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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 elnvoicing 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 elnvoicing System user manual is designed for you, a grant recipient, who has
been awarded a grant from an agency within the DOT. The system will allow you to submit
an invoice for payment against one or more grants or perform an online query as to the
status of either the remaining grant amount or the invoice request.

The content in this manual has been standardized at the DOT level and addresses Delphi
elnvoicing System functionality only. Specific guidance on individual agency business
processes will be provided by the agency to which you are submitting invoices for payment.

Additional Departmental and agency-specific training materials can be found on the DOT
Delphi elnvoicing System website.

This manual covers three main sections, and there are several lessons within each section.
e Section 1.0 provides an overview of the Delphi elnvoicing System and instructions on
activating and deactivating your account
e Section 2.0 provides an overview of navigating and searching within the Delphi

elnvoicing System
e Section 3.0 provides instructions on how to create an invoice and a credit memo

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.

NOTE
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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 depending on what agency you serve as a grant recipient.

AGENCY PROCESS RECOMMENDATION

LEARNING OBJECTIVES

After reviewing this user manual, you should be able to achieve the following objectives:

e Identify the function and purpose of the Delphi elnvoicing System

e Locate the steps to gain access to the system

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

e Locate 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 1-1 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.
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KEY

CONCEPT/
TERM

DEFINITION

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

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

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
(SkH) 271

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

Table 1-1: Grant Recipient User Manual Glossary

1.0 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 1.0, you should be able to:

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

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

¢ 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
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

1.2 User Account Activation and Deactivation

Before accessing the Delphi elnvoicing System, you 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 your account:

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

You will receive an e-mail invitation to register from the DOT.

You will complete the Online Registration form.

You will complete and print the Proof of Identity PDF form.

You 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 your account, at which point you
will receive separate e-mails with your user name and password.

ahrON

o

NOTE

Please note that if your 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, you will
receive an e-mail invitation to register for a user account from the DOT.

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

From: Delphi Warkflow 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 Mew Jersey Avenue SW
Washington, DC 20590
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 yourintemet browser does not recognize the links, simply copy and paste the URL into your address bar. The link in step 1 is 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:
link

Step 2: Use the link below to download a POF 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: 1E0E6

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 electranic 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 1-1: 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, please contact the
agency you are invoicing.

3. After selecting the link in the invitation, the Online Registration form will open
(Image 1-2). To complete this form, you must enter your e-mail address, first name,
last name, and phone number.
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Image 1-2: Grant Recipient Online Registration Form

To submit the form, select Submit (Image 1-2).

4. After you have completed and submitted the Online Registration form, 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 1-3).

Frem: Daiph Musar [, rldan gov]

Send: Waednssday. Febiury 15, JET 1138 Y

T Sty St (b irmiugdot gav’|

Bubdect; Fr]: UG DOT Electoni Paymand Sinbem - Invitatcn b Apply
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D TS
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o e B 1T Erwoces (paymant negaeitn) on betall of poer erganaaton BLUE ABTWVAYE NG, For nloematon Secaify [REDOSEE. PRod B Ieeng S00e 10 e gy iem, Pl Govemment ged
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[
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FrluﬂDF.ﬂI
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A0SR 00T o BS54 13500
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Image 1-3: Grant Recipient Registration Invitation Link to Proof of Identity PDF Form

Here is an example of the Proof of Identity PDF form (Image 1-4).

Page | 11



DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — GRANT RECIPIENT

U.S. Department of Transportation
iSupplier Payment Request System
User Account Application

Image 1-4: Proof of Ildentity PDF Form

You will need to complete this form in its entirety, save it to your computer, and then print
it out.

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

NOTE

Please note that you must populate the Unique PIN field with the PIN that was sent to you
in your registration invitation e-mail.

6. After the DOT receives the notarized Proof of Identity form, they will validate the
form and approve your account. Once this is complete, you will receive your user
name and password in separate e-mails. Use these credentials to access the system.
Here is an example of an e-mail containing your approved user name (Image 1-5).
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Initial Approval and Username to Grantee User
<Date>
U.5. Department Of Transportation
1200 New Tersey Avenue SW

Washington, DC 20390
To: New Electronic Payment System User (<applicani email address=)
Congratulations! Your application to receive access to the DOT Electronic Payment
System has
been approved and your account is now active. Please see below for vour login
instmctiuns. Yu:ru

Your username to access the S‘-Stf:ﬂ:l s ﬂ:rpr‘ icant email address=
B ¥ T35 G (Tl Tl e W G B e

Access to documentation and traming: <yp] fo access documentaiion and fraining=

Youmay reach the DOT Enterprise Services Center helpdesk at x-oor-oo-ygx or by

email to <9-

helpdeskemall@liaa.g

FEEEFETTEEEETTETTEETETRETEEEEEE

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

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

Image 1-5: Grant Recipient User Name E-mail

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

Here is an example of an e-mail containing your DOT-issued password (Image 1-6).

Initial Password to Grantee User
<Date>

U.5. Department Of Transportation
1200 New Jersey Avenue SW
Wa.shmgton DC ”U:QU

enerated password=

Cloguiod o Lud.l@ yuoll

pa.ss“ord at

that time. Your new password and subsequent passwords must meet the following criteria
<pastword complexity
accessed in

45 days, a.ud you will be required to cha.nge vour password every 90 da\-s

reguiremenis=. Your password will expire if the system is not

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

Image 1-6: Grant Recipient Initial Password E-mail
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Once you have completed the registration process and obtained your user name and
password, you can access the Delphi elnvoicing System. You should activate your system
account within 90 days of receiving your credentials to prevent your account from being
deactivated.

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

If your account has been deactivated due to a period of inactivity, contact the Customer
Service Center (CSC) Help Desk for account reactivation. If your account has been
deactivated by mistake, contact to Help Desk to find out whether you 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 2.0.

2.0 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.

2.1 Delphi elnvoicing System Global Links
2.1.1 Logging Into the Delphi elnvoicing System

Once on the DOT Delphi elnvoicing System Login page (Image 2-1), you will enter the user
name and generic password issued to you by the DOT. Before you log on, you 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 Transportation elnvoicing Login Page

Please enter yoan User Hame and Password below,

OF T

Srargg of

> ""&-Q, Username [GRANTUSERZEPARKSGRANT 2 R“’Q‘z’

Q%al e : 5(‘3
= ' I hanm read and accept the eimoicing Fules of Behmaor. l f

KJ —_ %M

OF T

| heave read

andfor chal or Crems :BI e '!a::.‘nﬁ
elnvoicing Rules of Behavior

all s Government information system This information system, including all related
un

DU 3re arces:
equl

or

F ¥
O Al and data <
. manitared, recorded, and subject 1o au

T By Lsing this system, you
understand and consent to such terms

Image 2-1: Delphi elnvoicing System Login Page

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

Change Password

Change Password
*prdicates Reguired Field

*Current Password |

*MNew Password |

*Re-enter New Password |

Cancel

Image 2-2: Change Password Page

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

In the Current Password field, enter your generic password. In the New Password and Re-
enter New Password fields, enter a personal password of your choice. Please note that your
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 your
password will be included in the initial e-mail sent to you containing your generic DOT-
issued system password (Image 1-6).

