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HOW TO USE THIS MANUAL

This manual is designed for use by a Delphi elnvoicing System “Super User” and comprises
information pertinent to both a DOT grant recipient and a DOT grant reviewer/approver.

The Table of Contents will help you navigate the manual as follows:

1. The first GENERAL section offers background information on the Delphi elnvoicing
System project, including its availability. It also provides an overview of the content
available in this document.

2. The second GRANT RECIPIENT section outlines system functionality and processes
specific to the grant recipient user role.

3. The third REVIEWER/APPROVER section outlines system functionality and processes
specific to the reviewer/approver user role.

If you only need to view content for a grant recipient user, jump directly to the GRANT
RECIPIENT section on page 14.

If you only need to view content for a reviewer/approver user, jump directly to the GRANT
RECIPIENT section on page 62.

If you need assistance using the system, please call the Customer Service Center (CSC)
Help Desk. Help Desk contact information can be found on the Delphi elnvoicing System
website.
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BACKGROUND

The Department of Transportation (DOT) has implemented a program to transform and
automate the grants payment process. This program will improve online invoice processing
activities by having grant recipients submit invoices electronically via a new system called
the Delphi eInvoicing System.

The Delphi elnvoicing System is a real-time invoicing tool that improves efficiency and data
transparency by reducing the time between invoice submission and payment. It will also
give you accurate invoice status reporting capabilities.

The system will be available for invoice submission and processing from 6:00am ET Monday
through 9:00pm ET Saturday. System maintenance will occur between 9:00pm ET Saturday
through 6:00am ET Monday.

OVERVIEW

This Delphi eInvoicing System user manual provides information on the roles and functions
of the grant recipient and reviewer/approver. Specifically, how grant recipients submit an
invoice for payment against one or more grants and how reviewer/approvers review and
approve an invoice submitted by a grant recipient against one or more grants.

The content in this manual has been standardized at the DOT level and addresses Delphi
elnvoicing System functionality only. Additional Departmental and agency-specific training
materials can be found on the DOT Delphi elnvoicing System website.

Throughout this manual, you will see a red caption callout box with the word "NOTE” written
on the header. These callouts contain important information about using the system. You
will also see a similar callout box in yellow with the words "AGENCY PROCESS
RECOMMENDATION”. These captions will highlight functionalities within the system that may
be used differently.

NOTE

AGENCY PROCESS RECOMMENDATION

Page | 13
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GRANT RECIPIENT ROLE AND RESPONSIBLITIES

LEARNING OBJECTIVES

Grant Recipient learning objectives include:

e Identifying the function and purpose of the Delphi elnvoicing System

e Locating the steps to gain access to the system

e Locating the steps on how to use the system to search saved and rejected invoices
and view submitted invoices

e Locating the steps to create, save, and submit an invoice within the system

GLOSSARY

There are several concepts and terms associated with the Delphi elnvoicing System that
may be new to you. These concepts and terms will be used throughout this manual and are
defined in Table A1-1 below.

KEY
CONCEPT/ DEFINITION

TERM

A credit memo is submitted by a grant recipient as a type of
invoice to reconcile an account for overpayment.

Credit Memo

A grant is a financial award given to a recipient to carry out an
approved project or activity.

Grant

A grant number is a unique identification number for a grant.
These numbers are generated by the agency from which the grant
recipient receives the grant.

Grant Number

There are two types of invoices in the Delphi elnvoicing System.

Invoice ) o
The most common usage of the term invoice is used to request
payment against a specific grant. The second type of invoice is a
credit memo (defined above).

ISP Oracle iSupplier is the enterprise application upon which the Delphi

elnvoicing System is built.

Notifications Notifications are electronic messages that the grant recipient will

receive to inform him/her of actions that the reviewer/approver has
taken on each invoice.

An obligation is the amount of funding awarded to a grant recipient
to carry out an approved project or activity. Issuance of a purchase
order is an obligation transaction.

Obligation
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KEY

CONCEPT/

DEFINITION

TERM

Payment

A payment is a disbursement of funds to a grant recipient to carry
out an approved project or activity.

Purchase Order
(PO)

A purchase order represents an obligation that has been made to a
grant recipient. When creating an invoice for payment, the grant
recipient selects one or more purchase orders to charge the invoice
against.

Report

A report is an extract of data defining specific criteria to satisfy
audit, mandated, and real-time reporting needs. Grant recipients
can query data from the Delphi elnvoicing System.

Responsibility

Responsibility is a term used in the Delphi elnvoicing System and
refers to the name of the access that has been given to a grant
recipient. This access relates to a specific agency’s grants. A grant
recipient may submit invoices to multiple agencies and, as a result,
may have multiple responsibilities from which to choose.

Standard Form
(SF) 270

The Standard Form (SF) 270 is a request for reimbursement.

Standard Form
(SF) 271

The Standard Form (SF) 271 is an outlay report and request for
reimbursement for construction projects.

Table A1-1: Grant Recipient User Glossary

A1.0 DELPHI eINVOICING SYSTEM OVERVIEW

In this section of the manual, you will review why DOT has moved to the Delphi elnvoicing
System, the benefits of using the system, and the steps you must take to activate your user

account.

At the end of Section A1.0, you should be able to:

e Identify the function and purpose of the Delphi elnvoicing System
e Locate the steps to gain access to the system
e Identify the reasons for user account deactivation and the process for reactivation

Page | 15
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Al.1 Delphi eInvoicing System Overview

The purpose of the Delphi elnvoicing System is to automate the grants payment process
and allow the grant recipient to submit invoices for payment electronically. Once an invoice
has been submitted, the grant reviewer/approver will have the ability to immediately
approve or reject the invoice.

The system will:

e Allow for standardized invoice submission across all agencies within the DOT

e Allow for the viewing of submitted invoices and balances on open grants in real time

e Send system-generated rejection notices if funds are not available or adequate
information is not provided

e Send automated e-mail notifications for invoice approvals and rejections

e Allow for electronic invoice submission and the ability to electronically upload images
or other files containing backup documentation for invoices

Al1l.2 User Account Activation and Deactivation

Before accessing the Delphi elnvoicing System, a grant recipient must be an authenticated
user. This authentication process is called eAuthentication. Complete details on this process
can be found on the Delphi elnvoicing System website.

Here are the steps required to activate a user account:

1. Once a DOT agency has established a grant, the agency submits an access request
for the grant recipient to access the Delphi elnvoicing System.

The grant recipient will receive an e-mail invitation to register from the DOT.

The grant recipient will complete the Online Registration form.

The grant recipient will complete and print the Proof of Identity PDF form.

The grant recipient must have the Proof of Identity form validated by a Notary Public
and mail the notarized form to the DOT.

The DOT will then validate the forms and approve the grant recipient’s account, at
which point they will receive separate e-mails with your user name and password.

uhwWN

o

NOTE

Please note that if a grant-receiving organization has multiple users who may submit
invoices through the system, each individual user must complete the eAuthentication
process and have the Proof of Identify form notarized and mailed to the DOT for account
activation.
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Each of the account activation steps is outlined in more detail below.

1. Once the agency has submitted a request for you to access the system, the grant
recipient will receive an e-mail invitation to register for a user account from the DOT.

2. Here is an example of the invitation the grant recipient will receive (Image Al-1).
Within the invitation, they will select the link to access the Online Registration form.

From: Delphi Workflow Mailer [mailto:noreply@faa.gov]
Sent: Wednesday, February 15, 2012 12:38 PM
To: Smith, John (john.smith@dot.gov)
Subject: FYI: US DOT Electronic Payment System - Invitation to Apply

To  POS_REG 891

Sent 15-FEB-12 11:36:46

ID 2767656
U.S. Department Of Transportation
1200 New Jersey Avenue SW
Washington, DC 20530
To: Potential Electronic Payment System User
You are receiving an invitation to apply for access to the DOT electronic invoicing system, based upon a request received from our Program Management or Procurement Office. Access to this system will
allow you to submit invoices (payment requests) on behalf of your organization BLUE AIRWAYS INC. For Information Security purposes. prior to receiving access to the system, Federal Govemment and
DOT regulations require us to establish and validate the identity of each user applicant

The links below will assist you through this brief process. If your intemet browser does not recognize the links, simply copy and paste the URL into your address bar. The link in step 1is specific to you;
please do not forward this email to your co-workers.

Step 1: Validate your email address, and enter your name and phone number into our system

Step 2: Use the link below to download a PDF form. Complete the form online and print, or print it and fill it out. The form will need to be signed and notarized. Mailing instructions are at the bottom of the
form. IMPORTANT: Enter the following PIN number where requested on the form: 1E0EG

EnterPDFur

Once we receive and validate your form, you will receive further instructions regarding access to the system, and its use. If you have any questions, please call the DOT Enterprise Services Center helpdesk
at 405-954-3000 or 866-641-3500.

NOTICE: This electronic message transmission contains information, which may be FOR OFFICIAL USE ONLY - PRIVACY SENSITIVE - Any misuse or unauthorized disclosure can result in both civil and
criminal penalties. If you are not the intended recipient, be aware that any disclosure, copying, distribution or use of the content of this information is prohibited. If you have received this communication in
error, please notify the DOT at 405-954-3000 OR 866-641-3500 and delete the original message

Image Al-1: Grant Recipient Registration Invitation

NOTE

Please note that the link provided in the invitation is a unique identifier to the individual to
whom it was sent and cannot be shared with others.

If additional users within your organization need access to the system, the grant recipient
should contact the agency they are invoicing.

3. After selecting the link in the invitation, the Online Registration form will open
(Image Al1-2). To complete this form, the grant recipient must enter your e-mail
address, first name, last name, and phone number.
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Image A1-2: Grant Recipient Online Registration Form

To submit the form, select Submit (Image A1-2).

4. After the grant recipient has completed and submitted the Online Registration form,
they return to the registration invitation.

This invitation contains the Proof of Identity form, which is in a PDF format. Select
the PDF link to access the form (Image A1-3).

From; Dwigh Miskar [ iy

Semi Wednesday, Felavary 15, DILT 1238 PR

Tee Sevth, Moiws {lohn amihg dot g

Faubfieck; Fr]: L5 Q0T Elecinonss Payrmand Sreem < Imvitaton by Apply

Ta  POR REG B3
Gam  RFEBAT 113646
L e 4

L% Dapatmed 0 Tranaporiation

200 Mwws Jarvay Mg YW

Washingron, [T 2861

Ta Potertal Electnosss Payrrand Syaterm Lar

Yiou s nicameng a0 evitshos 16 spply for socani 1o e DOT gt sty iyitem, bised vpon & requanl st frien cur Program Masagarent or Procamisent Offics, Azcais |9 s, syites wil
allcrsy FOmd B0 BT sce s (paryment et on baball ol s crganaaton TLUE AETWAYS NG For Inloematon Secuity papones. pror i3 I0Reng 3006 b T syem, Fednal Gowsmmaent and
DT Pisgulutatsssh fichrs ul b2 el vl vabelinn thi idestty of wich i Sophean

Then liria. bsirer vl il e Bhcagh thus bwd proscena. H oot stermt Betwnar e nol iecogaans th bnki, semgly cogy and pashs tha URL mio pour sdkSrens Bar The ek o slep 1 m ipaafic 12 you
psans da rol Tosward thin small 10 your oo-weetEn

Sep 1 Vabdae your #mad Bocress. 0 BTH PO RATE 3 DROAS MTES RED D EYHET
=k

Stepe T Usa The Bk Dl (0 downioud a PDF lomn. Camplats the lorm onkes i part, of pond 8 s 5 0 ool This Tomm will need 02 De segned and noibrosd. liakeg avincboss i o D bomam ol T
P IGPORTANT: Erstar the Tolowng FIH ranbar whive requantid on tha fom 1E0EE

ErtgaPOF et

O wen rsoaivg Snd wabdats wour form, you sl mosivs Serfer minsctons igardeg access 1o e wyslem, and i use I you have sy qusitons, plsass call e DOT Entepniss Servicsn Canter halpdenrk
R T o ESEE - I00

HOTE Tha seciron: menage tanemon contam miomation which may be FOR OFFICIAL USE GRRY - PRIVALY SERSITIHVE - Any somie of unacthorged diclomes can reeglt in both civd and

crvveead penains. ¥ you e A0l ke evietded relpel be e el aey dacio st Copye chrinbataon of use of e comtent o Dy e formatagn is prokbened B poa Pen nicesokd thes Qomwmareragan n
e, ki sty v DT 6 405954 T000 DR BSE-EL1-T500 anal delits B Srigmal aki S0ge

Image A1-3: Grant Recipient Registration Invitation Link to Proof of Identity PDF Form
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Here is an example of the Proof of Identity PDF form (Image Al1-4).

r T U.S. Department of Transportation

{ee\} iSupplier Payment Request System

A User Account Application

Image A1-4: Proof of Identity PDF Form

The grant recipient will need to complete this form in its entirety, save it to their computer,
and then print it out.

5. Once printed, the grant recipient must take the form to a Notary Public to be
validated and notarized. Once this is done, they must return the notarized form via
certified mail (USPS, FedEx, UPS) to the address provided on the form.

NOTE

Please note that the grant recipient must populate the Unique PIN field with the PIN that
was sent to them in a registration invitation e-mail.

6. After the DOT receives the notarized Proof of Identity form, they will validate the
form and approve the grant recipient’s account. Once this is complete, they will
receive their user name and password in separate e-mails. These credentials are
used to access the system. Here is an example of an e-mail containing their
approved user name (Image A1-5).
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Initial Approval and Usermname to Grantee User
<Date>
U.5. Department Of Transportation
1200 New Jersey Avenue 5W

Washington, DC 20590
To: New Electronic Payment System User (<applicant email address=)
Congratulations! Your application to receive access to Lhe DOT Electronic Payment
Svstem has
been approved and your account is now active. Please see below for vour login
insuuctiuns. You

Yuur username to access the s‘.stem is: {ﬂpp licant email address>

B ¥ 050 G (il oy i M o ot B
Access to documentation and training: <yp/ fo access documentation and fraining=
Youmay reach the DOT Enterprise Services Center helpdesk at x-oor-ooe-0x or by
email to =0-

helpdeskemail@ing gz
B L T T

MNOTICE: This electronic message transmission contains information, which may be FOR
OFFICIAL USE ONLY - PRIVACY SENSITIVE - Any misuse or unauthorized
disclosure can

pesult in both civil and criminal penalties. If vou are not the intended recipient, be aware
that any

Image A1-5: Grant Recipient User Name E-mail

Notice that their user name will be the same as their e-mail address.

Here is an example of an e-mail containing a DOT-issued password (Image Al1-6).

Initial Password to Grantee User
<Date>

U.5. Department Of Transportation
1200 New Jersey Avenue SW
Washington DC "[]590

TSaceram Teay

Your Electronic Pavment System password is: <sysfem generated password>

VUTL WD UII Y WiUTR UL TAT AL SUEITT - DU WL TR ICLlU]Ile o yULd
password at

that time. Your new password and subsequent passwords must meet the following criteria
<pasward © v reguirements=. Your password will expire if the system is not
accessed In

45 days, and you will be required to change your password every 90 days.

You may reach the DOT Enterprise Services Center helpdesk at x-xoo-xoo-jpg or by

MNOTICE: This electronic message transmission contains information, which may be FOR
OFFICIAL USE ONLY - PRIVACY SENSITIVE - Any misuse or unauthorized
disclosure can

result in both civil and criminal penalties. If you are not the intended recipient, be aware
that any

disclosure, copying, distribution or use of the content of this information is prohibited. If

Image A1-6: Grant Recipient Initial Password E-mail
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Once they have completed the registration process and obtained their user name and
password, they can access the Delphi elnvoicing System. They should activate their
system account within 90 days of receiving credentials to prevent their account from
being deactivated.

Their account will remain valid unless it is deactivated due to a period of inactivity (it has
not been logged into for 90 days) or their agency requests it to be deactivated.

If their account has been deactivated due to a period of inactivity, they should contact the
Customer Service Center (CSC) Help Desk for account reactivation. If their account has
been deactivated by mistake, they should contact to Help Desk to find out whether they
need to go through the agency you invoice for account reactivation.

The process of logging into the system for the first time is detailed in Section A2.0.

A2.0 SYSTEM NAVIGATING AND SEARCHING

This section of the manual will describe how to search and navigate within the Delphi
elnvoicing System.

At the end of this section, you should be able to:

e Locate the steps to use the global links to navigate throughout the system

e Locate the steps to use the Home tab to identify and distinguish the various
notification types

e Locate the steps to use the Orders/Grants tab to review Purchase Orders/grants

e Locate the steps to use the Invoices tab to conduct an invoice search and review the
status of a payment

NOTE

All navigation should be made using the links and buttons provided in the Delphi elnvoicing
System. Using navigational buttons on your web browser may result in errors.

