Invoice Processing Frequently Asked Questions

What are the differences between an Imported Invoice Document and an Acceptance Information document?

An imported invoice document contains the invoice information a Contractor or GSA finance representative enters into VITAP.  This may be only electronic information or it may include an attachment or scanned image of a paper invoice.  

An Acceptance Information (AI) document is an ITSS document created by a Contractor or FTS Associate in IT-Solutions.  Acceptance Information document links display with 8 possible statuses: 

· Client Acceptance Requested

· Client Accepted

· Client Partial Acceptance

· Client Rejected

· Accepted

· Partial Acceptance

· Rejected
· Processed in VITAP
What is the ITSS document that shows “CSR Acknowledgement Requested”?
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When invoice data from VITAP is imported into ITSS and can not be automatically matched (match is based on Order ID, Invoice #, Invoice Amount), an Imported Invoice Document is created.  This document link is not visible to Clients or Contractors. The bottom of the Imported Invoice document lists existing AI documents for possible matches (previously created by either the Contractor or FTS Associate), as seen below:

* Please note that only AI documents with the same amount as the imported invoice will be listed.

[image: image2.png]¥ Submitted Acceptance Information Documents:

The following options are available
- Match imported data to an existing Acceptance Information document below.
- Click the Create Acceptance button to accept data as a new Acceptance Information
docurnent
- Click the Auto Reject button below to create a Rejected Invice document. Select this
option if your region’s policy is to reject any invoice data that has no matching Acceptance
Information document

Date  Invoice Number Invoice Amount Status

Match 04/05/2005 000006 $20837.93 Client Acceptance Requested
Match 02/15/2007 INV0009 $20837.93 Accepted

Match 03/17/2007 10 $20837.93 Rejected

Match 03/19/2007 INV003 $20837.93 Client Accepted

~ Update History





Clicking the “Match” link merges the Imported Invoice Data document with the AI document associated with the “Match” line item.  The next step in the process is to either give GSA Final Authorization to the merged document or wait for Client Authorization prior to giving GSA Final Authorization.

How can I tell if an Acceptance Information document has been matched with an imported VITAP invoice?

To tell if an imported VITAP invoice has been matched to an AI, look for a link at the bottom of the AI document called “Link to Scanned Invoice:” as seen below:
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No link means it has not been matched and further action is necessary.

Why do I get the message “There is no scanned invoice associated with this Acceptance Information document…” when I click on the Scanned Invoice link?
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There is no scanned invoice associated with this
Acceptance Information document. The invoice was
submitted electronically to Ft Worth finance. Use
the following link to go to the finance web page
where invoice specifics are available.

>> Click to refer to the invoice in Ft Worth finance.
<<

The lack of a scanned invoice does not prevent
further processing of this Acceptance Information
document.

Hit the Back button on your browser to return to the document





The scanned invoice link is an image of a paper invoice that has been scanned by Ft Worth finance (this scanned document is typically saved as a .TIF file) or attached by the Contractor (typically as a .pdf file) when entering their invoice electronically. When invoices are created electronically, attachments are optional, so there is not always a scanned document or other attached document to display.  This message is NOT an error but a message stating that no image of the paper invoice was submitted.  If the scanned image is not available and you are unsure about the imported data in ITSS, please click on the link “Click to refer to the invoice in Ft. Worth finance.” and use the finance web site to review the information submitted by the Contractor.
These electronic files, .TIF or .PDF, are displayed using a local browser or viewing application such as Quick Time or Adobe. Therefore the display results are dependent on your local desktop configuration.

How can I tell which Acceptance Documents need approval?

There are several top level views available to see all documents in a pending status. 

One of these views, listed under ‘Review Support Information / Accept Info – Outstanding’, displays each CSR’s Acceptance Information documents which are still waiting to be accepted or matched.
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How can I tell which imported invoice documents have not been matched with acceptance documents?