Once you enter your personal password, select Apply.
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NOTE

Please make note of your user name and password, as you must enter them each time you
need to access the system.

Once your password has been reset, you will be directed to the Navigator Home page
(Image 2-3). If you invoice multiple agencies, multiple responsibilities will appear.

DEPARTMENT OF TRANSPORTATION

DELPHI Mo |[EENRe -y

UNITED STATES OF AMERICA

Navigator
Edit Mavigator

[0 FAA COE Grantee User Flease select & responsiblity.
[0 FAA ISP Grantee User
[ MHTSA ISP Grantee User

Logout | Preferences | Help

Copyright (c) 2006, Cracle. All rights reserved.

Image 2-3: Navigator Home Page

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

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

2.1.2 Responsibility Home Page

Once you have selected the appropriate responsibility, you will be taken to the relevant
Responsibility Home page (Image 2-4). If you only submit invoices to one agency, you will
be taken directly to that Responsibility Home page after logging into the system.
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DEPARTMENT OF TRANSPORTATION

DELPHI A@ elnvoicing

UNITED STATES OF AMERICA

Home Logout Preferences

m Qrders/Crants Irnwoices

= Notifications

Subject Date
Mo results found.

LL Orders At A Glance

Orders/Grants Description

CTT11MO03 FAA#11-P-O018
CTT11MO07 FAA#11-P-0018
CTT11MO06 FAA#11-P-0018

Orders
(_Full List ) - Orders/Grants

Inveices
Invoices

-

L FullList )

Hore | Orders/Grants | lnvoices | Home | Logout | Prefersnces

Copyright () 2008, Oracle. All ights reserved

Privacy Statement

Image 2-4: Responsibility Home Page

On the Responsibility Home page you can view your Notifications and Orders at a Glance

(Image 2-4).

On the Responsibility Home page, there are three global links at the upper-right corner of
the screen—Home, Logout, and Preferences (Image 2-5).

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 Inwvaices

Orders
Full List © Orders/Grants

Invoices

Invoices

Image 2-5: Responsibility Home Page, Links
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2.1.3 Setting User Preferences

Once you have selected the Preferences link, the General Preferences page will appear
(Image 2-6). There are multiple system preferences that you can set.

DEPARTMENT OF TRANSPORT}\TIQN

E-Business Suite
UNITED STATES OF AMERICA

Home Logout Preferences

o General GGeneral Preferences
» Display

. C | eset to Default ) . |
| nee | Res Def A
Preferences ancel J | ) ppy |

Languages

Current Session Language | American English - |3 @

Default Application Language | Ametican English | (5

Accessibility
Accessibility Features |N0ne ﬂ@

Regional

Territary |Unitec| Ctates j
Date Format |c|c| Mbdh-yyyy (13-Feb- 2012

Timezone |(GMT -08:00) Central Time J
Mumber Format (1000000 «
Currency -

Client Character Encoding |Western European (¥Windows) j@

Change Password

Known As \
Old Password | @
Mew Passward |

|

Repeat Password

Start Page

Responsibility | j
Page ,_L|

Motifications

Email Style |HTML mail with attachments j
Motifications will be sent in your current defaull language, American English.

{ Cance| | | Reser to Default { Apply |

Image 2-6: 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 you the option to the modify accessibility
features, such as screen reader use.

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

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

5. If you invoice more than one DOT agency, the next preferences section, Start Page,
allows you to specify which Responsibility Home page you would like as your 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, you would want your FRA responsibilities to
appear on your default Responsibility Home page. Be sure not to hide any
responsibilities that you will need to use.

6. The final section, Notifications, allows you to select the e-mail style and format in
which you 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 2-6). Selecting this link will display all of your assigned
responsibilities. However, you will only be able to view the responsibilities that you
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 you submit invoices.

Once you have customized your preferences, you 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, you will notice additional Edit Navigator and
Edit Favorites buttons (Image 2-7).

DEPARTMENT OF TRANSPORTATION

DELPHI ﬁ‘éﬁ_ E-Business Suite

UNITED STATES OF AMERICA

Logout Preferences  Help

Logged In &5 GRANTUSERZ@PARKSGRANT

MNavigator Favorites

(Edit Navigator | | Edit Favorites
[ Fa4 COE Grantee User Please select a responsibility. Yfou have not selected any favorites. Please use
[ 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 2-7: Navigator Home Page, Edit Navigator and Edit Favorites Buttons
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The Edit Navigator button allows you to edit the responsibilities that you want to show or

hide on your Navigator Home page.

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

2.2 Delphi elnvoicing 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 2-8).

DEPARTMENT OF TRANSPORTATION

DELPHI _—‘:N@ elnvoicing

UNITED STATES OF AMERICA

Home Logout Preferences

m OrdersfGrants Inwvoices

| Notifications

Subject
Mo results found.

|_L Orders At A Glance

Orders/Grants Description

CTT11m008 FAA #11-P-0015
CTT11m007 FAA #11-P-0015
CTT11M006 FAA #11-P-0015

Date

(Full List )

(Full List )

Orders
Orders/Grants

Invoices
Ivoices

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

Copyright () 2006, Oracle. All rights reserved.

Privacy Statement

Image 2-8: Responsibility Home Page, Tabs

The Home tab page contains two sections—Notifications and Orders at a Glance.

2.2.1 Electronic Notifications

Notifications inform you of actions that the reviewer/approver has taken on each invoice.
Select the Full List button (Image 2-8) to open the Notifications page (Image 2-9).
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DEPARTMENT OF TRANSPORTATION

DELPHI _xal&e Jelnvoicing R

UNITED STATES OF AMERICA

OrdersfCrants Imvoices

View |Open Notifications  _=]( G )

From |All Notifications Type Subject Sent Due
There |F Y1 Motifications Her

Motifications From Me
Open Notifications
To Do Notifications

Home | Orders/Grants | lnvoices | Home | Logowt | Preferences

Privacy Statement

Image 2-9: Notifications Search Page

On the Notifications page, you 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.

e Open Notifications displays notifications that you 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 your 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 you make your selection from the drop-down list, select Go to display results (Image
2-9).

