Purchasing | Inveices | Payments | Discounts | Analysis | Suppliers | Self-Service | Intra-Gov Buyer | Intra-Gov Seller [ESE-EEgeap=iip Rl

Welcome Summary My Tasks My Queues Manage Tasks Manage Queues Task Delegations

Confirm Invoice Reject

Enter optional comments and click submit to complete the reject of this invoice. The invoice will be cancelled and the Supplier will be notified.

Enter Comments: A comment is
é REQUIRED.

(Maximum 500 characters) note: Reject comments are sent to the Supplier

® 2007 - 2012 Federal Reserve Bank of Boston.
https://ga.ipp.fms.treas.gov/xpsn/ProcessTransaction=MyTasksInBoxTO&mi_sy... j

If the PO requires two approvers, i.e. COR/Tech Rep and the CO, the CO MUST NOT reject the invoice
until they have agreement with the COR/Tech Rep. If the CO rejects the invoice it will be sent to the
vendor; whereas, it could be a change that the COR made to the invoice and can correct.

If the invoice is rejected beyond the 7 days allowed for prompt pay, those days will be considered
when the invoice is resubmitted for payment.

s
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What other action(s) can an approver perform?

Delegate
= User can elect to have all future tasks re-directed to
another individual by utilizing delegation functionality
within IPP.
= In anticipation of being out of the office, for instance,
the individual can set up the delegation within IPP.

62



Invoice Delegation

F Disburser About | Advanced Searchc\| Preferences | WWelcome Page | Help B | Logout @

lasks | Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service Decsmber 8, 2012 11:22 AM

Welcome Summary My Tasks My Quewes Task Delegations

My Tasks

View Tasks Assigned: Date Assigned:
[To Me v || ALL v|

\

#Trainingd001 from Wendor 1 requires COR Approwal by vou. Inwoice Dec §, 2012 9.50 AM Dec 13, 2012 7 1.00 USD View
- ;
$;§;-2D12_DA_CO R-CO_Leng frem Wender 1 requires COR Approval Invoice Dec 5, 2012 7:07 PM Dec 25, 2012 19 100.00 USD View

#F11252012_DA_COR-Onky_Long from Wendor 1 requires COR

Invoice Dec 5, 2012 6:48 PM Dec 25, 2012 19 100.00 USD  View
Approval by you.

” :
;?;5:2012—”;‘—50 R-CO_Shert from Wendor 1 requires COR Approval Invoice Mov 29, 2012 6:56 PM Dec 5, 2012 - 100.00 USD View
EATZEETE DE, ERREET B S TER e m WETEET { F2n.0es B Invoice Mov 29, 2012 6:43 PM Dec 4, 2012 2 100.00 USD View

Approwval by you.

Showing 1-5 of 5

B 2007 - 2012 Federal Reserve Bank of Boston.

Delegate invoices
for approval.

& Internst S ov W00 v
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Invoice New Delegation

F Dfsburser About | Advanced Searchc\l Preferences | Welcome Page | HeIE'E-'| Logout @

Tasks | Blanket POs | Purchasing Invoices | Payments | Analysis Suppliers Self-Service Decsmbs

S, 2012 2:00 FmM

Vielcome Sur— .-y §ay lasks My Guc—-. Task Delegations

asks Delegations

MHew Delegation | | Wiew Active Delegations |

Basic Search

| Detail Search

Tips: % wildcard will increase response time. The search will perform on uzer's first or last nams or workgroup
From OR To

name.

Rowute From

Mo Records fouwnd.

2 2007 - 2012 Federal Reserve Bank of Boston.

&P Internet Fa o~ E 100w -
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Invoice Delegation Screen

F DbeurSEF About | Advanced Searchc\ | Preferences | Velcome Page | @E?_W Logout @
Blanket POs

Purchasing | Invoices | Payments | Discounts | Analysis | Suppliers | Self-Service | Intra-Gov Buyer | Intra-Gov Seller August 22, 2012 2:05 PM

Welcome Summary My Tasks My Queues Manage Tasks Manage Queues Task Delegations

Click FIND button
to select an ‘
individual.

New Task Delegation
Delegation Information

* Route From: Lew Vogalzero

* Route To: =Flesss click Find to selects
“ffective: [Aug »] [23 7] [2012 ] |12j|u‘uj|Amj Select effective
*expires: |Aug ¥ [23 7] 2012 7] [12 7|00 7] |Am =] | and expire dates.

Select “OK” to save
the delegation.

@ 2007 - 2012 Federal Reserve
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Invoice View Active Delegations Screen

F D]"Sbur’ser About | Advanced Searchc\ | Preferences | Welcome Page | Help 2 Logout
lTasks| Blanket POs | Purchasing | Invoices | Payments Suppliers | Self-Service December 6

Welcome Summary My Tasks My Queuwes Task Delegations

Tasks Delegations

| New Delegation ” View Active Delegations
Search: Basic Search | Detail Search
Tips: % wildcard will increase rezponss time. The s=sarch will perform on user's firet or lazt name or workgroup
Route From OR To | |
oute From o Search | -

HNo Records found.

& 2007 - 20112 Federal Reserve Bank of Boston.

€ Internet Sh v Hio0w v




What other action(s) can an approver perform?

Edit Invoice / Accounting Distribution Allocation
= When assigned a workflow task, the task owner may edit the amount
allocated to the accounting distribution(s) as long as it stays within the
line amount.
= By default, IPP will allocate evenly across the distributions
= Example Invoice Received by Task Owner:
= Line #1: $100
= Distribution #1: $50
= Distribution #2: $50
= Potential update to invoice within task:
= Line #1: $100
= Distribution #1: $100
= Distribution #2: $0

IPP only enforces tolerance at the line level and not the distribution (accounting)
level. Exceeding the distribution level cannot be processed in IAS. COD will
identify this error, when the receipt is entered in IAS.
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Invoice Display Screen