A2.1 Delphi eInvoicing System Global Links
A2.1.1 Logging Into the Delphi eInvoicing System

Once on the DOT Delphi eInvoicing System Login page (Image A2-1), the grant recipient
will enter the user name and generic password issued by the DOT. Before they log on, they
must agree to follow the rules of behavior established by DOT by reading the Rules of
Behavior and checking the box.
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Welcome to the Department of Transpaortation elnvoicing Login Page

6“ OF TR Please enter your User Name and Password below. 6“ oF TRa
o "%% Username [GRANTUSER2@PARKSGRANT o ”00%
= % Passward [eevaseres £ %
& 2 u 3
[¥ Ihave read and accept the elmvoicing Rules of Behavior.
% ) % %
N "@ Login N f
Sares of, Siares OF,

I have read the elnvoicing Rules of Behavior in their entirety, and | recognize that it is my responsibility to ensure that |
comply with all DOT policies, regulations, guidelines and rules regarding the protection, handling, processing,
transmission, distribution, and destruction of sensitive unclassified information. | understand that failure to comply with
any or all of the below security requirements could result in the loss of my system privileges, disciplinary action by DoT,
ANCAar civil or crimingl penaties.

elnvoicing Rules of Behavior

Yaou are accessing @ LS. Government information system. This information system, including all related
equipment, networks, and network devices, is provided for U.S. Government-authorized use only. Unauthorized or
improper use of this system is prohibited, and may result in civil and criminal penalties, or administrative
disciplinary action. The communications and data stored or transiting this system may be, for any lawful
Government purpose, monitored, recorded, and subject to audit or investigation. By using this system, you
understand and consent to such terms.

Image A2-1: Delphi eInvoicing System Login Page

Upon selecting the Login button, they will be directed to the Change Password page (Image
A2-2).

Change Password

Change Password
*|ndicates Fequired Field

=Current Password |

*Mew Password |

s*He-enter Mew Password |

Cancel

Image A2-2: Change Password Page

The Change Password page will appear the first time you access the Delphi elnvoicing
System, to allow them to change the DOT-issued generic password to a personal one. This
page will appear again every 90 days to prompt them to change their password.

In the Current Password field, enter a generic password. In the New Password and Re-enter
New Password fields, enter a personal password of your choice. Please note that the new
password must be at least 12 characters long and must contain at least one (1)
letter and at least two (2) numbers. The rules for creating and changing a password will

be included in the initial e-mail sent to a grant recipient containing their generic DOT-issued
system password (Image A1-6).

Once the personal password is entered, select Apply.
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NOTE

The grant recipient should make note of their user name and password, as it must entered
each time they need to access the system.

Once the password has been reset, the grant recipient will be directed to the Navigator
Home page (Image A2-3). If they invoice multiple agencies, multiple responsibilities will
appear.

DEPARTMENT OF TRANSPORTATION

DELPHI _ e |y

UNITED STATES OF AMERICA

Mavigator
| Edit N‘av‘lgaéor'

[0 FAA COE Grantee User Flease select a responsibility.
[0 FAA ISP Grantes Lser
[ MHTSA ISP Grantee User

Logout | Preferences | Help

Copyright () 2008, Oracle. Al rights reserved.

Image A2-3: Navigator Home Page

Responsibility is the name of the access that has been given to a grant recipient. This
access relates to a specific agency’s grants. The grant recipient may submit invoices to
several different agencies and, as a result, may have multiple responsibilities from which to
choose.

Next, they select the responsibility associated with the agency for which they currently need
to create and submit an invoice. In this example, the Federal Aviation Administration
iSupplier (FAA ISP) Grantee User responsibility has been selected.

A2.1.2 Responsibility Home Page

Once they have selected the appropriate responsibility, they will be taken to the relevant
Responsibility Home page (Image A2-4). If they only submit invoices to one agency, they
will be taken directly to that Responsibility Home page after logging into the system.
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DEPARTMENT OF TRANSPORTATION

DELPHI -"' = eln\roicing Home Logout Prefersnces
UNITED STATES OF AMERICA
m Orders/Grants Irwaices
I Notifications Orders
(_Ful List ) Orders/Grants
Subject Date Tieiees
Mo results found. .
Invoices
l_L Orders At A Glance
(FullList)
Orders/Grants Description
CTT11hM003 FAML#11-P-0018
CTT11h007 FAMLA#11-P-0018
CTT11M006 FAL#11-P-0018
Hore | Orders/Grants | lnvoices | Home | Logout | Preferences
Copyright (c) 2008, Cracle. All vights reserved. Privacy Statemert

Image A2-4: Responsibility Home Page

On the Responsibility Home page they can view their Notifications and Orders at a Glance
(Image A2-4).

On the Responsibility Home page, there are three global links at the upper-right corner of
the screen—Home, Logout, and Preferences (Image A2-5).

Home returns you to the Navigator Home page from any subpage. Logout logs you out of
the Delphi elnvoicing System; an automatic logout is scheduled for inactivity in excess of 30
minutes. Preferences allow you to set user preferences.

Home Logout Preferences

‘im OrdersfGrants Inwnices

Orders
Full List +  Orders/Grants

Invoices

Invnices

Image A2-5: Responsibility Home Page, Links
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A2.1.3 Setting User Preferences

Once they have selected the Preferences link, the General Preferences page will appear
(Image A2-6). There are multiple system preferences that they can set.

DEPARTMENT OF TRANSPORTATION

DELPHI _ e |

UNITED STATES OF AMERICA

Home Logout Preferences

o General General Preferences
Display ([ EE— N st e ErTE— e
F PreIfergnces Cancel; Reset to Default ) | A[;_)plyJ
Languages
Current Session Language | American English | (2
Default Application Language | American English | (3
Accessibility
Accessibility Features |Nnne j.@ @
Regional
Tetritary |United Ctates LI
Date Format | do-MMM-yyyy (13-Feb-2012) =]
Timezane |(GMT -06:00) Central Time J
Mumber Format | 10,000.00 -
Currency ']
Client Character Encoding |Western European (¥vindows) j.@
Change Password
Known As | ]
Old Passwaord | @
Mew Pasgword |
Repeat Password |
Start Page
Responsibility | j
Page l_;|
Notifications
Email Style |HTML mail with attachments j
Matifications will be sent in your current defaull language, American English.
.'m | Reset to Default |'W

Image A2-6: General Preferences Page

1. The first section, Languages, defaults to American English. System functionality does
not allow the user to view the content in other languages.
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2. The next section, Accessibility, gives them the option to the modify accessibility
features, such as screen reader use.

3. The third section, Regional, allows them to set their location and preferred date and
time stamping.

4. The fourth section, Change Password, is where they can change or reset their
password. Remember that passwords must be at least 12 characters long and must
contain at least one letter and at least two numbers to be valid.

5. If they invoice more than one DOT agency, the next preferences section, Start Page,
allows them to specify which Responsibility Home page they would like as their
default page. For example, this would be useful if you invoice both the FAA and the
FRA but invoice the FRA more often; in that case, they would want their FRA
responsibilities to appear on their default Responsibility Home page.

6. The final section, Notifications, allows them to select the e-mail style and format in
which they would like to receive e-mail notifications.

After making any changes to the default information on this page, select Apply.

7. NOTE: The other link on the left panel of the Preferences page is Access
Requests (Image A2-6). Selecting this link will display all of their assigned
responsibilities. However, they will only be able to view the responsibilities that
they currently have and will not be able to request additional responsibilities
through this page. Any request for additional access must be approved by the
agency/agencies to which they submit invoices.

Once they have customized their preferences, they may return to the Navigator Home page
by selecting the Home link in the top right-hand corner.

Upon returning to the Navigator Home page, they will notice additional Edit Navigator and
Edit Favorites buttons (Image A2-7).
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DEPARTMENT OF TRANSPORTATION

DELPHI _ =l [0

UNITED STATES OF AMERICA

Logout Preferences Help

Logged In As GRANTUSERZ@PARKSGRANT

Navigator Favorites
[ Edit Navigarar ) [ Edit Favarites |
[ FAA COE Grantee User Please select a responsibility. fou have not selected any favontes. Please use
[J FAA ISP Grantee User the "Edit Favorites” button to set up your
favorites.
Logout | Preferences | Help

Copyright () 2006, Oracle. Al rights reserved. Privacy Staterment

Image A2-7: Navigator Home Page, Edit Navigator and Edit Favorites Buttons
The Edit Navigator button allows them to edit the responsibilities that they want to show

or hide on their Navigator Home page.

The Edit Favorites button appears on the screen but is disabled for DOT grant recipients.

A2.2 Delphi eInvoicing System Navigation Tabs

On the Responsibility Home page, there are three tabs in the upper-right corner of the
screen—Home, Orders/Grants, and Invoices (Image A2-8).

DEPARTMENT OF TRANSPORTATION

DELPHI AL elnvoicing Home Logout Preferences

UNITED STATES OF AMERICA
m OrdersfGrants Inwoices |

1 Notifications Orders
(_Full List ) - Orders/Grants
Suhbject Date 2 e
Mo results found. .
Invoices
LL Orders At A Glance
(Full List )
Orders/Grants Description
CTT11M008 FAA #11-P-0018
CTT11m007 FAA#11-P-0018
CTT11M006 FAA #11-P-0018
Home | Orders/Grants | Invoices | Home | Logout | Preferences
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statemernt

Image A2-8: Responsibility Home Page, Tabs
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The Home tab page contains two sections—Notifications and Orders at a Glance.

A2.2.1 Electronic Notifications

Notifications inform the grant recipient of actions that the reviewer/approver has taken on

each invoice. Select the Full List button (Image A2-8) to open the Notifications page
(Image A2-9).

DEPARTMENT OF TRANSPORTATION

e1nv0icing Home Locoid  Praferences

m Orders/Grants | Invoices

View |Open Notifications =] Go

b
From |All Motifications Type Subject Sent Due
There {F Y1 Notifications b
Motifications From he
Home | OrdersiGrants | lnwoices | Home | Logout | Preferences
TU DU ND1|[IC61|U|'|5 Lllls el Al AL AL Eeg LAY bl Clelalalle s
Copr T 0 o i,

Privacy Statement

Image A2-9: Notifications Search Page

On the Notifications page, they can filter through notifications by selecting the drop-down
list for sorting options.

Three of these options—All Notifications, FYI Notifications, and Open Notifications—will
return results.

¢ Open Notifications displays notifications that they have not yet viewed

e FYI Notifications are informational in nature and do not require any action

¢ All Notifications displays both open and closed notifications, including notifications
on any of their invoices that have been approved or rejected

There are additional notification options displayed—Notifications From Me and To Do
Notifications. Although the system lists these as options, they will not return any results.

Once they make their selection from the drop-down list, select Go to display results (Image
A2-9).
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DEPARTMENT OF TRANSPORTATION

DELPHI M e|nuoicing Home Looout Preferences

UNITED STATES OF AMERICA

Orclers/Crants | Ihvaices
Hore >
Wiew [ Al Notifications ~|(Go)
From |Type jact |Sent'? |Due |Status I
iSupplier Approval YWorkFlow Payment request: 8000Credithlerma has been approved. 04-Apr-2012 Open
Home | Orders/Grants | lnvoices | Home | Logout | Preferences
Copyright (21 2006, Oracle, Al rights reserved. Privacy Statemernt

Image A2-10: Notifications Search Page, Results

Their search results will display (Image A2-10) the type of notification, when it was sent,
and its status. For example, this screen will display notifications informing them that an
invoice has been approved or an invoice has been rejected and needs to be edited and
resubmitted for approval.

Select the link in the Subject column (Image A2-10) of the notification they would like to
review in more detail. This action opens the notification for your review (Image A2-11).

DEPARTMENT OF TRANSPORTATION
elnvoicing Home Lomout Preferences

UNITED STATES OF AMERICA

Orders/Crants | Invoices |

Home = jSupplier Poral: Mew Motifications Page =
(D) Information

This notification does not reguire a response.

Payment request: 8000CreditMemo has been approved.

To GRANTUSER2@PARKSGRANT
Sent 04-Apr-2012 11:06:05
D 3308608
Payment request: 8000CreditMemo has been approved.

If you have any guestions, you may refer to documentation and training at: documentation and training=
You may reach the DOT Enterprise Services Center helpdesk at 405-954-3000 or 866-641-3500.

MOTICE: This electronic message transmission contains information, which may be FOR
OFFICIAL USE ONLY - PRIVACY SENSITIVE - Any misuse or unauthorized disclosure can
result in both civil and criminal penalties. If you are not the intended recipient, be aware that any
disclosure, copying, distribution or use of the content of this infarmation is prohibited. If you have
received this communication in error, please notify the DOT at 405-554-3000 or 866-641-3500 and
delete the original message.

Return to Worklist L OK )

[ Display next natification after my response

Image A2-11: Notification Details
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The Notification Details screen lets you know whether a response is required or whether the
notification is for your information only (Image A2-11). Upon reviewing the notification
details, select the Return to Worklist link to go back to your notification search results, or
select the Display next notification after my response check box and click OK to view
the next notification in your queue.

A2.2.2 Searching for Purchase Orders/Grants

Now that they have viewed system notifications, notice the second section of the Home tab
page—the previously mentioned Orders at a Glance section (Image A2-11). Here their last
five approved Purchase Orders/Grants will automatically appear.

DEPARTMENT OF TRANSPORTATION

DELPHI e |Eene Home Looout Preferences

UNITED STATES OF AMERICA
OrdersfGrants Imvnices

1 Notifications - Orders
(_Full List ) - DrdersiGrants

Inveices
Invoices

Subject Date
Mo results found.

LL Orders At A Glance

(_Full List )
Orders/Grants Description
CTT11M008 FAA #11-P-0018
CTT11m007 FAL#11-P-0018
CTT111M006 FAL#11-P-0018

Home | Orders/Grants | Invoices | Home | Logout | Preferences
Copyright (c) 2008, Oracle. All rights reserved. Privacy Statemernt

Image A2-12: Responsibility Home Page, Orders at a Glance Section

To see additional Purchase Orders/Grants, select Full List (Image A2-12). This option will
take them directly to the Orders/Grants tab (Image A2-12), which is found to the right of
the Home tab and provides detailed information on your full list of approved Purchase
Orders/Grants.

The Orders/Grants tab allows them to view their last 25 Purchase Orders/Grants and
Purchase Orders/Grants that were issued in the last six months (Image A2-13).
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DEPARTMENT OF TRANSPORTATION
DELPHI _xl&e elnvoicing Home Logout Preferences
UMNITED STATES OF AMERICA
Home JGIGTTETEAFTIENN [nvoices
Orders/Grants
OrdersiGrants
Export
Views
View |Purchase Orders Within Last 6 Months =] | Go \ll
Purchase Ordars Within Last b Months
PO NumbgLast 25 Purchase Orders Agency |ﬁes¢ﬁpll on IAwanI Amount
_CTI'HI.‘I'.IJE All Purchase Ordars FAR FAA #11-P0018 §750,000.00
T T e ket o ckivigwde 48 FAA FAA#11.P-0018 §750,000 00
Purchase Orders Pending Supplier Change 1- .ot
CTT11M006 CTTTTMUIOE FAA FAA #11-P.0018 §1,100 000 00
Export
Home | Orders/Grants | Inwoices | Hame | Logaut | Preferan

Image A2-13: Orders/Grants Page

Although the system lists Purchase Orders to Acknowledge and Purchase Orders Pending
Supplier Change as view options, these options are not operational for the grant recipient.

In addition to viewing their Purchase Orders/Grants, they can select Export (Image A2-13)
to export the results to Microsoft Excel as a .CSV file. This allows for easy sorting and also
gives them the option to save the file for reporting purposes.

A2.2.3 Searching All Invoices

The Invoices tab (Image A2-14), which is located to the right of the Orders/Grants tab, is
the final part of the System Navigation and Searching section.

DEPARTMENT OF TRANSPORTATION

elnvoicing Home Logowd Preferences

UNITED STATES OF AMERICA

Home OrdersfGrants Im'nn:u |

Create Invoices | View Invoices

nvoices
Find saved, unsubmitted imvoices so you can update and submit them. Select View Invoices | Create Standard Invoice | | Create Credit Mema Invoice |

from the Account tab to review processed invoices
Search
Search By Ilm'mce Murnber ;] | (Go ]

Saved Invoices

Invoice Number Date PO Number Grant Number Invoice Amount Status View Attachments Update Delete
Mo search conducted,

Create Standard |avoice | | Create Credit Memo Invoice |

Home | Orders/Grants | lowpices | Home | Logoyt | Preferences

Image A2-14: Invoices Page, Invoices Tab
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In the upper-left corner of the page, within the blue header, there are two links—Create
Invoices and View Invoices (Image A2-14). These links are the two ways you can search
for invoices within the system.

e Create Invoices allows them to view all saved and unsubmitted or rejected invoices

e View Invoices allows them to view all invoices that have been saved, submitted,
rejected, paid, or are pending approval. Please note that invoices searched and
returned under View Invoices are view-only and cannot be edited

The Create Invoices link is covered in more detail in Section A3.0. This section provides
information on the View Invoices link (Image A2-15). This link allows the grant recipient
to perform a search on all of your invoices.

DEPARTMENT OF TRANSPORTATION

DELPHI - elnvoicing Heeme Loaoud Prefersnces

UMNITED STATES OF AMERICA

Home | OrdersfGrants WLV

Create Invoices | “iew Invoices

Invoices

Find saved, unsubmitted irvoices so you can update and submit them. Select View Inwoices  (_Create Standard Invoice | | Create Credit Memo Invaice |
from the Account tab to review processed imvoices

Search

Search By [Invoice Number =] | Go |

Saved Invoices

Invoice Number Date PO Number Grant Number Inwoice Amount Status View Attachments Update Delete
Mo search conducted.

\_Create Standard |nvoice | | Create Credit Memo Inveice |

Home | Orders/Granis | lovoices | Home | Logout | Preferences

Image A2-15: Invoices Page, View Invoices Link

NOTE

The grant recipient will only be able to search for invoices that have been created in the
Delphi elnvoicing System.