The ‘Review Support Information /Imported Invoices by Age’ view includes all unmatched invoices that were imported from VITAP. In other words, this view shows all imported invoice data from VITAP that needs to be acknowledged by GSA first. This view is sorted by region, CSR, then by ITSS Created Date with the oldest invoice listed first.

[image: image6.png]Acceptance Info - Imported Invoices By Age

<-Previous | Next > | Expand View + | Collapse View -

Days 014 VITAP Stamp Date Order ID ACT Number Invoice Number
~01. New England Region
~ walker canfield

1620 Days  05/11/2006 " . woE
1620 Days  D5/1212008 " . " 7
2125Days  05M09/2006 LE 112821637203

» wayne hoover
» 02. Northeast & Caribbean Region





GSA needs to open the imported invoice documents in this view and perform one of the following actions:

· Match imported invoice data with an existing ITSS Acceptance Information Document
· Create a new Acceptance Information Document
· Reject imported invoice data
Matching an invoice in VITAP can be done by clicking one of the match links on the list of invoices above the buttons (red arrow). See Step-by-Step Invoice Processing Matching Guide for additional details.

The last two options can be done by using one of the buttons on the bottom of the Acceptance Information form (green arrow). 
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How can I tell which acceptance documents are awaiting imported invoice data from VITAP?

The ‘Receipt View by CSR by Status’ provides this information. This view is for GSA users and it includes all unmatched acceptance information docs that were created by contractors (or GSA on their behalf) in ITSS. It is sorted by region, then by CSR, and finally by Status.

GSA needs to confirm that a corresponding invoice is entered into the VITAP system. Once the VITAP data is exported to ITSS, these invoices need to be matched with the corresponding acceptance document. Invoices that are exported from VITAP into ITSS but not matched yet are listed in the ‘Invoices Unmatched by Age’ view. 
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How can I tell what Acceptance documents have been matched with VITAP invoice data and are pending approval?

The ‘Review Support Information / Invoices Matched Awaiting Approval’ provides this information.

This view includes all AI documents that have been matched but have not yet received a Final Authorization by the GSA. This view contains matched AI documents with the following statuses:

· Client Acceptance Requested

· Client Accepted

· Client Partial Acceptance

· Client Rejected

It is sorted by region, then by CSR and finally by invoice date (oldest first).
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What do I need to do to complete an Acceptance Information document?

For an Acceptance Information document to proceed to ITOMS, two conditions must be met.  The AI must be matched to an imported VITAP invoice, and it must have a Final Authorization status of Accepted or Partially Accepted.  If only one of these is true then the data does not go to the ITOMS ‘Certified Invoice’ folder and you cannot proceed with the invoice in ITOMS. 
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How do I mark an Acceptance Information document with Final Authorization?

Final Authorization is when GSA edits the document and clicks on one of the choices as circled in red below.  This may be done either before or after the client’s authorization. However, if it is done before the client’s authorization, the client is not able to authorize or add review comments.  Once a Final Authorization status is chosen and submitted, the AI document is no longer editable by either party.  If the Partial Acceptance status is selected then a partial dollar amount must be entered in the field as circled in blue below.  If either the Rejected or Partial Acceptance status is selected then GSA Review Comments are required in the section circled in green below.  

NOTE: THIS IS NOT THE FINAL STEP – MATCHING MUST ALSO OCCUR!
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Why do some Acceptance Information documents have a status of “Processed in Vitap”?

Acceptance Information documents will be marked with the status of “Processed in Vitap” when the invoice has been removed from Vitap and has a processed date.  The exceptions to this are when the invoice has been paid (FF_SENT), has been saved in ITOMS and is pending action (ITOMS_PENDING), or has been rejected (ITOMS_REJECT or ITSS REJECT).  In those cases the status will not change in ITSS.  