DEPARTMENT OF TRANSPORTATION

elnvoicing Home Logout Preferences

UNITED STATES OF AMERICA

‘im Orders/Grants Inwoices

Home =

View [AllNotifications  _+]|_Go )

From |Type -IS.uh;.nat |SentV |Due |Status |
iSupplier Approval WorkFlow Payment request: S000Creditherno has been approved. 04-Apr-2012 Open

Home | Orders/Grants | lnvoices | Home | Logout | Preferences

Copyright (51 2006, Oracle. 8 rights reserved. Privacy Statement

Image 2-10: Notifications Search Page, Results
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Your search results will display (Image 2-10) the type of notification, when it was sent, and
its status. For example, this screen will display notifications informing you 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 2-10) of the notification you would like to
review in more detail. This action opens the notification for your review (Image 2-11).

DEPARTMENT OF TRANSPORTATION

DELPHI % e|n\,~oicing Home Logout Preferences

UNITED STATES OF AMERICA
m QrdersfCrants Imvices

Horme > j[Supplier Portal: Mew Motifications Page =
(1) Information

This notification does not reguire a response.

Payment request: 8000CreditMemo has been approved.

DK )
To GRANTUSER2@PARKSGRANT
Sent 04-Apr-2012 11:06:05
I 3308608
Payment request: 8000 CreditMemao has been approved.
If you have any guestions, you may refer to documentation and training at: documentation and training=
You rmay reach the DOT Enterprise Sewvices Center helpdesk at 405-354-3000 or 866-541-3500.
MOTICE: This electronic message transmission contains infarmation, which may be FOR
OFFICIAL WSE ONLY - PRIWACY 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.
Return to 4Worklist oK)
I Display next notification after my response

Image 2-11: Notification Details

The Notification Details screen lets you know whether a response is required or whether the
notification is for your information only (Image 2-11). 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.

2.2.2 Searching for Purchase Orders/Grants

Now that you have viewed system notifications, notice the second section of the Home tab
page—the previously mentioned Orders at a Glance section (Image 2-11). Here your last
five approved Purchase Orders/Grants will automatically appear.
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DEPARTMENT OF TRANSPORTATION

DELPHI &.’-—_ e|nvoicing Home Logout Preferences

UNITED STATES OF AMERICA
Home OrdersfGrants : Ivoices :

-
=9 Notifications Orders
(_Full List Crders/Grants
Subject Date Invoices

Mo results found. )
Invaices

|_L Orders At A Glance

(_Full List )
Orders/Grants Description
CTT111008 FAA#11-P-0018
CTT11M007 FAA#11-P-0018
CTT11M006 FAA#11-P-0018

Home | Orders/Grants | Inwoices | Home | Logoot | Preferences

Copyright () 2006, Oracle. All rights reserved. Privacy Statement

Image 2-12: Responsibility Home Page, Orders at a Glance Section

To see additional Purchase Orders/Grants, select Full List (Image 2-12). This option will
take you directly to the Orders/Grants tab (Image 2-12), 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 you to view your last 25 Purchase Orders/Grants and
Purchase Orders/Grants that were issued in the last six months (Image 2-13).

DEPARTMENT OF TRANSPORTATION

DELPHI _xile

UNITED STATES OF AMERICA

elnvoicing Home Logout Preferences

Orders/Grants Inwaices

Orders/'Grants

OrdersiGrants

Export
Views
View [Purchase Orders Within Last 6 Months  ~|| | Go |
Jrders Within Last 6 Months

PO NumbeglLast 25 Purchase Orders Agency |pescription Jaward Amaunt

=11 1rard Al Purchase Orders

CTT11M00H FAR FAA #11-P-0018 $750,000.00

1 Purchase Orders to Acknowledge E E -

CTT11MO0 Purchase Orders Pending Supplier Change AR AA#11-P-0018 $750,000.00

CTT11Mm006 CTTTTHUDS FaL, FAA #11-P-0018 §1,100,000.00
Export )

Home | Orders/Grants | Inwoices | Home | Logout | Preferences

Image 2-13: Orders/Grants Page
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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 your Purchase Orders/Grants, select Export (Image 2-13) to export
the results to Microsoft Excel as a .CSV file. This allows for easy sorting and also gives you
the option to save the file for reporting purposes.

2.2.3 Searching All Invoices

The Invoices tab (Image 2-14), 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

DELPH] _:'M-—__ elnvoicing Heene  Logowd  Preferences

UNITED STATES OF AMERICA
Horme OrdersfGrants ' Invoices

| Create Invoices | View Invoices

Invoices

Find saved, unsubmitted irvoices so you can update and submit them. Select View Invoices Create Standard Invoice | | Create Credit Memao Invoice |
fromn the Account tab to review processed invoices

Search
Search By [Invoice Mumber ~| | Go)

Saved Invoices

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

Create Standard Invoice | | Create Credit Memo Invoice |

Home | Orders/Grants | Inwoices | Home | Logoul | Preferences

Image 2-14: Invoices Page, Invoices Tab

In the upper-left corner of the page, within the blue header, there are two links—Create
Invoices and View Invoices (Image 2-14). These links are the two ways you can search
for invoices within the system.

e Create Invoices allows you to view all saved and unsubmitted or rejected invoices
e View Invoices allows you 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 3.0. This section provides
information on the View Invoices link (Image 2-15). This link allows you to perform a
search on all of your invoices.
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DEPARTMENT OF TRANSPORTATION

DELPHI _ =

elnvoi:ing Home Loaoid Prefersnces

UNITED STATES OF AMERICA

Home |/ orders/Grants WL,

Create Invoices

Invoices

Find saved, unsubmitted invoices so you can update and submit them. Select View Invoices | Create Standard Inwoice | | Create Credit Memo Invaice |
from the Account tab to review processed invaices.

Search

\

Search By [Invoice Number =| | (Go)

Saved Invoices

Invoice Number Date PO Mumber  Grant Number Inwoice Amount Status View Attachments  Update Delete
No search conducted.

Create Standard Invoice | | Create Credit Memo Involce |

Home | Orders/Grants | lnvoices | Home | Logout | Preferences

Image 2-15: Invoices Page, View Invoices Link

Please remember that you will only be able to search for invoices that have been created in
the Delphi elnvoicing System.

The View Invoices page allows you to perform a Simple Search (Image 2-16) 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.