The View Invoices page allows them to perform a Simple Search (Image A2-16) by entering
criteria in multiple search fields: Invoice Number, Amount Due From, Amount Due To, Grant
Number/PO Number, Invoice Date From, Invoice Date To, Due Date From, and Due Date To.
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DEPARTMENT OF TRANSPORTATION

DELPHI e]nmicing Hoeme  Loaoid  Praférances

UNITED STATES OF AMERICA |

Invoices

Home

Orders/CGrants

Create Ivoices | View Invoices

Invoice Summary

\_Export |
Simple Search
Irvice Mumber li Grant Number/PO Number: Ii
Arnount Due From '7 Imvoice Date From li E
Amount Due To ’7 Invoice Date To li E
Due Cate From |7 E
Due Date To li E

Go | Clear )

Image A2-16: Invoice Summary Page, Simple Search

¢ Invoice Number: This unique invoice identification number is established by the
grant recipient or the agency that the grant recipient is invoicing

¢ Amount Due From/Amount Due To: The grant recipient can search a range of
invoice amounts by entering dollar amounts in these fields. For example, to limit
their search, they can search all invoices with an amount due of $1,800 - $3,000

e Grant Number/PO Number: This unique grant/PO identification number is
established by the agency issuing the grant

¢ Invoice Date From/Invoice Date To: They can search a range of invoice dates by
entering a date from and to in these fields. For example, to limit their search, they
can view all invoices created between January 1, 2012, and January 15, 2012

e Due Date From/Due Date To: They can search a range of due dates by entering a
date from and to in these fields. For example, to limit their search, they can view all
invoices that were due between January 1, 2012, and January 15, 2012

When entering search values, they can use the percent sign (%) as a wildcard if they are
unsure of the exact value. For example, to search for all orders beginning with CTT, enter
CTT%. The more specific your search, the more precise the returned results will be. For
example, to search for all orders beginning with 27 and ending in 5, enter 27%5.

To clear the search fields, select Clear (Image A2-16).

Once they have entered their search criteria, select Go (Image A2-16). All results will
appear in a table where columns will be displayed (Image A2-17).
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Simple Search

Invoice MNumber Grant Number/PO Mumber:  |%
Arnount Due From
Arnount Due To

Inwoice Date From
Irenice Date To

Due Date From

Due Date Ta
Go ) Clear )
PO Grant Invoice Paid
Invoice Humber  |lnvoice Date " |Number  |Humber Amount Status Description Type Due Date |Date | View|
Test Save 21-Feb-2012 CTT11m008 CTT11M008 5,000.00 SAVED Standard e
Test4321 19-Feb-2012 CTT1IMO07 CTT11M007 2,500.00 PENDING Standard 20-Mar-2012 Wiew
APPROWAL
TestoB78CreditMemo 18-Feb-2012 CTT11M006 CTT111006 «500.00> REJECTED Owerpaid for Invoice  Credit 19-Mar-2012 =104
number Testa678  hema

Image A2-17: Invoice Summary Page, Simple Search Results

The Description is pulled from the submitted invoice. The Due Date is the scheduled
payment date in Delphi. The Status and Paid Date columns allow them to keep track of
invoice processing. To sort by any of these categories, select the desired category header.

To export table data to a .CSV file in Microsoft Excel, select the Export button (Image A2-
17).

A2.2.4 View Invoice Details

To view the details of a specific invoice, select the View link for that invoice in the far right
column (Image A2-17). This directs the grant recipient to the Invoice Details page (Image
A2-18).

Create Invoices | View Invoices

Invoices: View Invoices >

Invoice Details

Invoice Number:
Invoice Date:
Currency:
Invoice Amount:

Description:

SF271)

Attachments

+

FAA_AM_0O1
07-Dec-2011
usD

2
ATTACHMENT

Image A2-18: Invoice Details Page
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On the Invoice Details page, they can view the following information for the invoice: Invoice
Number, Invoice Date, Currency, Invoice Amount, Description, and any additional
attachments or backup documentation that was added to the invoice, including the SF270 or
271 Form. The Attachments icon and SF270/SF271 icons will only be present if these
documents were uploaded to the invoice. To view the completed SF270 or 271 Form, select
the applicable button (Image A2-18).

NOTE

Please note that the attachment link will open all attachments associated with the invoice.
All SF270 and SF271 Forms will open in PDF. The grant recipient must have Adobe Acrobat
Reader to view PDF files.

To return to the Invoice Details page, select the Back button at the top of your browser.
NOTE

This is the only time the grant recipient should use the web browser Back button when
navigating in the Delphi elnvoicing System.

This completes the invoice search process. The next section of the manual will outline the
steps required to create a standard invoice and credit memo.

A3.0 INVOICE CREATION

In this section, the grant recipient will learn how to perform their primary system task -
creating an invoice.

At the end of this section, they should be able to:
e Locate the steps to create a standard invoice

e Locate the steps to create a credit memo
e Locate the steps on how to search and take action on a saved or rejected invoice

A3.1 Creating a Standard Invoice

To begin the process of creating an invoice, select the Invoices tab on the Responsibility
home page, where they can then select Create Standard Invoice from the Invoices page
(Image A3-1).
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DEPARTMENT OF TRANSPORTATION

DELPHI _" = elnvoicing Heste Loaoid Preferences

UNITED STATES OF AMERICA

Home OrdersfGrants Jm'nl'u‘.!! |

Create Invoices | View Invoices

Inveoices
Find saved, unsubmitted invoices so you can update and submit them. Select View Create Standard Invoice | | Create Credit Memo Invoice |
from the Account tab to review processed immices

Search

Search By [Invoice Number =] | Go |

Saved Invoices

Invoice Number Date PO Humber Grant Number Invoice Amount Status View Attachments Update Delete

Mo search conducted,

Create Standard Invoice | | Create Credit Meme Involce |

Home | QrdersiGrants | lovoices | Home | Logout | Preferences

Image A3-1: Invoices Page, Create Standard Invoice Link

They will be directed to the Create Invoice: Purchase Orders page (Image A3-2) to begin
the four-step process of creating the invoice.

A3.1.1 Searching Grants

The first step is to search for grants by using a Supplier name or Grant Number (Image A3-
2).

Once they receive a grant, the Supplier name will be the name of their organization as it
appears in the Delphi elnvoicing System, and the Grant Number is unique to their grant.
They can also use the percentage sign as a wild card. It is recommended that they leave the
percentage sign in the supplier name field, as it will display their own supplier name.
Instead, they should narrow their search by entering their Grant Number.
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DEPARTMENT OF TRANSPORTATION

DELPHI JM?:-_ elnvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Invoices
Create Invoices

F ot Ty

Orders/Grants  Linesto Invoice  General Infarmation  Rewiew and Submit

Create Invoice: Purchase Orders
[ Cancel ) Step 1 of4 [Next )

Search
Plegse snter vour search critena and select the "ot hutton to see the result. Mote that the search is case insensitive.
Supplier |%

\\‘ﬂ

Grant Mumber |

Select PO Number Grant Number Award Amount Amount Previously Invoiced Available Balance Agency Description:
Mo search conducted.

(Cancel ) Step 1 ofd [Next

Home | Orders/Grants | Ihvoices | Home | Logout | Preferences

Image A3-2: Create Invoice: Purchase Orders Page

After they entered their search criteria, they select Go (Image A3-2). All grant search
results will be returned in the table at the bottom of the screen (Image A3-3).

Search
Please enter your search criteria and select the "Go" button to see the result. MNote that the search is case insensitive.
Supplier |PARKS ASSOCIATION G :?

Grant Mumber |

Select Items: | Add Iterns to Invoice List )
Select All | Select Mone

Grant Award Amount Previously  Available
Select PO Number ™ |[Number Amount Invoiced Balance Agency Description:

[~ CTT11M008 CTT11M008 750000 SR000 gaso00 FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN 750000

cmmum CTT1MO07 250000 525000 395000 FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN 750000

™ CTTIMODGE  CTT11MOOB 1100000 14300 105100 FEDERAL AVIATION Grant with 2 line(s) totalling
ADMIN $1100000

(Cancel) Step 1 of

Image A3-3: Create Invoice: Purchase Orders Page, Search Results

The grant recipient can sort this table by selecting either the PO Number or the Award
Amount category header. Once sorted, they select the PO Number/grant they want to
invoice against (Image A3-3). Note that they have the option to select multiple PO
Numbers/grants to invoice against.
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To confirm, select Next (Image A3-3). This will direct them to the Create Invoice: Lines to
Invoice page (Image A3-4).

DEPARTMENT OF TRANSPORTATION

DELPHI &QZ_ e|nvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Home | Orders/Grants TITEE

Create Invoices | “iew Invoices

¥ gl

S
OrdersiGrants  Lines to lnwoice  General Information  Review and Submit

Create Invoice; Lines to Invoice

* |ndicates reguired field u“("féﬁc_i_e_l_']
USD = US Dallar -

Supplier Mame PARKS ASSOCIATION GRANT

OrdersiGrants Selected
PO Humber  Grant Number Award Amount Amount Previously Invoiced Availahle Balance Invoice Amount

CTT w007 CTT11m007 750000 525000 225000

Invoice Summary

(Bad] step 2 of 4 [Next )

Image A3-4: Create Invoice: Lines to Invoice Page

A3.1.2 Enter and Calculate Invoice Amount

On this page, the grant recipient will begin the second step of the invoice creation process.
They will see a table that contains their grant’s Award Amount, Amount Previously Invoiced,
and Available Balance. In the last column, the grant recipient changes the available balance
in the Invoice Amount column (Image A3-5).

NOTE

Please note that the Invoice Amount defaults to the full remaining Available Balance. The
grant recipient must change the amount in the Invoice Amount field if they wish to invoice
only part of the available balance.

In this case, the Invoice Amount defaulted to the full Available Balance of $225,000, but the
grant recipient needs to invoice only $4,600 and will change the amount accordingly.

If the grant recipient selected multiple purchase orders to invoice against, they will appear
in the next row of the table. They select Calculate to calculate the total they wish to invoice
from all purchase orders (Image A3-5).
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Create Invoice: Lines to Invoice

* Indicates required field (Cancel ) -,“Badil Step 2 of 4 [Next )
USD = US Dollar

Supplier Mame PARKS ASSOCIATION GRANT
OrdersiGrants Selected

PO Number  Grant Number Award Amount Amount Previously Invoiced Available Balance Invoice Amount
CTT11M007 CTT11M007 7580000 525000 225000 4600

Inveice Summary

@ Calculate JTatal (USD) 4,600.00

(Cancel ) (Back] step2 ofdlg'Negt""q@

Image A3-5: Create Invoice: Lines to Invoice Page, Amount and Calculate Button

NOTE

If the grant recipient tried to enter an amount in the Invoice Amount field that exceeds their
available balance, they will receive an error message stating that they do not have the
funds available to invoice. They must reenter an invoice amount within their available
balance.

Upon confirming the total invoice amount, select Next (Image A3-5) to advance to the
Create Invoice: General Information page (Image A3-6).
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DEPARTMENT OF TRANSPORTATION

DELPHI % e|nvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Home | OrdersiGrams @O

Create Invoices

OrdersiGGrants  Linesto Invoice  General Infformation  Review and Submit

Create Invoice: General Information
= |ndicates required field e —

= Invoice Mumber |Test1234
* Invaice Date  [18-Feb-2012
(example: 18-Fek-2012)
Erter description here | J

Invoice Description

Attachment None [ Add
Period of Perfarmance Begin
Period of Performance End

Remit To
) _Mame PARKS ASSOCIATION GRANT
(3F270 ) 3F271 )

(Cancel ) (save) (Back]Stepaof4 [Next) (Finish )

Image A3-6: Create Invoice: General Information Page

A3.1.3 Invoice Identification Details

On this page, the grant recipient will enter an Invoice Number and Invoice Date (Image A3-
6).

The Invoice Number should mirror the one from their internal accounting records or the
one established by the agency that they invoice.

NOTE

Once an invoice has been submitted, its invoice number cannot be reused.

The grant recipient can also add an Invoice Description for the invoice (Image A3-6).

AGENCY PROCESS RECOMMENDATION #1

The grant recipient should refer to the agency that they are invoicing regarding how they
should populate the Invoice Number field, as well as what information should be added in
the Invoice Description field.
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A3.1.4 Adding Supporting Documentation

To support the creation of their invoice, they have the option of adding external documents.
The agency that they are invoicing may require that they add specific documents as backup
documentation for their invoice. To add an attachment, select Add (Image A3-7).

Create Invoice: General Information
* |ndicates required field .'m ( §ave:l |'m| Step 3 of 4 ‘NG_T) IIW,I
* Invoice Mumber |Test1234
* Invoice Date W
(example: 18-Feb-2012)
Enter description here. J

Invoice Description

Attachment  Atrachment Lis| [ Add )
Period of Pedformance Begin

Period of Performance End

Remit Te
~_Mame PARKS ASSOCIATION GRANT
(SF270 J(SF271 )

Image A3-7: Create Invoice: General Information Page, Add Button

This will direct them to the Add Attachment page, where they must enter a Description of
the attachment under the Attachment Summary Information section (Image A3-8).

DEPARTMENT OF TRANSPORTATION

DELPHI % eln\roicing Home Logout Preferences

UNITED STATES OF AMERICA

‘Home | Orders/Grants ST

Create Invoices | Vi
Invoices: Create Invaices =

Add Attachment

(Cancel ) (Add Another) (Apply )

Attachment Summary Information
* Indicates required field
* Description HEnter Description Here

Category  From Supplier

Image A3-8: Add Attachment Page, Attachment Summary Information Section
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AGENCY PROCESS RECOMMENDATION #2

The grant recipient should refer to the agency that they are invoicing regarding what should
be included in the Attachment Description field, as well as what should be uploaded and
populated in the Define Attachment section. This may include the agency’s desired
attachment type (File, URL, or text), format (Word, Excel, or PDF), and naming convention.

Attachment Summary Information
= |ndicates required field
= Description  |Enter Description Here J

Category  From Supplier

Define Attachment

Type & File | I Browse... l

C URL |

" Text 2]

Marme |
[Dptional: provide a name to Text sttachment)

Image A3-9: Add Attachment Page, Define Attachment Section

Under the Define Attachment section, they can name the attachment and add it as a file,
URL link, or text. It is recommended that they add files. Select Browse to find the
attachment they wish to add (Image A3-9). This will open the Choose File window (Image
A3-10).
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Look in: ..I;@;'.-Desktnp

i) My Documents
Q My Corpuker
My Mebwork Places
&y Foxio Creator Home
1iCandL files
i Temp
L Microsoft OFfice Outlook 2007
*H Cnline Feguirements Matrix, piz. zip
Test1234 _backup_docs.docx
8 Test1234_backup_docs.pdf
ETest1234_expense_spreadsheet.xlsx
Windows Media Plaver

File name: |Test1 234 backup_docs. pdf

Files of tupe: | &1 Files %

fid
£

| Open I
Cancel |

P

Image A3-10: Choose File Window

After identifying the correct file for upload, select Open (Image A3-10).

This will return them to the Add Attachment page. After entering all attachment information,
select Apply.

Attachments must be added one at a time. If a grant recipient needs to save a hard copy of
any attachment, they should download and print the attachment from the elnvoicing system
to ensure there are no version control issues. It is important to note that everything
submitted through the system serves as official government documentation.

Once they have selected Apply on the Add Attachments page, they will return to the Create
Invoice: General Information page to complete Step 3.
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DEPARTMENT OF TRANSPORTATION Tl

DELPHI % elnvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Hirre | Orders/Grants  MTTTE

Create Invoices |

OrdersiGrants  Linesto Invaice  General Infformation  Review and Submit

Confirmation
Attachment "Test1234_backup_docs.pdf” has been added successfully but not saved. Complete your wark to save your attachment.
Create Invoice: General Information

* Indicates required field ._(Em_celj (save) u_Badﬂ Step 3 of 4 [Next ) (Finish )
= [nwoice Number |Test1234

* Ivoice Date [18-Feb-2012

(example: 15-Feb-2012)

Invoice Description  [Enter description here. ]

Image A3-11: Attachment Confirmation

Once back on this page, a confirmation appears stating that their attachment has been
successfully added but not saved (Image A3-11). They can continue working on the Create
Invoice: General Information page to complete Step 3 or select Save to save the
information they have entered for the invoice so far.

NOTE

The grant recipient can select to return to the main Purchase Orders Search page. They
should not select Save if they wish to keep working on their invoice.

To view, update, or delete attachments, select the Attachment List link (Image A3-12).

Create Invoices

OrdersiGrants Lines to Invaice General Information Review and Submit

Confirmation
Attachment "Test1234_backup_docs.pdf® has been added successfully but not saved. Complete your work to save your attachment.
Create Invoice: General Information
* |ndicates required field .C_ﬁl) (Gawe ) -'_Egdg] Step 3 of 4 INe_)it:l ( Finish )
* [nvoice Number W
* |nvoice Date W

(ezcample: 18-Feb-2012)
Invoice Description  [Epger description here, J

Attachment

Attachment List | Add )

Period of Performance Begin

Perind of Performance End

Image A3-12: Attachment List Link

Page | 44




DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — SUPER USER

The Attachments page appears, where they can select Add Attachments to add another
attachment (Image A3-13).

