Region 3 IWA Center Invoice Instructions 
#1 - Invoices Instructions
The contractor shall invoice for the entire delivery order amount upon completion of the project unless otherwise specified in the individual contract/delivery/purchase order.

Payment Information. 
The following procedures, if followed, will ensure timely payment of invoices.

The invoice shall be submitted electronically and concurrently in the following two systems:
1.  ITSS (This allows for electronic Client and GSA Acceptance) 
2.  GSA Finance 

A. To submit your invoice to ITSS for Client Acceptance follow these steps:

1. Log onto the Internet URL  www.portal.fas.gsa.gov.
2. Log into ITSS using your assigned username and password.
3. Once logged in, click on “Create Support Documents”.
4. Once in the Create Support Documents field, you will see a list of awarded task order numbers and a pull down menu that reads <<Select Support Document>>. Select the appropriate task order number by highlighting it, then click on the pull down menu; select “Acceptance Information” and click on the “Create” icon.
5. You are now on the page where you will enter the delivery date and invoice number—do not use special characters in the invoice number and be sure to use exactly the same invoice number and value for GSA Finance.  You have the opportunity to send comments to the client (receiving activity) in the detailed comments block.  You must attach an electronic copy of your invoice. Click on the thumbtack “Attach” icon to bring up the attachments page. When you are done attaching the invoice, click on the “Submit” button at the bottom of the page to complete the process.

When you submit the acceptance document, emails requesting acceptance are automatically sent to both the Client and the GSA Project Manager (PM).  They will accept, partially accept, or reject the invoice, normally with explanatory comments.  The Client will also indicate the amount approved for payment.  The system will automatically notify you, the Vendor, of acceptance or rejection of the invoice.

If you need assistance or have any questions regarding the acceptance and approval process, please contact the ITSS Help Desk at the toll free number 1-877-472-4877.  Be sure to have the order number or act number available.

B. To submit your invoice electronically to GSA Finance, follow these steps: 

NOTE: If you do not have a password, go to www.finance.gsa.gov and click on “Get a Password for Payment Searches” under “Quick References” on the left side of the screen. Fill out the form and submit. You should receive your password within 24 hours.

1. Log into the GSA Finance website at www.finance.gsa.gov. 
2. Click on “Click here to Login”.
3. Enter your password* and click “login  
Do not use the “Enter key”.  Use the mouse to click on “Login.”
Using “cut and paste” may not work; you may need to type your password which is not case sensitive.
4. Select “submit invoice”.
5. Select “All POs”.
6. Find the ACT# or PDN# you are invoicing against and select it. A form will appear that you fill in with your invoice information. Be sure to use the same invoice number (do not use special characters) and value which you used in the ITSS Acceptance document.  If you are resubmitting a rejected invoice, add an “R” or an “A” to the end of the original invoice number or use an entirely new invoice number. The GSA system will not let you use an invoice number you have used before.
7. Fill in the information requested. All fields marked with an asterisk (*) are required fields.
8. When complete, click “continue”. If you have made any errors, you will receive an error message. (Worth noting: dates are in mm/dd/yyyy format, money amounts have no $ signs or commas, only a decimal point.) Correct the error and click “continue” again.
9. You will have an opportunity to upload any backup material as attachments after clicking “submit” on the next screen.
10. Add any invoice backup material as attachment.

If you have questions please e-mail FW-PaymentSearch.finance@gsa.gov or call the Customer Support Desk at 1-817 -978-2408. Anyone there will be able to assist you.

C.  To check the payment status of an invoice, go to www.finance.gsa.gov 
Click on “Click here to Login”
Enter your password and click “login.  DO NOT USE THE ENTER KEY. USE THE MOUSE TO CLICK ON “LOGIN”. Please note that using “cut and paste” may not work.  You may need to type your password which is not case sensitive.
1.  Select “Payment Search”.  This shows paid invoices.  
2.  If your invoice is not there, select “View Invoice”, then “all unpaid invoices”. (You may also select "search unpaid" and enter specific criteria to narrow the search.)
3.  If your invoice is not there, back up one page and select “all rejected invoices” under “View Invoice”. (You may also select "search rejected" and enter specific criteria to narrow the search.)
Remember that once an invoice shows in the “rejected invoices” section, it will always be there.  They do not disappear when an invoice is resubmitted and paid.  Your invoice could appear in this section multiple times if rejected multiple times.  

If you have questions please e-mail FW-PaymentSearch.finance@gsa.gov or call the Customer Support Desk at 1-817-978-2408.  Anyone there will be able to assist you.

Content of Invoice: The invoice shall be submitted on official company letterhead and shall include the following information at a minimum.
1. GSA Task Order Number
2. Task Order ACT Number
3. Remittance Address
4. Performance/Delivery Period for Billing Period
5. Point of Contact and Phone Number
6. Invoice Amount

Final Invoice (if required):  Invoices for final payment must be so identified and submitted within 60 days from delivery completion (i.e. delivery) and no further charges are to be billed.  A copy of the written acceptance of delivery completion must be attached to final invoices.  The contractor shall request from GSA an extension for final invoices that may exceed the 60-day time frame.

The Government reserves the right to require certification by a GSA POC before payment is processed, if necessary. 
 
Close-out Procedures. 
General:  The contractor shall submit a final invoice within sixty (60) calendar days after delivery.  After the final invoice has been paid the contractor shall furnish a completed and signed Release of Claims (GSA Form 1142) to the Contracting Officer.  This release of claims is due within fifteen (15) calendar days of final payment.
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