DEPARTMENT OF TRANSPORTATION

elnvoicing Home Looowt Prefersnces

Home |/ Orders/Grants LT

Invoice Summary

(_Export )

Simple Search

Irnice Mumber l— Grant Nurber PO Nurber: I—
Amount Due From ﬁ Invgice Date From li
Amount Due To li Invoice Date To Ii
Due Date From I—
DueDateTo [

| LGo] Clear)]

Image 2-16: Invoice Summary Page, Simple Search
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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: You can search a range of invoice amounts
by entering dollar amounts in these fields. For example, to limit your search, you can
search all invoices with an amount due of $1,800 - $3,000

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

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

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

When entering search values, you can use the percent sign (%) as a wildcard if you are

unsure
CTT%.

of the exact value. For example, to search for all orders beginning with CTT, enter
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 2-16).

Once you have entered your search criteria, select Go (Image 2-16). All results will appear
in a table where columns will be displayed (Image 2-17).

Simple Search

Invoice Mumber Grant Number/PO Mumber:  |%

Amount Due From Invoice Date From
Amaount Due Ta Invoice Date Ta
Due Date Fram
Due Date Ta
Go ) Clear )
PO Grant Invoice Paid
Invoice Humber  |lnvoice Date " |HNumber  |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 CTT1IMOO7 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  hlema

Image 2-17: 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 you to keep track of
invoice processing. To sort by any of these categories, select the desired category header.
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To export table data to a .CSV file in Microsoft Excel, select the Export button (Image 2-
17).

2.2.4 View Invoice Details

To view the details of a specific invoice, select the View link for that invoice in the far right
column (Image 2-17). This will direct you to the Invoice Details page (Image 2-18).

Create Invoices | View Invoices

Invoices: View Invoices =

Invoice Details

Invoice Mumber: FAA_AM_001
Invoice Date:  07-Dec-2011
Currency: USD

Invoice Amount: 2

Description: ATTACHMENT

Attachments

i

Image 2-18: Invoice Details Page

On the Invoice Details page, you can view the following information for the invoice: Invoice
Number, Invoice Date, Currency, Invoice Amount, Description, and any additional
attachments or backup documentation that were 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 2-18).

NOTE

Please note that the attachment link will open all attachments associated with the invoice.
All SF270 and SF271 Forms will open in PDF. You 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 you 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.
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3.0 INVOICE CREATION

In this section, you will learn how to perform your primary system task — creating an
invoice.

At the end of this section, you 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

3.1 Creating a Standard Invoice

To begin the process of creating an invoice, select the Invoices tab on the Responsibility
home page, where you can then select Create Standard Invoice from the Invoices page
(Image 3-1).

DEPARTMENT OF TRANSPORTATION

DELPH] _:'3%5_ elnvoicing Home  Logoll  Préfersnces
Home | Orders/Grants lm-nices

UNITED STATES OF AMERICA

Create Invoices | View Invoices

Invoices
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 invoices

Search

Search By [Invoice Number =] | Go \J
Saved Invoices
Invoice Number Date PO Humber Grant Number Inwoice Amount Status View Attachments Update Delete

Nao search conducted

Create Standard Invoice | | Create Credit Memo Invoice |

Home | Qrders/Grants | Invpiges | Home | Logout | Preferences

Image 3-1: Invoices Page, Create Standard Invoice Link

You will be directed to the Create Invoice: Purchase Orders page (Image 3-2) to begin the
four-step process of creating the invoice.

3.1.1 Searching Grants

The first step is to search for your grants by using a Supplier name or Grant Number
(Image 3-2).
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Once you receive a grant, the Supplier name will be the name of your organization as it
appears in the Delphi elnvoicing System, and the Grant Number is unique to your grant.
You can also use the percentage sign as a wild card in your search. It is recommended that
you leave the percentage sign in the supplier name field, as it will display your own supplier
name. Instead, narrow your search by entering your Grant Number.

DEPARTMENT OF TRAMSPORTATION

DELPHI &f’:—_ elnvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Home Orders/Crants Invoices

Create Invoices

M Yy

Orders/Grants  LinestoInwvoice  General Infarmation  Rewiew and Submit

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

Search

o button to see the result. Mote that the search is case insensitive.

.
&& =

Supplier |%

Grant Mumber |

|| Go I- Clear J
Select PO Number Grant Number Award Amount Amount Previously Invoiced Available Balance Agency Description:

Mo search conducted.

(Cancel ) Step 1 of 4 [Next )

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

Image 3-2: Create Invoice: Purchase Orders Page

After you have input your search criteria, select Go (Image 3-2). All grant search results will
be returned in the table at the bottom of the screen (Image 3-3).

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

Grant Number |

(Go ) Clear )

Select ltems: (_Add Items to Invaice List )
Select All | Select Mane

Grant Award Amuount Previously  Awvailable
Select PO HNumber® |Number Amount Invoiced Balance Agency Description:

[~ CTT11m008 CTT11M008 750000 55000 595000 FEDERAL AWIATION Grant with 3 line(s) totalling
ADMIN $750000
CTT11M007 CTT11M007 750000 526000 225000 FEDERAL AWIATION Grant with 3 line(s) totalling
L: ADMIN $750000
I~ CTTMAMODE  CTT11MODG 1100000 14900 1085100 FEDERAL AVIATION  Grant with 2 line(s) totalling
ADMIN $1100000

D o ) @

Image 3-3: Create Invoice: Purchase Orders Page, Search Results
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You can sort this table by selecting either the PO Number or the Award Amount category
header. Once sorted, select the PO Number/grant you want to invoice against (Image 3-3).
Note that you have the option to select multiple PO Numbers/grants to invoice against.

To confirm, select Next (Image 3-3). This will direct you to the Create Invoice: Lines to
Invoice page (Image 3-4).

DEPARTMENT OF TRANSPORTATION

DELPHI M e|nvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Home | Orders/Grants @O

Create Invoices | “iew Invoices

. Ty
h—
OrdersiGrants  Lines to Inwoice  General Information Review and Submit

Create Invoice: Lines to Invoice

* |ndicates reguired field .m\ Wdﬂ Step 2 of 4 @:}
gf;?pliegﬁa?nuella;’ARKS ASSOCIATION GRANT
OrdersiGrants Selected
PO Number  Grant Number Award Amount Amount Previously Invoiced Available Balance Invoice Amount
CTT118007 CTT11MO007 750000 525000 225000

Invoice Summary

Image 3-4: Create Invoice: Lines to Invoice Page

3.1.2 Enter and Calculate Invoice Amount

On this page, you will begin the second step of the invoice creation process. You will see a
table that contains your grant’s Award Amount, Amount Previously Invoiced, and Available
Balance. In the last column, change the available balance in the Invoice Amount column to
the amount you wish to invoice (Image 3-5).

NOTE

Please note that the Invoice Amount defaults to the full remaining Available Balance. If you
wish to invoice only part of the available balance, you must change the amount in the
Invoice Amount field.

