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STEPS FOR CREATING A STANDARD INVOICE

Welcome to the Department of Transportation elnvoicing Login Page
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elnvoicing Rules of Behavior
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Log Into the Delphi elnvoicing System

On the DOT Delphi elnvoicing System Login page,
enter your user name and password

Read the Rules of Behavior and check the box
Select Login
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Select the Responsibility

Select the responsibility associated with the DOT
agency you need to invoice

(Please note that this step is only required if you
invoice more than one DOT agency; otherwise, you
will be automatically directed to the Responsibility
Home page to begin the process of creating a
standard invoice.)
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Invaica Number Date PO Number  Grant Humbor
Mo sesich conducted

Inveice Amouni Status  View Atiachments.  Updato Delete
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Create Invoices

Select the Invoices tab
Select the Create Standard Invoice button

For additional training resources, please visit the
Delphi elnvoicing System website:

http://www.dot.gov/cfo/delphi-einvoicing-
system.html

Available Training Materials:
Grant Recipient Web-Based Training
(WBT)
Grant Recipient User Manual
Frequently Asked Questions (FAQs)

Search
Plaase anter your sesrch crteria and selact the “Go” button 1o sse tha resut. Nota that the ssarch is case insensitive

Supplier [PARIS ASSOCIATION G
Grmrumber [
(Go) (Clear)

tems: (A 1ems 1o Invbice List
JI | Salect None

Select All|
Grant Aveard |amount Previously  Available
Select PO Numbor < [Number  Amoumt_[invoiced Balance Agen Description:

I CTHIMDB  CTTIIMIOS 75000 56000 535000 FEDERAL AVIATION Grant with 3 line(s) totalling
ADMIN 760000

R, CTIIMDO7  CTTHMIO7 750000 526000 225000 FEDERAL AVIATION Grant wih 3 line(s) tataling

& ADMIN §750000

[ CTMIMIOG  CTTHMIOE 1100000 14900 1085100 FEDERAL AVIATION Grant with 2 line(s) totallng
ADMIN §1100000

Cancel) e 1 of {[Negt]

Search for Purchase Order/Grant

On the Create Invoices Search page, enter search criteria for the
Purchase Order(s)/grant(s) you need to invoice against

Select Go

Search results appear in the table

Check the box of the correct Purchase Order(s)/grant(s)

Select Next to begin creating the invoice

Create Invoice: Lines to Invoice
= Indicates required field
USD = US Dollar
Supplier Name  PARKS ASSOCIATION GRANT

OrdersiGrants Selected

Cancel ) (Back]ster 20f4 [Neyt )

PO Number  Grant Number Aveard Amount Amount Previously Invoiced  Available Balance  Invoice Amount
CTTI1MOO7  CTTI1MO07 780000 525000 225000 4600

invoice Summary
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Enter and Calculate Correct Invoice Amount

Enter the amount you wish to invoice

If submitting a standard invoice against more than one Purchase
Order/grant, select Calculate to calculate the total

Select Next

Create Invoice: General Information
. field Cancel ) (Gawe) (Badk] Step 3 /4 [Next) (Finish
«imoice Number [Testizas
o te [EFe 2072 ]
e 185802012

Invoice Descriplion  [Enter description here| B

Atiachment None [ Add )

Period of Performance Begin | [B]

Feriod of Pedformance End [ [B]
Remit To

Name PARKS ASSOCIATION GRANT
5F270)(SF271

Cancel ) (3ave) (Badk :y.-.n..: Finish

Enter General Invoice Information

Enter the Invoice Number and Invoice Date

Enter the Invoice Description

Electronically upload backup documentation/attachments
Enter the Period of Performance

Electronically add an SF270 or SF271 Form (if needed)
Select Next

Create Invoice: Review and Submit
Cance|) (3a) (Badg|stsp4cf4 Finish)
Invoice Date 18.Feb 2012
Inwice Description Enter description
here,

Supplier Name  PARKS
ASSOCIATION
GRANT

Supplier Number 100485006
Invoice Number TestiZi

Toral (USD) 460000

Cance| | (3a&) (Back -'v)::‘:

Review and Submit Invoice

Review the invoice information
Select Finish to submit the invoice
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