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Accessing ABS

ABS Registration

Procedure

All users must register prior to accessing ABS. This topic instructs users on completing the ABS registration process. 

	Step
	Action

	1.  
	Welcome to the ABS User Registration page. Since you should have created an e-Authentication account, your name, e-mail address, home address etc. appear on the User Registration page as entered into your e-Authentication account.

Users will not be able to correct any previously entered information on this page. Those changes may occur only by revising your e-Authentication account information.

	2.  
	Users must select the role to be performed. 

NOTE: Helicopter and fixed-wing managers should click the ABS Data Entry button.
Users should enter a Disconnected Client password. Please follow the directions outlined below the Disconnected client password field.

	3.  
	Click on the Register button at the bottom of this screen.

Users will receive their registration confirmation within two days. After completing the ABS registration, users WILL NOT have to register each time they enter ABS. 

Helicopter/fixed wing managers, CORs and COs will only need to enter their e-Authentication userid and password to access ABS.

Vendors will need to enter their DUNS number and assigned Pin Number to enter ABS.

	4.  
	This completes the instruction on ABS registration.

End of Procedure.


Creating a Ticket

Accessing contract information

Procedure

Prior to entering data, the Aviation Business System (ABS) program requires the user pull up a specific contract. This topic instructs the user on the procedure to obtain the necessary contract information in order to build an invoice.
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	Step
	Action

	1.  
	Click in the User Name: field.

Enter your ABS User Name. It is preferable to use a LotusNotes user name for your ABS User Name.
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	2.  
	Click in the Password: field.

Type in your ABS Password. Users e-Authentication account password should be used for entry into ABS.
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	3.  
	Click the Login button.
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	4.  
	Click the Add New Invoice button.

NOTE: The Add New Invoice listed in User Options and the Create Invoice function in the ABS menu perform the same tasks.

[image: image5.png]Add New [nvoice





	5.  
	The Equipment and Training Inventory System (EaTIS) is a database where individual aviation contract information is stored. Contract numbers, contract item numbers, pay codes rates are just a few of the items stored in EaTIS. 

EaTIS is accessed by ABS to provide pertinent information needed by aviation users when completing payment documents.

The page behind these instructions allows the aviation user to access contract information via dropdown menus. Users cannot proceed into ABS without necessary contract information.

	6.  
	Click the Get Contracts button.

Users must either type in a full or partial Contract Number in the editable field or click on the Get Contracts field to access the list of contracts.

NOTE: The RED asterisk requires that information must be entered into that particular field. Users will not be able to proceed to the next screen without filling all required fields.

	7.  
	Click an entry in the list.

The user may access a contract by using the dropdown list.

NOTE: If contract information is missing, users should contact the Contracting Officer (CO). If users are unsure of the CO for a particular contract, they should contact the Administrative Contracting Officer (ACO). The ACO for every USFS region can be found in the Aviation Technical Services Directory.

	8.  
	Click an entry in the list.

Users must choose the correct Contract Item Number from a specific contract if more than one item is awarded per contract.

This information is pulled from the EaTIS database.

	9.  
	Click an entry in the list.

The Registration/Tail Number should correspond with the Contract Item Number.

This information is provided by the EaTIS database.

	10.  
	Click the desired date.

The user must either enter a date in the editable field or select a specific day from the calendar icon.

	11.  
	A user can only create one invoice, per contract, per item, per day.
The program will alert the user that a duplicate invoice was attempted and will block the user's effort to continue entering data into a duplicate invoice.

	12.  
	Click the Next> button.

By clicking the Next button, the program will prompt the user to begin adding specific data to a "Leg."
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	13.  
	Click the Cancel button.

Clicking the Cancel button will eliminate all user input to this point. 
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	14.  
	This concludes the accessing contract information sequence. Continue to the "Add a Leg" topic.

End of Procedure.


Add a new Departure ticket

Procedure

In ABS, air tanker base managers are required to document each air tanker departure and arrival. This is accomplished by completing a Departure or Arrival "TICKET". The Administrative Base Manager or COR is responsible for compiling the "Tickets" at the end of each operational period. Administrative Base Managers/CORs will create invoices from the completed tickets.
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	Step
	Action

	1.  
	Click the Air Tanker link.

	2.  
	Click the Add a New Ticket option.

Clicking the Add a New Ticket button allows the user to add an arrival or departure ticket or both at the same time.