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 you selected multiple purchase orders to invoice against, they will appear in the next row
of the table. Select Calculate to calculate the total you wish to invoice from all purchase
orders (Image 3-5).
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Create Invoice: Lines to Invoice
* |ndicates required field

((Cancel ) (Badk]Step 2 of 4 [Next )
1USD = US Dallar
Supplier Name PARKS ASSOCIATION GRANT

OrdersiGrants Selected

PO Number  Grant Number Award Amount Amount Previously Invoiced Available Balance v

pice Amoun
CTT1 007 CTT1 007 F50000 525000 225000 4600 @

Invoice Summary
@ Calculate JTatal (USD) 4,600.00
(Cancel ) (Badk] step2 ofti Mext ‘,||®

Image 3-5: Create Invoice: Lines to Invoice Page, Amount and Calculate Button

NOTE
Please note that if you try to enter an amount in the Invoice Amount field that exceeds your

available balance, you will receive an error message stating that you do not have the funds
available to invoice. You must reenter an invoice amount within your available balance.

Upon confirming the total invoice amount, select Next (Image 3-5) to advance to the
Create Invoice: General Information page (Image 3-6).
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DEPARTMENT OF TRANSPORTATION

elnvoicing Home Logout Preferences

UNITED STATES OF AMERICA

Home Orders)Grants Invoices

Create Invoices | “iew Invoices

OrdersiGrants  Lines to Invoice  General Infformation  Review and Submit

Create Invoice: General Information
* Indicates required field (Cancel ) (Save) ( Back|Step3of4 [Next ) [ Finish
* Invoice Mumber |Test123r-1
* Invoice Date [18-Feb-2012
[Example: 18-Feh-2012)

Invoice Description  [Eptar description here | J

Attachment None [ Add )

Period of Perfarmance Begin
Period of Performance End

Remit To
~_Mame PARKS ASSOCIATION GRANT
| SF270 ) 5F271 )

(Cancel ) (save) (Back|Step of4 [Next ) ( Finish )

Image 3-6: Create Invoice: General Information Page

3.1.3 Invoice ldentification Details
On this page, you will enter an Invoice Number and Invoice Date (Image 3-6).

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

NOTE

Please note that once an invoice has been submitted, its invoice number cannot be reused.

You can also add an Invoice Description for the invoice (Image 3-6).

AGENCY PROCESS RECOMMENDATION #1

Please refer to the agency that you are invoicing regarding how you should populate the
Invoice Number field, as well as what information should be added in the Invoice
Description field.
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3.1.4 Adding Supporting Documentation

To support the creation of your invoice, you have the option of adding external documents.
The agency that you are invoicing may require that you add specific documents as backup
documentation for your invoice. To add an attachment, select Add (Image 3-7).

Create Invoice: General Information
* |ndicates required field ( Cancel | | Sawe ) ( Badﬂ Step 3 of 4 ‘Ne_T) |W
* Invaice Mumber |Test1234
* Invaice Date m
[example: 18-Feb-2012)
Enter description here. J

Irvoice Description

Attachment  apachment Lis] ( Add )
Period of Performance Begin

Period of Performance End

Remit To
Mame PARKS ASSOCIATION GRANT
[(5F270 ) 5F271 )

(Cancel ) (Save) ( Badk]Step3of4 [Next ) ( Finish)

Image 3-7: Create Invoice: General Information Page, Add Button

This will direct you to the Add Attachment page, where you must enter a Description of
the attachment under the Attachment Summary Information section (Image 3-8).

DEPARTMENT OF TRANSPORTATION

Jeln\roicing Home Logout Preferences

UNITED STATES OF AMERICA

Home | OrdersfGrants Invoices

Create Invoices | Vi
Invoices: Create Invaices =

Add Attachment

( Cance| ) ((Add Another ) ( Apply )

Attachment Summary Information
* Indicates required field

* Description “Enter Degcription Here |‘

Category  From Supplier

Image 3-8: Add Attachment Page, Attachment Summary Information Section
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AGENCY PROCESS RECOMMENDATION #2

Please refer to the agency that you 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 | L Brawse... I

£ URL |

" Text N

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

Image 3-9: Add Attachment Page, Define Attachment Section

Under the Define Attachment section, you can name the attachment and add it as a file,
URL link, or text. It is recommended that you add files. Select Browse to find the
attachment you wish to add (Image 3-9). This will open the Choose File window (Image 3-
10).
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Look. ir: I@' Desktop j =]

1My Documents

L Microsoft Office Outlook 2007
=4 Online Requirements Matrix. piz.zip
Ei Test1234_backup_docs,docx Q

backup_docs. pdf
ty Docurments @

-
ky Computer

Test1234_expense_spreadshest, ks
Windows Media Player

File name: ITest'I 234_backup_docs. pdf j | Open I
Files of type: I,-ﬁ-,ll Files [*.%] ;I Cancel |

y;

Image 3-10: Choose File Window

After identifying the correct file for upload, select Open (Image 3-10).

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

Attachments must be added one at a time. If you need to save a hard copy of any
attachment, please 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 you have selected Apply on the Add Attachments page, you will return to the Create
Invoice: General Information page to complete Step 3.
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elnvoicing Home Logout Preferences

Home OrdersfGrants Invoices

Orders/Grants Lines to lnvaice General Information 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
* [ndicates required field ( Cancel ) (Zave) ( Badﬁl Step 3 of 4 [Next ( Finish
* |nvaice Mumber |Test1234

* Invoice Date  [18-Feb-2012

(example: 15-Feb-2012)

Invoice Description  |Enter description here. =]

Image 3-11: Attachment Confirmation

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

NOTE

Selecting Save will return you to the main Purchase Orders Search page. Do not select
Save it if you wish to keep working on your invoice.

To view, update, or delete attachments, select the Attachment List link (Image 3-12).

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
= Indicates required field ( Cancel | (Save) { Back | Step 3 of 4 Next ( Finish |

* Invoice Mumber  [Test1234
* Invaice Date [18-Feb2012

(example: 18-Feb-2012)
Invoice Description  |Enter description here =]

Attachment | sttachment List | Add
Period of Performance Begin

Petind of Performance End

Image 3-12: Attachment List Link
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The Attachments page appears, where you can select Add Attachments to add another
attachment (Image 3-13).

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.
T
MNare | (Go

P> Show bdore Search Options

I | Add Attachments ]

File Name ITypelDescriptiun Cateqgory Last Updated By Last Updated|Usage |Updatq Deletd
Test1234_backup_docs.pdfFile  Enter Description From Supplier GRANTUSER2@PARKSGRAMT 18-Feb-2012  One-Time f m
Here

Return to Create lnvoice: General Information

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

Image 3-13: Attachments Page, Add Attachments Button

All of your added attachments will appear in the table beneath the Add Attachments
button. Select the pencil icon to update an attachment or the trash bin icon to delete an
attachment (Image 3-13).

