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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 Session, You Will Learn...

» How to access CIS

» The overall CIS process:
= Contractor invoice submission
= Client acceptance of goods and services
» GSA acceptance of invoice

» Duration of training: 60 minutes
» Question & answer session: 30 minutes
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Topics

» Introduction

» High-level Workflow

» CIS Navigation

» Contractor Invoice Submission

» Client Acceptance of Goods and Services
» GSA Invoice Acceptance

» Integration with ITSS

» 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 to provide an intuitive,
contiguous user experience.
» CIS introduces four new ASSIST pages:
= |nvoice form: Official invoice document
= Acceptance Report form: Documents client & GSA acceptance
= |nvoice 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:

» |[ncreased functionality
* New data validations result in better quality invoices, thus fewer
rejections

« RBA: Greater financial control over client billing

» |mproved efficiency

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

* Improved efficiency for invoicing and acceptance processing

o Single invoice submission rather than 3-way match of ITSS Acceptance Info doc to VITAP
invoice

« Reduced systems and training overhead
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GSA Benefits

» Better quality invoices resulting in less processing effort and
fewer rejections

» Improved efficiency by reducing navigation requirements and
providing more functional user experience elements

RBA: Greater financial control with granular billing input

Greater transparency with invoice payment tracking information

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

Y V V
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Systems and Acronyms

4 Assisted Acquisition Services Business Systems (AASBS)

AASBS refers to this overall group of GSA applications used by the GSA.

ASSIST PORTAL

ASSIST is a new platform that provides services to other GSA applications.

RN

ASSIST

National Business

Regional Business
Applications (NBA)

Applications (RBA)

RBA is an ‘umbrella’ term fo refer to Central Invoice Service (CIS) NBA is an ‘umbrella’ term to refer to
applications used by the GSA Regional Central Registration applications used by the GSA FEDSIM
Offices. Group.
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CIS NAVIGATION
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Direct Access to Shared

How to Access CIS B

Central ECF Service

—)
» Welcome Page

» ITSS Order Package displays “Invoices and Acceptance
Reports” link directing users to the Invoice History page

Orders - Entire Package

Next -> |
Invoice History
¥ Order Package Summary
¥|D07140048-COI Test Client_User (Example Organiz -
awrn

00 Chronology e

01 Electronic Contract File (ECF) un

01 Acquisition Plan - APM Deferred Sz

» 01 BOM/SOW ID07140048 - 000 Version 00 Amer e
[ Invoices and Acceptance Reports ] Invoices
o a v By o Bt Frvas e Masle Ieatn Do Wi s Adserd Appereet Arvient Mo St Procesand Deie
Yo Ot appiond

2N MIe kel Parawn
w £33 1 s et Aeves Pacving
o won 2cC et R Pacxsng
vvvvvv M ot Faruieny
L M -y Pacag
wouns umn nw Urdet Hanes Py
Bsman M Acarte! Fate Preemt L
Bosn un uw phed - Par ayrwct Porxing
Bovs ew nw Urder Qames ‘-xtng
staumn g
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Navigation within CIS

INVOICES |

» Order Navigator

= Displayed on “view” CIS pages
—> Provides navigation
throughout the entire order
package

v Order Package
Task Overview Report
v [D07140067-COI Client Name (Organization)
00 Chronology
01 Electronic Contract File (ECF)
01 Acquisition Plan - APM Deferred
» 01 BOM/SOW ID07140067 - 000 Version 00

Invoices and Acceptance Reports

Acceptance Report Invoice

» Invoice/Acceptance Report

» Invoice Summary Contractor Invoice
= Links allow quick navigation nvoicn Nisniber Invoics Nombsr
between pages Invoice Amaunt $17 24337 Accepsance Repor

12
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Help

Indicate date goods/services were accepted. In

» Several resources are provided to accordance with prompt pay provisions, acceptance
. must occur within 7 days of receipt.
guide GSA users through the CIS roccurin ays ottees

forms and workflow:

» Field “Tool Tips” = provides guidance on
data entry fields

and accepted on * || S

Balance &
» |nformation Icons - provides guidance on
read-only elements $42,478.00

= “Help with this Page” - provides
overarching help documentation for specific

modules and related processes -

(877) 472-4877 | ConTACT Us 8
AASBS helpdesk@gsa.gov =

Help with thiz Page

13
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CONTRACTOR SUBMITS
INVOICE FORM
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CD@@%

Attach file copy of Submit the
Search for Select the ‘Invoices and Fill out the invoice and other form
your order Acceptance Reports’ Link Invoice Form required supporting
documents

ITSS: Use ‘ITSS Quick Links Portlet’
TOS: Use ‘Industry Partner Awards Portlet’

» 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

» An attached copy of the invoice and other supporting documents is

mandatory
15



‘ssaff

Federal Acquisition Service

Contractor accesses CIS

» Contractor navigates to their order
= |TSS Order Package displays “Invoices and Acceptance Reports” link