F Disburser About | Advanced SEﬂrchC\ | Prefersences | Welcome Page | EE?—" | Logout @ 2
Tasks | Blanket POs | Purchasing | Invoices | Payments Suppliers | 5elf-5ervice December 7. 2012 10:24 AM
Welcome Summary My Tasks My Quewes Task Delegations
Invoice Number: 11252012_DA_COR-Only_Long
J My Tasks " My Admin Tasks || 5ur1-.mary| Showing task 1 of 1 * Hide Details
Details
= Task Description: COR Approval ag=signed to you on Nowv 25, 2012 §:48 PM
= Task Instructions: Please confirm the infoermation in the inveice i= correct and approve.
Approve Invaice || Sawe Changes || Reset |[ Re-Assign || Reject
Invoice Humiber: M252M2_DA_COR-Cnhy_Long
Issue Date: Mow 25, 2012
Receipt Date: Mow 25, 2012
Bill Period Start Date: Mow 25, 2012
EZET\':_I;;tCDIIECTDH Bill Period End Date: Mow 25, 2012
Vendor 1 USDA_TestColisctor Supplier Contact Name: SupplierTestNams -
123 =trest
arlington WA 22201 Supplier Contact Phone: TOITO3IT03T
Payment Terms: All Others (Net20)
Anticipated Due Date: Dec 25, 2012
Prompt Pay Penalty:
PO Humber: v _Long Mowz5
Contract No.:
Buyer Contact Name: Chriz Eondon
Buyer Phone:
Buyer Email: ccondoni@OA usda.gow
COTR: Te=st COTR
COTR Phone:
ALC Code: 12401240 COTR Email: testCOTRE@ A usda.gow
. FOB Terms:
| United States Department of Aariculture Bill To: i
€D Internet $a - | ® 100% -
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Invoice Display Screen

ALC Code: 12401240

Bill To:

Buyer Contact Name:
Buyer Phone:

Buyer Email:

COTR:

COTR Phone:

COTR Email:

FOB Terms:

Chriz Sondon

ccondoni@CA usda.gow

Te=st COTR

te=xtCOTRE@OA usda. gow

B3

United States Department of Agriculture

United States Department of Agriculturs

Goods/Services Received Date:
Goods/Services Accepted Date:
First Approwver Date:

Prompt Pay Special Handling:

S I 7 d. 7] h Currency Code: uso
e eCt e It to c ange PO Freight Limit: 0.00
the accountlng Invoice Amount:  100.00
distrib tion Prepared by: Chriz Condon
u = Phone: 2026900000
Final Inwvoice for PO (Y
= ChriztopherP.Condoni@dm.usda.gow
Business Cost Dept.
Unit: cFoo Center: CFoa | 1D |COR'ONLY
TN PO PO Agency Service Date Service Date Extended Tax \ Tax View
Line #Dist# Line # Sch. # Part # tem Code Description From To aTyY Unit Price u.oLpa. Price Type Tax \- it Edit
—
1.1 1 1 Te=st Line 1 112572012 11252012 50.00 1.00 EACH 50.00 Exempt o ou Edit
1.2 1 1 Te=st Line 1 112572012 11252012 50.00 1.00 EACH 50.00 Exempt o 0.00 Edit
Extended Price Sub-total: 100,00
Total Misc: 0.00
Total Freight: o.o00
Total Takes: 0.00
Total Amount: 100.00
Invoice Comments:
PO Comments:
@ 2007 - 2012 Federal Reserve Bank of Boston. s
&P Internet Fa v | L 100%
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Distribution

Invoice Line #: 1

isplay Screen

Status: Received

Involca Number: 112320120 COR-Only_Long
PO Numbar: Helper DASO_COR-Only_Long_NouZs

anticipsted Dus Dats: c 25, 2012

Ship To: @A

NV LIna & 1 PR T————
PO LINS £ 1 SEnime
PO &cho & 1
Lin= intformaticn agency Part#  rham Cods Dascripticn Earvics Dats From Zarvics Dats To aTy unit Prics U0 amount
Test Line 1 Niow 25, 2012 Mo 25, 2012 100,00 of 100,00 100 EACH 100.00 of 100.00
out of balancs and balancing is reguined |:|
Distribution aTY Amount
1 (50,00 [50.:00

Account Code; |TT'E—DD3583354343—9532—593 TT455484-8874811244-548453-77362

ocmioncoas [ |
comommeer |
T —
Epeditura e Datm: [ |

N
e
T
e

Distrizution

aTY amount

50000 50100

Account Codes: |?TE-

L
comcmer ]
S —
Expenditure em Date: ||

eavestorvome: |
e ——

rewestorren |
] —

Add Distributlon Line | [ Submit | [Cancai |

3

€D Internet $a - #B0%




Distribution Display Screen If the user wants $100, to be

charged to distribution line 1,
enter 100 in the quantity field.
v e oo vt o e 2o oo The amount can only be
PO MTEar e 240 COm e o et effected by changing the
' S quantity. Change the quantity,

Invoice Line #: 1

|Stal:us: Received

]

PO LIn= £ 1

B then press the “Tab”ke
p y.
Lin= intformaticn agency Part#  rham Cods Dascripticn Earvics Dats From Zarvics Dats To aTy
TesiLinz 1 Now 25, 2012 Now 25, 2012 [10a0a o 10000,
Districution aTY
1 50,00
Account Code: |FTf—:l:l333335"—3"—3—5332—353?7 FFFFFFF BET4C1 12484048483 T72363 |

S — e

ocmioncoas [ | S

S — e —

comommeer | S
T —
Epeditura e Datm: [ |

Distrizution aTYy amount
Account Code: |TT5 |

N — e —

e — S —

) — R —

Cost conters [ ] cecestor Erats ]
e
T

[ addoistributiontine | [ Submit | [Cancat |

€D Internet $a - ®eow -
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Distribution Display Screen

-~
| Status: Received T
Involcs Mumber: 11252012_DWA_SOR-0nl_Leng Antiipated Dus Dats:  Dec 25, 2012
PO Numbsr: Helpsr DASO_COR-Only_Long_NouZs shIp To:  @A-0M
NV Lins £ 1
PO Lins £ 1
PO Sch.# 1
Lina information Agency Part£  tam Cods Daecription Zarvics Dabs From
Teszline 1 Niow 25, 2042 [sama orionoo
Amount
[ [o===]
#Account Code; |T?E—DDDBB 23254342028 2- 887 r455484-887481 1244-8345453-7T 725 l’
Dept ID: | | Requestor Narme:
Locetion Code: | | Regquestor Phone:
6L BU: | | Requestor Fa
Cost Center: | | Requestor Email:
Expenditure Org ID: | ]
Expenditure Type: | |
Expenditurs Ttem Dates | |
amount
EEa ==
Account Code: |T?E—
Dept ID: | | Requestor Mame:
Locstion Codes | ] Requestor Phones
EL Bl | | Requestor Fa:
Cost Center: | | equestor Email:
Expenditure Org ID: | |
Expenditurs Type: | |
Expenditure Ttem Date: | ]
[ And Distribution Line | [submr | [cancai
—
€D Internet Sh - L os0% -
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Invoice Display Screen