[image: image9.png]




	3.  
	Click the Next> button.
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	4.  
	Click the desired date.

The Flight Date field will automatically fill with the current date when this screen is opened. The user may select another flight date by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the desired date.
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	5.  
	Click the Enter full or partial/Get Contracts> button.

Users may click on the Get Contracts button to access a complete list of contracts. In addition, users may abbreviate the contract list by typing in two to six letters/numbers of a contract in the blank field followed by clicking the Get Contracts button. The appropriate contract must be selected from the dropdown list.

The Contract Number is retrieved from the EaTIS database.

	6.  
	Click an entry in the list.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Since each air tanker contract has multiple items, users should choose the correct Contract Item Number. Once an item number is chosen, the corresponding Registration/Tail Number for that item will appear. 

NOTE: Users may substitute an aircraft for a different item number in the Registration/Tail Number dropdown.

	7.  
	Click the Next> button.
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	8.  
	Click the Departure Ticket option.

NOTE: The combined Departure and Arrival Ticket page is used if the airtanker departs a tanker base, completes the mission, and returns to the tanker base from which the flight originated.
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	9.  
	Click the Next> button.
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	10.  
	Click in the Depart From field.

Users may enter the the three letter FAA identifier and select the identifier and airport location when the identifier and location appear. 

Users may also type in the airport location and select the identifier and airport location when the identifier and airport location appear.
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	11.  
	Click in the Going To field.

Users may enter the three letter FAA identifier or type in the airport location. One or more potential locations will appear. Select the appropriate FAA identifier and airport location.

Users may also type in any description identifying the intended arrival location. These include wildland fire/fireuse incidents, project, or other descriptive name for the location.
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	12.  
	Click in the Start Time field.

Enter the hour of departure in the first Start Time block. Enter the minutes in the second Start Time block.

NOTE: Use the Twenty-four (24) hour clock format for the Start Time entry.
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	13.  
	Click the button to the right of the Time Zone field.

Select the time zone for the departure location.
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	14.  
	Click in the Pilot Name 1(Last Name, First Name): field.

Type in the name of the captain.
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	15.  
	Click in the Pilot Name 2(Last Name, First Name): field.

Type in the first officer's name.
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	16.  
	Click the button to the right of the Mission Code field.

Choose the mission the aircraft performed. "Retardant/Water Delivery" is the default entry for Mission Code.
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	17.  
	Click the button to the right of the Pay Code field.

The pay code options for the airtanker contract have been entered into EaTIS, and therefore, will appear in the dropdown list.
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	18.  
	Non-availability tickets/legs may be generated at any time. It is recommended that availability be entered as the last leg in the invoice. Any entered non-availability will be automatically rounded and subtracted from availability.

	19.  
	Click in the Job Code (e.g. P1XXXXFY,FY=Fiscal Year): field.

Type in the valid project or incident job code. All job codes require an eight digit alphabetic/numeric entry. The job code includes the six character code plus the fiscal year identifier i.e. WYWY5407 for a project code or P1AXAX07 for an incident code.
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	20.  
	Click the button to the right of the Order Type field.

Select either "incident" or "project." If incident is chosen, the job code entered must be validated against the job code database. If project is chosen, the job code must be validated against the AQM database.
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	21.  
	Click in the Incident# or Project Name field.

Users may enter project, incident, flight, or resource order name or number.
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	22.  
	Click the button to the right of the Retardant Type field.

Choose from one of the four options. The options include: F-Foam, L-Liquid Base, S-Solid Base, W-Water.
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	23.  
	Click in the Retardant Gallons field.

Enter the weight of retardants delivered in gallons.
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	24.  
	Click in the Total Retardant Cost for Flight Leg: field.

Enter the cost of retardants delivered in gallons.
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	25.  
	Click in the Retardant Gallons Spilled: field.

If retardant was dropped at a location other than a location at the assigned mission, enter the weight of retardant lost spilt in gallons.
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	26.  
	Click in the Remarks: field.

Add any additional charges/credits as remarks. These charges include landing fees where applied. Administrative Base Managers/CORs will review the remarks to apply charges and credits to the invoice.

Airtanker Base Managers building a departure ticket are encouraged to add any information helpful to individuals responsible for creating invoices.

	27.  
	Click the Add Ticket button.

If the information entered on this page is correct, click Add Ticket.

The completed ticket will be used by the Administrative Base Manager or COR to build the daily invoice for the aircraft.
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	28.  
	Click the Reset button.

The Reset button clears all manually entered fields. If the Add Ticket button has not been initialized prior to resetting the page, all entered information will be lost.
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	29.  
	Click the <Back button.