Invoice History
Orders - Entire Package - Heo win ths Fage
Create New Invoice
a new invoice
¥ Order Package
w |D07140045-COI Test Client_User (Example Organization) Summary
: Order 1D 1007140032
¥ 01 BOM/SOW 1D07140029 - 000 Version 00 Amendmen
- Avenrd Amount $60.000.02
[ Invoices and Acceptance Reports ]
App d invoice Totsl sassa 00
lovaice Credits/Adjustments (5440 99)
POP Start Date 102018
POP End Date 12072014
Invoices
InvoicelAcceptance Repont Invoice Number Involce Date Involce Amount Approved Amount
Na fiker applied
nvuice BlingsScn 124617542 eana01e £2.00000 $0.00
yroice Flutfea03 1014424517342 00102014 $200002 $2.000.00
nvoics | Acceptamce Report TESTINVOD022461734Z oD2014 $4,000 00 $4,000 .00
woics Teatinv0D0 124617342 GA052014 £20 00 50.00
nvaice TeatDI042014A24617342 oA0L2014 £40 00 $0.00
nvoice | Acceptance Repon OFTA505A24617342 o204 $4.000 00 $4,000.00
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Contractor View of New Invoice Form — Top

WELCOME, TestUser m_

GSA ASS'ST (877) 472-4877 | CONTACT US 8

AASBS helpdesk@qasa govm

Create New Invoice
Invoice submission is not complete until all validation messages are resolved and system confirmation is received.

Contractor Invoice CIS appends the ACT Number to the end of each

i Nkt ae s invoice numbgr in order to ensure a unique number
is transmitted to the GSA Finance system.

Submitted By Test Usemame
Email Test_Usemame@example com ) )
Users contact information

Phone (858)123-4567
Fax (858)123-4568 o . _

o Partial” means this is not the final
Final or Partial Invoice Partial || invoice for the acquisition
Discount Terms Net 30 Days / 0 % 0 Days
Contractor Comments ) Contractor may offer improved Discount Terms

for individual invoices — defaults to contract terms
on the most recent award

Order Information
Order ID ID07140029

Comments

17
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Contractor View of New Invoice Form — Middle

Order Information

Order ID 1007140029

ACT Number A11155544

PIID GSO7Q14BGA000 High-level Order
Award Date 052812014 Information
Award Amount $50,000.00

Contract Number GS07Q14ABC0123

Contracting Office Region 07

Contractor Company Information

Company Name Test Company Name, Inc

Classification Small Disadvantaged Ccom pany
DUNS 1A Information
NAICS Code(s) 123456

Remittance Address ©

Company Test Company Name, Inc

Straett 123 Main Street

Streo2 Remittance information
City, State, ZIP Anytown, CA 91122 from the last awarded mod
Country United States

Phone N/A

Fax N/A

GSA Point of Contact

Name GSAUsemame

Email GSA Usemame@gsa.gov

Phone (858)123-9988 GSA CSR or PM
Fax (858)123-8898 associated to order

18
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Contractor View of New Invoice Form
— RBA Schedule of Supplies and Services

Schedule of Supplies and Services
b~ =
/ | 2 Item Number Description POP/Delivery Date Invoice Amount @ Begin Date \
| 4 0001 COM item with surcharge 01/31/2014 $0.00
[ 2 0002 LAB item with surcharge 01/01/2014 - 12/31/2014 $0.00
» 0003 COST item with surcharge 01/01/2014 - 12/31/2014 Schedule of Supplies and Services
includes all line items from the most
Triangle icon 4 0004 FFP item with surcharge 01/01/2014 - 12/31/2014 recent awarded modifica‘[ion /
/ Twistie ‘
| ] = L Sy | aen nn
Schedule of Supplies and Services
» Item Number Description POP/Delivery Date Invoice Amount © Begin Date End Date Ship Date
> 0001 COM item with surcharge 01/31/2014 $0.00 &
’ 0002 LAB item with surcharge 01/01/2014 - 12/31/2014 $0.00 = o
> 0003 GOST item with surcharge 0110112014 - 12/31/2014 $0.00 3
» 0004 FFP item with surcharge 01/01/2014 - 12/31/2014 $0.00 . g
i Vo _— Total Invoiced _
PR Y : Amount Enter Invoice Amount Enter the Invoice Service
THETE S U & General Son for each row, leave Feomp

Dates or Ship Date for
$0.00 on any rows not each line item that has an

included on invoice invoice amount 19
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Contractor View of New Invoice Form
— RBA Breakout

» |ITSS feature only: orders can be set to require the contractor to
breakout line items into work categories on the invoice form

» Purpose is to enable GSA to itemize client bills into the following

categ ories.
= COM (Commodity), Labor, ODCs (Other Direct Costs), Travel,
Deliverables
Breakout ©
Disxribuge the full Invoice amount 1o the sppropriata BIll Types for each Rem listad balow
ltem Number  Description  Invoice Amount  Amount Left to Distribute com Labor oDCs Travel Deliverables
1 LAB1 $500 .00 $000.00 $0.00 $0.00 £0.00
2 LAB2 $0.00 $0.00 $0.00 $0.00 $0.00
E COM $150 00 $150,00 $0.00
4 COST $0.00 $0.00 $0.00 $0.00 $0.00
5 FFP $0.00 s0¢  Values must $0.00 $0.00
be distributed