F D"s burser Abowt | sdvancsd ssarchCa | Profersnces | wirs 2
Blanket PDs Purchasing Inwoices. Payments Analysis Suppliers Salf-Service
VWelcomes  Swmimary My Tasks My Queues Task Delegstions
Invoice Number: 11252012_DA_COR-Only_Long
J My Tasks " h']’.f-\n'rlﬂTr_SFSI 3I.IT'|'-=FJ'| sk 1071 = Hids Detsills
Dtalls
®  Tack Description: O Approw Shgned 10 pou on Moy 25, 2012 648 PM
= Task Instructions: Please confinm Me INTIMMEton In e IMoIcE IS GoMect and appnve
[ aporove trwoice |[ Sawe changes | [Reset |[ Re-assign |[Retect |
Inwolcs Numbsr:  11252012_DA_COR-0nl_Long
igcus Data:  Mow2s 2012
Rscslpt Date:  Now2s 2012
Bl Paricd Start Data: Mo 25, 2012 =
Bl Pariod End Dats:  Now2s. 2012
Wendor 1 : supplier Contact Name:  SugolierTesmName
=riingRen WA ZEEn Supplisr Contact PFhons:
Paymant Terms: Al O™ars [WeE130)
anticipatsd Dus Dats: Dec 25, 2012
Frompt Pay Panaity:
PO Humbsr: Lo
Contract Mo
Buysr Contsct Nams: Chiris Candon
Buysr Fhons:
Click “Save Changes” . = et
COTR: Test COTR
button. corn ety
COTREmMEN: estCOTREDA Usds gov
United States Department of Agriculture BT s T conasisaross m;{;::x
‘Goods sarvicss Acoepted Dats:
First approver Dats:
Prompt Pay Spacisl Hanaling:
Curaney Coda:  USD
PO Fredght Limit: 000
nwolcs amount: 10000
Freparsd by:  Cnrls Condon
Final invaics Tor PO [YIN): Fhoms:  Loa8s00000
Emaill: Chrissopner™ CoNdoniEam usaa Gow P
€D Internet & B0 -
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Invoice Display Screen

= 2007 - 2

Facslpt Data: Mo 25, 2012 E
Blll Parlog Start Dats:  Now 23 2012 b |
FReamit To: "
LSDA_TestColisstort Bl Period End Date:  Now 25, 2012
Vendor 1 T;?&T?‘; caleman Supplisr Contsct Nama:  SupplierTestvams
arll*;‘xr‘ v 22201 Supplisr Contzet Phone:
Paymant Tarms:
antiipated Dus Dats:
Prompt Pay Panalty:
PO NumbSr: Long MO
. . . Coontract Mo.:
The dlstrlbutlon Buyer Contaet Mama:  Chris Concdon
h b Eupsr Phons:
amounts have been oy Evean: i v g
h d COTR: gTes1COTS
c a‘ n g e * COTR Phons:
COTREmMSI:  t=stoOTRERA Usda gov
United States Department of Agriculture e S coodasemioe m::u:—g
GOoUs! Sarvicss Acoapted Date:
First approwvar Data:
Prompt Pay Sp=cial Handling:
Currency Code: usD
PO Fraight Limit: 000
nvoics amount: 10000
Proparsd by:  Corls Condon
Fhons: 2025200000
Final inwodes Tor PO [YiN):
Emall:  CRnSnners ConconZom usaa Gov =
Businsss Unit: |[CFOO Cost Canter: |TFOID | Dept ID: [COR-CMNLY
N PO PO Agsncy sarvics Dats Extsndsd  Tax Tax Wiew
Lins £ Dast £ Lin=# Scho#  Part tam Coda Dascription From aTY unit Prics ULO.M Prics Typ=a Tax % Amount Edit
11 1 1 TestLine 1 11232012 10000 100 EACH 10000 Exsmpt 4] [ale s} Edit
1 1 Test Line 1 112522 falla ] 100 EACH 4] ala ] Edit
Extandsd Prics Sub-totsl:
Total Misc:
Total Freight:
Total Taxas:
Total amouwnt:
Invoilcs Commeants:
PO Commeants:
[

a Internet

"
*‘:\

F, 50% -
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Invoice Tasks Summary Screen

-
About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘| Logout @ —

P Disburser

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service . 2012 4:05 PM

Welcome Summary My Tasks MyQueues Task Delegations

Invoice Number: 11252012_DA_COR-Only_Med

| My Tasks " My Admin Tasks || Summary‘  Hide Details

Business Unit:

United States Department of Agriculture

BPOO

123 street
arlington VA 22201

Supplier Contact Phone:

» Status: Received
#+ Routing Status: In Routing
* Post Status: Not Posted
* Source: Disburser Entered
[Reject ][ Related ® | [Fitory | Aol Attschment | (ol
Invoice Humber:  11252012_DA_COR-Only_Med
Issue Date:  Nov 25, 2012
Receipt Date:  Nov 25, 2012
Bill Period Start Date: Nov 25, 2012
Remit To: " .
USDA_TestCollectort Bill Period End Date:  Now 25, 2012
Vendor 1 USDA_TestCollectort Supplier Contact Hame:  SupplierTestiame

TOIT03T03T

Payment Terms: Construction In Progress (Net14)
Anticipated Due Date:  Dec 8, 2012
Prompt Pay Penalty: 0 day(s)
PO Humber: Helper DASO COR-Only Medium Nov2E RO
Contract Ho.:
Buyer Contact Name: Chriz Condon
Buyer Phone:
Buyer Email: cconden@CA. usda.gov
COTR:  TestCOTR
COTR Phone:
ALC Code: 12401240 COTREmail: testCOTR@QA usda.gov
FOB Terms:

Bill To:
United States Department of Agriculture

GoodsiServices Received Date:
Goods/Services Accepted Date:
First Approver Date:

Prompt Pay Special Handling:

Currency Code: USD
PO Freight Limit:  0.00
Invoice Amount:  100.00
Prepared by:  Chriz Condon
Final Invoice for PO (YiN): Phene: 2026900010
Email:  ChristopherP.Conden@dm.usda.goy

Cost Center: BPOD Dept. ID: COR-ONLY

0 Inkernet

#,100%




Invoice Related Documents Screen

E -
Disburser About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘ | Logout @ —

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks MyQueues Task Delegations

Invoice Related Documents

List of decuments related to the specified invoice.