Create Invoices | “iew [nvoices

Invoices: Create Inwoices =

Attachments
Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.
MName | ([ Go )

P Show More Search Options

I _Add Attachments |

File HName |Type|Description Category Last Updated By Last Updated'Usage Updatd Deletd
Test1234_backup_docs pdfFile  Enter Description From Supplier GRANTUSERZGPARKSGRANT 18-Feb-2012  One-Time f il

Here

Eeturn to Create Invoice: General Information

Home | Orders/Grants | Inwoices | Home | Logout | Preferences
Copyright () 2006, Oracle. All rights reserved. Brivacy Statemert

Image A3-13: Attachments Page, Add Attachments Button

All of their added attachments will appear in the table beneath the Add Attachments
button. They can select the pencil icon to update an attachment or the trash bin icon to
delete an attachment (Image A3-13).

NOTE

The grant recipient should ensure that they have added the correct attachments to the
invoice, or it will be rejected by the reviewer/approver. They should consult the agency they
are invoicing if they have any questions regarding the required attachments, including the
appropriate format and type. Generally recommended attachment file types are Word,
Excel, and PDF files.

Select the Create Invoice: General Information link (Image A3-14) to return to Step 3
to continue creating the invoice.

Page | 45



DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — SUPER USER

Create Invoices |
Invoices: Create Invoices =

Attachments

Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.

Mame | (Go )
B Show More Search Options

File Hame ITypelDescriptiun Cateqgory Last Updated By Last UpdatedlUsage |Update Delete
Test1234_backup_docs pdfFile  Enter Description From Supplier GRANTUSERZ@PARKSGRANT 18-Feb-2012  One-Time f m
Here

Eeturn to Create Irvoice: Seneral Information

Home | Orders/Grants | Ihvoices | Home | Logout | Preferences
Copyright (c) 20068, Oracle. All rights reserved. Privacy Statemert

Image A3-14: Attachments Page, Return to Create Invoice Link

Back on the Create Invoice: General Information page, scroll down to the Period of
Performance fields (Image A3-15).

Create Invoice: General Information
= Indicates required field (Cancel ) (saw) (Back|Step3of4 [Next ) (Finish )
* Invoice Mumber |Test1234
x Invoice Diate [18-Feb-2012
(example: 18-Feb-2012)

Imvoice Description  [Enter description here. J

Attachrment  Apachment List [ Add
Period of Pedformance Begin
Period of Performance End

Remit Te
~_Mame PARKS ASSOCIATION GRANT
(SF270 J(SF271 )

Image A3-15: Create Invoice: General Information, Period of Performance
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AGENCY PROCESS RECOMMENDATION #3

The grant recipient should note that Period of Performance is not a system required field;
however, the agency that they invoice may require that they include it. They should refer to
the contract their organization has with the agency to know what to input for the Period of
Performance fields. If the period of performance is outside of the contracted dates, this
must be noted to the reviewer/ approver.

A3.1.5 Adding a Standard Form (270 or 271)

There are two buttons at the bottom of the Create Invoice: General Information page that
allow you to submit an electronic Standard Form: SF270 and SF271. The purpose of the
SF270 is to request reimbursement, and the purpose of the SF271 is to provide an outlay
report and request for a reimbursement for construction projects. The electronic form
appears by selecting either button. To add an SF270 or SF271 Form, select the applicable
button (Image A3-16).

Create Invoice: General Information
* Indicates required field ( Cancel ) (save) ( Back | Step 3 of4 [Mext ) ( Finish )
* Invoice Mumber |Test1234
* Invaice Date [15-Feb2012

(example: 18-Feb-2012]
Enter description here J

Invoice Description

Attachment  Atiachment List (| Add )
Period of Performance Begin
Feriod of Performance End

Remit Te

—llame BARKS ASSOCIATION GRANT
SF270 ) SF27

Image A3-16: Create Invoice: General Information, SF270 and SF271 Buttons

(Cancel ) (5aw) (Badk]step3ofa [Next) (Finish )

AGENCY PROCESS RECOMMENDATION #4

The grant recipient should refer to the agency that they are invoicing regarding which form
(if any), the SF270 and SF271, they should complete.

NOTE

If the grant recipient adds the incorrect SF form type to an invoice, they must cancel the
invoice and create it again.

Page | 47



DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — SUPER USER

In this example, the grant recipient has selected the SF270 button, and the SF270 form
opens (Image A3-17).

Create Invoices | “iew [nvoices

REQUEST FOR ADWVANCE OR REIMBURSEMENT (SF270)

1a. Type of payment requested  *|REIMBURSEMENT - 1b. Type of payment requested=| PARTIAL -

2. Federal sponsoring agency and organizational
element to which this report is submitted

4 Federal grant or other identifying 5 Partial payment request
number assigned by federal agency number for this request

) T 7. Recipients account number
5. Employer identification number or identifying number

| |
8. Period covered by this request

From (DD-Mon-¥YY) To (DD-Mon-YYY™)

| |

2. Basis of request

Image A3-17: SF270 Form

NOTE

The information from the SF270 and SF271 must be manually entered each time the grant
recipient creates an invoice. Information from the invoice does not transfer to attachments,
but all information in both the invoice and the SF270/SF271 Forms must match, as any
information in the system is an official government record. If they fill the SF270 or 271
Form out incorrectly, they can go back and edit it from the Create Invoice: General
Information page.

AGENCY PROCESS RECOMMENDATION #5

If the agency requires the grant recipient to fill out the SF270 or SF271, they should refer to
that agency regarding how to populate each field.

NOTE

Please note that if the reviewer/approver needs to see the signature of someone within the
grant recipient’s organization other than the person submitting the invoice (Image A3-18),
this signature can be scanned and added to the invoice as an attachment.
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12 CERTIFICATION

| cortiy Thad fo the Best ol my krersfadge snd beled Ba dala sbove arg conmect and Bad ol cutlays wene made in accordance wih B gran
conddizng or olher agresmend arsd thad gayrant s dee wd has nol besn peevously rquedies

MAME AND TITLE

TELEFHOME (AREA CODE, HUMBER EXTENZION) |

DATE REQUEST SUBKMTIED | E
| Backono Irvoica crismion |

St (6] 2008, Crace Al sighls risieed

Image A3-18: SF270 Certification Field and Back to Invoice Creation Button

Once they are finished entering information into the Form, they select Back to Invoice
Creation (Image A3-18) to return to the Create Invoice: General Information page, where

they can continue creating the invoice.

A3.1.6 Invoice Creation Action Buttons

Once a grant recipient has completed and saved the SF270 Form, the SF271 button
disappears from the Create Invoice: General Information page (Image A3-19), as they
cannot submit both the SF270 and SF271 on the same invoice.

" Invoices

Home | Orders/Grants

Create Invoices | “iew lnvoices

Lines to Invoice  General Infformation  Review and Submit

Orders/Grants

Create Invoice: General Information
# Indicates required figld (Cancel ) (Sawe) (Back|Step3of4 [Next ) ( Finish

* [nvoice Mumber 1Test1234
* Invoice Date [16-Feb-2012

(example: 15-Feh-2012)

Invoice Description {Eptar description here.

-

Attachment  Atachrment List ( Add )

Period of Performance Begin
Period of Performance End

Remit To

(sF270)

Mame PARKS ASSOCIATION GRANT

(Cancel ) (Save) ( Back| Step3of4 [Next) (Finish )

Image A3-19: Create Invoice: General Information Page, Action Buttons
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Before proceeding, please note that there are five buttons on which the grant recipient can
take action (Image A3-19).

1. Selecting Cancel at any point in the process cancels only the work they have done
since they last saved the invoice; if they have already saved but need to cancel the
entire invoice, they must return to the Search function to find and delete the invoice.

2. If they want to save the information that they have created on the invoice thus far
but are not ready to submit it, they should select Save. This action allows them to
return to the invoice at a later time for future updates and submission.

3. Selecting Back takes them to the previous screen.

4. Selecting Next takes them to the next screen.

5. To finish and submit the invoice without going to the final review page, select
Finish.

To see the Create Invoice: Review and Submit page, select Next to move to the final step.

A3.1.7 Review and Submit Invoice

The grant recipient is now on the Create Invoice: Review and Submit page (Image A3-20).
This is the last step in creating the invoice, where they verify that the information on the
invoice is correct. Once the information has been verified, they select Finish to submit the
invoice.

Home QrdersfGrants Invoices

Create Invoices

OrdersiGrants  Linesto Invoice  General Information  Review and Submit

{ Canoel_] Save | | Badﬁl Step 4 of 4 I|

Create Invoice: Review and Submit

Supplier Mame PARKS Invoice Date  18-Feh-2012
ASSOCIATION Invoice Description  Enter description
GRANT here.

Supplier Nurnber 100485906
Irvoice Mumber Test1234

Total (LUSD) 4,600.00

(Cance| | (52w | BangStepdofd

Home | OrdersiGrants | Inwoices | Home | Logout | Preferences
Copyright (S) 2006, Oracle. All rights reserved. Brivacy Statement

Image A3-20: Create Invoice: Review and Submit Page
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This will direct them to a Confirmation page, where they can print the invoice for their
records (Image A3-21).

Home | OrdersfGrants @EHTIEE

Create Invoices | Y

El Confirmation

Inwoice Test1234 was submitted to our Accounts Payable departrment on 18-Feb-2012. The confirmation number for this invoice is the invoice
number. After the invoice has been processed, you can query its status by using the Invoices tab.

Invoice: Test1234

(_Printable Page )

Supplier Name  PARKS Invoice Date  18-Febh-20112
ASSOCIATION Invoice Description  Enter description
GRANT here.

Supplier Number 100485906
Irvoice Murmber  Test1234

Total (USD) 4,600.00
Returm to Invoices (_Printable Page )
Home | CrderséGrants | Inwoices | Horme | Logout | Preferences
Copyright (2) 2006, Oracle. Al rights reserved. Privacy Statetnent

Image A3-21: Invoice Submission Confirmation Page

NOTE

If the grant recipient needs to print a hard copy of the invoice for their records, they should
print from the system (Image A3-21) to ensure there are no version control issues.

To return to the Invoices tab, they select the Return to Invoices link (Image A3-21) at the
lower left corner of the page.

A3.2 Creating a Credit Memo

In the previous lesson, you reviewed how to create a standard invoice; this lesson outlines
the steps for submitting a credit memo. In the event that an overpayment has been made,
the grant recipient will have to issue a credit memo to reconcile the applicable account.

Upon submitting a credit memo, they have 29 days to offset the credit memo with another
invoice, or the agency will automatically create an Accounts Receivable record and initiate
the collections process.
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AGENCY PROCESS RECOMMENDATION #6

Unless otherwise noted, the grant recipient will have 29 days to offset the credit memo with
another invoice; however, some agencies may set the offset threshold to a different
number. The grant recipient should refer to the agency to which he/she is submitting the
invoice to confirm the 29 day offset.

NOTE

A credit memo cannot be submitted against a closed or canceled grant. Instead, the grant
recipient must remit payment to the agency via a method identified by that agency (e.g.,
via an external system like pay.gov).

The process for creating a credit memo mirrors the process for creating a standard invoice
with the exception that the Invoice Amount in the credit memo must be a negative amount.

To begin the process of creating a credit memo, the grant recipient selects the Invoices tab
on the Responsibility home page, where they can then select Create Credit Memo Invoice
on the Invoices page (Image A3-22).

DEPARTMENT OF TRANSPORTATION

DELPHI _=ale | Home Logoit Preferences

UNITED STATES OF AMERICA

Home | OrdersfGrams :nvnlcqs |

Create lnvoices | View Invoices

Invoices
Find saved, unsubmitied invoices so you can update and submit them. Select View Invoices | Create Standard | Create Credit Memo Invoice
from the Account tab to review processed inmices

Search
Search By [Invoice Number :] | Go |

Saved Invoices

Invoice Number Date PO Number Grant Number Invoice Amount Status View Attachments Update Delete
Mo search conducted.

Create Standard nvoice | | Create Credit Memo Invoice |

Home | OrdersiGranis | lnvoices | Home | Logout | Preferences

Image A3-22: Invoices Page, Create Credit Memo Invoice Button

This will direct the grant recipient to the Create Invoice: Purchase Orders page (Image A3-
23), where they can begin the four-step process of creating the credit memo.
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A3.2.1 Searching Grants

Step 1 is to search for the grants by using a “Supplier Name” or “Grant Number” (Image
A3-23). Once the grant recipient receives a grant, the Supplier name will be the name of
their organization, and the Grant Number is unique to their grant. They can also use the
percentage sign as a wild card in their search. Similar to creating a standard invoice, it is
recommended that they leave the percentage sign in the supplier name field as it will
display their own supplier name. Instead, they should narrow their search by entering their
grant number in the grant field.

DEPARTMENT OF TRANSPORTATION

DELPHI % e|nuoicing Home Logout Preferences

UNITED STATES OF AMERICA

Invoices

_Harme

| Orders/Grants.

Create Invoices | “iew Iny

F i £%

OrdersiGrants  Linesto Invoice  General Information  Review and Submit

Create Invoice: Purchase Orders

Search

iter ~Gp" button to see the result. Note that the search is case insensitive.
Supplier |% 5
Grant Mumber |

((Go | (Clear )

Select PO Number Grant Number Award Amount Amount Previously Invoiced Available Balance Agency Description:
Mo search conducted.

(Cancel ) Step 1 of 4 [Next )

Home | OrdersiGrants | Invoices | Home | Logout | Preferences

Image A3-23: Create Invoice: Purchase Orders Page

After they have made their selection, they select Go. All of their grants will then be returned
in a table at the bottom of the screen. From that table, they select the PO (or POs) for
which were overpaid (Image A3-24).
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Search

Please enter your search criteria and select the "Go” button to see the result. Note that the search is case insensitive.
Supplier [PARKS ASSOCIATION G 57

=
4

Grant Mumber |

[ Go ) ( Clear )

Select ltems: [Add ltems 1o Invoice List )

Select Al | Select Mone

Grant Award Amount Previously  Availahle
Select PO Number® |Number Amount Invoiced Balance Agency Description:

™ CTTIMO0S  CTT11mM008 750000 55000 gasonn FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN F750000

[~ |cTTiMO07  CTT11MO07 750000 529500 220400 FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN $750000

™ CTTIIMOOE  CTT11MODG 1100000 14900 1085100 FEDERAL AVIATION Grant with 2 linefs) totalling
ADMIN $1100000

(Cancel ) Step1 ofll e

Image A3-24: Create Invoice: Purchase Orders Page, Results Page

To confirm, they select Next (Image A3-24). This will direct them to the Create Invoice:
Lines to Invoice page (Image A3-25).

Create Invoices | '

. g
-y
Crders/Grants  Linestolnwoice  General Information  Rewiew and Submit

Create Invoice: Lines to Invoice
* Indicates required field .'m\ .@ Step 2 of 4 @
gf;?plieyﬁa[:r?e”arPARKS ASSOCIATION GRANT
OrdersiGrants Selected
PO Number  Grant Number Award Amount Amount Previously Invoiced Availahle Balance Invoice Amount
CTT11M007 CTT11M007 750000 529600 220400

Invoice Summary

(_Calculate )Total {USD)
((Cancel ) ((Back] Step 2 of 4 [Next )

Home | Orders/Grants | Invoices | Home | Logout | Preferences

Image A3-25: Create Invoice: Lines to Invoice Page

A3.2.2 Enter and Calculate Credit Memo Amount

This page begins Step 2 of the credit memo creation process. The grant recipient will see a
table that contains their grant’s award amount, the amount previously invoiced, and the
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available balance. In the last Invoice Amount column, they insert the amount for the credit
memo they are creating.

NOTE

As a reminder, the Invoice Amount in the credit memo must be a negative amount. If the
grant recipient enters a positive amount in the Invoice Amount field, they will receive an
error message and will not be able to continue creating the credit memo until they enter a
negative amount.

In this case, the Invoice Amount defaulted to the full Available Balance of $220,400, but the
grant recipient needs to record a credit of only $1,800 and will change the amount
accordingly (Image A3-26).

If the grant recipient chooses multiple purchase orders or grants against which to submit a
credit memo, they will appear in the next row of the table. Select Calculate to calculate the
total from all purchase orders/grants (Image A3-26).

Create Invoice: Lines to Invoice

= Indicates required figld [ Cancel ) | Badﬂ Step 2 of 4 | Mext |
USD = US Dollar
Supplier Mame PARKS ASSOCIATION GRANT

OrdersiGrants Selected
PO Number  Grant Humber Award Amount Amount Previously Invoiced Availabhle Balance Invoice Amount

CTT11m007 CTT11m007 750000 529600 220400 -1800 |@

@ Calculate JTatal (USD) {1,800.00)

_Cancel ) (Back| step2 of4| Mext JI@

Image A3-26: Create Invoice: Lines to Invoice Page, Amount and Calculate Buttons

Invoice Summary

NOTE

Please note that a credit memo cannot exceed the total amount already invoiced. The grant
recipient must ensure that they are looking at the amount invoiced and not the available
balance when editing the credit amount.

After they have confirmed the total credit memo amount, they select Next (Image A3-26)
to be directed to the Create Invoice: General Information page (Image A3-27).
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A3.2.3 Credit Memo Identification Details

Step 3 of the credit memo creation process occurs on this page (Image A3-27), where the
grant recipient enters an Invoice Number and Invoice Date. The invoice humber should
mirror the one from their internal accounting records or the one established by the agency
to which they are submitting the credit memo. They can also add an Invoice Description for
the credit memo.