20
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Contractor View of New Invoice Form
— Attachments

Phone (858)123-9988
Fax (858)123-3899 . Central Invoice Service
A
G S‘,\ You are signed in as K5 0t
Schedule of Supplies and Services | |ATTACHMENTS
) Item Number Description fatuon 1o
’ 001 test 7Frirlwe7 lr.rlrl;lro;zrui;;ﬁnes and PraT:u'ces
* Maximum file size is 50 M8 Click ‘Return to Form’ to
» Filenames must be unique across the entire order, mcluding rejected d nt
of dupicate fles complete the upload process s
» Please minimize the use of special characters in document filenames
i » It is recommended to upload one file at a time if uploading large files sizes
lnv°lc. Total so'oo . Fl;e upload time 15 dz:endem upon file size and :et\vorl:‘ipeegd 5
» Uploading files at maximum size can take anywhere from a few minutes to 30 minutes or more for slower networks
o Nofe that the browser's built in progress bar does nof reflect the progress of the actual file upload.
. Please attach your applicabl i d
File Attachments Order 10: 1007140029
z . . o PID # GS07Q14BGADDD6
You must attach a copy of your invoice, to include any requireq invoice Number: AH092214 ] 7
Attachment #1: [CBrowse..... ick * ’ i
Manage Attachments et Browse...| Click ‘Browse’ to open a dialog
. | escriptiond invoice Aachment - ~ boxto find a file on your computer
C“Ck to Open the Attachment #2: Browse.
Tis invoice repart has no attachm  Attachment form Description: nyoice Atachment
Attachment #3: [ Browse... |
Description: jnyoice Atachment
Submil Invoice e [Bwwns..
Subm|t button Description: |nyoice Atachment
Attachment #5: | Browse...
Description:| |nyoice Attachment
. S = 2
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New Invoice Form Submitted

WELCOME, Test User

GSA ASS'ST (877) 472-4877 | CONTACT US ®

AASBS helpdesk@gsa.gove

v Order Package
Task Overview Report
+ |D09140041-COIClient Namne {Organization)

p 01 BOWSOW ID09140041 - 000 Version 00 : Halp with this Page
Create New Invoice
System presents the

Invoice History page with

the Success message

Invoice History

& The Invoice Form has been Successfully Submitted.

Involces and Acceptance Repons

Summary

Order ID 1009140041
Award Amount $80,000.00
Approved Invoice Total $4,057.96
Invoice Credits/Adjustments $4.00

POP Start Date 01/01/2014
POP End Date 12/312014
Invoices

22
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CLIENT AND GSA
NOTIFICATION OF INVOICE



’GS’Af

Federal Acquisition Service

Client and GSA Recelve Email Notification

» CIS will notify GSA users via system generated emalil
when an invoice is awaiting acceptance (upon invoice
submission AND upon client processing)

H & O » ¢ = ? 3 - O X
MESSAGE
~ N 3 [F Meeting Y& CPRM / GWAC ) -9 Rules ~ =S¥ Mark Unread V@ Find
(i Ignore x [zl |L—- (I ! & = AR = = a
&€ - S~ £3 To Manager - B OneNote L 88k Categorize - % [) Related
& Junk~ Delete  Reply Reply Forward = —| Move __ Assign Translate Zoom
- All [ More - Team Email & + [P Actions~ Policy - [* Follow Up ~ ¥ [ select~
Delete Respond Quick Steps 5 Maove Tags [ Editing Zoom ~

Wed 8/27/2014 12:46 PM
Invoice AH08191401 Submitted for Order ID07140067 (PIID: GS07Q14BGP0006)
To Test User

Message T NV AH08191401.pd7 (9.8 KB) TE Invoice_uploaded.pdf (17 KB)

Bing Maps Action Items + Get more apps

Invoice AH08191401 for Order ID07140067 (PIID: GS07Q14BGP0006) has been submitted by Test Company. Inc. for your review.
Please follow the HTTP Reference below to review:

< Acceptance Report

THIS IS AN AUTOMATIC EMAIL NOTIFICATION FROM GSA ASSIST. PLEASE DO NOT REPLY. YOU MAY RECEIVE AN ERROR
MESSAGE. IF YOU HAVE QUESTIONS REGARDING THIS EMAIL. PLEASE CONTACT THE AASBS HELP DESK AT 877-472-4877.

THANK YOU.
24
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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 one view: My In-Process Invoices

GSA Employees have access to two views:

= “My” In-Process Invoices
= “All” In-Process Invoices

Y VYV

Direct Access to Shared = i i E- i EEE FiE=S
Web-Services e —

Central ECF Serpvice

25
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CLIENT 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

27
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Acceptance Report Form — Client View

Acceptance Report

Task Overview Report
v1D09140041-COI Client Name (Organization)

> 01 BOM/SOW 1D09140041 - 000 Version 00

m

v Order Package

Click to put the form
into ‘Edit Mode’ -

Help with this Page

Invoices and Acceptance Reports Invoice Summa ry

Navigation option to access
acquisition resources

Invoice Number
Invoice Amount
Contractor Company
Submitted By
Invoice Date

Final or Partial Invoice
Status

Order ID

ACT Number

PIID

Contract Number
Discount Terms

Contractor Comments

AH0925142460351K

$1.500.00

Test Company Name, Inc.