Click the<Back button to return to the previous page. DO NOT click the "Back" button on the web-page toolbar. Using the web-page tool bar may result in the loss of entered data.
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	30.  
	This completes the Departure Ticket portion of the Adding a New Ticket function. If not yet completed, you should proceed to the new Arrival Ticket portion of the Adding a New Ticket function.

End of Procedure.


Add a new Arrival Ticket

Procedure

In ABS, air tanker base managers are required to document each air tanker departure and arrival. This is accomplished by completing a Departure or Arrival "TICKET". The Administrative Base Manager or COR is responsible for compiling the "Tickets" at the end of the operational period. These managers will create invoices from the compiled tickets.
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	Step
	Action

	1.  
	Click the Air Tanker link.

	2.  
	Click the Add a New Ticket option.

Clicking the Add a New Ticket button allows the user to add an arrival or departure ticket or both at the same time.
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	3.  
	Click the Next> button.
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	4.  
	Click the desired date.

The Flight Date field will automatically fill with the current date when this screen is opened. The user may select another flight date by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the desired date.
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	5.  
	Click the Enter full or partial/Get Contracts> button.

Users may click on the Get Contracts button to access a complete list of contracts. In addition, users may abbreviate the contract list by typing in two to six letters/numbers of a contract in the blank field followed by clicking the Get Contracts button. The appropriate contract must be selected from the dropdown list.

The Contract Number is retrieved from the EaTIS database.

	6.  
	Click an entry in the list.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Since each air tanker contract has multiple items, users should choose the correct Contract Item Number. Once an item number is chosen, the corresponding Registration/Tail Number for that item will appear. 

NOTE: Users may substitute an aircraft for a different item number in the Registration/Tail Number dropdown.

	7.  
	Click the Next> button.
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	8.  
	Click the Arrival Ticket option.

NOTE: The combined Departure and Arrival Ticket page is used if the airtanker departs a tanker base, completes the mission, and returns to the tanker base from which the flight originated.
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	9.  
	Click the Next> button.

[image: image39.png]Next=






	10.  
	Click in the Coming From field.

Users may enter the three letter FAA identifier or type in the airport location. One or more potential locations will appear. Select the appropriate FAA identifier and airport location.

Users may enter a non-airport description for the flight origin. 

These descriptions may include wildland fire/fireuse incidents, project, or a descriptive name for the location.
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	11.  
	Click in the Current Location field.

Users may enter the the three letter FAA identifier and select the identifier and airport location when the identifier and location appear. 

Users may also type in the airport location and select the identifier and airport location when the identifier and airport location appear.

[image: image41.png]




	12.  
	Click in the End Time field.

Enter the hour of arrival in the first End Time block. Enter the minutes in the second End Time block.

NOTE: Use the Twenty-four (24) hour clock format for the End Time entry.
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	13.  
	Click the button to the right of the Time Zone field.

Select the time zone for the arrival location.
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	14.  
	Click in the Pilot Name 1(Last Name, First Name): field.

Type in the captain's name.
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	15.  
	Click in the Pilot Name 2(Last Name, First Name): field.

Type in the captain's name.
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	16.  
	Click the button to the right of the Mission Code field.

Choose the mssion the aircraft performed. "Retardant/Water Delivery" is the default entry for Mission Code.
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	17.  
	Click the Pay Code object.

The pay code options for the airtanker contract have been entered into EaTIS, and therefore, will appear in the dropdown list.

[image: image47.png]




	18.  
	Non-availability tickets/legs may be generated at any time. It is recommended that availability be entered as the last leg in the invoice. Any entered non-availability will be automatically rounded and subtracted from availability.

	19.  
	Click in the Job Code(e.g. P1XXXXFY,FY=Fiscal Year): field.

Type in the valid project or incident job code. All job codes require an eight digit alphabetic/numeric entry. The job code includes the six character code plus the fiscal year identifier i.e. WYWY5407 for a project code or P1AXAX07 for an incident code.
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	20.  
	Point to the Order Type object.

Select either "incident" or "project." If incident is chosen, the job code entered must be validated against the job code database. If project is chosen, the job code must be validated against the AQM database.
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	21.  
	Click in the Incident# or Project Name field.

Users may enter project, incident, flight, or resource order name or number.
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	22.  
	Click in the Remarks: field.

Add any additional charges/credits as remarks. These charges include landing fees where applied. Administrative Base Managers/CORs will review the remarks to apply charges and credits to the invoice.