Home | Orders/Grants  JOVEITEE

Create Invoices | “iew Invoices

OrdersiGrants  Linesto Invoice  General Information  Rewiew and Submit

Create Invoice: General Information
* Indicates required field .'"Cancel_"] [ Save ) | Badg'] Step 3 of 4 [Next ) ( Finish )
* Imvoice Mumber  [Test1234CreditMemo
* Invoice Date W
[example: 18-Feh-2012)
Invaice Description Overpayment on invoice Test1234 | J

Attachment Mane [ Add )
Feriod of Performance Begin
Period of Performance End

Remit To
Name PARKS ASSOCIATION GRANT
[SF270 ) 5F271 )
(Cancel) (Sae) (Back] step3 of{[Next ] (Finish)
Image A3-27: Create Invoice: General Information Page
NOTE

When creating a credit memo, the grant recipient should either use the original invoice
number with “Credit Memo"” added to it (e.g., 23234CreditMemo), or include the original
invoice number and comments in the Invoice Description field. For reference, they can also
upload the original invoice to the credit memo as an attachment.

AGENCY PROCESS RECOMMENDATION #7

The grant recipient should refer to the agency to which they are submitting the credit memo
regarding how they should populate the Invoice Number field and for specific guidance on
what should be included in the Invoice Description field, as well as any required backup
documentation that should be electronically attached.
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They may select the Save button to save their credit memo for future updates or
submission.

If they wish to continue submitting the credit memo, they select Next (Image A3-27). This
will direct them to the Create Invoice: Review and Submit page (Image A3-28).

OrdersiGrants  Linesto Inwaice  General Information  Review and Submit

Create Invoice: Review and Submit
(Cancel ) (save) ( Back|Step4of4 [ Finish )

Supplier Name PARKS ASSOCIATION Invoice Date  18-Feb-2012
GRANT Invoice Description  Owverpayment on invoice
Supplier Nurnber 100485906 Test1234.

Credit Memo Murmber  Test1234CreditMemo

Tatal (USD) {1,800.00)

(Cancel ) (save) (Back|Step 4 of4 |( Finish )

Image A3-28: Create Invoice: Review and Submit Page

A3.2.4 Review and Submit Credit Memo

The Create Invoice: Review and Submit page allows the grant recipient to complete Step 4

of the credit memo creation process. This page allows them to verify that all information on
the credit memo is correct.

Once the information has been verified, they select Finish (Image A3-28) to submit the
credit memo. This will direct them to a Confirmation page where they can print the credit
memo for your records (Image A3-29).

Home Orders/Grants MO

Create Invoices | °

El Confirmation

Credit memo Test1234CredithMemo was submitted to our Accounts Payable department on 18-Feb-2012. The confirmation number for this
credit memo is the invoice number. After the credit memo has been processed, you can guery its status by using the Account tab.

Credit Memo: Test1234CreditMemo

(_Printable Page )

Supplier Narme PARKS ASSOCIATION Invoice Date  18-Feh-2012
GRANT Invoice Description  Overpayment on invoice
Supplier Number 100485906 Test1234,

Credit Memo Mumber Test1234CreditMemo

Tatal (USD) (1,800.00)

Return to Invoices

(_Printable Page )

Image A3-29: Credit Memo Submission Confirmation Page
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NOTE

If the grant recipient needs to save a hard copy of any attachment or the credit memo
itself, they should print from the system to ensure there are no version control issues. Note
that everything submitted through the system serves as an official government record.

They select the Return to Invoices link at the bottom left hand side of the page (Image
A3-29) to return to the Invoices tab.

A3.3 Invoice Searching

A3.3.1 Searching for a Saved and Unsubmitted or Rejected Invoice

The last task in this section is to search for a saved or rejected invoice for the purpose of
submitting or resubmitting it. To do this, start from the Responsibility Home page, and
select the Invoices tab in the top right-hand corner. Searching within the Create Invoices
tab produces all invoices against which action can be taken - all saved and unsubmitted

invoices, including rejected invoices, which can be altered, deleted, or resubmitted (Image
A3-30).

Home '\ ordersiGrants [MTTIE I

Create Invoices | “iew Invoices

Invoices
Find saved, unsubmitted invoices so you can update and submit them. Select Wiew | Create Standard Invoice | (_Create Credit Memo Invoice |
Invoices from the Account tab to review processed invoices.

Search

Search By |lmvoice Number =] | (Go)

Saved Iny{lnvoice Amount
Currency

N h Invoice Date
LR |nvoice Murnber

Invoice Nu PO Number  Grant Number Invoice Amount Status View Attachments Update Delete

Furchase Order

Supplier

| Create Standard Invoice | | Create Credit Memo Invoice |

Home | OrdersfGrants | Inwoices | Home | Logout | Preferences

Copyright () 2006, Oracle. Al rights reserved. Privacy Statemert

Image A3-30: Invoices Page, Create Invoices Link

The use the drop-down list to search from the following: Invoice Amount, Currency, Invoice

Date, Invoice Number, Purchase Order and Supplier. Once they have made their selection,
they select Go to begin the search (Image A3-30).
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NOTE

If no search criteria are entered, all open invoices will be displayed.

Search

Search By |Inv0ice Mumber j |T% &)

Saved Invoices

Invoice Number IDate IPO Humber |Grant Humber | Invoice Amount|Status View Attachments Update Delete
Testob78Credithema  18-Feb-2012  CTT1IMOOG  CTT11MO0G -800 REJECTED f L]
T201255 23-Dec-2011  CTTUIMODZ  CTT11MO07 -1625 REJECTED j L]
Test Save 21-Feb-2012 CTT1IMODE  CTT11MO0E 5000 SAVED f L]
Test1234CredithMemo  18-Feb-2012  CTT1IMOO7  CTT11MOO7 -1800 REJECTED j m

| Create Standard Invoice | | Create Credit Memo Invoice |

Image A3-31: Invoices Page, Search Results Table

Once their saved invoices appear in the table (Image A3-31), they can be sorted by
selecting the following category headers: Invoice Number, Date, PO Number, Grant
Number, Invoice Amount, and Status.

A3.3.2 Updating a Saved and Unsubmitted or Rejected Invoice
From the searched invoice results table, they will be able to:

1. Select the Update icon to edit the saved or rejected invoice requiring resubmission
(Image A3-32).

Saved Invoices

Invoice Number Date PO Number |[Grant Numhber Invoice Amount|Status | View Attachments |Update] Delete

TestS678CreditMemo  18-Feb-2012 CTT11MO0E  CTT11MOOB -500 REJECTED f ]

Image A3-32: Search Results Table, Update Icon

Selecting Update will return them to the Create Invoice: Lines to Invoice page (Image A3-
33) to update/create the invoice.

Page | 59



DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — SUPER USER

Home Qrders fGrants Invoices

Create Invoices | %

M

-
OrdersiGrants Lines to Invoice General Information Review and Subrmit

Create Invoice: Lines to Invoice

= |ndicates required field ( Cancel ( Badil Step 2 of 4 |Next )
USD = US Dollar
Supplier Mame PARKS ASSOCIATION GRANT
OrdersiGrants Selected

PO Number  Grant Number Award Amount Amount Previously Invoiced Available Balance Invoice Amount
CTT11M006 CTT11M006 1100000 48900 1051100 -800

Inveice Summary

(_Calculate JTatal (USD) {800.00)
(Cancel ) ((Back] Step2 of4 [Next )

Image A3-33: Create Invoice: Lines to Invoice Page
Continue to follow the steps to edit and submit the invoice.

A3.3.3 Deleting a Saved and Unsubmitted or Rejected Invoice

2. Select the Delete icon to delete the saved invoice (Image A3-34).

Saved Inhvoices

Invoice Number Date PO Number |Grant Number | Invoice AmountlStatus | View Attachments Update| Delete

T201255 23-Dec-2011 CTT11MOO07  CTT1184007 -1625 REJECTED f m

Image A3-34: Search Results Table, Delete Icon

Selecting Delete will take them to a Warning page (Image A3-35); where they must
confirm that they wish to delete the saved invoice.

Home OrdersfCrants Invoices

Create Invoices | *

/N Warning
Do you want to delete invoice T201255 ?

e
(No ) [ Yes )
Home | Drders/Grants | Inwoices | Home | Logout | Preferences

Copyright () 2006, Cracle. &I rights reserved.

Privacy Statement

Image A3-35: Delete Invoice Warning Page
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NOTE
Here are a few points to remember when searching for a saved invoice:

e The grant recipient may use the percentage sign as a wildcard when searching for a
saved invoice

e All searches are case-sensitive
e If searching for an invoice with multiple PO/grant nhumbers, the multiple PO/grant
numbers will not be returned; instead, they will see the word “multiple” in the PO

Number and Grant Number columns. To view these PO/grant numbers, select the
Update icon associated with that invoice

GRANT RECIPIENT SUMMARY

For further review of the Delphi elnvoicing System course content, the grant recipient

should refer to the Grant Recipient role Web-Based Training on the Delphi elnvoicing
System website.
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REVIEWER/APPROVER ROLE AND RESPONSIBLITIES

LEARNING OBJECTIVES

Reviewer/approver learning objectives include:

e Locating steps to gain access to the system
e Locating steps to use the system to search submitted invoices
e Locating steps to use the system to approve or reject a submitted invoice or credit

memo

e Locating steps to use the system to redistribute an invoice to multiple PO lines

GLOSSARY

KEY CONCEPT/TERM

Credit Memo

DEFINITION

A credit memo is submitted by a grant recipient to
reconcile an account for an overpayment.

Escalation Notification

If an invoice is not processed within a set timeframe,
an escalation notification will be generated by the
system and sent to an additional user external to the
approval hierarchy chain. This additional user is
normally a supervisor or manager who will not take
direct approval or rejection action on the invoice but
will follow up with the reviewer/approver to ensure that
action is taken in a timely manner.

First-In, First-Out (FIFO)
Processing

First In, First Out (FIFO) processing is a Delphi
elnvoicing System business requirement that
automatically distributes an invoice across purchase
order (PO) lines using first in, first out logic. For
example, the system will automatically use the oldest
line of funding available on the PO before moving on to
the next oldest line of funding available.

Grant

A grant is a financial award given to a recipient to carry
out an approved project or activity.

Grant Number

A grant number is a unique identification number for a
grant. These numbers are generated by the OA issuing
the grant.

Invoice

There are two types of invoices in the Delphi elnvoicing
System. The most common usage of the term invoice is
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KEY CONCEPT/TERM DEFINITION

used to request payment against a specific grant. The
second type of invoice is a credit memo (defined
above).

Oracle iSupplier is the enterprise application upon
which the Delphi elnvoicing System is built.

ISP

A notification is a message that is automatically and
electronically sent to a reviewer/approver for review
and/or action. Within the system, each
reviewer/approver will be able to see notifications
regarding the invoices in their queue awaiting review.
An obligation is the amount of funding awarded to a

Notifications

Obligation . .
grant recipient to carry out an approved project or
activity. Issuance of a purchase order is an obligation
transaction.

Payments A payment is a disbursement of funds to a grant

recipient to carry out an approved project or activity.

A purchase order represents an obligation that has
been made to a grant recipient. When creating an
invoice for payment, the grant recipient selects one or
more purchase orders to charge the invoice against.

Purchase Order

Redistribution is a process that allows you to take what
was automatically assigned during FIFO processing and
manually select one or more distributions for the
payment.

Redistribution

A report is an extract of data defining specific criteria to
satisfy real-time reporting needs. Reviewer/approvers
will be able to run reports from the Delphi elnvoicing
System by using the Discoverer Viewer responsibility.

Reports

Responsibility The name of the access that has been given to a
reviewer/approver for the purpose of reviewing and
approving invoices for a specific OA’s grants. You may
have multiple responsibilities from which to choose.

The Standard Form (SF) 270 is a request for advance

Standard Form (SF) 270 ]
or reimbursement.

The Standard Form (SF) 271 is an outlay report and

Standard Form (SF) 271 ) ’ )
request for reimbursement for construction projects.

Table B1-1: Glossary Reviewer Approver User Manual
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B1.0 DELPHI eINVOICING SYSTEM OVERVIEW

In this section of this manual, you will review why DOT has moved to the Delphi elnvoicing
System, the benefits of using the system, and the steps you must take to activate your user
account. At the end of section B1.0, you should be able to:

e Identify the function and purpose of the Delphi elnvoicing system
e Locate the steps to gain access to the Delphi elnvoicing system within this manual
e Identify the reasons for deactivation and the process for reactivation

B1.1 User Account Activation and Deactivation

To gain access to the Delphi elnvoicing System, the reviewer/approver must contact their
Delphi Security Officer to activate their user account.

Once their account has been activated, they will receive an e-mail with their user name and
password. They must access their account within 45 days. Accounts not accessed within 45
days will be deactivated.

Once their account has been activated in the system, they will be able to perform invoice
review and approval activities.

NOTE

o If the reviewer/approver already have access to Delphi, any additional required
responsibilities will be added to their existing account

e For more information on gaining access to the Delphi elnvoicing System and for a
list of the Delphi Security Officers for each OA, the reviewer/approver should refer
to the Delphi elnvoicing System website

There are two ways through which a reviewer/approver may be deactivated:

e Their account has been deactivated due to a period of inactivity or has been
deactivated by mistake. If either of these occurs, they should contact their DOT
Delphi Security Officer to begin the process for account reactivation

e They no longer need access to the system because they are changing roles or are
leaving the OA. When this occurs, they should contact their DOT Delphi Security
Officer to initiate the deactivation process as soon as possible

NOTE

The OA for which they review and approve invoices can request to have their account
deactivated at any time.
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B2.0 SYSTEM NAVIGATING AND SEARCHING

Once the reviewer/approver receives their Delphi elnvoicing System account information
and gain access, they can login and begin using the system.

They should be able to:

e State how to use global links to navigate throughout the system
o Identify and differentiate between the various notification types
e Locate the steps on how to conduct an invoice search

B2.1 Delphi eInvoicing System Global Links
B2.1.1 Logging into the Delphi eInvoicing System

Similar to the logon process for grant recipients, reviewer/approvers will enter their user
name and generic password issued to them by DOT. Before they log on, they must agree
to follow the rules of behavior established by DOT by reading the Rules of Behavior and
checking the box. Upon selecting the Login button, they will be directed to the Change
Password page.

Welcome to the Department of Transportation DELPHI Login Page

Please enter your User Name and Password below.
Username | |

1 OF TR4

Ns%?) |

Password | |

DEg, %

[ 1 have read and accept the DELPHI Rules of Behavior.

o

| have read the DELPHI Rules of Behavior in their entirety, and | recognize that it is my responsibility to ensure that |
comply with all DoT paolicies, regulations, guidelines and rules regarding the protection, handling, processing
transmission, distribution, and destruction of sensitive unclassified information. | understand that failure to comply with
any or all of the below security requirements could result in the loss of my system privileges, disciplinary action by DoT,
and/or civil or criminal penalties

DELPHI Rules of Behavior

Why are DELPHI Rules of Behavior Needed?

Within DELPHI, as within all commercial-ofi-the-shelf (COTS) software packages, technical controls alone are
inadequate in ensuring the proper separation of duties and security controls needed in federal applications.
Management controls must be used to supplement the technical controls. Accordingly. the Office of Management
and Budget (OMB)} has established security requirements for agencies that supplement technical controls with
management controls. Those requirements are published in OMB Circular Mo. A-130, Management of Federal
Information Resources, Appendix Ill, Security of Federal Automated Information Systems, dated November 28,
2000 (see http:/fwww whitehouse_goviomb/tirculars/a130/a130transd himl).

A-130 states: "Establish a set of rules concerning use of and behavior within the application. The rules shall be
as siringent as necessary to provide adequate security for the application and the information in it. Such rules
shall clearly delineate responsibilities and expected behavior of all individuals with access to the application. In
addition, the rules shall be clear about the consequences of behavior not consistent with the rules.”

Image B2-1: Delphi eInvoicing System Login Page
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The Change Password page (Image B2-2) will appear the first time they access the Delphi
elnvoicing System to allow them to change the DOT-issued generic password to a
personal one. This page will appear again every 45 days to prompt them to change their
password. Similar to change password process for grant recipients, reviewer/approver
passwords must be at least 12 characters long. Once entered, they select Apply (Image
B2-2).

Change Password

Change Password

*|ndicates Required Field

=Current Passward |

=MNew Pasgward |

*Re-enter Mew Passward |

Cancel

Image B2-2: Change Password Page

Once their password has been reset, they will be directed to the Navigator Home page
(Image B2-3). On this page, they need to select the responsibility associated with the OA
for which they currently need to review or approve an invoice.

As previous mentioned in the grant recipient section, Responsibility is the name of the
access that has been given to a reviewer/approver. The access relates to a specific OA’s
grants. A reviewer/approver may review invoices for several different grants. In this
example, the Federal Aviation Administration iSupplier Approver responsibility has been
selected.

DEPARTMENT OF TRANSPORTATION

DELPHI e E-Business Suite

UNITED STATES OF AMERICA

Logout Preferences Help

Logged In As EELLISZFAA

Navigator Favorites
[Edit Navigator ) ( Edit Favorites )
FAL ISP Approver 1| Please select a responsibility. You have not selected any favorites. Please use
FAA ISP Reporting - Discoverer the "Edit Favaorites” button to set up your
Viewer favorites .

Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights rezerved. Privacy Statement

Image B2-3: Navigator Home Page
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B2.1.2 Responsibility Home Page

Once they have selected the appropriate responsibility, they will be taken to the relevant
Responsibility Home page (Image B2-4) where they can view notifications and search for
invoices awaiting your action.

NOTE

If a reviewer/approver reviews invoices for multiple OAs, they will have separate user IDs
and passwords for each OA that they review.

