	Processing Invoices Imported from VITAP -
Matching Acceptance Info Docs with Imported Invoices





Once an order is awarded and the services (or part thereof) are rendered and/or the commodities (or part thereof) are delivered, contractors submit invoices to get paid. Contractors submit their invoice in VITAP and depending on the region they (or the CSR on their behalf) submit the corresponding acceptance information document in ITSS. Invoices entered in VITAP are then imported into ITSS via the CODB and need to be matched to the equivalent acceptance information document in ITSS. 
· If the system finds a perfect match between the imported VITAP invoice and an existing acceptance information, the match will be automatically made. The imported invoice and the matching acceptance information document will become one. Effectively, the acceptance information document will acquire a link at the bottom of the form that allows one to view the invoice (if available in Ft. Worth) as it was scanned in VITAP. A perfect match is defined as: same order ID, same invoice amount and same invoice #.

· If no equivalent acceptance information doc was submitted for the order or the invoice $ amount and/or invoice # do not match, the CSR in charge of the order needs to match the imported invoice manually. Imported invoices with no perfect match are in “CSR acknowledgement requested” status. CSRs receive an e-mail whenever an invoice is imported from VITAP and there is no perfect match.

· Once imported, invoices acquiring a status of “accepted”, “partial accepted”or “rejected” go to ITOMS for further processing.
This help document is designed to assist CSRs in processing imported invoices from VITAP.

Processing Imported Invoices: 
	Step
	Action
	Result

	1
	Access the imported invoice that requires your acknowledgement 
a) Via the HTTP link in the "IT-Solutions Invoice … for Order ID #... Needs Your Verification" e-mail you received
b) Or by going to the order package of the order in question.
c) Or from the Imported Invoice by Age View
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Imported invoice from VITAP opens. The banner says: “Imported Invoice Data”, also, green text at the top indicates this invoice has been imported from VITAP.
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This invoice was imported from VITAP. Please review the information below and indicate
f this invoice corresponds fo an existing Acceptance Information Document.

Submittedby:  VITAP IMPORT at 06/27/2005





You have the following options:

a. You can manually match this imported invoice to an existing acceptance information document
b. You can create a new acceptance information document that will perfectly match the imported invoice

c. Or you can “Auto Reject” this imported invoice
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 Manual Match: review the existing acceptance information document(s) by clicking on the status link on the right (example Client Acceptance Requested). If you find an acceptable match click on the “Match” link on the left. A partial match may be that the invoice amount matches but the invoice number is off .In case of a partial match, research the invoice and then match if applicable.
	The imported invoice will be merged with the acceptance information document. Where the data did not match, Invoice values will prevail.
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Create new acceptance information doc: if there is no existing acceptance information doc or if, based on your research, none correspond to the imported invoice, click the Create Acceptance button.
	A new Acceptance Information doc opens containing the invoice data that was imported from VITAP.
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Auto reject: if there is no existing acceptance information doc or none of them corresponds to the imported invoice AND it is your region’s policy to automatically reject all invoices for which an acceptance info document has not been created in ITSS, you may click the “Auto Reject” button. This is a final status, however it can be reversed by FSC personnel.
	The imported invoice document will be marked as rejected and the FSC will also reject this invoice in Ft. Worth. 

	What's Next?
	If you have created a new Acceptance Information doc (option b) you may either

· Submit it as is and let the client mark his authorization (Date Received and Date Accepted fields can be left blank at this point – the client will fill those in). You will later need to enter your final authorization and submit. This will push the information down to ITOMS (via the CODB).

· Enter all the mandatory fields including your final approval and submit the document. This path circumvents the client acceptance of the invoice.
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