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Purpose

 Purpose of this session:

 To provide training on the ASSIST Central Invoice Service 

workflow
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In This Training, You Will Learn…

 The overall process from contractor invoice submission 

to acceptance report

 Focus on Acceptance Report form and features

 How to access CIS 

 How to monitor in-process invoices

 How to accept goods and services in CIS

 Duration of training: 45 minutes

 Question & answer session: 15 minutes
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Topics

 Introduction

 High-level Workflow 

 CIS Navigation

 In-Process Invoice Tracking and the Invoice Form

 Acceptance and the Acceptance Report Form

 Other Considerations
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Overview

 New centralized system
 Contractors to submit invoices

 Clients to accept goods and services

 GSA employees to accept invoices

 Integration with existing acquisition systems provides an 

intuitive, contiguous user experience

 CIS introduces four new ASSIST pages: 
 Invoice form: Official invoice document

 Acceptance Report form: Documents client & GSA acceptance

 Invoice History page: All invoicing activity for a specific acquisition

 In-Process Invoices page: Provides tracking of invoice processing activity
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Business Drivers

 The ASSIST Central Invoice Service was designed to 

provide:

 Increased functionality 

• New data validations result in better quality invoices, thus fewer 

rejections 

• Client authorization of goods and services

 Improved efficiency

• A centralized, simplified invoicing experience for GSA contractors
o System accepts official invoice; no draft invoices

• Improved efficiency for invoicing and acceptance processing

• Reduced systems and training overhead
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Client Benefits

 Common acceptance experience for clients with acquisitions in TOS 

and ITSS

 For TOS acquisitions… online access to review invoices in real-time

 For ITSS acquisitions… detailed breakouts for billing distributions

 Better reporting via real-time, on-demand reports available at your 

fingertips

 Convenient summary details about historical and in-process invoices; 

combining all invoices across applications

 Improved help content with extensive ‘tool-tips’ and ‘in-form’ help
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Systems and Acronyms
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CIS High-level Workflow
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CIS NAVIGATION
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How to Access CIS

 Welcome Page

 Invoice/Acceptance Report
 Links allow quick navigation between pages
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CIS Navigation

 Order Navigator
 Displayed on “view” CIS pages

 ITSS Order Package displays “Invoices and 

Acceptance Reports” link directing users to 

the Invoice History page for the acquisition
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Help

 Several resources are provided to 

guide users through the CIS forms 

and workflow:
 Field “Tool Tips”  provides guidance on data 

entry fields

 Information Icons  provides guidance on read-

only elements

 “Help with this Page”  provides overarching 

help documentation for specific modules and 

related processes
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CLIENT AND GSA 

NOTIFICATION OF INVOICE
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Client and GSA Receive Email Notification

 CIS will notify GSA users via system generated email 

when an invoice is awaiting acceptance (upon invoice 

submission AND upon client processing)
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In-Process Invoice Tracking

 Clients and GSA users are able to track their invoices awaiting acceptance 

via the “In-Process Invoices” page accessible from the ASSIST ITSS 

Welcome “Direct Access to Shared Web-Services” portlet

 Clients have access to: My In-Process Invoices
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INVOICE FORM AND 

SUBMISSION
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Invoice Form

 Contractors submit the official invoice in CIS

 Pre-populated with data from the most recent award

 Order information

 Remittance address

 Points of Contact

 Schedule of Supplies and Services

Type ‘s’ to pause/resume 18
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Invoice Form (Top Portion of Form)
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Navigation option to access 

acquisition resources

Invoice Number

Contact information for 

contractor who submitted 

the invoice

“Partial” means this is not the final 

invoice for the acquisition

Contractors may offer improved Discount Terms for individual 

invoices – defaults to contract terms on the most recent award

Comments provided by contractor

Link to Acceptance Report
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Invoice Form (Middle Portion of Form)
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High-level Order 

Information

Company 

Information

Remittance information 

from the last awarded mod

GSA CSR or PM 

associated to order

The Shipping Information 

section will appear for TOS 

orders
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Invoice Form (Lower Portion of Form)
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Invoice Amounts 

greater than zero reflect 

invoiced line items

Total Invoiced Amount
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Invoice Form (Lower Portion of Form)
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System-generated PDF copy of CIS 

invoice document
Files attached by contractor

Contractor breaks out 

invoice amount to 

different bill types
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ACCEPTANCE OF GOODS 

AND SERVICES
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Acceptance Report Form

 Documents invoice acceptance – goods and services may be:

 Accepted  Approved in full

 Partially Accepted  Partial approval of goods and services

 Rejected  Rejected in full

 Minimizes navigation by providing all pertinent invoice data and file 

attachments needed to determine acceptance
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Acceptance Report Form – View Mode
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Navigation option to access 

acquisition resources

Use the ‘Help with this 

Page’ to access 

detailed form-level help

Click the Invoice Number link 

to view the Invoice Form

Invoice submission date

Status indicates current point 

in the workflow

Contractor Comments from 

invoice form

Click to put the form 

into ‘Edit Mode’
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Acceptance Report Form – Edit Mode
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RBA: Contractor Invoice Section

Contractor Invoiced 

Amount per line item

Performance / Ship Dates 

for the line items invoiced

Invoice / Acceptance 

Totals

Triangle icon / Twistie

Client Acceptance Amount dependent  

upon “Client Authorization” selection:

• Accepted – set to full Contractor 

Invoice Amount

• Partial – field becomes editable; revise 

values to indicate acceptable payment 

amounts

• Rejected – set to $0.00 
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Acceptance Report Form – Edit Mode
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NBA: Contractor Invoice Section
Performance / Ship Dates 

for the line items invoiced

Invoice / Acceptance 

Totals

Triangle icon / Twistie

Client Acceptance Amount dependent  

upon “Client Authorization” selection:

• Accepted – set to full Contractor 

Invoice Amount

• Partial – field becomes editable; revise 

values to indicate acceptable payment 

amounts

• Rejected – set to $0.00 

Quantity Unit Price Invoiced 

Amount

Client 

Acceptance 

Amounts
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Acceptance Report Form – Edit Mode
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File Attachments Section

System generated PDF 

copy of the Invoice form

Select ‘Manage Attachments’

Select ‘Browse’

Select 

‘Return to Form’ 

button
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Acceptance Report Form – Edit Mode

 Invoices may be:

 Accepted  Goods and services approved in full

 Partially Accepted  Goods and services partially accepted

 Rejected  Goods and services rejected in full
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Client Authorization Section

Select your 

authorization from 

the select list

Comments are required 

when partially accepting or 

rejecting

Client Acceptance 

Information is not visible to 

contractors
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 Provides cost and fee information

Acceptance Report Form – Edit Mode
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Client Cost Section (ITSS Orders Only) 

Fee 

calculated

Accepted 

Amount

Updated totals

Client 

Cost
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Acceptance Report Form – Edit Mode

 Indicate receipt and acceptance dates for goods and 

services 

 In accordance with prompt pay provisions, acceptance must 

occur within 7 days of receipt
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Receipt and Acceptance Dates
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Acceptance Report Form – Edit Mode 

 Submit – If all validations pass, the status will update to one of the following:

 Client Reviewed – Accepted

 Client Reviewed – Partial Payment

 Client Reviewed – Rejected

 Save as Draft – status will update to:

 Client Reviewing

 Edit History records all submissions by client and GSA users (including drafts)

 GSA PM/CSR receives email notification when client submits form

32

Submission of Form
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Acceptance Report Form – PDF

 Upon processing by GSA, a PDF copy of the CIS 

Acceptance Report form is generated by the system for 

user records

 Provided as an attachment to the Acceptance Report form
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CLIENT ACCEPTANCE DEMO
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OTHER CONSIDERATIONS
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Invoice History
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Left-hand navigation 

to other resources

Page-level help

Table contains all 

invoices for the order.  

Click a table heading 

to re-sort the table.

Filter 

icon



Federal Acquisition Service

U.S. General Services Administration

Data Migration

 NBA and RBA Invoices are migrated to CIS as Invoice 

and Acceptance Report documents
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Conclusion

Tip: Help is available on each page in the system.

AASBS Helpdesk contact info:

aasbs.helpdesk@gsa.gov

877-472-4877

38

mailto:aasbs.helpdesk@gsa.gov


Federal Acquisition Service

U.S. General Services Administration

RESOURCES

Invoice Status Definitions

Acceptance Report Status Definitions

Glossary
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Invoice Status Definitions

Invoice Status Definition

Submitted New invoice, pending acceptance activity

Under Review Acceptance in-progress, not yet finalized

Accepted GSA Accepted full invoice amount

Accepted – Partial 

Payment

GSA Accepted portion of the invoice amount

Rejected GSA Rejected the invoice

Processed for

Payment

Invoice has been processed for full payment

Processed for Partial 

Payment

Invoice has been processed for partial payment

Rejected VITAP Import Invoice submitted directly to VITAP – imported to CIS and automatically rejected
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Acceptance Report Status Definitions

Acceptance Report Status Definition

Awaiting Review New invoice submission

Client Reviewing Client Saved as Draft

Client Reviewed – Accepted Client submitted “Accepted” Acceptance Report, pending GSA action

Client Reviewed – Partial Payment Client submitted “Partial” Acceptance Report, pending GSA action

Client Reviewed – Rejected Client submitted “Rejected” Acceptance Report, pending GSA action

GSA Reviewing GSA Saved as Draft, or FSC has rejected a previously accepted AR and returned to PM

Accepted GSA submitted “Accepted” Acceptance Report

Accepted – Partial Payment GSA submitted “Partial” Acceptance Report

Rejected GSA submitted “Rejected” Acceptance Report

FSC Reviewing FSC Saved as Pending

Accepted, FSC Accepted GSA Accepted, FSC processed

Accepted, FSC Partial Payment GSA Accepted, FSC processed as shortpay

Accepted, FSC Rejected RBA only: GSA Accepted, FSC Rejected.  If NBA FSC Rejects, then status returns to GSA Reviewing

Accepted – Partial Payment, FSC Accepted GSA Partially Accepted, FSC processed

Accepted – Partial Payment, FSC Partial Payment GSA Partially Accepted, FSC processed as shortpay

Accepted – Partial Payment, FSC Rejected RBA only: GSA Partially Accepted, FSC Rejected .  If NBA FSC Rejects, then status returns to GSA 

Reviewing

Rejected VITAP Import Invoice submitted directly to VITAP – imported to CIS and automatically rejected
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Glossary
Term Definition

AASBS Assisted Acquisition Services Business Systems

ASSIST Assisted Services Shared Information SysTem

CIS Central Invoice Service

CPRM Contract Payment Reporting Module

ECF Electronic Contract File

FAR Federal Acquisition Regulation

FFP Firm Fixed Price

FSC Financial Service Center

GSA General Services Administration

IPAC Inter-governmental Payment and Collections

ITSS IT Solutions Shop

NBA National Business Applications

ODC Other Direct Costs

POC Point of Contact

RBA Regional Business Applications

TOS Tracking and Ordering System
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