Test Username
09/25/2014 06:29:47 PM
Partial

Awaiting Review
1D09140041
A2460351K
GS09Q14BHPD002
GS07Q14ABC0001

Net 30 Days / 0% 0 Days

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

Use the ‘Help with this
Page’ to access
detailed form-level help

28
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Acceptance Report Form — Client Edit Mode
RBA: Contractor Invoice Section

Performance / Ship Dates

] Contractor Invoiced for the line items invoiced
Contractor Invoice Amount per line item
3 sl ":‘iasscka : Description EkiRaiany Cantacto Begin £ad hip /CIient Acceptance Amount}
Number Type P Date Invoice Amount Date Date Date P
2 LAB sb’?fh‘gr';he Lo $600.00 08/01/2014 08/15/2014  N/A $0.00
. . Awarded Amount @ Approved Amount & Pending Invoices @& Balance @
Triangle icon
/ Twistie $10,000.00 $1,001.00 $2,599.00 $6,400.00
COST with 01/01/2014 -
2 3 COST i 19014 $500.00 08/01/2014 = 08/15/2014 N/A $0.00
FFP with 01/01/2014 -
3 4 FFP i sy A O $400.00 08/01/2014  08/15/2014 N/A k $0.00 /
Contractor Invoice Total $1,500.00
Client A d Total i .
Ak 0,00 Invoice / Acceptance Client Acceptance Amount dependent
GSA Accepted Total $0.00 Totals upon “Client Authorization” selection:
Deduction Amount 5000 » Accepted — set to full Contractor
Invoice Amount

» Partial — field becomes editable; revise
values to indicate acceptable payment
amounts

* Rejected — set to $0.00

29
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Acceptance Report Form — Client Edit Mode
File Attachments Section

File Attachments Uploaded to Invoice by Contractor ©

Click a Link to Download an Attachment

Invoices/Vouchers - (INV_AH092514 pdf) Invoice Submitted for invoice# AH092514

Invoices/Vouchers - (testDocument1.docx) Invoice Attachment System generated PDF
Invoices/Vouchers - (testDocument2 docx) Invoice Attachment copy of the Invoice form

File Attachments .Contral Invoice Service
GSA

ATTACHMENTS

Manage Attachments

y

Select ‘Manage Attachments’

Fiie Uploao Guidelnes and Practices

Vaarmum e 20 s 50 V0
Finamaes must Be inkque 201005 THe edre crder, lockodnp refecied documents. Tha 37250 efoece s URIgUE Weoames to prew SeIeCt

i raniimion D Lna Of SPRCM Sl 11 docusmwst Men

115 recommended % upload one 99 a1 2 3me I yploading Warpe Bles & ’
FIl Ugphoad Serm |4 Oupanden wpon Me slis a0 netvoit peed Return to Form
Uphodnp Ties 3 masamum se can take answhere Dom a few manates 10 30 mnuies of Mace 130 Siower netesna button
FAihe AL N0 Do Dt it Srgness Dar (00 201 W] 190 SVO0Ness OF I sctual M weed

Pharie slach your apploaliv regueemmis socumesialue
Ordes I0: DOT7 40045
PRD 4 GSQO7 $4BG0000
hrecioe Numbec: 24
- € b
Amacheest o1 Browse. Select ‘Browse

Deecnpom: ygos Axachmect

30
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Acceptance Report Form — Client Edit Mode
Client Authorization Section

» Invoices may be:
= Accepted - Goods and services approved in full
= Partially Accepted - Goods and services partially accepted
» Rejected = Goods and services rejected in full

Client Acceptance Client Authorization

Information is not visible to Client Authorization Date N/A
contractors Select authorization

Authorization * Choose one... E] from the select list

Authorized By

Client Review Comments

Comments are required
when partially accepting or
rejecting

31
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Acceptance Report Form — Client Edit Mode
RBA only: Client Cost Section

> Provides cost and fee information

Client Cost

lr:i'rnnber ﬁi;::l sk Description POP/Delivery Date ::)nr::?‘:tor oics 2::::::‘:" g‘:goef g:::harge Fee Amount g:::‘:o
2 LAB ';ﬁrlzr:’::;e ?;;g}gg}: . $600.00 $600.00 Surcharge 5% $30.00 $630.00
3 COST ggg}gg;h S $500.00 $500.00 Surcharge 5% $25.00 $525.00
4 FFP 553?2?3 i P $400.00 $400.00 Surcharge 5% $20.00 $420.00

Accepted Invoice Total $1,500.00 Accepted Fee Cost to Client =
Fee Total $75.00 Updated totals Amount Amount Cost + Fee
Cost to Client Total $1,575.00

32
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Acceptance Report Form — Client Edit Mode
Receipt and Acceptance Dates

» Indicate receipt and acceptance dates for goods and
services

» |n accordance with prompt pay provisions, acceptance must
occur within 7 days of receipt

Receipt and Acceptance
| certify that goodsfservices were received on * = and accepted on * B

33



e B < : »
asaf . o

Federal Acquisition Service

Acceptance Report Form — Client Edit Mode
Submission of Form

» 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: m SO ORDRIES
= Client Reviewing

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

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

Edit History

This acceptance report has not been edited.