NOTE

Ensure that you have added the correct attachments to the invoice, or it will be rejected by
the reviewer/approver. Consult the agency you are invoicing if you 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 3-14) to return to Step 3 to
continue creating the invoice.
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Create Invoices |
Invoices: Create Inwoices =

Attachments
Search
Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive.
e 1
MNarrie | (Go

B Show hore Search Options

Last UpdatedIUsage |Update Delete

| Add Attachments |
File Name ITypelDescriptiun Category Last Updated By
Enter Description From Supplier GRANTUSERZEPARKSGRANT 18-Feb-2012  One-Time f m

Test1234 backup docs pdfFile

Here

Eeturn to Create Invoice: Seneral Information
Home | Orders/Grants | Ihwvoices | Home | Logout | Preferences
Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

Image 3-14: Attachments Page, Return to Create Invoice Link

Back on the Create Invoice: General Information page, scroll down to the Period of

Performance fields (Image 3-15).

Create Invoice: General Information
((Cancel ) (Save) ( Back| Step 3 of4 [Next ) ( Finish )

* |ndicates required field
= Invoice Mumber |Test1234

* Invoice Date [18-Feb-2012

[example: 18-Feb-2012)

Imoice Description  [Enter description here. J
Attachment  Atachment List [ Add
Period of Performance Beqin
Period of Performance End

Remit To

Mame PARKS ASSOCIATION GRANT
[SF270 J SF271 |

(Cancel ) (Save) (Badk] Step3of4 [Next ) (_Finish)

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

Please note that Period of Performance is not a system required field; however, the agency
that you invoice may require that you include it. Refer to the contract your 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.

3.1.5 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 3-16).

Create Invoice: General Information

* Indicates raquired field (Cancel ) (Save) ( Back| Step3 of4 [Next ) ( Finish )
* Invaice Mumber |Test1234

x Invoice Date  [18-Feb-2012

(Example: 18-Feb-2012)
Enter description here. J

Invoice Description

Aftachment  Atachment List Add
Period of Performance Begin
Period of Performance End

Remit To

blasac BARKS ASSOCIATION GRANT
SF270 ) 5F271

Image 3-16: Create Invoice: General Information, SF270 and SF271 Buttons

((Cancel ) (S=ve) (Back]Step3 of4 [Next) (Finish )

AGENCY PROCESS RECOMMENDATION #4

Please refer to the agency that you are invoicing regarding which form (if any), the SF270
and SF271, you should complete.

NOTE

If you select and add the incorrect SF form type to an invoice, you must cancel the invoice
and create it again.
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In this example, the grant recipient has selected the SF270 button, and the SF270 form
opens (Image 3-17).

Create Invoices | “iew Invoices

REQUEST FOR ADVANCE OR REIMBURSEMENT {SF270)

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

2 Federal sponsoring agency and organizational
element to which this reportis 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
|6. Emplayer identification number or identifying number

2. Basis of request

8. Period covered by this request
From (DD-Mon-¥YY) To (DD-Mon-YyYY)

Image 3-17: SF270 Form

NOTE

The information from the SF270 and SF271 must be manually entered each time you create
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 you fill the SF270 or 271 Form
out incorrectly, you can go back and edit it from the Create Invoice: General Information

page.

AGENCY PROCESS RECOMMENDATION #5

If the agency that you are invoicing requires you to fill out the SF270 or SF271, please 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 your
organization other than the person submitting the invoice (Image 3-18), this signature can
be scanned and added to the invoice as an attachment.
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13. CERTIFICATIOM

| cotify tharl 10 the best of my knowiedge and bebef the dala abow ame comect and that ol ptlays wers made in scoordasce with the granl
conditions or other agreament and (hat paymaent i doe asd h: reot b peeiously eequested

HAME AND TITLE
TELEPHONE (AREA CODE, NUMEER EXTENSION) |
DWTE REQUEST SUBMITTED E
Cabculma | || Back 10 imvoice criation |

Copryright (£ 208, Gracie. Al rghs rederved

Image 3-18: SF270 Certification Field and Back to Invoice Creation Button

Once you are finished entering information into the Form, select Back to Invoice Creation
(Image 3-18) to return to the Create Invoice: General Information page, where you can

continue creating the invoice.

3.1.6 Invoice Creation Action Buttons

Notice that once you have completed and saved the SF270 Form, the SF271 button
disappears from the Create Invoice: General Information page (Image 3-19), as you cannot

submit both the SF270 and SF271 on the same invoice.

Home Orders)Grants Invoices

Create Invoices | '

Orders/Grants Lines to Invaice General Information Reviewy and Subrmit

Create Invoice: General Information
= |ndicates required field ( Cancel (save ) ( Back | Step 3 of 4 m F|n|sh

* Invoice Mumber |Test1234
i 18-Feb-2012

= |nvoice Date
(example: 15-Feh-2012)

Invoice Description  |Enter description here.

Attachment  pttachrent List [ Add )

Pertiod of Performance Begin
Period of Performance End

Remit To
Mame PARKS ASSOCIATION GRANT

| SF270 )

(Cancel ) (Sae) (Back|step3of4 [Next ) (Finish

Image 3-19: Create Invoice: General Information Page, Action Buttons
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Before proceeding, please note that there are five buttons on which you can take action
(Image 3-19).

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

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

3. Selecting Back takes you to the previous screen.

4. Selecting Next takes you 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.

3.1.7 Review and Submit Invoice

You are now on the Create Invoice: Review and Submit page (Image 3-20). This is the last
step in creating the invoice, where you verify that the information on the invoice is correct.
Once the information has been verified, select Finish to submit the invoice.

Home Orders/Grants Invoices

Create Invoices | Vi

OrdersiGrants  Linesto Invaice  General Information  Review and Submit

Create Invoice: Review and Submit
(Cancel ) (save) (Back|Step 4 of4
Supplier Mame PARKS Invoice Date  18-Febh-2012

ASSOCIATION Invoice Description  Enter description
GRANT here.
Supplier Nurnber 100485906
Invoice Number Test1234

Total (USD) 4.600.00

(Cancel ) (Sawe) | BadiIStepfiUffi

Home | Crders/Grants | lhvoices | Home | Logout | Preferences
Copryright (c) 20068, Oracle. All rights reserved. Privacy Statemert

Image 3-20: Create Invoice: Review and Submit Page

This will direct you to a Confirmation page, where you can print the invoice for your records
(Image 3-21).
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Home OrdersfCrants Invoices

Create Invoices | %

Confirmation

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

Invoice: Test1234

I (_Printable Page I

Supplier Name PARKS Invoice Date  18-Feb-2012
ASSOCIATION Invoice Description  Enter description
GRANT here.