Invoice #

dor 1

Supplier

Date Range Mowv 13, 2012 - Dec 9, 2012

POs

Helper DASO COR-Only Medium MNov25 MNov 13, 2012 Construction In Progrezs (Net14) 500,000.00 USD

Showing 1 of 1

Blanket POs

Blanket PO # Start Date Expiration Date Remaining Amount Blanket PO Amount

Ho Blanket POs found.

Showing 1 of 1

PO Acknowledgements

No PO Acknowledgements found

Advanced Shipment Notices

e 3 - - - Quantity &

No Advanced Shipment Notices found

Credit Memos/Other Related Invoices

Ho invoices found.

Rejected and VVoided Inveices History

No invoices found

€ Internet - Hioow v



Invoice Audit Trail Screen

About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘| Logout @

P Disburser

. 2012 412 PM

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks MyQueues Task Delegations

USDA_TestCollector1

Invoice Number #11252012_DA_COR-Only_Med

Invoice Audit Trail
List of actions taken on this Invoice.

MNov 25, 2012 6:46:37 PM ProcessinvAck Invoice with Documentld: CFSB56A12FE30EABEN4400212846A1F0 was received by Supplier
Mov 25, 2012 6:46:35 PM Sendinvoice Invoice Mezsage with Docld: 'CF5B56A12FE30EABEQN4400212846A1F0-1353887196428" was created and Sent to payid3337499011290450148985 uzdatest@maihost
MNov 25, 2012 6:45:32 PM Inveice Creation ccond500 Invoice Created Successfully

Showing 1-3 of 3

® 2007 - 2012 Federal Reserve Bank of Boston.

Done € Internet v W00% <



Invoice Routing History Screen

P Disburser

About | Advanced Searchc\\ Preferences | Welcome Page | Helg?-‘| Logout @
'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

. 2012 4:14 PM
Welcome Summary My Tasks MyQueues Task Delegations

Invoice Number 11252012_DA_COR-Only_Med

USDA_TestCollector1
PO Data User ID Route to Details

User assignments delivered in the Purchase Order will dizplay below.

Assignment Set1: D.COR-One, D. CO-One, NiA

Set2: D.CO-One, NiA, NIA
Set 3 N/A, NIA, NIA

Routing History
Shows invoice level routing history. Click on user name to send e-mail. Click on comments to view full comments.

COR Approval Assigned Te DASO-COR-I COR-One Nov 25, 2012 6:46:21 PW dazocorl@americanconsultants. com

COR Approval Escalated Te DASO-CO-I CO-One

Nov 28, 2012 6:46:24 PI dascol@americanconsultants. com Initiating ==calation after 4 days.

® 2007 - 2012 Federal Reserve Bank of Boston

Done

€ Internet - Hioow v



Invoice Add Attachments Screen

About | Advanced Searchc\ | Preferences | Welcome Page | Helg?-‘| Logout @

. 2012 4:18 PM

P Disburser

'lasksy| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service

Welcome Summary My Tasks MyQueues Task Delegations

Select New Attachments (optional)
Click "Browse" to select a file and enter name alias before submitting new attachment.

File Hame: |[ Browse... ] Nickname/Alias (optional):

PC users: Select "All Files” for “Files of Type™ If you don't see a "Browse” butten, your browser doesn't support attachments.

Attachments List
Go to - Invoice # 11252012 DA COR-Only Med

Click "View" to view an attachment, or "Delete” to delete an attachment.

Mo attachments found.

Goto-Invoice# 11252012 DA COR-Only Med

2007 - 2012 Federal Reserve Bank of Boston.

€ Internet - Hioow v



Invoice Holds Screen

E Dl'sbul'ser‘ About | Advanced Searchc\\ Preferences | Welcome Page | Helg'-’_f| Logout @

Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers December 3, 2012 4:18 PM

Welcome Summary My Tasks MyQueues Task Delegations

Invoice Holds

List of all holds and held status associated with this inveice.

Thiz invoice does not have any holds.

® 2007 - 2012 Federal Reserve Bank of Boston

Not used by USDA.

Done € Internet v W00% <




OTHER IPP TASKS

81



The Blanket POs Tab

- USDA will not set up Blanket POs, only the individual POs. If
you are handling Blanket POs (for the IPP, just like a regular
PO but with overall periods of performance at the header
level), then this tab will let you see those PO records.

- You may select Suppliers whose names begin with a given
letter or may choose “All”. You may also select a date range
based on the PO date.

- Once the list is shown, you may click on a PO to view it.

Blanket POs

Blanket PO summary.

Mo records found.

p. 82



The Purchasing Tab

- View PO files for which you have access (access
restricted to certain POs).

- Select Suppliers whose names begin with a given letter
or may choose “All”. Also, a date range can be entered
to display certain POs.

- Once the list is displayed, click on a PO to view it.

Purchase Orders

Purchase order summary.

Browse Suppliers: AECDEFGHIJKELMNOPORSTUVWXY ZAI Change Date Range: Past one month -

73030962  UATSupplier101 ﬂ LW-EditTest-01 War 20, 2012 MET 30 PROMPT PAY Open 4,000,000.00 USD Close | Void

p. 83



The Invoices Tab

- View Invoice files for which you have access (the administrator may
have restricted your access to certain Invoices).

- Select Suppliers whose names begin with a given letter or may

choose “All’. You may also select a date range based on the
Invoice date.

- Once the list is shown, you may click on an Invoice to view it.

Invoices In Process

This page lists all invoices currently waiting ERP approval.
Rejected, ERF Denied, ERP Approved and Exception invoices are not shown here.