34
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Client Acceptance Report Submission
WELCOME, Test User W

GS:\ ASS|ST (877) 472-4877 | CONTACT US 8

AASBS helpdesk@gsa.gove

v Order Package
Task Overview Report
v |D07140048-COI Client Name (Organization)

Invoice History :
& The Acceptance Report has been Successfully Submitted.

b 01 BOMWSOW 1DD7140048 - 000 Version 00 Help with this Page
Invoices and Acceptance Reports Summa ry SyStem presents the

Order ID ID07140048 Invoice History page with

Rosard Aikcint $966 962,70 the Success message

Approved Invoice Total $565,870.68

Invoice Credits/Adjustments $0.00

POP Start Date 01/01/2014

POP End Date 12/31/2014

Invoices
Invoice/Acceptance Report Invoice Number Invoice Date Invoice Amount

No filtar applied
Invoice | Acceptance Report INV09182014A4617200 091872014 $15.000 00
Invoice | Acceptance Report AT 04/10/2014 $92903.02

35
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GSA INVOICE ACCEPTANCE
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Acceptance Report Form

» Documents invoice acceptance — invoices may be:
= Accepted > Payment of invoice approved in full
= Partially Accepted - Partial payment of invoice
» Rejected = Invoice rejected in full

» Minimizes navigation by providing all pertinent invoice
data and file attachments needed to determine
acceptance

» Client acceptance of goods and services captured on
the form — GSA provides invoice acceptance or rejection

» Provides the ability to specify granular billing information
and/or revise contractor breakouts

37
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Acceptance Report Form — GSA View Mode

v Order Package

Acceptance Report
Task Overview Report

+ 1D07142067-C01 Chent Name (Drganization) Click to put the form

00 Chranclogy into ‘Edit Mode’
01 Electronk Contract Flke (ECF) Invoice 5ummary

01 Acquisition P APM Ded 2
01 Acquisition Plan - APM Deferred lavoios Nombes

» D1 BOMWSOW 1007140067 - 000 Version 00

AHOS1914012483%082)

Click the Invoice Number link

Invoices and Acceptance Repos P — "wme to view the Invoice Form Use the ‘Help with this
Contractor Company Test Company Name, Inc Page’ to access detailed
o ) Submitted By Test Useename form-level help
Navigation option to . e
Invoice Date 0812014 054230 PM

access the order package Invoice submission date

Final o« Partial Invoice
Status

Order ID

ACT Number

Mo

Contract Number
Discount Terms

Contractor Comments

Partal

Chent Reviewed - Accapted
1007 140067

A2483082)
GS07Q14BGP000S
GS07Q14ABCO001

Net 30 Days / 0% 0 Days

my comments on the invoice

Status indicates current point
in the workflow

Contractor Comments from
Invoice form

38
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Acceptance Report Form — GSA Edit Mode

RBA: Contractor Invoice Section

Performance / Ship Dates

Triangle icon / Twistie for the task items invoiced

Contractor Invoiced
Amount per task item

] A
Contractor Invoice I \ ( ~|
Item Fiscal Task POP/Delivery Contractor Invoice Begin End Ship \
» Number Type Description Date i Date Osée Date Client Acceptance Amount O GSA Acceptance Amount ©
v 1 com Test Description 01012015 $1.00000 NiA NA 07/312014 $1,000.00 8000
Averdod Anout O Aoproved Amout @ Pendim fnveces @ Gatance @ Financial balance information
$100,000.00 $0.00 $1,000.00 $99,000.00
Tes 01/01/2014 = z B 2
» 4 FFP Dem‘:"m] bk $500.00 070172014 07/312014 NA $500 00 \ 2000 jl
Contractor Invoice Total $1.50000
CEeet Accepted Total $1,500.00 Invoice / Acceptance
GSA Accepted Totsl £0.00 Totals GSA Accepted Amount dependent upon
Ouduction Amount so00 “GSA 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 — GSA Edit Mode

File Attachments Section

File Attachments Uploaded to Invoice by Contractor © ‘

Click a Link to Download an Attachment
Invoices/Vouchers - (INV_AH08191401.pdf) Invoice Submitted for invoice# AH08191401 System generated PDF
Invoices/Vouchers - (testDocument pdf) Invoice Attachment copy of the Invoice form