Airtanker Base Managers building a departure ticket are encouraged to add any information helpful to individuals responsible for creating invoices.

	23.  
	Click the Add Ticket button.

If the information entered on this page is complete, click Add Ticket.

The completed ticket will be used by the Administrative Base Manager or COR to build the daily invoice for the aircraft.
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	24.  
	Click the Reset button.

The Reset button clears all manually entered fields. If the Add Ticket button has not been initialized prior to resetting the page, all entered information will be lost.
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	25.  
	Click the <Back button.

Click the <Back button to return to the previous page. DO NOT click the "Back" button on the web-page toolbar. Using the web-page tool bar may result in the loss of entered data.
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	26.  
	Click the <Back button to return to the previous page. DO NOT click the "Back" button on the web-page toolbar. Using the web-page tool bar may result in the loss of entered data.
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	27.  
	This completes the Arrival Ticket portion of the Adding a New Ticket function. If not yet reviewed, you should proceed to the Departure Ticket portion of the Adding a New Ticket function.

End of Procedure.


Add a combined Departure/Arrival Ticket

Procedure

 The Departure and Arrival option is primarily used when an air tanker departs from a tanker base, completes the mission and returns to the tanker base from which the flight originated. 
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	Step
	Action

	1.  
	Click the Air Tanker link.

	2.  
	Click the Add a New Ticket option.

Clicking the Add a New Ticket button allows the user to add an arrival or departure ticket or both at the same time.
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	3.  
	Click the Next> button.
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	4.  
	Click the desired date.

The Flight Date field will automatically fill with the current date when this screen is opened. The user may select another flight date by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the desired date.
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	5.  
	Click the Enter full or partial/Get Contracts> button.

Users may click on the Get Contracts button to access a complete list of contracts. In addition, users may abbreviate the contract list by typing in two to six letters/numbers of a contract in the blank field followed by clicking the Get Contracts button. The appropriate contract must be selected from the dropdown list. 

The Contract Number is retrieved from the EaTIS database.

	6.  
	Click an entry in the list.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Since each air tanker contract has multiple items, users should choose the correct Contract Item Number. Once an item number is chosen, the corresponding Registration/Tail Number for that item will appear. 

NOTE: Users may substitute an aircraft for a different item number in the Registration/Tail Number dropdown.

	7.  
	Click the Next> button.
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	8.  
	Click the Departure and Arrival Tickets option.
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	9.  
	Click the Next> button.
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	10.  
	The main data entry pages for the Departure Ticket and Arrival Ticket are combined into one page. Instructions for Departure and Arrival tickets are found in the Add a new Departure Ticket topic and Add a new Arrival Ticket topic.

NOTE: Add any additional charges or credits as Remarks. In addition, users are encourage to include any pertinent information in the Remarks section. 

	11.  
	Click the Add Ticket button.

If the data entered on this page is complete, click Add Ticket.
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	12.  
	Click the Reset button.

The Reset button clears fields. If the Add Ticket button has not been initialized prior to resetting the page, all entered information will be lost.
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	13.  
	Click the <Back button.

Click the button to return to the previous page. DO NOT click the "Back" button on the web-page toolbar. Using the web-page tool bar may result in the loss of entered data.

[image: image64.png]




	14.  
	End of Procedure.


View/Modify a Ticket

Procedure

NOTE: The View/Modify a Ticket function IS NOT the same as the View/Modify Invoice hyperlink located under the ABS header or in the User Options list.
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	Step
	Action

	1.  
	Click the Air Tanker link.

	2.  
	Click the View/Modify Ticket option.
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	3.  
	Click the Next> button.
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	4.  
	Click the desired date.

The Flight Date field will automatically fill with the current date when this screen is opened. The user may select another flight date by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the desired date.
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	5.  
	Click the Enter full or partial/Get Contracts> button.

Users may click on the Get Contracts button to access a complete list of contracts or create a list with a Type-ahead dropdown in the editable field.

The Contract Number is retrieved from the EaTIS database.

	6.  
	Click an entry in the list.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Users should confirm that the Contract Item Number and Registration/Tail Number refer to the same aircraft. 

NOTE: Users may substitute an aircraft for a different item number in the Registration/Tail Number dropdown.
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	7.  
	Click the Next> button.
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	8.  
	The Air Tanker Tickets Summary screen allows users to choose ONLY ONE ticket to view/modify at a time. Users cannot make any changes to information on this screen except to check the ticket to be viewed or modified.

The Updated By column identifies the last user to create or modify a particular ticket. 