Invoice Filters

Routing - Routed -
Status: ALL To: ALL

_________________________ Change Date Range: Past one month -

Invoic l.-.' PO#/ Due Routing
ALC Supplier Invoice # Date Blanluz-t PO Date Amount Status Status
Mﬂ‘_."

75030962 UATSupplier101 LVDemo-gp1  AP13 LV iy LT

2012  EditTest-0 pen PeTeved o niete

75030962

300.00 USD Received _




The Payments Tab

- View payments for which you have access (the administrator
may have restricted your access to payments).

- The system may display payments off set by Treasury due to
the TOPS program; however, details are not visible to the
agency. The vendor can see the detailed reason for the
treasury off set in IPP.

- Once the list is shown, click on a payment to view it.

Settled Payments

List of Settled Payments

issue Date From  3/14/2012 [F%) ssueDateTo 4/14/2012 Eo




The Discounts Tab

- USDA has decided not to allow vendors to participate in
discount selection programs.

Discount Opportunities

Discount opportunities are available on these invoices. Click the View button for invoice and discount details.

Invoice Filters

Routing Routed
Status: ALL To: ALL

— Invoice | PO Invoice Discount Amount Due Discount Due Date (Projected) Acti
=uppuer # # Amount [Projected) Date | cHan

Mo items found.

p. 86




The Analysis Tab

- The analysis tab represents the access to existing

reporting, both from “canned” reports and reporting via
a “Report Wizard”.

- IPP is typically viewed as an “online, transactional”
system and is not as dependent on the use of reports as

many older systems. However, there are some useful
reports.

- On selection of a report, a date range of up to 1 year
may be selected.

- Refer to the user guide for details on reporting.

p. 87



The Suppliers Tab

- The XMVL is the IPP’s copy of USDA’'s Vendor Master List. It
then must be “matched” to the IPP supplier Directory.

The XMVL is loaded by COD staff on behalf of agency or staff
office.

Search: Basic Search | Detail Search

XMVL Name Tip: % wildcard wil increase response time.

65 Here and Now Lane Boston MA US 02458 J00C(X8925 2001 Active L-j Eo b e e
Setl ezs | De-activate

nnnnnn i Pemie— taa 11e e wmrmernann mnna 4 s o ;eceeme- a-e.-  d  Edit | Add Site | Rematch

p. 88



USER REGISTRATION

89



How do | get an IPP User ID?

= Complete the IAS-200 form.
= The IAS-200 has been modified to account for IPP
including:
= A role for COR and a role for Technical POC in
order to be selectable in the IAS Contract “COR /
Technical Representative” field
= |[PP Workflow Approver role to be able to
approve/reject/view invoices and
delegate/reassign tasks
= Access to IPP is initiated via the submission of the
|JAS-200 to the IAS Help Desk.
= After access is granted in IAS (if required), IAS Help
Desk will submit to COD IAS-200 form to grant user
qccess to IPP.

90



How do | get an IPP User ID? (con’t)

= For go-live/cutover only, IAS-200s will not be
needed for COs in IAS and the list of COR/Technical
Representatives provided by the agencies to OPPM.

= The user ID and password will be electronically sent

to the user.

An IAS-200 will be needed for each financial person who
requests access to IPP. The IPP Workflow Approver role
will be assigned; however, these users will not be able to
approve/reject invoices. They will have the ability to

only view or monitor all invoices.

91




IPP User ID

= eAuthentication is USDA’s single sign on

solution.
= Since IPP is a Treasury system, there will not be

the option to access IPP via eAuthentication.
= An IPP user ID and password will be assigned to

the user.

User ID Schema

Position 1 Position 2-5 Positions 6-8
Initial of first name First four letters of Starts with 500 and
last name works up
sequentially.

In the future, IPP may be able to support user IDs that
conform to the agency’s Enterprise Resource Planning

(ERP) system.

92



INVOICE SELF SERVICE
PROCESS




What is “Self Service™

Self Service is a task performed in IPP to record an
Invoice, If the vendor cannot or will not enter it. To record
the invoice, one of the following information must be
Known:

= Vendor name
= Purchase Order number
= Previous vendor invoice

94



Welcome Screen

F Dfsburser Abowut | Advanced Search".w | Preferences | Welcome Page | Help 2 | Logout

lasks| Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers | Self-Service Howember 20, 2012 2:21 PM

Welcome Summary My Tasks My Queues Task Delegations

Welcome DASO-COR-l at United States Department of Agricult
Quick Links

b Create Invoice
* Flip PO
 Flip Blank

F Addtional Information Regarding IPP

Followy this link for more details on IPP

 Release Hotes for Release 2.2

P Lo =) S TR e Click on the above link to review the Release Notes for Release 2.2

SeIeCt ”Self Release Hotes for Release 2.3
Se rvice oOr the Felease Maotes for 2.3

Quick Link “Flip
PO”.

_Login link changing on THM8/2012 Ju17, 2012

In support of the move to Single Sign On, IPP iz changing our domain name. The QA login page
application limk faor Dishurser Admins il be changing to:
https: figa ipp fins treas govloginAPPLogon_DMAdmin_2 fec The Q& login page application link for
other Dishursers will he changing to: https:fga.ipp . ims treas .govilogindPPLogon_Dh_2 foc. While we
will be redirecting the ald link for some period of time, we ask that you update your bookmark

T — beginning Wednesday, July 15, 2012,

Last Logon: Mot 29, 2002 10:00:16 Ahd Release 2.4 Jun14, 2012

First Logon: Mo 13, 2012 11:38:56 Ahd Releaze 2.4 wil be deployed to QA June 14th and 15th =0 you may experience temporary
disruptions over these two days. UAT testing will begin June 19th and continue to June 27th
Last Password Change: MNov 9, 2012 1:11:04 PM

@ 2007 - 2012 Federal Reserve Bank of Boston,



Invoice Self Service Screen

F Dfsburser Abowut | Advanced Semch".w | Preferences | Welcome Page | Help 2 | Logout

Tasks | Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers |PSeliESensice Howember 20, 2012 2:25 PM

Add Invoices Add Credit Memo Recurring Payment Invoice Inguire Settings

Create Standard Invoice

Create Invoice

Marrow your selection by providing Yendor Name or ¥Yendor 1D.