DEPARTMENT OF TRANSPORTATICN

E-Business Suite

UNITED STATES OF AMERICA

Logout Preferences Help

—
Logged In As EELLISZFAA

Navigator Favorites
| Edit Na\.rigator\j | Edit Favorites |
[EJFAA ISP Approve FAA ISP Approver | You have not selected any favorites. Please use
[ FAA ISP Repoarting - Discoverer | [E] Motifications the "Edit Favorites” buttan to set up your
Viewer H view Invoices favarites.

Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rightz reserved. Privacy Statement

Image B2-4: Responsibility Home Page

On the Responsibility home page, there are three links at the upper-right corner of the
screen: Logout, Preferences and Help (Image B2-5).

Logout Preferences Help

Logged In As EELLIS2FAA
Favorites
| Edit Mavigatar | | Edit Favarites |

You have not selected any favorites. Please use
the "Edit Favorites” button to set up your
favorites.

Image B2-5: Responsibility Home, Global Links
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Logout, logs you out of Delphi elnvoicing System; automatic logout is scheduled for
inactivity in excess of 30 minutes.

Preferences allow you to set user preferences.
Help displays the Oracle iSupplier Portal Help page.

On other subpages within the System, a fourth link—Home—will also be displayed in the
upper-right corner of the screen. This link will take them back to the Responsibility home

page.

B2.1.3 Setting User Preferences

When the Preferences link is selected, the General Preferences page will appear (Image
B2-6).

There are six sections within this page.

1. The first section, Languages, defaults to American English. System functionality
does not allow the user to view the content in other languages.

2. The next section, Accessibility, gives them the option to modify accessibility
features, such as screen reader use.

3. The third section, Regional, allows them to set their location and preferred date
and time stamping.

4. The fourth section, Change Password, is where they can change or reset their
password. Remember that passwords must contain at least twelve (12) characters
long and must contain at least two letters and at least two numbers to be valid.

5. The Start Page section allows them to specify which responsibilities they would
like to view on their Responsibility home page.

6. The final section, Notifications, allows you to select the email style and format in
which they would like to receive e-mailed notifications.

After making any changes to the default information on this page, select Apply.
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DEPARTMENT OF TRANSPORTATION

DELPHI

E-Business Suite

UNITED STATES OF AMERICA

Home Logout Preferences

o General General Preferences
« Display e \ FRece o EE o) PR N

. ,;ccess Languages
fquest
RS J Current Session Language | American English = |2 @
Default Application Language | American English + |2

Accessibility
Accessibility Features |N0ne j.ll' @

Regional
Territary |United States LI
Date Format | dd-MMb-yyyy (13-Feb-2012) | @
Timezone |(GMT -06:00) Central Time x|

Mumber Format | 10,000.00 «
Currency ']

Client Character Encaoding |Western European (vyindows) j.@

Change Password

Known As | @
Old Pasgwaord |
|
|

Mew Password

Repeat Password
Start Page
Respansibility | j
Page ’_L|

Notifications @
Ermail Style |HTML mail with attachments j

Motifications will be sert in your current default language, American English.

— -
[ Cancel ) (Resetto Default ) AEE'Y

Image B2-6: General Preferences Page

The bottom link on the left panel of the General Preferences page is Access Requests
(Image B2-7). Selecting this link will display all of their assigned responsibilities. However,
they will only be able to view the responsibilities that they currently have and will not be
able to request additional responsibilities through this page. Any request for additional
access will have to be approved by their OA.
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o General General Preferences
» Display
Preferences
Leea Languages
Reguests
Current Session Language

Default Application Language

Accessibility

e

Image B2-7: General Preferences Page, Access Requests Link

Once they have customized their preferences, they can return to the Responsibility home
page.

On the Responsibility home page, they will notice two buttons Edit Navigator and Edit
Favorites (Image B2-8).

Logged In As EELLISZFAA
Navigator Favorites
|j FAA ISP Approve FAA ISP Approver You have not selected any favorites. Please use
[ FAA ISP Reparting - Discoverer | [E] Motifications the "Edit Favorites” button to set up your
Viewer &l view Invoices favorites.

Image B2-8: Responsibility Home Page, Edit Navigator and Edit Favorites Buttons

The Edit Navigator button allows them to edit the responsibilities that they want to show
or hide on your Navigator home page.

The Edit Favorites button appears on the screen but will be disabled for DOT grant
reviewer/approvers.

B2.2 Delphi eInvoicing System Notifications

On the Responsibility home page, select the Notifications link (Image B2-9). Once an
invoice is created by the grant recipient, the system automatically generates a notification
informing you to view and take action on an invoice.

Navigator
[ Edit Navigator |

on p

Apnrowe
Naotifications

=] View Involces

D FAA ISP Approve
3 FAA ISP Reporting - Discaveren
Viewer

Image B2-9: Responsibility Home page, Notifications Link

Page | 70



DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — SUPER USER

Selecting this Notifications link will direct them to the Worklist page (Image B2-10).

DEPARTMENT OF TRANSPORTATION

DELPHI e Yo

UNITED STATES OF AMERICA

Home Logout Preferences Heln

Worklist
Wi ]Open Notifications jﬂ}
,Tﬂ Mext 26 &
From IType ISuhject |Sent.' |Due |
iSupplier Appraval WwarkF low REMIMNDER: Fayment request Test2012 is awaiting your review, 13-Jan-2012
iSupplier Approval WWorkFlow REMINDER: Payment request Test2012 is awaiting your review, 14-Jan-2012

Image B2-10: Worklist Page

To filter through notifications, they select the drop-down list for sorting options (Image
B2-11). Within the drop-down list, they have the following options:

All Notifications will result in every notification in your worklist

Open Notifications will return any notifications that they have not yet viewed

To Do Notifications are invoices waiting to be reviewed

FYI Notifications are informational in nature and do not require any action

Notifications From Me will not return any results

Worklist

e |Open Motifications '
N L otiioations
There FYI_Nntiﬁcation er
Motifications Fiprovides a sfries of warklist views available |
Open Motifications
To Do Matifications

erved.

Motifications |

—

Image B2-11: Worklist, View Drop-Down List

Once they decide how to view the notifications, select Go.

In the results table, the reviewer/approver can sort by the following categories: Subject,
Sent and Due (Image B2-12). No results will return under the From header, and the Type
will return the same result for all notifications. The date listed under the Due header is the
scheduled pay date in Delphi. Subject lines will reflect the type of notification and what
action, if any, is required. To sort by any of these categories, select the desired category
header.
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e — |
Worklist
View |Open Notifications  ~|(_Go )

125 | Newi 25 &

IFrum |Type |Suhject ISent IDue |
i . - I — A . - . —
1Supplier Appraval WarkFlow REMINDER: Payment request Test2012 is awalting your review. 15-Jan-2012
iSupplier Appraval WarkFlow BEMINDER: Payment request TestX012 is awaiting your review. 14-Jan-2012

Image B2-12: Worklist, Results Table

The results in your returned worklist may show any of the following notification types (Table
B2-1).

NOTIFICATION DESCRIPTION

TYPE
This notification lets the reviewer/approver know that an
invoice is awaiting approval. They will receive this notification
as an e-mail and as a worklist item.

FYI Approval
Request E-mail

This notification is sent after the grant recipient has submitted
an invoice and requires the reviewer/approver to take action.
It will only be sent as a worklist item and will require an
“approve” or “reject” response.

Action: Approval
Request

FYI Threshold This notification is for informational purposes only and is used
within an auto-approved hierarchy when a preset threshold
has been reached. This threshold will be a percentage of the
total obligated amount on the Delphi PO. Any individual
invoice that exceeds the threshold percentage generates this
notification, but no action is required NOTE: This notification
will only be sent on hierarchies that are auto-approved

The reviewer/approver will receive a reminder notification in a
predetermined number of calendar days if they have not taken
action to review or approve an invoice.

Reminder

This notification is sent to a user external to the approval
hierarchy chain based on a predetermined number of calendar
days. Please note that the external user will continue to
receive escalation notifications and you as the
reviewer/approver will continue to receive reminder
notifications until action is taken on the invoice.

Escalation FYI

This is an FYI only notification that is sent to any users who

Rejection Previous ) o . . .
previously approved an invoice that is now being rejected.

Approvers

Table B2-1: Notification Types
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The reviewer/approver will receive both an FYI notification and an Action notification when a
grant recipient has submitted an invoice. However, they can only approve or reject an
invoice from the Action notification. The FYI notification is for informational purposes only.

B2.3 Delphi eInvoicing System Searching
B2.3.1 Searching All Invoices

As with your Notifications, the reviewer/approver can search for invoices on their
Responsibility home page (Image B2-13).

Navigator
{Edit Navigator |
[ERJFAA ISP Approve: FAA ISP Approver
[ FAA ISP Reporting - Discoverer MNotification
Viewer 1= view Invoices |

Image B2-13: Responsibility Home Page, View Invoices Link

NOTE

e Please note that only invoices created through the Delphi elnvoicing System can be
accessed through the system search function

e An invoice that has been rejected cannot be viewed using the search function until
the invoice is resubmitted by the grant recipient

Select the View Invoices link to go to the Invoice Summary page (Image B2-14).

The Invoice Summary page allows them to perform a Simple Search by entering criteria in
multiple search fields: Invoice Number, Amount Due From, Amount Due To, Grant
Number/PO Number, Invoice Date From, Invoice Date To, Due Date From, and Due Date To.

Invoice Number is a unique invoice identification humber that is established by the grant
recipient. In the Amount Due From and To fields they can search a range of invoice amounts
by entering dollar amounts in the fields. Grant Number/PO Number is a unique grant/PO
identification number is established by the supplier. In the Invoice Date From and To fields
you they search a range of invoice dates by entering date from and to in the fields. Similarly
in the Due Date From and To fields you can search a range of due dates.

When entering search values, they can use the percent sign as a wildcard to search for
multiple items. For example, to search for all orders beginning with CTT, enter CTT%. The
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more specific their search, the more precise their returned results will be. For example, to
search for all orders beginning with 27 and ending in 5, enter 27%5. This will eliminate all
those items that only begin with 27 but do not end with 5.

To clear the search fields, select Clear.

DEPARTMENT OF TRANSPORTATION
FAA ISP Approver
UNITED STATES OF AMERICA
Home Logout Preferences Help)
Invoice Summary
(_Export )
Simple Search
Irvoice Mumber I— Grant Nurnbet/PO Murber  |[CTT%|
Fumount Due From l— Invoice Date From I—
Amount Due To l— Invoice Date To I—
Due Date From I—
Due Date To l—
( Go ) Clear
Invoice Number Invoice Date PO Number Grant Number Invoice Amount Status Description Type Supplier Due Date Paid Date View
Mo search conducted.
((Export )
Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statemernt

Image B2-14: Invoice Summary Page

Once you have entered your search criteria, select Go. All results will appear in a table
where the following columns will be displayed: Invoice Number, Invoice Date, PO Number,
Grant Number, Invoice Amount, Status, Description, Type, Supplier, Due Date, Paid Date,
and View (Image B2-15).

The Description is pulled from the invoice submitted by the grant recipient. The Due Date is
the scheduled payment date in Delphi. The Status and Paid Date columns are the ways in
which you can keep track of invoice processing. To sort by any of these categories, select
the desired column header.
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Invoice Summary
((Export )
Simple Search
Invaice Mumber Grant Mumber/FO Mumber |CTT%
Armount Due From Invoice Date From
Amount Due Ta Imvoice Date To
Due Date From
Due Date To
—
| Go ) Clear )
Invoice PO Grant Invoice Paid
Numher Invoice Date * |[Number |Number [Amount |Status Description [Type Supplier Due Date |Date View|
Test020912 09-Feb-2012 CTT11MO0E CTT11MODE 4 500.00  PEMDING Standard PARKS 10-Mar-2012 Wi
APPROWAL ASSOCIATION
GRAMT
CT2235000 07-Feb-2012 CTT11MO0B CTT11MODE 1 500.00  PEMDING Test Standard PARKS 08-tar-2012 Wi
APPROWAL ASSOCIATION
GRAMNT
22222 07-Feb-2012 CTT11MO07 CTT11MO07 487 150.00 PEMDING Standard PARKS 08-tar-2012 Wi
APPROWAL ASSOCIATION
GRAMNT
Test2012 13-Jan-2012 CTT1IMO07 CTT1MODY 5,000.00  PEMDING Enter Standard PARKS 12-Feb-2012 Wi

Image B2-15: Invoice Summary Page, Results Table

To export table data to a .CSV file in Microsoft Excel, select the Export button (Image B2-

16 and Image B2-17).

I E}{Eort )
Mumber |CTT%
pte Fram
Date To
pte Fram
Date To
Paid
& Description [Type Supplier Due Date [Date View
ING Standard PARKS 10-Mar-2012 i
OWAL ASSOCIATION

Image B2-16: Invoice Summary Page, Export Button
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Invoice Summary File Download - Security Warning n

Do you want to open or save this file?

Simple Search

L,:‘ Mame: export,csw
Ivoize Mumber Grant MurnberP O Murnh 4, Type: Microsoft Office Excel Comma Separated Yalues File

Amount Due From I— Invoice Date Fr From: delphiappsdew. esc. goy
Arnount Due Ta Irvoice Date Bren e | ’Wl
Due Date Fr
Due Date

whhile filez from the Intermet can be uzeful, this file type can

- il .
( | B potentially harm your computer. IF you do not trust the source, do not

............................... &’J% \@ open or save this software, What's the rigk?

Invoice PO Grant Invoice P
Humber Invoice Date © |Humber |Humber |Amount |Status |Description |Type |Supp|ier Due Date |Date View
TestD20912  09-Feb-2012 CTT1IMO0G CTTTIMO05 4 500.00  PENMDIMG Standard PARKS 10-har-2012 Wienw

APPROWAL ASSOCIATICHN
GRAMNT

Image B2-17: Invoice Summary Page, Export File to .CSV

B2.3.2 View Invoice Details

To view the details of a specific invoice, select the View link for that invoice in the far right
column (Image B2-18). This will direct them to the Invoice Details page.

Invoice PO Grant Invoice Paid
Number Invoice Date " |[Number  |Number |Amount |Status Description [Type Supplier Due Date |Datefiiew
Test020912  09-Feb-2012 CTT11M006 CTT11M006 4,600.00  PEMDING Standard PARKS 10-Mar-2012 iewy
APPROWAL ASSOCIATION
GRANT
CT2239000 07-Feb-2012 CTT11M006 CTT11M006 1,500.00 PEMDING Test Standard PARKS 08-Mar-2012 =0
APPROWAL ASSOCIATION
GRANT
2222 07-Feb-2012 CTT11M007 CTT11MO07 487 ,150.00 PEMDING Standard PARKS 08-Mar-2012 e
APPROWAL ASSOCIATION

Image B2-18: Invoice Summary Page, View link

On the Invoice Details page, they can view the following information for the invoice: Invoice
Number, Invoice Date, Currency, Invoice Amount, Description, and any additional
attachments or backup documentation uploaded by the grant recipient (Image B2-19).

e The Attachments link will open all attachments associated with that invoice. Some
attachments will be uploaded as PDFs, including all SF270/271 forms created in the
Delphi elnvoicing System. They must have Adobe Acrobat Reader to view PDF files

e If they wish to see the full invoice history, they must go to the Action: Approval
Request notification for that invoice. They can access the Notifications link on the
Responsibility Home page
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Create Invoices | View Invoices

Invoices: View Invoices =

Invoice Details

Invoice Number:  FAA AM_ 001
Invoice Date:  07-Dec-2011
Currency: USD

Invoice Amount: 2

Description:  ATTACHMENT
SF 271 )

Attachments

S

Image B2-19: Invoice Details Page

B3.0 REVIEWING THE INVOICE

The reviewer/approver should be able to:

o Identify the Delphi elnvoicing System approval hierarchy

e Identify First In, First Out processing rationale

e Locate the steps on how to use the system to approve an invoice

e Locate the steps on how to use the system to reject an invoice

e Locate the steps on how to use the system to redistribute an invoice across
multiple PO lines

B3.1 Delphi eInvoicing System Approval Hierarchy
B3.1.1 Approval Hierarchy

Before using the System to approve or reject an invoice, it is important to understand how
the reviewer/approver was selected for this role. The System will rely on hierarchies to
determine the order in which the invoice is approved. Within a single hierarchy, there can
be different grant reviewers assigned to different levels. A reviewer/approvers position in
the hierarchy determines the order in which they will approve the invoice. Their position
may change depending on the grant for which you are reviewing an invoice. They may be
assigned to multiple approval hierarchies.

The invoice will be approved based on the order in which reviewer and approver levels have
been arranged. These levels are predetermined by the hierarchy. Each level is defined for a
reviewer/approver. The invoice status will continue to be “pending” until the last level
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approver approves it, at which point the status will be updated to APPROVED, PENDING
PAYMENT, and a notification will be sent to the grant recipient (Figure B3-1).

Level 3 Reviewer/Approver

Invoice status updated
to APPROVED,
PENDING PAYMENT or
REJECTED

Level 2 Reviewer/Approver

Grant recipient receives
notification that invoice has
been approved or rejected

Level 1 Reviewer/Approver

IPIIDIIP

Grant Recipient Submits Invoice

Figure B3-1: Approval Hierarchy Example

They may also approve an invoice that has multiple POs. In each case, the approval chain is
determined according to the reviewer/approver hierarchy levels, not the PO order. Each PO
may be reviewed and approved by a different set of people (Figure B3-2).