Opening the document will show the message below indicating that the document is locked and no further processing is allowed.  If the invoice is re-activated in Vitap then the document will be unlocked and returned to its prior status.  
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The image below shows the new Update History field which records changes made to invoices in Vitap.
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My Acceptance Information document has been matched and accepted, what is the next step?

Once the two conditions of matching with a VITAP invoice and giving a Final Authorization status of Accepted or Partially Accepted are met, the information is available for processing in ITOMS.  A new invoice is added and processed in ITOMS.  
Why is my invoice not appearing in ITOMS?  5 scenarios:

Scenario 1: The Invoice may have already been processed through VITAP. Because Invoices are sometimes processed outside of the system, it is possible that the Invoice has been completed in VITAP and is therefore not pushed to the CODB for processing.  When the Invoice is not pushed to the CODB, ITOMS no longer displays it, because according to VITAP, the Invoice is already processed.  This is not always the case, as Invoices are sometimes removed and then re-pushed at a later time.   

What to do - Contact the ITOMS Technical Support Center, who will research and guide you through the process of correcting and completing the Invoice.

Scenario 2: The Invoice may have been rejected in VITAP.  There are occasions when an Invoice is rejected in VITAP but is not rejected in ITOMS/ITSS.  This can happen for a number of valid reasons including duplicate submission, incorrect Invoice document, etc.  When an Invoice is rejected in VITAP, it is no longer pushed to the CODB and is therefore not viewable in ITOMS.  

What to do - Contact the ITOMS Technical Support Center, who will research and guide you through the process of correcting and completing the Invoice.

Scenario 3: The Invoice may not be matched to an accepted Acceptance Document in ITSS.  If the Invoice is not matched to an Acceptance Document in ITSS, there is no way for the Invoice to appear in ITOMS.  

What to do - Match the Imported Invoice to an Acceptance Document in IT-Solutions and give final authorization; the Invoice will then appear in ITOMS.

The Ignore button was removed in an update in September 2005.  The information below is for historical reference only.  Please contact the ITSS helpdesk for any questions.

Scenario 4: The Invoice may be auto-rejected or ignored in ITSS.  If an Invoice is ignored or auto-rejected in ITSS, it cannot be matched to an Acceptance Document and therefore cannot appear in ITOMS.  Auto-rejected Invoices only appear in ITOMS in the Invoice Reporting Module under the ‘ITSS Rejected’ option.

What to do - The Invoice may be re-activated by contacting the ITOMS or ITSS helpdesk.  Once the Invoice is reactivated, it may be matched to an Acceptance Document and can then flow to ITOMS.
Scenario 5: Invoice and Acceptance Document may be rejected in ITSS.  If the Invoice is matched to an Acceptance Document in ITSS, but the Acceptance Document is rejected, the Invoice does not appear in ITOMS except in the Invoice Reporting Module as an ‘ITSS Rejected’ Invoice.

What to do - The Acceptance Document rejection may only be reversed by contacting the ITOMS or ITSS helpdesks.  Once the rejection is reversed, the Acceptance Document can be accepted and processed normally.

 Why am I getting a ‘Fetch returns more than requested number of rows’ Error message?   

[image: image14.wmf] 


This error occurs when there is a duplicate Invoice record in the CODB, either for the Invoice being processed currently or for an Invoice previously processed, including those that were rejected/ignored/auto-rejected.  A system change is underway to resolve this issue.

What to do - Contact the ITOMS Technical Support Center, who will research and guide you through the process of correcting and completing the Invoice.

Why am I getting an error message that says that the Invoice number has already been used?
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This error is generated if an Invoice had processed prior to the Invoice Processing implementation to ITOMS/ITSS and another Invoice is entered into VITAP for the same ACT number with the same Invoice number.  ITOMS does not generate a duplicate error message until the actual Invoice saving process occurs because the previous Invoice was not included in a previous VITAP import and is therefore in a different CODB table.

What to do - Contact the ITOMS Technical Support Center, who will research and guide you through the process of correcting and completing the Invoice.
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