Vendor Hame: I [ Exact Match Use Search to select a specific wvendar, Tip: Use % for wildcard

Vendor ID: I [T Exact Match

Marrow your selection by providinag Additional Attributes foptional)

“py: »
PO Humb FOI IOW H Ints to T Exact Match Select PO number to pre-populate invoice.

Blanket PO Humk SearCh for a T Exact Match Select Blanket PO number ta pre-populate invoice.

TEU Invoice Humb partICU Ia.r Order. T Exact Match Select existing TEU invoice number ta clane initial data.

PO Based Invoice Numh‘Eﬂ'“ ' I Exact Match Select existing PO Bazed Invoice number to clone intial data.

Mext =

Hints

There are several search methods for & source document to creste an invaoice.

Methiod 1: Methiod 2:
171 Erter & Vendor ID or Vendor Mame 171 Enter & Vendor ID or Vendor Mame
21 Select "Mext" for a list of POz, Blanket POs and Invoices fitered by the vendor criteria. 21 Enter a PO, Blanket PO or an Invoice Mumber

31 Select "Mext" for a list of POs, Blanket POs and Invoices fitered by the vendor and document
number criteria.

22007 - 2012 Federal Reserve Bank of Boston.



Invoice Self Service Screen

F DESburser About | Advanced Sur\ch‘“\l Prefersnces | Welcome Page | m?. | Logout @
Blanket POs P

Purchasing | Invoices | Payments | Analysis | Suppliers

Add Invoices Inquire Seitings

Create Standard Invoice

Create Involce

Narrow your selection by providing Vendor Name or Vendor ID.
Vendor Name:

|"-'E“DUR i O Exact Match £ UseBgarch

ko select a specific vendor. Tip: Use 9% for wildcard

Vendor ID:

To search by Vendor
enter their exact

Narrow your selection by providing Additional Attributes (optional)

PO Number: || O Exact Makch | name |n the “Vendor
Blanket PO Mumber: | O Exact Match | Name’ f|EId (0] 9 enter
TAU Invoice Number: || O Exact Match parts of the name
PO Based Invoice Number: ||

O Exact Match and the wildcard (%).
Select “Search” il

Hints

Thede are sevaral search methods for & source document 1o Create &n emoice

Methed 1: Methed 2
1) Entar a Wendor 1D or Vendor Name 1) Enter a Vendor 1D or Vendor Name
2) Sedect "Heod”™ for a kst of POs, Blanket POs and Imwicas fikered by tha vendar crilena 2) Enfar a PO, Blamket PO or an Imanece Number

3) Sedect "Hext” for a kst of POs, Blanket POs and Imvoices fikered by the vendor and document number critena

2007 - 2012 Fadaral Resarve Bank of Baslon

S et a =~ ®l0m -



Invoice Self Service Screen

EF Disburser About | Advanced Search's | Prefersnces | Welcome Page | Help®' | Logout @
December § 2012 1:47 PI

Blanket POs Invoices

Purchasing Payments | Analysis | Suppliers

&dd Invoices  Inquire  Settings

Create Standard Invoice

Create Involce

MNarrow your selection by providing Vendor Name or Vendor ID.
Vendor Name: |"\-'E"1I:hr1 B Exact Match | Search | Use Search to select a specific vendor. Tip: Use % for wildeard

Vendor ID: |u=.-s|'\.l'ersdn.'1 Bl Exac

If Vendor Name is

correct, the I
Vendor’s ID will auto

Narrow your selection by providing Additional Attributes (optional)

PO Number: [ O Exact Match b
Bianket PO Number: || O Exact Match populate. Select .
TBU Invoice Number: | | O Exact Match “Next” e inial data:

PO Based Invoice Mumber: | O Exact Match —rmmw chone intial data

Hints

Thede are sevaral search methods for & Source document 10 Cregle &n moice

Method 1: Method 2
1) Enter a Vendor 1D or Vendor Name 1) Ender a Vendor 1D or Vendor Name
2) Sedect "Heod”™ for a ket of POs, Blanket POs and Imwicas fikered by tha wendar crilena 2) Enfer a PO, Blamke! PO or an Imance Number

3) Sedect "Next” Tor & Ist of POs, Blanket POs and Imvoices fikered by the vendor and document number critena

B 2007 - 2012

Resarve Bank of Basion



Vendor’s PO Listing Screen

Select Buyer ALC: 12401240 ~

Select the Bill To Address: 13800 Old Gentilly Read, New Orleans LA 701680 ~

Click to enter a Ship To Address (optional) |
Create Invoice

PO List (select a PO to create an Invoice or create a PO work list)

O

]

[

O

COR-Only_Short_Dairy

DASO-COROnly-MubiD

ng PO Number:

(]

Vendor Name: Vendor 1
OR Vendor 1D: 'testVendor1

®

&

Helper_DASO_CO-Only_Long_Nov2S

Helper_DASO_CO-Only_Medium_Nov25

Helper_DASO_CO-Only_Short_Nov25

Helper_DASO_COR-CO_Long_Nov25

Helper_DASO_COR-CO_Medium_Now25

Helper_DASO_COR-CO_Short_Now25

Helper_DASO_COR-Only_Long_Nov25

Helper_DASO_COR-Orly_Medium_Nov25

Create Invoice For Selected POs

Blanket PO List (select a Blanket PO to create an Invoice or create a Blanket PO work list)

Showing 1-10 of 59 | Previous | Next | Go to Page:

1

Choose correct PO by selecting

“Create Invoice”

Vendor 1

Vencor 1

Vendor 1

Vendor 1

Vendor 1

Vencor 1

Vendor 1

Vendor 1

Vendor 1

Vendor 1

-

testVendort

testVendori

testVendort

testVendort

testVendort

tastVendort

testVendort

testVendort

testViendort

tastVendort

Nov 13,

Nov 13

Nov 13,

Nov 13

Nov 13,

Nov 13

Nov 13,

Nov 13

2012

2012

2012

2012

2012

2012

2012

2012

Craate Invoice

Create invoice

Create invoice

Create invoice

Create Invoice

Create Invoice

Create Invoice

Create Invoice

Hide List

0N -

| ¢



Invoice Self Service Screen

E Disburser About Advancud&uar{:h{-\| Preferances | Welcome Page ME? Logout

Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers

Add Invoices Inquire Settings

Create Standard Invoice

Create [nvoice

Marrow your selection by providing Vendor Name or Vendor ID.
Vendor Name: ||

To search by PO
Number, enter number

VendorID: | |

MNarrow your selection by providing Additional Attributes (optiongl)

then select “Next”