Level 3 Reviewer/Approver C Level 3 Reviewer/Approver Z

Level 2 Reviewer/Approver B Level 2 Reviewer/Approver Y

Level 1 Reviewer/Approver A Level 1 Reviewer/Approver X

2dl: Bdl: L
edl ¢ B4l L

PO1 PO 2

Grant Recipient Submits Invoice

|

Figure B3-2: Approval Hierarchy, Multiple POs Example
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NOTE

Please note, an individual may be required to approve an invoice more than once depending
on how the hierarchy is set up; if the invoice is rejected and resubmitted; or if the invoice
has been redistributed by another reviewer or approver in the hierarchy.

B3.1.2 Auto-Approval

In addition, hierarchies can be set up to automatically approve invoices up to and including
a predefined percentage of the total PO amount. As invoices are submitted, they are auto-
approved until the total amount equals the set percentage. After the predefined threshold
has been reached, the invoice can no longer be auto-approved and the reviewer/approver
will receive a notification that he/she must now go into the system to approve the invoice
according to the approval hierarchy.

For exmple (Figure B3-3), an award amount with an available balance of $1000 has a 90%
predefined auto-approval threshold. The grant recipient submits multiple invoices that are
auto-approved. Once the grant recipient invoices over $900.01, the reviewer levels are
notified that the threshold has been reached and that they must now go into the system to
approve subsequent invoices against the award amount.

Invoice
submission
total reaches
$900.01

Award Amount
with $1000
Available
Balance

Resume normal
invoice
approval

Auto-approval
up to and
including 90%

Figure B3-3: Auto-Approval Example

OA PROCESS RECOMMENDATION #1

Most OAs will not use auto-approval. For OAs that do use auto-approval, the predefined
auto-approval percentage thresholds can vary across OAs and grant programs; the
reviewer/approver should refer to the OA for which he/she reviews invoices for more
information on the OA’s policies and procedures.

B3.1.3 Escalation

The processing time for an invoice review is determined at the preset hierarchy level. The
Delphi elnvoicing System will send you an automatic reminder when an invoice is awaiting
your approval.
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If an invoice is not processed within a set timeframe, an escalation notification will be
generated by the system and sent to an additional user external to the approval hierarchy
chain. This additional user is normally a supervisor or manager who will not take direct
approval or rejection action on the invoice but will follow up with the reviewer/approver to
ensure that action is taken in a timely manner.

For example (Figure B3-4), if the escalation is set to four calendar days, the reviewer will
receive a reminder on day two that they must take action within two more days. If the
reviewer/approver does not take action within two days, the reviewer/approver will receive
another reminder to take action; at this time the approval process will be escalated, and the
additional designated user external to the hierarchy will also receive a notification. This
reminder and escalation notification process repeats until action is taken.

Day 12: Escalation notification sent again
Day 12: Reviewer/Approver receives reminder to take action
Day 8: Escalation notification sent again

Day 8: Reviewer/Approver receives reminder to take action

Day 4: Escalation notification sent to additional

user external to hierarchy
Day 4: Reviewer/Approver receives reminder to take action

Day 2: Reviewer/Approver receives reminder to take action

[ Invoice Awaiting Approval Invoice

Figure B3-4: Escalation Example

B3.2 First In, First Out (FIFO) Process

First In, First Out processing is a Delphi eInvoicing System business requirement that
automatically distributes an invoice across Purchase Order lines using the first in, first out
logic.

For example, when an invoice is submitted, the System automatically uses the oldest funds
first, followed by the next oldest, and so on, until the invoice is fully covered. The goal is to
use older funding in full before moving to newer funding.

A grant recipient will create an invoice using a Purchase Order/grant number. Every PO will
have one to many lines. Every Line will have one to many Shipments. Every Shipment will
have one to many Distributions. The FIFO process will look at all the distributions on the PO
that were selected for available balances to invoice against. From those distributions with an
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available balance, FIFO will apply the invoice amount according to the distribution with the
oldest money, as determined by the budget year (Figure B3-5).

Distribution 1
(2010)

Shipment 1

Distribution 1

Shipment 1
(2010)

Purchase Order Distribution 2

Shi t2
PSR (2011)

Distribution 1

(2010)
Shipment 1

Distribution 2
(2011)

Figure B3-5: First In, First Out Example

Some Grant Programs will not use the FIFO process. Please have them refer to the Grant
Program for which they review invoices for more information on how funds will be applied to
the invoice. If they do not use the FIFO process, they will need to redistribute funds on the
invoice. Redistribution is covered in greater detail in section B3.5.

B3.3 Approving an Invoice
B3.3.1 Select Invoice to Approve

To approve an invoice they will begin on the Responsibility Home page. From here, have
them select the Notifications link (Image B3-1), which will direct them to the Worklist
page.
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Navigator

EFAA ISP Approve FAA ISP Approver

[ FAA ISP Reporting - Discoverer | |=] Notifications |
Viewer =l View Invoices

[ Edit Mavigatar |

Image B3-1: Responsibility Home Page, Notifications Link

On the Worklist page, use the drop-down list and select “To Do Notifications” (Image B3-2).

Wiewy |

Open Motifications [ Go )

=

Motifications FﬂPruvides a series of worklist views availahlel

Open Motifications

To Do Motifications

Copeyrigh

TTo) 2000, A el s 12

erved.

—
Worklist

Motifications |

Image B3-2: Worklist page, Drop-Down List

From the results table, select the link under the Subject header for the notification to review

(Image B3-3).

Motifications =

Worklist

Notifications

e |T0 Do Motifications jlw.l

From |Type ISuhject Sent/ Due
iSupplier Approval YWorkFlow  Action: Payment Request Test2012 is awaiting your approval 18-Feb-2012 15-Feb-2012
iSupplier Approval WaorkFlow  Action: Payment Request TestO20312 is awaiting your appraval 18-Feb-2012 18-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request 22292 is awaiting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request BR53633 is awaiting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request CTT2012202 is awaiting your approval 18-Feb-2012 13-Feb-2012
iSupplier Approval WarkFlow Action: Payment Regquest CTT2012900 is awaiting your anproval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  |Action: Pavment Feguest Test1234 1s awalting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WaorkFlow  Action: Payment Request Test1234Credithderno is awaiting your approval 18-Feb-2012 19-Feb-2012

Image B3-3: Worklist Page, Notification Selection

B3.3.2 Review Invoice Details

Once the subject link is selected, they will be directed to the Action: Payment Request page
(Image B3-4). From the Action: Payment Request page, review invoice information in detail.
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NOTE

Please note that they must validate all data populated on the invoice, including on all
attachments and the SF270 or 271 form (if required), before approving it.

Motifications = Worklist =

Action: Payment Request Test1234 is awaiting your approval
( Submit )
To ~WF_ADHOC.21154
Sent 18-Feb-2012 20:06:36
Due 19-Feb-2012 08:06:36
D 3279082

Supplier: PARKS ASSOCIATION GRANT

Attachments

=)
InvoicE Fo

Supplier Site
Alternate Site Marne :
Invoice Date :

Irneoice Murnber
Invoice Id

Irvoice Currency
Invoice Amount
Description :

Irioice Type

TEXAS FAA

18-Feb-2012
Test1234

15351529

UsD

$4,600.00

Enter description here.
STANDARD

SF 270 )

Received Cancelled Billed UDO

Amount
In Awvailable
Process Balance

Line Item Description Shipment Distribution Ordered

Line  Number
1 CTTIIMO0F 3 AWARD - 1 1 $250,000.00 $0.00
PRORARI L ISTIC

J |

$0.00 $0.00 $240,000.00 $25,000.00 $225,000.00

An
to
Iy
54

»

Image B3-4: Action: Payment Request Page

On the Action: Payment Request page, select the SF270 or SF271 buttons (Image B3-5
to review the details of the SF270 forms (Image B3-6).

OA PROCESS RECOMMENDATION #2

)

Please have them refer to the OA for which they review invoices to determine whether the
grant recipient is required to submit the SF270 or SF271 Form (or other form), as well as

how to populate the fields within the applicable required form.
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Attachments

i

Supplier :
Supplier Site

Alternate Site MName :
Invoice Date :

Invoice Mumber :
Irevoice Id
Invaice Currency :
Invaice Amoaount :
Description :
Irevoice Type :

FARKS ASSOCIATION GRANT
TEXAS FAA

18-Feb-2012
Test1234

15351529

=D

$4 600.00

Enter description here.
STANDARD

Image B3-5: Action: Payment Request Page, SF270 Button

0348-0004 1 | 1
REQUEST FOR ADVANCE a "X" ahe or balh boxes 2 QUEST
OR REIMBURSEMENT ] ADVANCE [ REIMBURSE-
MENT W1 cASH
(See instructions on back) _E h.",;i_- - |:| PARTIAL [0 ACCRUAL

8. PERIOD COVERED BY THIS REQUEST

ON anlh, day, pear) TO friont, day, pear)

10. PAYEE {Where chackiz o be senl if different than tam 8§

Mame:

Number
and Street:

City. State
and 2 Code:

Name:

Number
and Street:

City, State
and ZiP Code:

Image B3-6: SF270 Form

NOTE

To return to the Action: Payment Request page, select the Back button at the top of the
browser. Remind them this is the only time they should use the Web browser Back button
when navigating in the Delphi elnvoicing System.
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Back on the Action: Payment Request page, the reviewer/approver selects the
Attachments icon (Image B3-7). This will direct them to the Attachments page (Image B3-
8) to view additional attachment details.

OA PROCESS RECOMMENDATION #3

Tell them to refer to the OA for which they review invoices to determine which types of
attachments the grant recipient is required to submit as backup documentation in order for
the invoice to be approved.

Supplier: PARKS ASSOCIATION GRANT
Supplier Site : TEXAS FAA
Alternate Site Mame :
Invoice Date :  18-Fepb-2012
Invoice Mumber . Test]234
Invoice Id: 15351529
Irvoice Currency @ 1SD
Invoice Amount - $4 BO0.00
Description © Enter description here.
Invoice Type . STANDARD

SF 270 )

Attachments

J

Image B3-7: Action: Payment Request Page, Attachment Icon

Motifications > Worklist = Mofification Details =

Attachments
| Last
File Hame Type|Description Category |Last Updated By Updated Usage |Update Delete
Test1234_expense_spreadsheet xlsx File  Enter description  From GRANTUSERZGPARKSGRANT 18-Feb-2012 One-
here Supplier Time
Test1234_backup_docs.pdf File  Enter Description  From GRAMTUSER2GPARKIGRANT 18-Feb-2012 One-
Here Supplier Time

Return to Action: Payment Regquest Test1234 is awaiting your appraval

Image B3-8: Attachments Page

To view an attachment in more detail, select its file name link. The File Download window
opens (Image B3-9), where you can open or save the attachment.
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3
Motifications = Worklist = Mofification Details = File Download E

Attachments
Do you want to open or save this file?

File Hame Type|Description Category |L . o e
|Iest1234 eernse soreadsheet xlsxfFile  Enter description  From C < S Sulent ol

Fiste Supplier Hl Type: Microsoft Office Excel Woarksheet, 7.99KE
Test1234_backup_docs.pdf File Enter Description  From c i e e e e

Here Supplier

I Open Save l | Cancel

Beturn to Action: Payment Request Test1234 is awaiting your approval
Motifications | Home | Logout

T=F

Capyright (c) 2006, Oracle. Al ights reserved. I ? | while filez fram the Internet can be useful, zome files can potentially
-

harm your computer. If you do not bust the source, do not open or
save this file. What's the risk?

Image B3-9: Attachments page, File Download Window

After reviewing the attachment, select the Return to Action link (Image B3-10) to
return to the Action: Payment Request page.

Notifications

Motifications > Worklist = Mofification Details =

Attachments
| Last
File Hame Type|Description Category |Last Updated By Updated Usage |Update Delete
Test1234_expense_spreadsheet xlsx File  Enter description  From GRANTUSERZGPARKSGRANT 18-Feb-2012 One-
here Supplier Time
Test1234_backup_docs.pdf File  Enter Description  From GRAMTUSER2GPARKIGRANT 18-Feb-2012 One-
Here Supplier Time

Return to Action: Payment Regquest Test1234 is awaiting your appraval I

Image B3-10: Attachments page, Return to Action Link

B3.3.3 Approve Invoice
Once the invoice is reviewed and its backup documentation, they are ready to approve it.

At the bottom of the Action: Payment Request page, there is a Response section with an
Approval Action drop-down list (Image B3-11). They have the following options:
APPROVED, REJECTED: Good Services not received, REJECTED: Invoice Error, REJECTED:
Other. Select APPROVE from the drop-down list.
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Response

Approval Action | APPROVED

Comments |EAIEIE] D
REJECTED: Goods Services not received
REJECTED: Irwoice Errar
REJECTED: Other

Return ta Warklist ( Submit )

™ Display next notification after my response

Image B3-11: Action: Payment Request Page, Approval Action Drop-Down List

It is recommended that they add comments when approving the invoice. Select the
comments field (Image B3-12) to enter comments.

Response
Approval Action | APPROVED ~|

Cormments fAporoved for payment

Return to WWarklist ( Submit )

¥ Display next notification after my response

Image B3-12: Action: Payment Request Page, Comments field

Select the check box to display the next notification in the queue after the approved
invoice is submitted (Image B3-13).

Response
Approval Action | APPROWED ~|

Comments  [Approved for payment

Return to Warklist ( Submit )

¥ Display next naotification after my response

Image B3-13: Action: Payment Request Page, Check Box
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NOTE

e Note: To view additional invoices, the link at the bottom of the page will direct
them back to the Worklist; however, if they select this link prior to submitting
approval for the invoice currently appearing on the screen, the entries will NOT be
saved

e To review all invoices in the queue in order, select the “Display next notification
after my response” check box in the lower-left corner. This will immediately direct
you to the next invoice on the worklist after submission

To complete the approval process, select the Submit button at the lower-right corner of
the screen (Image B3-14). After submission, you will be directed back to the Worklist

page.

Response
Approval Action | APPROVED |
Comments  [aparoved for payment

B i i
etur.n to WWarklist o [ Submit
W Display next natification after my response

Image B3-14: Action: Payment Request Page, Submit Button

B3.4 Rejecting an Invoice
B3.4.1 Select Invoice to Reject

The initial steps in rejecting an invoice are similar to approving an invoice, but there are
important changes to note. They begin by selecting the Notifications link (Image B3-15)
on the Responsibility Home page. This will direct them to the Worklist page.

Navigator
" Edit Mavigator |
[WJFAA ISP Approve FAA ISP Approver
[ FAA ISP Reporting - Discoverer | |=] Notifications
Viewer =l View Invoices

Image B3-15: Responsibility Home Page, Notifications Link
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On the Worklist page, use the drop-down list and select "To Do Notifications” (Image B3-

16).

Worklist

e |Open Motifications

F¥1 Motifications

. . Wy
Matifications FﬂPruvides a series of worklisk views availahlel
Open Motifications

=

To Do Motifications

Copy gt T T 200, Lo e resetvedd

Motifications |

—

Image B3-16: Worklist page, Drop-Down List

From the results table, select the link under the Subject header for the notification to be
reviewed (Image B3-17).

Motifications =

Notifications

Worklist

iew |T0 Do Motifications ﬂu’ﬁ]

From |Type ISuhject Sent/ Due
iSupplier Approval WorkFlow  Action: Payment Request Test2012 is awaiting your appraval 18-Feb-2012 18-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request TestD20912 is awaiting your approval 18-Feb-2012 18-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Reguest 22292 is awaiting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request BR53633 is awaiting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request CTT2012202 is awaiting your approval 18-Feb-2012 159-Feb-2012
iSupplier Approval WarkF low I-M—EEQWW . . ERATL B T a=Tatal cuiti=1! 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  PAction: Pavment Peguest Test1234 1= awaiting your anoroval I18—Feh—2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request Test1234Creditherna is awaiting your appraval 18-Feb-2012 19-Feb-2012

Image B3-17: Worklist Page, Notification Selection

Once subject link is selected, they will be directed to the Action: Payment Request page

(Image B3-18).
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Motifications = YWarklist =
Action: Payment Request Test1234 is awaiting your approval

( Submit )

To ~WF_ADHOCZ21154
Sent 18-Feb-2012 20:06:36
Due  19-Feb-2012 08:06:36

D 3279082

Supplier: PARKS ASSOCIATION GRANT
Supplier Site . TEXAS FAA
Alternate Site Marne
Imwoice Date :  18-Feb-2012
Invoice Mumber: Test]234
Imvoice Id: 15351529
Invoice Currency © 1JSD
Irvoice Armount © $4 600.00
Description :  Enter description here.
Imvoice Type : STANDARD

SF 270

Attachments

i Amount An
-\I'IBW
Immi In Available to

Line MNumber Line ltem Description Shipment Distribution Ordered  Received Cancelled Billed UDO Process Balance Imy

1 CTTIIMO07 3 AWARD - 1 1 $250,000.00 $0.00 $0.00 $0.00 $240,000.00 $25,000.00 $225,000.00 §4
| PROBARITISTIC |
1 »

Image B3-18: Action: Payment Request Page

B3.4.2 Reject the Invoice

Once the invoice is reviewed and its backup documentation completed, they are ready to
reject it.

At the bottom of the page, there is a Response section with an Approval Action drop-down
list. You have the following options: "APPROVED,"” "REJECTED: Good Services not
received,” “REJECTED: Invoice Error,” “REJECTED: Other.”

Select the appropriate rejection type from the options in the drop-down list (Image B3-19).