Supplier Number 100485906
Ireeoice Murnber  Test1234

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

Image 3-21: Invoice Submission Confirmation Page

NOTE

As a reminder, if you need to print a hard copy of the invoice for your records, please print
from the system (Image 3-21) to ensure there are no version control issues.

To return to the Invoices tab, select the Return to Invoices link (Image 3-21) at the lower
left corner of the page.

3.2 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,
you will have to issue a credit memo to reconcile the applicable account.

Upon submitting a credit memo, you 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.

AGENCY PROCESS RECOMMENDATION #6

Unless otherwise noted, you will have 29 days to offset the credit memo with another
invoice; however, some agencies may set the offset threshold to a different number of days.
Please refer to the agency to which you are submitting an invoice to confirm the 29 day
offset.

Page | 43



DOT DELPHI eINVOICING SYSTEM DESKTOP USER GUIDE — GRANT RECIPIENT

NOTE

A credit memo cannot be submitted against a closed or canceled grant. Instead, you 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, select the Invoices tab on the Responsibility
home page, where you can then select Create Credit Memo Invoice on the Invoices page
(Image 3-22).

DEPARTMENT OF TRANSPORTATION

DELPHI elnvoicing Home  Loaoud Preferences

UNITED STATES OF AMERICA

Home Orders fGrants ' Invoices

Create Invoices | View Invoices

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

Search

Search By [Invoice Number =] | Go

Saved Invoices
Invoice Number Date PO Humber Grant Number Inwoice Amount Status View Attachments Update Delete
Mo search conducted

Creare Standard IH\J’OICE:I _Create Credit Meme Inveice |

Home | Orders/Grants | lnwoices | Home | Logout | Preferences

Image 3-22: Invoices Page, Create Credit Memo Invoice Button

This will direct you to the Create Invoice: Purchase Orders page (Image 3-23), where you
can begin the four-step process of creating the credit memo.

3.2.1 Searching Grants

Step 1 is to search for your grants by using a “Supplier Name” or “Grant Number” (Image
3-23). Once you receive a grant, the Supplier name will be the name of your organization,
and the Grant Number is unique to your grant. You can also use the percentage sign as a
wild card in your search. Similar to creating a standard invoice, it is recommended that you
leave the percentage sign in the supplier name field as it will display your own supplier
name. Instead, narrow your search by entering your grant number in the grant field.
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elnvoicing Home Logout Preferences

Home QrdersfCrants Invoices

TgaY )

OrdersiGrants  Lines tolnvoice  General Information Review and Submit

Create Invoice: Purchase Orders
(Cancel ) Step1of4 [MNext)

Search

" button to see the result. Mote that the search is case insensitive.

Supplier |%

Grant Murnber |

((Go | ( Clear
Select PO Humber Grant Number Award Amount Amount Previously Invoiced Awvailahle Balance Agency Description:

Mo search conducted.

(Cancel ) Step1of4 |[Mext )

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

Image 3-23: Create Invoice: Purchase Orders Page

After you have made your selection, select Go. All of your grants will then be returned in a
table at the bottom of the screen. From that table, select the PO (or POs) for which you
were overpaid (Image 3-24).

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 <?

Grant Mumber |

(Go ) ( Clear )

Select ltems: (Add Items to Invaice List )
Select Al | Select Mone

Grant Award Amount Previously  Available
Select PO Humber " |Number Amount Invoiced Balance Agency

Description:
™ CTT1Im008 CTT11M008 750000 55000 gasopn FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN $750000
@ I~ |cTTmo0?7  CTT11MOO7 750000 529500 220400 FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN 750000
[~ CTTIIMO0E  CTT11MO0G 1100000 14500 1085100 FEDERAL AVIATION Grant with 2 line(s) totalling
ADMIN $1100000

(Cancel) sr 1 ot Nex) o

Image 3-24: Create Invoice: Purchase Orders Page, Results Page

To confirm, select Next (Image 3-24). This will direct you to the Create Invoice: Lines to
Invoice page (Image 3-25).
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Create Invoices

g

p—y
COrdersiGrants  Linestolnwoice  General Information  Rewiew and Submit

Create Invoice: Lines to Invoice
* Indicates required field .m .\@I Step 2 of 4 ‘Ne_T)
gf;?plieyﬁa[:rfélarPARKS ASSOCIATION GRANT
OrdersfGrants Selected
PO Number  Grant Number Award Amount Amount Previously Invoiced Availahle Balance Invoice Amount
CTT11M007 CTT11M007 750000 529600 220400

Invoice Summary

(_Calculate )Total {USD)
| Cancal ) | Bad5| Step 2 of 4 [Next )

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

Image 3-25: Create Invoice: Lines to Invoice Page

3.2.2 Enter and Calculate Credit Memo Amount

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

NOTE

As a reminder, the Invoice Amount in the credit memo must be a negative amount. If you
enter a positive amount in the Invoice Amount field, you will receive an error message and
will not be able to continue creating the credit memo until you 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 3-26).

If you choose 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 3-26).
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Create Invoice: Lines to Invoice
* |ndicates required field

(Cancel ) (Badk] Step 2 of 4 [Mext )
USO = US Dallar
Supplier Mame PARKS ASSOCIATION GRANT

OrdersiGrants Selected
PO Number  Grant Number Award Amount Amount Previously Invoiced Available Balance Invoice Amount

CTT1m007 CTT1m007 750000 5259600 220400 -1800

@ Calculate JTotal (USD) {1,800.00)

(_(Cancel ) (Badk]Step2of 4 Next )

Inveice Summary

Image 3-26: Create Invoice: Lines to Invoice Page, Amount and Calculate Buttons

NOTE

Please note that a credit memo cannot exceed the total amount already invoiced. You must

ensure that you are looking at the amount invoiced and not the available balance when
editing the credit amount.

After you have confirmed the total credit memo amount, select Next (Image 3-26) to be
directed to the Create Invoice: General Information page (Image 3-27).