Any ticket in "Draft" status may be modified, however, once a ticket is compiled, it cannot be modified.

	9.  
	Click the Arrival or Departure option.

In this example, a Departure ticket is selected for modification.
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	10.  
	Click the View/Modify button.
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	11.  
	In this example, the Order Type was modified to reflect an earlier omission of that data.

	12.  
	Click the Save button.

Once all changes have been made, the user should select the Save button 
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	13.  
	Clicking the <Back button reverts the program to the beginning of the modification sequence. If not saved, all changes will be lost.

	14.  
	Click the Departare or Arrival option.

If the user must delete a ticket, select the correct ticket for deletion.
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	15.  
	Click the Delete button.

ONLY ONE ticket may be deleted at a time.
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	16.  
	Click the button to return to Airtanker Flight Ticket Entry Page. The Airtanker Flight Ticket Entry Page follows the ABS home page.DO NOT click the "Back" button on the web-page toolbar. Using the web-page tool bar may result in the loss of entered data.

	17.  
	This completes the View/Modify a Ticket topic.

End of Procedure.


Building an Air Tanker Invoice

Compile a Flight Leg/Create an Invoice

Procedure

Once the Air Tanker Base Manager has data entered information for tickets, the COR must compile those tickets into legs and build the invoice for each operational period.
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	Step
	Action

	1.  
	Click the Air Tanker link.

	2.  
	Click the Compile Flight Legs option.

The COR/CO may compile flight legs from tickets created during a daily operational period.
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	3.  
	Click the Next> button.
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	4.  
	Click the desired date.

Select the flight date by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the appropriate date.
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	5.  
	Click the Enter full or partial Contract Number/Get Contracts> button.

Users may click on the Get Contracts button to access a complete list of contracts. In addition, users may abbreviate the contract list by typing in two to six letters/numbers of a contract in the blank field followed by clicking the Get Contracts button. The appropriate contract must be selected from the dropdown list.

	6.  
	Click the button to the right of the Contract Number/Contract Item Number/Registration/Tail Number field.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Since each air tanker contract has multiple items, users should choose the correct Contract Item Number. Once an item number is chosen, the corresponding Registration/Tail Number for that item will appear. 

NOTE: Users may substitute an aircraft for a different item number in the Registration/Tail Number dropdown.

	7.  
	Click the Next> button.

Upon clicking the Next> page, the Air Tanker Tickets Summary page will appear.
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	8.  
	NOTE: While working in the Air Tanker Tickets Summary page and prior to compiling legs, the user may wish to view, modify or delete a ticket.Once the leg is compiled, the user cannot modify tickets included in that leg. The user may only view/modify/delete a leg or invoice beyond this point.

For instructions on viewing,modifying or deleting a ticket, please review the View/Modify a Ticket topic under the Creating a Ticket lesson.

	9.  
	If the user wishes to view/modify or delete a ticket, check the appropriate ticket checkbox to complete the desired function.

	10.  
	When modifying a ticket and any numerical change is made, the calculate button must be selected. Any change in any field requires selection of the Update Ticket button.

	11.  
	Users should note that the first and last name of the last person to update a ticket will appear in the Updated By column.

	12.  
	To compile a leg, the user can pair a departure ticket with an arrival ticket.
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	13.  
	Click the Compile Leg button.

Once the tickets are selected, select the Compile Leg button.
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	14.  
	The Compile Flight Leg page is displayed. Only those fields with drop-down menus are not editable.

	15.  
	Click in the User Unit field.

Select the appropriate User Unit.

As a user unit number is entered, the unit name will appear. The user must click on that number/name to enter it in the User Unit field.

 If the user unit number is unknown, the user may type in the unit name. The assigned user unit number and the complete unit name will appear. The user must click on the number/name to fill the User Unit field. 
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	16.  
	Click the button to the right of the User Code field.

Select the appropriate User Code.
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	17.  
	When entering the contract number and pay code, the appropriate rate for the leg will be picked up from EaTIS.

	18.  
	Reminder: Once the Add Leg button is selected, individual tickets may no longer be modified.

	19.  
	Click the Add Leg button.
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	20.  
	Selecting the Cancel button will result in the loss of all entered data. The program will return to the ABS Home Page.

	21.  
	Once the tickets are compiled, the related checkboxes are hidden and the status changes to Compiled.

NOTE: Any ticket not compiled prior to creating an invoice will be lost.