File Attachments

Central Invoice Service
GSA

ATTACHMENTS

Manage Attachments

¢ from
Select ‘Manage  port haSSQQiachmentss | e
Attachmentsl Fie Uploac Guideines and Practices
o Wadrmum S 2ie s 40 VO
il 200 kU A0T00 THE edre o u eckodnp 1o c:vu decuments. The 3y300m $f00Ces URIUE Wenames to peewart the Select
R ‘Return to Form’
« Uphoanp s al'm.-"nm SQe Can take am h'\! u' mm- mEnates 10 30 mensies of Mare 130 SIDwar notesna button

o Pl Mal N0 Dromsers Dol it SgnEs Dar 000 201 HASC! 90 SYO0NSES OF v St A eiad

Pl afach your applcaliv regur ammis Sucumesialue
Ordes 10 DATH4004%
PR 42 GSQO7 14850000
brecioe Mumbec: 24
- € b
Amachmend ot Browse. Select ‘Browse

Deecnpdo: yooe Agachiment
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Acceptance Report Form — GSA Edit Mode

Client Authorization Section

» Clients provide goods and services acceptance on the
Acceptance Report form
= Accepted - All goods and services have been received in full

= Partially Accepted - Portion of the goods and services
accepted for payment

» Rejected = Zero goods and services were received
» GSA may move forward with invoice approval if client
step is not completed in the system

Client Authorization
Client Authorization Date 06/25/2014 12:33:068 PM

Authorization Client Reviewed - Accepied

Authorized By Test Client

Client Review Comments Mia 41
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Acceptance Report Form — GSA Edit Mode

Invoice Questionnaire Section

GSA Authorization This section is required. If you answer ‘No’ to any of the
0 guestions numbered 2-6, then you must partially accept
 Invoice Questionnaire or reject the invoice in the next step.
Question 1° O YES @ NO O NIA Invoice {including supporting documentation) submitted in accordance with contracttask order? ©
Justification for NO * i

Comments are required
when questions are
answered ‘No’

Select ‘Yes’, ‘No’, or ‘Not
Applicable’ for each

guestion
Question 2 ) YES ' NO O NIA The invoice prices/rates, labor hours, and labor categories conform to the terms and conditions of the contractfask order? i ]
Question 3 * O YES I NO O NIA Hours billed do not exceed the contractitask order ceiling limit(s)? 0
Question 4 * 2 YES Z' NO 0 NIA Other direct costs are valid and, in the case of time and materials or labor-hour confracts, costs associated with such other direct
costs are allowable and have been determined to be reasonable and directly associated with contracttask order? i ]
Question 5* O YES © NO O NIA Travel costs are supported and are allowable by the contracttask order? ©
Question 6 * I YES  NO 2 NIA Period of performance invoiced is within the period of performance of the task order? @
Question 7 * O YES ' NO O NIA All subcontractor rates are valid, and have been orooerly reviewed and substantiated by the prime? @
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Acceptance Report Form — GSA Edit Mode
GSA Authorization Section

» Invoices may be:
= Accepted > Payment of invoice approved in full
= Partially Accepted - Partial payment of invoice
» Rejected = Invoice rejected in full

GSA Authorization Date M
Select your
Authorization * Accepted E| authorization from
the select list
Authorized By M

GSA Review Comments -

Comments will be visible -
to Contractors

Comments are required
when partially accepting
or rejecting 43
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Acceptance Report Form — GSA Edit Mode
RBA: Client Cost Section

» Provides fee information and allows specification of client billing detalls

Lalbor Accepted Fee
task item Amount Amount
Client Cost
» ftem Number “' "“'p. Task  Description POP/Delivery Date T Accepted Amount Type of Charge  Surcharge Rate  Fee Amount Cost ta Client
v |- LAS LAB1 07/152014 - 070612015 $900.00 $900.00 Swechame 55 $45 00 $94500 |

Contractor Breakout Amounts Left To Distribute

Labor Cost $500 00 Contractor Left to Distribute COST $0.00

0DC'S Cost $0.00 breakout Left to Distribute FEE $000

Travel Cost $400.00

Funding Document 3

Burn Subtask Bill to Labor Fee Bill to ODC's Fee Bill to Travel Fee

Order SAF Number :oa.umbrf {Citation Unbilled to Cost Unbilled to Fee Bill to Labor Cost $0.00 Bill to ODC"s Cost $0.00 Bill to Travel Cost $0.00

1 2 B e e g% 06000 $0,00 [ ]

2 N o GM Funds (Criation 3)  $4,100.00 $455.00 $500 00 $25.00 $0.00 £0.00 $£40000 $20 00
$500,00 $26.00 $20.00

1 3 COM cOoM 0711652014 $150.00 S$154 50
Accepted Invoice Total $1,050.00
Fee Total $43.50 : .
. Cannot distribute cost Contractor e
1,099.60
Cost to Client Total $1,099 and fee to SAF LOA breakout Seal @
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Federal Acquisition Service

Acceptance Report Form — GSA Edit Mode

Receipt and Acceptance Dates

» Indicate receipt and acceptance dates for
goods/services
» |n accordance with prompt pay provisions, acceptance must
occur within 7 days of receipt
» Dates may be entered by clients, but can be overwritten
If necessary