3.2.3 Credit Memo ldentification Details

Step 3 of the credit memo creation process occurs on this page (Image 3-27), where you
enter an Invoice Number and Invoice Date. The invoice number should mirror the one from
your internal accounting records or the one established by the agency to which you are
submitting the credit memo. You can also add an Invoice Description for the credit memo.
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Home | Orders/Crants JEITGIEYH

Create Invoices | *

OrdersiGrants  Linesto Invoice  General Information  Rewiew and Submit

Create Invoice: General Information
* Indicates reguired field (Cancel ) (Save) (Back|Step3 o4 [Next ) ( Finish )

* Invoice Mumber |Test1234CreditMem0
* Invoice Date [18-Feb-2012
[example: 18-Feh-2012)
Invaice Description Overpayment on invoice Test1234 | J

Attachment None | Add J

Period of Perfarmance Begin
Period of Performance End

Remit To
Mame PARKS ASSOCIATION GRANT
(SF270 ) 5F271 )
(Cancel ) (3a) (Back] step 3 of {[Next ] (Finish)
Image 3-27: Create Invoice: General Information Page
NOTE

When creating a credit memo, 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, you can also upload the original invoice to the
credit memo as an attachment.

AGENCY PROCESS RECOMMENDATION #7

Please refer to the agency to which you are submitting the credit memo regarding how you
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.

You may select the Save button to save your credit memo for future updates or submission.

If you wish to continue submitting the credit memo, select Next (Image 3-27). This will
direct you to the Create Invoice: Review and Submit page (Image 3-28).
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Orders/Grants Lines ta Inwoice General Infarmation Review and Submit

Create Invoice: Review and Submit
(Cancel ) (Sawe) ( Back|Step 4 of4 ( Finish )

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

Credit Memo Murmber  Test1234CreditMemo

Tatal (USD) {1,800.00)

(Cancel ) (Zawe) ( Back|step 4 ofa

(Finish |

Image 3-28: Create Invoice: Review and Submit Page

3.2.4 Review and Submit Credit Memo

The Create Invoice: Review and Submit page allows you to complete Step 4 of the credit
memo creation process. This page allows you to verify that all information on the credit
memo is correct.

Once the information has been verified, select Finish (Image 3-28) to submit the credit
memo. This will direct you to a Confirmation page where you can print the credit memo for
your records (Image 3-29).

Home Orders/Grants @IS

Create Invoices |

El Confirmation

Credit memo Test1234 CredithMemo 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 query its status by using the Account tab.

Credit Memo: Test1234CreditMemo

(_Printable Page )

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

Credit Mamo Murmber  Test1234CreditMemo

Total (USD) (1,800.00)

Return to Invoices (_Printable Page )

Image 3-29: Credit Memo Submission Confirmation Page

NOTE

If you need to save a hard copy of any attachment or the credit memo itself, please 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.
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Select the Return to Invoices link at the bottom left hand side of the page (Image 3-29)
to return to the Invoices tab.

3.3 Invoice Searching

3.3.1 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
3-30).

Home Orders)Grants ’Imruil:es N

Create Invoices | Y

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

Search

Search By |In\mice Mumber j | (Go)

Saved Iny{lnvoice Amount

' PO Number  Grant Number Invoice Amount Status ~ View Attachments  Update Delete
Invoice Date

Na search

Purchase Order

Supplier

( Create Standard Inveice | | Create Credit Memo Invoice )

Home | Orders/Grants | Imwoices | Home | Logoot | Preferences

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

Image 3-30: Invoices Page, Create Invoices Link

Use the drop-down list to search from the following: Invoice Amount, Currency, Invoice
Date, Invoice Number, Purchase Order and Supplier. Once you have made your selection,
select Go to begin the search (Image 3-30).

NOTE

Please note, if no search criteria are entered, all open invoices will be displayed.
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Search

)

Search By |Inv0ice MNumber j |T% G0 )

Saved Invoices

Invoice Numhber IDate IPO Number |Grant Number | Invoice Amount|Status View Attachments Update Delete
Testab78Credithemno  18-Feb-2012  CTT1IMOOE  CTT11MO0G -800 REJECTED f L]
T2012585 23-Dec-2011  CTTUIMODZ  CTT11MO07 -1625 REJECTED f L]
Test Save 21-Feb-2012 CTT1IMODE  CTT11MO0S E000 SAVED f L]
Test1Z34Credithemo  18-Feb-2012  CTT1IMOO7  CTT11M007 -1800 REJECTED j m

| Create Standard Inveice | [ Create Credit Memo Invoice |

Image 3-31: Invoices Page, Search Results Table

Once your saved invoices appear in the table (Image 3-31), it can be sorted by selecting the
following category headers: Invoice Number, Date, PO Number, Grant Number, Invoice
Amount, and Status.

3.3.2 Updating a Saved and Unsubmitted or Rejected Invoice
From the searched invoice results table, you will be able to:

1. Select the Update icon to edit the saved or rejected invoice requiring resubmission
(Image 3-32).

Saved Invoices

Invoice Humber |Date |P0 Number |Grant Number | Invoice Amuunt'Status | View Attachments |Updatg Delete

Testd678CreditMermo  18-Feb-2012 CTT11MO0E  CTT11MO0B -500 REJECTED j ]

Image 3-32: Search Results Table, Update Icon

Selecting Update will return you to the Create Invoice: Lines to Invoice page (Image 3-33)
to update/create the invoice.
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Home |V Orders/Grants 4L LIAT

Create Invoices |

. My
-
OrdersiGrants  Linestolnvoice  General Information  Review and Submit

Create Invoice: Lines to Invoice

* Indicates required field [ Cancel ) ( Badgl Step 2 of 4 | MNext |
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 45900 1051100 -800

Inveice Summary

(_Calculate JTotal (USD) {800.00)
(Cancel ) ((Back]step2 of4 [Next )

Image 3-33: Create Invoice: Lines to Invoice Page
Continue to follow the steps to edit and submit the invoice.

3.3.3 Deleting a Saved and Unsubmitted or Rejected Invoice

2. Select the Delete icon to delete the saved invoice (Image 3-34).

Saved Invoices

Invoice Number Date PO Number |Grant Number | Invoice Amuunt'Status | View Attachments Update| Delete

T201255 23-Dec-2011  CTT11MOOF  CTT1184007 -1625 REJECTED f m

Image 3-34: Search Results Table, Delete Icon

Selecting Delete will take you to a Warning page (Image 3-35); where you must confirm
that you wish to delete the saved invoice.

Home Orders,fGrants' Invoices

Create Invoices | %

/N Warning
Do you want to delete invoice T201255 ?
(Mo ) | Yes)
Home | Drders/Grants | lnwoices | Home | Logout | Preferences
Copyright () 2006, Cracle. &l rights reserved.

Privacy Statemert

Image 3-35: Delete Invoice Warning Page
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NOTE
Here are a few points to remember when searching for a saved invoice:

e You 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 numbers, the multiple PO/grant
numbers will not be returned; instead, you 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

COURSE SUMMARY

You should now have a better understanding of how to use the Delphi elnvoicing System. 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.

For further review of the Delphi elnvoicing System course content, refer to the Grant
Recipient role Web-Based Training on the Delphi elnvoicing System website.
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