PO Number: | |helper_DaS0_CO-Only_Long_Nav t Match
Blanket PO Number: | | O Exact Makch Sedect Blanket PO number 10 pre-populale invoice
TEU Invoice Number: || O Exact Match Select exising TAL! invoice numiber 1o clone initial data
PO Based Invoice Number: || O Exact Makch Seledt exsing PO Based Imvwoice numbser to clone inbal data
Mext ==
Hints |
There are several search methods for a sowrce dooument bo creabe an imoice
Mathod 1 Method 2.
1) Erter & Vendar ID o Vendar Name 1) Enter a Vendor ID o Vendor Mame
2) Selec “Neawd” for a kel of POs, Blanket POs and mioioes fikered by the vendor arlena 2) Enter a PO, Blarkel PO or an ivonce Number
3) Sedect "Het™ for a list of POs, Blanket PPOs and Imvoices filtened by the vendor and document number critena
2007 - 2012 Federal Resare Bark of Boston
k3 »




PO Selection Screen

| Ramit To Account B3 E Vender ID | Logged in Presentation List
E . CUMBERLAND BANK & TRUST, *""6333 1100065431 es NenF'Q Invoices =
o I F MORGAN CHASE BANK MA = waias 1100685750 Yas NenPQC Invoices
* Makeﬁelave - -4353 L es NonPQ Invaices ~
4 SCOTIABANK DE PUERTO RICE, *wewss 232 1102051056 Yes NenPQ Invaices ~

Showing 1-4 of 4

Select Buyer ALC: 12401240«
Select the Bll To Address: 13800 Oid Gentilly Road, Mew Oreans L& 70160 ~

Chck to enter a Ship To Address [optional) %]
Create Invoice

elect “Create |

PO List (select a PO to create an Invoice or create a PO work list) Hide List

Refine your list further by entering PO R

helpar_DASO_CO-Only| O Exact Match

2 your list further by entering

| vendor Mame Vendor ID
O Helper_ DASO_CO-Only_Long_ Nov23 Vendaor 1 tesiViendori How 13, 2012 Create Invoice
[ Create Invoice For Selected POs |
Showing 1 of 1
Blanket PO List (select a Blanket PO to create an Invoice or create a Blanket PO work list) Hide List
Refine your lisk further by entering Blanket PO Nurmbes O Exact Mabct
Refine your list further by entering Vendor Name: O Exact Mabch

OR Vendor 1D O Exact Match [TSeardil

- [ [ | Sericg | Servies | BlanketPo | maining
=] *
[~ g = ®quoe =




Invoice Data Entry Screen

Joearo g s

New [ Submit || Saveas Draft || Attachments |
Invoice Humber”: |12¥$
Issue Date: | wzmenz (B9
Vendor 1 EE“:':?%:E: Receipt Dats®: | 1zoezoz (B
S : - d Bill Period Start Date: | menz (B
C»;lsas;ne g”? :]he era d :te;s are Bill Period End Date: | tiaen: ([ED
i ncorrect_ Supplier Contact Name: |
Supplier Contact Phone: |
PO Term: ANl Others (HetaD)
* Required Fields Pt o A8 Otrs (50 *‘
Anticipated Dus Dats: | 1752013

ALC Code: 12201240

United States Department of

Agriculture BiLL TO:

Unted States Department of Agriculure

Final Invoice for PO [Y/N)

Business Unit:  DA00 Cost Center: D400 Dept. ID: CO-ONLY
Service Date Service Date

ltem Code Description From Te

1NV PO PO
Line# Line# Sch.# Part#

PO Number:
Contract No.:

Buyer Contact Name:
Buyer Fhone:

Buyer Emall:

COTR:

COTR Phone:

COTR Email:

FOB Terms:

Currency Code:

Prepared By
Phone;

aTy Unit Price  U.OUML

Halper_DASC_CO-Only_Long_Hova2s

Ches Condon

coondonilA usda gov
Test COTR

et COTRENQA. Lsda . pav

uso

[O16-COR-1 COR-One

EREREREREE

[wcm@mmcmhm.c:

Extended Tax Tax
Price Type Tax % Amount  Action

A et e =~ ®jom -



Invoice Data Entry Screen

ALC Code: 12401240

PO Number:

Heper DASO_CO-Only_Lang_MNov25

United States Department of ContractNo.:
i BILL TO: .
Agnculture Urited States Department of Agriculire Buyer Contact Mame:  Chis Condan
Buyer Phone:
Buyer Email:  ceondon@A usda gov
COTR: TestCOTR
T . COTR Phone:
Fill in Service Dates and COTREmSIE  16COTREGA wscs oo
change Quantity and FOB Terms:
Unit Price for each line. Currency Cods:  USD
. « 1 Prepared By:  |DHG-COR- COR-One
Fimal Invoice for PO [YIN] : CIICk SmeIt
Phone:  [1111111111
Email:  |oigoor! @americancansubants
Business Unit  DADD Cost Center: DADOD CO-ONLY
NV PO PO Agency Service Service Date Extended Tax Tax
Line# Line# Sch.# Part# Item Code Description From Ta amr Unit Price UM, Price Type Tax % Amount  Action
=] 1 1 | est Line 1 2012 11032012 1.000.0d) 1.00| EACH 100000  Exempl I 000 000 | Split Line
| z 1 [Test Line 2 100,000.0 1.00| EACH 10000000 Exemgt | 000 | 000 | SphitLine
O 3 1 [Test Line 3 . ’ 100,000.0 1.00) EACH 10000000 Exempt | 000 [ 000 | SplitLine |
a 4 1 [Test Line 4 . : 100,000.0 100 EACH 0000000 Evempt [ 000 [ 000 | SplitLine |
o 5 1 [Test Line 5 100,000.0 100 EACH W000000 Everpt | 000 [ 000 [ Sphit Line
Comments (Max. 240 Chars): - "-*snded Price Sub-total: .000.00
MUST HAVE COMMENT MUST have comment in Total Misc: o
% Comments field or Total Freight: [~ 559
invoice will not be ot Taxes: [ 559
- Inchcales required field proces sed. Total Amount; T30

| Submit || Saweas Draft || Attachments




Self-Service Screen

1P Disburser

Blanket POs

Purchasing

Add Invoices  Inquire  Settings

Invoices

Payments | Analysis | Suppliers

INFO
Ivicece created succassfully

About | Advanced Searchx | Prefersnces | Welcome Page | Help ® | Logout @
December §, 2012 1:57 PN