Receipt and Acceptance
| certify that goodsfservices were received on * = and accepted on * B
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Federal Acquisition Service

Acceptance Report Form — GSA Edit Mode

Submission of Form

» May be saved as “Draft” if unable to complete in a single
session

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

Edit History

Recent Edits
Test Client, 2014-06-16 05:07:46 PM
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GSA Acceptance Report Submission

A 877) 472-4877 | CONTACT US 8
Ry ASSIST L) RICSORT S OO
AASBS helpdesk@gsa . qove
- P, : - —
O Facknos Invoice History :
Task Overview Report
. & The Acceptance Report has been Successfully Submitted.
b Order Package
b MODs Help with this Page
‘ Summary
Invoices and Acceptance Reports System presents the
0 12346 Invoice History page with
Award Amount $96,696,627 00 the Success message
Approved Invoice Total $56,584 706.84
Invoice Credits/Adjustments $0.00
POP Start Date 06/12/2013
POP End Date 06/11/2014
Invoices
Invoice/Acceptance Report Invoice Number Invoice Date Invoice Amount
No filtar applied
Invoice | Acceptance Report AH09101421482775 09/11/2014 $6,000.00
invoice | Acceptance Report INVO1 04/10/2014 $92.903.02
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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

File Attachments

Click a Link to Download an Attachment

InvoicesMouchers - (Attachment313.doc) Invoice Attachment
InvoicesMouchers - (INV_ID0O7 1400450 C. pdf) Final Invoice Subm

ACCEPTANCE INFORMATION DOCUMENT

Invoice Summary

Luvoree Number 17

Statns SUBMITTED
Net 30 Davs | 026 0 Days
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Federal Acquisition Service

Setting the Billing Breakout Requirement

¥ GSA Order Specifics
: 2 COl form
Region:  07. Greater Southwest Region

Program: FISSP
[Bill Type Breakout 9 & voe & o ] Order Modification

Required: é%%gi

Preparing BG000 GSA/FAS Assisted and Expanded Acquisiti —

Contracting Office B A) Fabds markad with @ srs raquired
Code: Submitted By: st 082872094

Ovder 1D 1007140048 Mod 001
Professional Senices PHD G )

Offering Type:

Numbert of Ogtion @
Pariods (beyond the
basa pericd)

Click here for Offering Type descriptions (SN Maos:
Contractor:
Territory: Atternato
2 Modification Proposed
San Antonio-TX Status:
'A NUmber(S); X : Pnor ?nd 000 Period of Performance
fom. U204
- To: 07772015
|A A h New Period of Performance:
ttachment(s): . 3 : O7/15/203
a sk File Attachments: ool
Dasirad Delfvary Date:
Date: 071152034
L_;’f*-’:_t-QCh Filzs Proj:s:e[:i:g:o; :'::1 Propect GM
Biling
Severable Oeder? No

Bill Type Breakout &
Required:

& Yes No

OTO=T WOU DOy =
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Invoice History

WELCOME, Test User W

GSA ASS'ST (877) 472-4877 | CONTACT US ®

AASBS helpdesk@gsa.gove

v Order Package

Invoice History 4

Task Overview Report Help with this Page
+ID07140048-COI Client Name (Organization) | SUmmary
00 Chronology Order ID IDB7140048
01 Electronic Contract File (ECF) Award Amotnt $38.000.00 Page-level help
01 Acquisition Plan - APM Deferred
b 01 BOM/SOW ID07140048 - 000 Version 0 | APProved invoice Total $3.00
Invoices and Acceptance Reports Invoice Credits/Adjustments $0.00
POP Start Dat 7/1512014 .
¢ i Table contains all
Left-hand navigation POP End Date 07/072015 invoices for the order.
to Order Package Click a table heading
to re-sort the table.
Invoices
Invoice/Acceptance Report Invoice Number Invoice Date Invoice Amount
Filter . No filter applied
icon Involce | Acceptance Report AHD828142473540G 08/28/2014 §1,050.00
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Invoice Payment Information

» Payment made by GSA Finance indicated on the
Invoice form
- Payment Status Contractor Invoice
* Processed Date

Invoice

Acceptance Report Go to Acceptance Report
m Paym e nt Am O u nt Submitted By Test Contractor

Email test@testco.com

Phone 123-456-7890

Fax 987-654-3210

Invoice Date 05/23/2014 03:39:08 PM

Final or Partial Invoice Partial

Status Processe d for Payment

Discount Terms Met 30 Days / 22% 2 Days

Contractor Comments

Payment Status PAID
Processed Date 04/30/2014 - 01:02:03 EST

Payment Amount $1,000,000.00
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Electronic Contract File

» Attachments on the Invoice and Acceptance Report forms
(including the system generated PDF documents) are tagged with
the following ECF Metadata:

= |INVOICES - Tab: Invoices/Vouchers, DCN: Invoices/Vouchers

» ACCEPTANCE REPORTS - Tab: Invoices/Vouchers, DCN: Review/Accept/Reject
Evidence & Back Up