	22.  
	The compiled leg will appear in the Air Tanker Legs Summary. Each additional leg will appear as the tickets are compiled.
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	23.  
	If the user wishes to modify a leg, choose the leg to view/modify and select the View/Modify button.

Instruction on modifying a leg is found in the View/Modify Leg button of the View/Modify Invoice topic.

	24.  
	If the user wishes to delete a leg, select the appropriate leg and click the Delete button

	25.  
	Selecting the <Back button reverts the user to the compile leg portion of the Air Tanker function. Air Tanker Legs Summary information will be lost.

	26.  
	Click the Leg Number option.

Select the leg(s) to be included in the invoice for a particular operational period.

	27.  
	Click the Create Invoice button.
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	Step
	Action

	28.  
	Click the OK button.

At this point any change to any leg must be made through the View/Modify Invoice link on the ABS Home Page.
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	29.  
	This screen shows the completed invoice
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	Step
	Action

	30.  
	Click the Current Flight Legs/Select option.

To modify a leg, the appropriate leg must be selected.
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	31.  
	Click the View/Modify Leg button.

Selecting the View/Modify Leg will allow the user to make changes. Any numerical change must be re-calculated. Any change to any field requires selecting the Update Leg button.
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	32.  
	Click the Delete Leg button.

Users may select a leg to be deleted and click on the Delete Leg button.
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	33.  
	Click the Add/Edit Accounting button.

Users may add/edit accounting. Directions for this function is found in the Add/Edit Accounting function.
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	34.  
	Users may add a leg. 

Important: At this point, an availability leg should be added. If non-availability has occurred and not added by a ticket, the user may enter leg(s) for non-availability. 
See the Add a Leg topic in the Fixed Wing/Helicopter Manager Module for instructions on adding availability/non-availability 
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	35.  
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	36.  
	If applicable, users may include excise taxes in the Add Tax Information section. Instruction for this function is found in the Fixed Wing/Helicopter Manager Module.

	37.  
	Overnight charges, Credits, and Other Charges can also be added. Instructions for these functions are found in the Fixed Wing/Helicopter Manager Module.

Important: If an additional charge is included, those additional charges must be described in the Remarks field. CORs will review the Remarks field to see if additional charges are being applied prior to creating and approving invoices

	38.  
	Click the Delete Invoice button.

The entire invoice may be deleted by selecting the Delete Invoice button.
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	39.  
	Click the View/Print FS-6500-122 button.

The invoice can be viewed and printed in a FS-6500-122 form.
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	40.  
	Additional comments and remarks may be added at this point.
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	41.  
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	42.  
	Click the Submit Invoice button.

Once the invoice is complete, the user must click the Submit Invoice button. The invoice is now ready for COR approval.

Important: All mathematical calculations (availability, non-availability etc.) will be automatically completed at this point. Users do not have to make any hand calculations.
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	43.  
	End of Procedure.


View/Modify an Invoice

Procedure
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	Step
	Action

	1.  
	Click the Air Tanker link.
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	2.  
	Click the View/Modify Ticket option.
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	3.  
	Click the Next> button.
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	4.  
	The current date will automatically fill when this page is accessed. The user may select another flight date by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the desired date.
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	5.  
	Click the Enter full or partial/Get Contracts button.

User may click on the Get Contracts button to access a complete list of contracts or enter a full or partial contract number in the editable field.

	6.  
	Click the dropdown button to activate the menu.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Users should confirm that the Contract Item Number and Registration/Tail Number refer to the same aircraft.

	7.  
	Click the Next> button.
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	8.  
	This topic is currently under construction.

	9.  
	End of Procedure.


Invoice Packaging

Approve Invoices

Procedure

Building a package involves grouping a series of invoices for payment over a period of time. All contract payments are made either semi-monthly or monthly, therefore, the invoices in a package must represent those dates required for that periodic payment.

The process of building a package involves several separate functions.The first function is approving invoices. An invoice which is not approved cannot be added to a package. 
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	Step
	Action

	1.  
	Click the Approve Invoice link.
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	2.  
	Click the desired date.

Select the flight date(s) by either entering the date(s) in the correct format in the editable field or clicking on the calendar icon and selecting the appropriate date.

	3.  
	Click the Get Contracts button.

The user may access a contract by clicking on the Get Contracts button. Users should select the contract from the dropdown list. If the contract contains more than one item, the correct item should be accessed under the Contract Item Number dropdown.

[image: image110.png]Get Contracts





	4.  
	Click an entry in the list.

The Status dropdown provides the COR/CO with several options. The COR/CO can determine the stage of an invoice in the payment process.