Create Standard Invoice

Create [nvoioe

Invoice has been

Narrow your selection by providing Vendor Name or Vendor ID. succes Sfu I |y C reated
Vendor Name: | [\endar 1 B Exact Match
Vendor ID: | [restVerdor B Exact Match

Narrow your selection by providing

Additional Attributes (optional)

Select PO number bo pre-populate imaice

PO Mumber: | O Exact Matc
Blanket PO Number: | O Exact Makc Select Blanket PO numbear 1 pre-populate moice.
TEU Inveice Number: | O Exact Mat Select axshing TAU imvosce number i clone iniial data.
PO Based Invoice Number: [ O Exact Makc Select ansting PO Based Invoice number to chone initial data
Mext >
Hints
There are several search metheds for & source docwment o create an mvoice
Method 1: Method 2
1) Enter a Wendor 1D or Vendor Name 1) Enter a Vendor |0 or Vendor Name
2) Select "Heat” for a ket of POs, Blanket POs and Imoicas fikared by the wendar criena 2) Enfar a PO, Blanket PO or an Imance Number
3) Sedect "Next” for a kst of POs, Blanket POs and Invoices filered by the vendor and decument number critena
B 2007 - 2012 Fedaral Resarve Bank of Boslon
Core S et a =~ ®l0m -



Self-Service Screen

E Djsburser About Advancud&uar{:h{-\| Preferances | Welcome Page Mﬂ?‘ Logout
Blanket POs 3, 2

Purchasing | Invoices | Payments | Analysis | Suppliers

Add Invoices Inquire Settings

ERROR
o Your imaice is saved in excepion and could not be submithed for the reasons described Delow. Please comact and re-submit the irmoice.
- Waming - Comments is a required field

Create Standard Invoice

Creake [mvaice

Will get this Error

Narrow your selection by providing Vendor Name or Vendor ID. message If Comment |

Vendor Name: [ O Exact Match | Search | Use Seard =
[Seorh] field was left blank
Vendor ID: | | O Exact Match
Marrow your selection by providing Additional Attributes (optional)
PO Numbes: |[HELPER_ONG_COR-CO_LONG_N O Exact Match Select PO number 10 pra-populate imvoice
Blanket PO Number: | O Exact Match Select Blanket PO number 10 pre-populale imdice
TAU Invoice Number: || O Exact Match Select existing TAL invoice numiber to clone initial data
PO Based Invoice Number: || O Exact Match Select existing PO Based imwoice rumbser to clone initial data
| Mext>> |
Hints
There are several seanch methods for @ SoUCE JoCUmEn [D create an imoice
Mathod 1 Method 2.
1} Enter a Vendar ID or Viendar Name 1) Enter a Vendor ID or Vendor Mamea
2) Salect "Nest” for a kst of POs, Blanket POs and Imoices filenad by the wendor criteria 2) Enter a PO, Blarket PO or an ivoioe Mumbser
3) Sedect "Next™ for a list of POs, Blanket POs and Imvoices fillered by the vendor and document number critena
w07 - 2017 Fadara
k3 »




Self-Service Inquiry Screen

E Djsburser About Advancud&uar{:h{-\| Preferances | Welcome Page Mﬂ?‘ Logout

Blanket POs | Purchasing | Invoices | Payments | Analysis | Suppliers

Add Invoices Inguire Settinos

Self-Service Inquiry

Submit Documents To return to invoice to |

2]

A o ot o s S add comment select
Inquire” then
Data Entry Status . “Exceptionsn |
* |

What documents failed validation and require fixing?
This repart ists all documents thal wene entered by vou and failed validation
¥ (0]
What documents are walting to be completed?
This repait hsts all dotuments sl wane entanad by you and have baen Saved in draft
1]
What documents have been rejected?
This repart ists all doduments thal wane enterad by you and have baen réecied Rewview the regected comments, complale tha necassary changas and re-submil the dacument

Self-Service Search

Lise this seanch to retrieve invoices or aredit memos. Enter search criteria as needed

Document:  Number Staris with

Supplier Name Like:
Dates: | Issue Date ~ From | 11/08/2012 512 10 1210802012 Bz
MMDDAYYY MMDODWYYY
Amounts: Fram ta
Status: A0 -
Search
2007 - 2012 Federal Resann Bark of Baslon

[~ g = ®quoe =



Exception Screen

E D."Sburser About Advancud&uar{:h{-\| Preferances | Welcome Page Mﬂ?‘ Logout
Blanket POs T

Purchasing | Invoices | Payments | Analysis | Suppliers

Add Invoices Inguire Settings

Self-Service Inquiry - List of Documents in Create Exception

Supplier & Invoice # I Invoice Date DU.T.;;:”! EF:EIF:;:::“ Amount

Helper OIG COR.CO Long Miowas Dec 8, 2012 Standard [Waring - Cornments is a required fiekd]

Select “Edit”

Showing 1 of 1

C 2007 - 2012 Federal Reserve Bank of Baston

[~ g = ®quoe =



OTHER INFORMATION

p—



Summary of Agency Activities Prior to Go-Live

= Attend Training
=[PP Invoice approval
=Entering invoices in IPP on behalf of vendor
= Provide OPPM with a list of all CORs/Technical
Approvers
= Modify contracts in IAS
= Communicate to OPPM if your agency will utilize
COD or create your own group to handle escalations

= If agency will use its own group, the member
names must be provided

= Analyze current receiving/invoicing business
processes and alter personnel duties based on new

Processes




Information and Contacts

Your IPP Contacts:

IPP Customer Support Desk COD Help Desk
1-866-973-3131 1-877-243-3072
IPPCustomerSupport@fms.treas.gov COD.HELP@usda.gov



mailto:IPPCustomerSupport@fms.treas.gov
mailto:COD.HELP@usda.gov