ECF Tab ECF Tab Name Category L] File Description File Name Uploaded On Uploaded From
. Z3of 24items shown.  Clear filter
Final Imvoice
. . . Submitted for S N — . _
34 ImvaicesWouchers Imvoicesouchers invaioes MW _Reediestdd7 pdf 07022014 11:16:11 AMET ASSIST-Central Inwoice Senvice Invoice
Resdtestda?
24 Imvoices/Vouchers Invoices Vouchers nvoice Atachment  test18.bd 070272014 11:15:48 AMET ASEIST:Central Invoice Service Invoice
Final Imvoice
. . . Submitted for B . N — . _
34 ImvaicesWouchers Imvoicesouchers invaioes MW _Reediestd24 pdf 070272014 10:15:28 AM ET ASSIST-Central Inwoice Senvice Invoice
Resdtesti24
24 Imvoices/Vouchers Invoices Vouchers nvoice Attachment  test17.bd 070272014 10:15:21 AMET ASEIST:Central Invoice Service Invoice
Final Imvoice
. L. Submitted for . B " 0 e A o ~ . ; -
34 Imvaices Vouchers ImvoicesWouchers invaioes MW _Reediest5TE pd 07022014 08:41:45 AM ET ASSIST-Central Inwoice Senvice Invoice
Reedtesti7s
24 Imvoices Wouchers Imvoices Vouchers nwvoice Atachment  test18.bd O7/02/2014 08:41:05 AM ET ASSIST:Central Imvoice Senvice Imvoice
Final Imoice
. L. Submitted for . - 0 e A o ~ . ; -
24 Imvoices Wouchers Imvoices Wouchers invaioes MW _reedtesti029 pdf 07022014 O7-36:25 AM ET ASZIST:Central Invoice Senice Imvoice
reediest 1028
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Invoice Auto Rejection

» Effective upon CIS deployment, contractors must submit
Invoices using the new CIS process

» Direct submissions to GSA Finance will no longer be
accepted*

= Exception: Invoices for FAS OCIO orders are submitted to GSA
Finance

» Invoices submitted directly to GSA Finance following
CIS deployment will be identified, imported to CIS and
automatically rejected
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RBA Data Migration

» RBA Acceptance Information documents (matched) are
migrated to CIS as Invoice and Acceptance Report

documents

Orders - Entire Package Pre-els Oty PaeiEe

Next > | Acceptance Information |
documents appear

¥ Order Package itemized in package

w |D07140001-COI Test Client_User (Ex.
00 Chronology

01 Electronic Contract File (ECF)
01 Acquisition Plan - APM Deferred

‘rojeq

Post-CIS Order Package

Orders - Entire Package ] ]
Link to Invoices and

» 01 BOM/SOW ID07140001 - 000 Version 00 Amendment 00 AWARDED

Next -> | Acceptance Reports
¥ Order Package
¥1D07140048-COI Test Client_User (Example Organization) AWARDED=>Test Project GM
00 Chronology

01 Electronic Contract File (ECF)

01 Acquisition Plan - APM Deferred
> 01 BOM/SOW ID07140048 - 000 Version 00 Amendment 00 AWARDED
[ Invoices and Acceptance Reports ]

03 Req for Accept (Matched) Invoice #: INV0001234567 Date: 2014-03-18 Invoice Amt: $31,213.44 - Processed in VITAP

03 Req for Accept (Matched) Invoice #: INV0001234568 Date: 2014-04-11 Invoice Amt: $178,691.13 - Processed in VITAP
03 Reg for Accept (Matched) Invoice #: INV0001234569 Date: 2014-05-13 Invoice Amt: $234,743.91 - Processed in VITAP
03 Reg for Accept (Matched) Invoice #: INV000123456A Date: 2014-06-13 Invoice Amt- $178.576.65 - Processed in VITAP
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Conclusion

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

AASBS Helpdesk contact info:
aasbs.helpdesk@qgsa.gov
877-472-4877
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Invoice Status Definitions
Acceptance Report Status Definitions
Glossary

RESOURCES
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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 GSA Accepted portion of the invoice amount
Payment

Rejected GSA Rejected the invoice

Processed for Invoice has been processed for full payment
Payment

Processed for Partial Invoice has been processed for partial payment
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

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 Receiving Report

Accepted, FSC Partial Payment

GSA Accepted, FSC processed Receiving Report as shortpay

Accepted, FSC Rejected

GSA Accepted, FSC Rejected

Accepted — Partial Payment, FSC Accepted

GSA Partially Accepted, FSC processed Receiving Report

Accepted — Partial Payment, FSC Partial Payment

GSA Partially Accepted, FSC processed Receiving Report as shortpay

Accepted — Partial Payment, FSC Rejected

GSA Partially Accepted, FSC Rejected

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

COM Short for ‘Commodity’, a type of task item in ITSS
CPRM Contract Payment Reporting Module

ECF Electronic Contract File

FAR Federal Acquisition Regulation

FFP Firm Fixed Price, a type of task item in ITSS
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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