Response
Approval Action |
Comments [
BEIECTED Goods Sanices not received =
REJECTED: Irwoice Error
[FETECTED:, Other l
Return to Worklist Submit )
™ Display next notification after my response

Image B3-19: Action: Payment Request Page, Approval Action Drop-Down List
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All rejected invoices require comments to be submitted in the comments field (Image B3-
20). This field has a limit of 255 characters. This message will be sent directly to the grant
recipient. Failing to enter comments will result in an error message when attempting to
submit.

OA PROCESS RECOMMENDATION #4

Have the reviewer/approver refer to the OA for which they review invoices for specific
guidance regarding what to include in the comments section for invoice rejections.

Response
Approval Action  |REJECTED: Irvaice Error j
Comments Fnot enough back up documentation.

Return to YWarklist ( Submit )

¥ Display next notification after my response

Image B3-20: Action: Payment Request Page, Comments Field

To complete the rejection process, select the Submit button at the bottom right corner of
the screen (Image B3-21). Upon submission they will be directed back to the Worklist page.

Response
Appraoval Action |REJECTED: Inwaice Errar j
Comments  [nNot enough back up documentation.

Return to Worklist Submit 'g

W Display next notification after my response

Image B3-21: Action: Payment Request Page, Submit Button

NOTE

¢ Remind them that if the amount of the invoice is incorrect or any necessary documents have
not been attached to the invoice, the invoice must be rejected and an explanation in the
Comments field regarding which information must be corrected or which documents must be
added in order for the invoice to be approved must be provided

¢ While the grant recipient will not be able to view the Approval Action selection, they will be
able to view your rejection comments

¢ Anything that is submitted in the comments section will be sent to the grant recipient in an e-
mail; all comments submitted will be considered official US Government communication
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B3.5 Redistributing Across Multiple PO Lines
B3.5.1 Select Invoice to Redistribute

Redistribution allows the funding source assigned during FIFO processing to be changed and
allows them to manually select one or more different funding sources for the invoice
payment.

OA PROCESS RECOMMENDATION #5

Have the reviewer/approver refer to the OA for which they review invoices for specific
guidance regarding the use of redistribution of funds on an invoice; some OAs will opt not
to use this functionality.

It is important to note that the redistribution process only allows for the redistribution of
funds within a PO number.

NOTE

If the funds need to be redistributed across multiple POs, please reject the invoice and cite
the reasons for rejection in the comments section.

The first few steps are similar to the invoice approval process, but there are important
changes to note. Begin by selecting the Notifications link on the Responsibility Home page
(Image B3-22).

Navigator
" Edit Mavigator |
[@JFAA ISP Approve FAA ISP Approver
3 EAA ISP Reporting - Discoverer | 5] Matifications
Viewer =l View Invoices

Image B3-22: Responsibility Home Page, Notifications Link

On the Worklist page, use the drop-down list and select “To Do Notifications” (Image B3-
23).
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Worklist

From [

There

o Lo O

F1 Motifications
Motifications FﬂPruvides a series of worklist views availahlel
Open Matifications

Copy o e = T e

View |Open Matifications  ~|_Go0 )

perved.

Motifications |

—

Image B3-23: Worklist page, Drop-Down List

From the results table, select the link under the Subject header for the notification to be

reviewed (Image B3-24).

Motifications =
Worklist
“iew |To Do Natifications  ~|( Go )

Notifications

From |Type Subject Sent/ Due
iSupplier Approval WorkFlow  JAction: Payment Request Test2012 is awaiting your approval 8-Feb-2012 18-Feb-2012
iSupplier Approval WorkFlow — Rclon: Payrment Hequest 1estla0g 12 15 awalting your approval 18-Feb-2012 18-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request 22292 is awaiting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request BR53633 is awaiting your approval 18-Feb-2012 19-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request CTT2012202 is awaiting your approval 18-Feb-2012 13-Feb-2012
iSupplier Approval YWorkFlow  Action: Payment Request CTT2012200 is awaiting your approval 18-Feb-2012 159-Feb-2012
iSupplier Approval WorkFlow  Action: Payment Request Test1234 is awaiting your appraval 18-Feb-2012 19-Feb-2012
iSupplier Approval WaorkFlow  Action: Payment Request Test1234Credithderno is awaiting your approval 18-Feb-2012 19-Feb-2012

Image B3-24: Worklist page, Notification Selection

Once the subject link is selected, they will be directed to the Action: Payment Request page

(Image B3-25).
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Action: Payment Request Test2012 is awaiting your approval
[ Submit

To ~WF_ADHOC-21029
Sent 18-Feb-2012 11:52:29
Due 18-Feb-2012 23:52:29

D 3276193

Supplier: PARKS ASSOCIATION GRANT
Supplier Site: TEXAS FAAL
Alternate Site MNarme
Invoice Date :  13-Jan-2012
Invoice Mumber: Test2012
Iwaice 1d . 15341435
Invoice Currency : USD
Invoice Armount © $5,000.00
Description:  Enter Description
Invoice Type . STANMDARD

Image B3-25: Action: Payment Request Page

On the Action Payment Request page, select the Go to Redistribution link directly above
the Action History section (Image B3-26). This will direct them to the Invoice Redistribution
page.

Attachments
Amount
Invoice Po Amount In Awvailable to
Line HNumber Line ltem Description Shipment Distribution Ordered  Received Cancelled Billed  UDO Process  Balance Invoice Charge A
1 CTT1IMO007 1 AWARD - 1 1 $250,000.00 $0.00 $0.00 §7,850.00 $242,150.00 $237 ,150.00 $5,000.00 $5,000.00 122550010
PROBABILLISTIC
INTEGRITY AND
RISK
AZSESSMENT
OF TURBINE
ENGINES
Go to Redistribution
Action History
Num  Action Date Action From To Details
1 13-Jan-2012 11:06:24 Submit GRANT USERZ ~WWF_ADHOC-21029
2 13-Jan-2012 23:52:59 Tirneout ~WWE_ADHOC-21029  Workflow System
3 14-Jan-2012 11:53:32 Timeout ~WE ADHOC-21029  Workflow Systerm

Image B3-26: Action: Payment Request Page, Go to Redistribution Link

B3.5.2 Invoice Redistribution Page Review

On the Invoice Redistribution page, there are three tables: Invoice Header, Invoice Details,
and PO Lines (Image B3-27).

The “Invoice Header” table provides an overview of the invoice, including the Invoice
Number, Invoice Date, Supplier, Invoice Total, Description, and Invoice Type. The “Invoice
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Details” table lists the number of PO lines, amounts, and charge accounts within the invoice.
The “PO Lines” table lists all the lines under each PO number.

Invoice Redistribution
(LApply ) (Cancel )
Inveoice Header
Invoice Number Invoice Date Supplier Invoice Total Description Invoice Type
Test2012 13-Jan-2012 PARKSE ASSOCIATION GRANT $5,000.00 Enter Description STANDARD
Invoice Details
PO PO

Line PO PO Line Shipment Distribution Project Task

N II : "D ; II Numk Numt Numi A t Charge Account Number Number Update Delete
j [voice Defaisl 1 1 $5,000.00 1228800100201 1 ORJPECANOD. CTG2570000.41040.61008600 VAR |

Running Total for Invoice Lines: $5,000.00

PO Lines

Select the line to redistribute.
Line Details

PO
PO Line Distribution Ship t 0 ti
Number PO Site Number ltem Description Number  Number Ordere|

& CTT11MO07 TEXAS FAM 1 AWARD - PROBABILLISTIC INTEGRITY AND RISK ASSESSMENT OF TURBINE ENGINES 1 1 §260,000.01

o CTT11MOO7 TEXAS FAAZ AWARD - PROBABILLISTIC INTEGRITY AND RISK ASSESSMENT OF TURBINE ENGINES 1 1 §260,000.01

& CTT11MO07 TEXAS FAA S AWARD - PROBABILLISTIC INTEGRITY AND RISK ASSESSMENT OF TURBINE ENGINES 1 1 $250,000.0(

Image B3-27: Invoice Redistribution Page

The funds can be redistributed among available lines within a PO. The total funding for all
PO lines must remain the same as the original invoice (Image B3-28).

Invoice Header
Invoice Number Invoice Date Supplier Invoice Total Description Invoice Type
Test2012 13-Jan-2012 PARKS ASSOCIATION GRANT Enter Description STANDARD

Invoice Details

PO PO
Line PO PO Line Shipment Distribution Project Task
Numhor Huml Number Numl Numk A t Charge Account Number Number Update Delete
1 ]M;%DD? 1 1 1 $5,000.00 1228800100.2011.0RJPECADDD. CTG2570000.41040.61006600 / i
(e o o e Tes saannl

Image B3-28: Invoice Redistribution Page, Matching Invoice Totals

B3.5.3 Add Lines to Redistribute

From the PO Lines table, add an additional PO line/grant by selecting the plus icon beside
the appropriate PO Number/Grant Number to be invoiced against (Image B3-29).
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PO Lines
Select the line to redistribute.
Line Details
PO
PO Line Distribution Shipment  Quantit]
Number PO Site Number ltem Description Number  Number Ordere
& CTT11M007 TEXAS FAA 1 AWARD - PROBABILLISTIC INTEGRITY AMD RISK ASSESSMENT OF TURBINE EMGINES 1 1 $250,000.0
'IT1 TMO07 TEXAS FALZ AWARD - PROBABILLISTIC INTEGRITY AMD RISK ASSESSMENT OF TURBINE EMGINES 1 1 $250,000.0
& CTT1IMO07 TEXAS FAAS AWARD - PROBABILLISTIC INTEGRITY AMD RISK ASSESSMENT OF TUREINE ENGINES 1 1 $250,000.0

Image B3-29: Invoice Redistribution Page, Adding a PO Line

Once the plus icon is selected, that line is added to the Invoice Details table (Image B3-
30).

S

((Apply ) ((Cancel )

Inveice Header
Invoice Humber Invoice Date Supplier Invoice Total Description Invoice Type
Test2012 13-Jan-2012 PARKS ASSOCIATION GRANT $5,000.00 Enter Description STANDARD

Invoice Details

PO PO PO
Line PO Line Shipment Distribution Project Task
Number Numt Number Numt Numt A t Charge Account Number Number  Update
1 CTTI11007 1 1 1 $5,000.00 1228500100.2011.0RJPECADDD. CTG2570000.41040.61006600 /’
|2 CTT111007 2 1 1 $250,000.00 1238800110.2011.1RJPECADDD. CTG2570000.41040.61006600 1211CTO63110 419.RDO300 f’

Running Total for Invoice Lines: $255,000.00

Image B3-30: Invoice Redistribution Page, 2"¢ PO Line Added

Select the plus icon again to add another PO line to redistribute. The additional PO line now
appears in the Invoice Details table (Image B3-31).

Invoice Header
Invoice Number Invoice Date Supplier Invoice Total Description Invoice Type
Test2012 13-Jan-2012 PARKS ASSOCIATION GRANT $5,000.00 Enter Description STANDARD

Invoice Details

PO PO PO
Line PO Line Shipment Distribution Project Task
Number Huml Number Numt Numt A t Charge Account Number Number  Update [
1 CTT110007 1 1 1 $5,000.00 1228500100.2011. 0RJPECAQDD. CTGZ570000.41040.61006600 j
2 CTT1184007 2 1 1 $250,000.00 1238800110.2011.1RIPECAQDD. CTG2570000.41040.61006600 1211CT063110 419.RDO300 /’
I3 CTT1IM007 3 1 1 $250,000.00 1238800110.2011.1RIPECADOD. CTGZ570000.41040.61006600 f I

Running Total for Invoice Lines: $505,000.00

Image B3-31: Invoice Redistribution Page, 3" PO Line Added
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B3.5.4 Update Line Amount

Once the PO lines are added to the Invoice Details table the line amounts must be updated
so that the Running Total for Invoice Lines matches the original Invoice Total.

From the Invoice Details table, lines can be updated or deleted by selecting the Update and
Delete icons on the right-hand side of the table (Image B3-32).

Invoice Details
PO PO
Line PO PO Line Shipment Distribution Project Task
N I' : ‘E) : II Humit Numit Numt A t Charge Account Number Number Update Delete
1 Unvoiee Detais] oo g 1 1 $5,000.00 1228600100 201 1. 0RJPECAIND. CTG2570000. 4104061006500 W

Image B3-32: Invoice Redistribution Page, Update and Delete Icons

Select the Update icon beside the line to be edited (Image 3B-33), this will bring up the
Update Invoice Line page.

Invoice Details
PO PO PO

Line PO Line Shipment Distribution Project Task
Number Numtk Number Numk Numik A t Charge A t Number Number  Update |
1 CTT110007 1 1 1 $5,000.00 1228800100.2011.0RIPECADDD. CTG2570000.41040.61006600 |
2 CTT11m007 2 1 1 $250,000.00 1238300110.2011.1RJIPECADOD. CTG2570000.41040.610068600 1211 CTOE3110 419. RDO300
3 CTT11M007 3 1 1 $250,000.00 1238800110.2011.1RIPECADDD. CTGZ570000.41040.51006500 j’

Running Total for Invoice Lines: $505,000.00

Image B3-33: Invoice Redistribution Page, Update Line

On the Update Line page (Image B3-34), enter the correct amount in the Amount field, and
select Apply to save and be directed back to the Invoice Redistribution page.

Please note that selecting the Cancel button on the Update Invoice Line page will direct the
user back to the Invoice Redistribution page, and no changes will be reflected.

Update Invoice Line

(Apply J (Cancel )

Line Mumber ]
Arnourt 2000}

(Apply ) (Cancel)

Image B3-34: Update Invoice Line Page
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On the Invoice Redistribution page, the change in amount will be reflected in the Invoices
Details table under the Amount column (Image B3-35).

Invoice Details
PO PO PO
Line PO Line Shipment Distribution Project Task
Number Humtl Number Numl Numk A t Charge Account Number Number  Update [
1 CTT111007 1 1 1 $2,000.00§1226500100.2011.0RJPECAQND. CTG2570000.41040.61006600 j’
2 CTT11M007 2 1 1 $250,000.00 1238800110.2011.1RIPECADDD. CTG2570000.41040.61006500 1211CTOE3110 419. RDO300 j’
3 CTT11M007 3 1 1 $250,000.00 1238800110.2011.1RIPECADDD. CTG2570000.41040.61006500 f
Running Total for Invoice Lines: $502,000.00

Image B3-35: Invoice Redistribution Page, View Updated Line

Repeat the steps to update the remaining line numbers. The Running Total for Invoice Lines
will change to reflect each update.

B3.5.5 Redistribute Invoice

Once updated all line numbers in the Invoice Details table, must be checked to ensure that
the Running Total for Invoice Lines matches the original Invoice Total (Image B3-36).

e
Invoice Redistribution
(LApply ) (Cance
Invoice Header
Invoice Number Invoice Date Supplier Invoice Total Description Invoice Type
Test2012 13-Jan-2012 PARKS ASSOCIATION GRANT $5,000.00 Enter Description STANDARD
Invoice Details
PO PO PO
Line PO Line Shipment Distribution Project Task
Hirrbar il T —— T A t Charge Account Ml - Updat
1 CTT111007 1 1 1 52 000.00§1228800100.2011.0RJPECADDD. CTG2570000.41040.61006500 f
2 CTT11M007 2 1 1 $500.00§ 238800110.2011 1RJPECADOD. CTG2570000.41040.61005600 1211 CTOS3110 419. RDO300 f
3 CTT11h007 3 1 1 52 500.0001238800110.2011.1RJPECADDD. CTG2570000.41040.61006500 f
Eunning Total for Invoice Lines: $5,I]I]I].I]!

Image B3-36: Invoice Redistribution Page, Verify Invoice Total Matches Running Total

NOTE

Remind them that redistribution totals must always equal the amount of the original
invoice. If the amounts of the PO lines do not match the Invoice Total, they will receive an
error message. If the invoice amount itself needs to be changed, they must reject the
invoice, and the grant recipient must correct the amount.
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Once all changes have been made in the Invoice Details table for all lines, select the Apply
button (Image B3-37) which returns them back to the Action: Payment Request page where
they approve the invoice. Selecting the Cancel button will direct them back to the Action:
Payment Request page and no changes will be reflected.

Invoice Redistribution
| (Apply | ( Cance
Inveice Header
Invoice Humber Invoice Date Supplier Invoice Total Description Invoice Type
Test2012 13-Jan-2012 PARKS ASSOCIATION GRANT $5,000.00 Enter Description STAMDARD
Inveoice Details
PO PO PO
Line PO Line Shipment Distribution Project Task
Y] I [T} (! N I H I [T} ¥ i 1 charge Account N ¥ N I LII 1
1 CTT111007 1 1 1 $2,000.00 1228500100.2011.0RJPECADDD. CTGZ2570000.41040.51006500 j’
2 CTT11M007 2 1 1 $500.00 1236800110.2011.1RJPECADDD. CTG2570000.41040.61006600 1211CT063110 419.RDO300 j’
3 CTT11M007 3 1 1 $2,500.00 1238500110.2011.1RJPECADOD. CTG2570000.41040.51006500 j’
Running Total for Invoice Lines: $5,000.00

Image B3-37: Invoice Redistribution Page, Apply Button

NOTE

Remind them that if they perform redistributions on an invoice but are not the first
reviewer/approver in the approval hierarchy, the entire invoice will be sent back to the
first reviewer/approver to take action once they have approved the redistributed invoice.

REVIEWER/APPROVER SUMMARY

For further review of the Delphi elnvoicing System course content, refer the
reviewer/approver to the Reviewer/Approver role Web-Based Training on the Delphi
elnvoicing System website.
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