	5.  
	Click the Next> button.
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	6.  
	NOTE: If the user clicks the Cancel button, all information entered to this point will be lost. The user will be returned to the ABS opening page.

	7.  
	Click the Invoice List/Select option.

All invoices for the range of dates selected appear. This screen provides additional invoice status information such as the dollar amount of the invoice, the user who last updated the invoice, and the date of the last modification if the invoice is in a Submit status. Only those invoices in SUBMIT status may be approved. Users must return an invoice to the View/Modify Invoice status in order to change the invoice from Draft to Submit status
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	8.  
	Besides approving invoices, this screen provides users with the opportunity to View/Modify the status of an invoice, Delete an invoice,or to View/Print an invoice.

	9.  
	Click the Invoice List/Select option.

The user may individually approve an invoice by selecting an invoice.
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	10.  
	After selecting an individual invoice, the user should initiate the Approve button.
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	11.  
	The user can confirm the selection of the specific invoice, contract number, item number, flight date and status of the invoice. 

	12.  
	Click the Certification Checkbox option.

The COR/CO must certify reception of vendor services described in the invoices by clicking on the checkbox.
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	13.  
	Click in the Name of COR/CO field.

Next, the COR/CO must enter their electronic signature.
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	14.  
	Click in the Pin # field.

The COR/CO must enter their assigned pin # to verify against the COR/CO authorized e-Signature.
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	15.  
	Click the Ok button.

Users should initiate the OK button if all the entered information is correct.
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	16.  
	Click the Approve All button.

CORs/COs can approve all submitted invoices in one step by initiating the Approve All button.
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	17.  
	All inivoices selected for approval will appear in the Invoices list box and the corresponding invoice dates will appear in the Dates list box.

	18.  
	As shown in previous directions, the COR/CO must check the Certification Box, type their e-Signature in the Name of COR/CO field and provide the correct pin # to confirm the e-Signature.

	19.  
	Click the Ok button.

Initiating the OK button formally approves all selected invoices.
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	20.  
	If the information is incomplete or incorrect, the COR/CO should click the Cancel button. All data entered to this point will be lost. The program will return to the ABS opening page.

	21.  
	The final screen in the Approve Invoice process lists all approved invoices, the individual updating the invoice, and date the action occurred. Finally, the status of each approved invoice should read COR_APPROVED.

The COR/CO can now package the necessary invoices for vendor approval.

	22.  
	End of Procedure.


Create/Sending Vendor a Package

Procedure

After approving invoices, the next step in building a package is to create a package. This topic will instruct individuals on that process.
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	Step
	Action

	1.  
	Click the Create Package link.
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	2.  
	Click in the Date From/Date To field.

Select the date for each editable date field by either entering the date in the correct format or clicking on the calendar icon and selecting the appropriate date.

	3.  
	Click the Enter full or partial/Get Contracts button.

Users may click on the Get Contracts button to access a complete list of contracts or create a list with a Type-ahead dropdown in the editable field.

	4.  
	Click the button to the right of the Contract Number/Contract Item Number field.

If the contract contains more than one item, the correct item should be accessed under the Contract Item Number dropdown.

	5.  
	Click the Next> button.
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	6.  
	Click the Invoice List/Select option.

Users may build an invoice package by separately selecting each invoice.
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	7.  
	Click the Check/Uncheck All button.

Users may select or unselect all of the invoices in the approved list at one time by initiating the Check/Uncheck All button.
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	8.  
	Click in the Package Remarks field.

Users are encouraged to enter any comments regarding the package as a whole. The remarks may be viewed and modified by the vendor.

	9.  
	NOTE: If the user clicks the Cancel button, all information entered to this point will be lost. 

The program will return to the ABS Home page.

	10.  
	Click the Create Package button.

Selecting the Create Package button enters all chosen invoices into a package.
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	11.  
	The newly created package will automatically be assigned a unique package number. This number is designed as a reference number for the COR/CO and payment personel.

Other package header information includes contract number, item no., vendor name and the start and end dates for the package.

[image: image127.png]




	12.  
	The Invoice List serves as the cumulative for the package. All columns appearing on this page will be automatically added and totaled prior to being sent to the vendor.

	13.  
	Click the Add/Remove Invoice button.

The Add/Remove Invoice button provides the user with the last opportunity to change package contents prior to being sent to the vendor.
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	14.  
	Click the Update Package button.

Initiating the Add/Remove Invoice button sends package to this screen. Users should make the necessary changes and then click the Update Package button.
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	15.  
	NOTE: If the user clicks the Cancel button, all information entered to this point will be lost. The user is returned to the ABS Home page.

	16.  
	Click the Home button.

Initiating the Home button returns the user to the ABS Home page. All entered data will be lost.
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	17.  
	Selecting the Send to Vendor button electronically sends the invoice package to the vendor. The package status changes to COR_APPROVED.
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	18.  
	All invoices within the package are marked as Sent_to_Vendor. A "vendor copy" of the package is created and can be seen by the vendor on the contract. 

The COR/CO cannot edit the package and invoice in this status. The confirmation message, Package sent to vendor successfully, appears. An email is sent to the vendor requesting them to review the package.

	19.  
	End of Procedure.


View/Modify a Package

Procedure
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	Step
	Action

	1.  
	Click the View/Modify Package link.
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	2.  
	Click the desired date.

Select the Date From and Date To for the package(s) to be viewed/modified.

NOTE: The dates chosen must include those days the packages were created not the range of dates of invoices included in the packages.
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	3.  
	Users may click on the Get Contracts button to access a complete list of contracts or create a list with a Type-ahead dropdown in the editable field.

	4.  
	Click the button to the right of the Contract Number/Contract Item Number field.

If the contract contains more than one item, the correct item should be accessed under the Contract Item Number dropdown.

	5.  
	Click the Next> button.
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	6.  
	Click the Package List/Select option.

Select the appropriate package to be viewed/modified.
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	7.  
	Click the View/Modify Package button.
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	8.  
	A unique package number has been automatically assigned. This number will serve as a reference number for the COR/CO and payment personnel.

Other package header information includes contract number, item no., vendor name and the start and end dates for the package.
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	9.  
	The Invoice List serves as the cumulative for the package. All columns appearing on this page will be automatically added and totaled prior to being sent to the vendor.

	10.  
	Click the Add/Remove Invoice button.

The Add/Remove Invoice button provides the user with the last opportunity to change package contents prior to being sent to the vendor.

NOTE: If this button is initiated, the user can make any necessary changes on the next screen, then click the Update Package button which will bring the user back to this screen.
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	11.  
	Click the Home button.

Selecting the Home button returns the program to the ABS Home page. All data entries or user tasks completed in the View/Modify Invoice link will be lost.
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	12.  
	Click the Send To Vendor button.

Selecting the Send to Vendor button electronically send the invoice package to the vendor. The package status changes to COR_APPROVED.

The next screen will notify the user that the package was successfully sent to the vendor.
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	13.  
	Click the Delete Package button.

The Delete Package button allows the user to remove an entire package from ABS. However, only packages not previously sent to a vendor may be deleted.
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	14.  
	End of Procedure.


Review vendor package

Procedure

Once a vendor enters changes to an invoice, the COR/CO must either accept or reject the vendor's proposed changes. 

This topic describes the process the COR/CO must utilize to research a vendor request and make an appropriate decision.
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	Step
	Action

	1.  
	Click the Review Vendor Package link.
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	2.  
	Click the desired date.

Select the Date From and Date To for the package(s) to be reviewed.

NOTE: The dates chosen must include those days the packages were created not the range of dates of invoices included in the packages.

	3.  
	Click in the Enter full or partial Contract Number/Get Contracts field.

Users may click on the Get Contracts button to access a complete list of contracts or create a list with a Type-ahead dropdown in the editable field.
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	4.  
	Click the button to the right of the Contract Number/Contract Item Number field.

Once a contract is selected, the Contract Number, Contract Item Number and Registration/Tail Number information will be accessed from the EaTIS database. Users should confirm that the Contract Item Number and Registration /Tail Number refer to the same aircraft.

	5.  
	Click the Next> button.
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	6.  
	NOTE: Clicking the Cancel button returns the user to the Create Invoice link on the ABS Home page. All data entered to this point is lost. 

	7.  
	The package status should read Vendor_Modified. The COR/CO may now open the package for COR/CO acceptance or rejection.

	8.  
	Click the Vendor Package List/Select option.

Users should select the appropriate package to review.
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	9.  
	Click the View/Edit Package button.

Select the View/Edit Package to open the package for review.
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	10.  
	Click the Vendor Invoice List/Select option.

The COR/CO can only review vendor modified invoices. No provisions are available for the COR/CO to review and change vendor approved invoices.
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	11.  
	Click the Invoice Number link.

The COR/CO can open the appropriate invoice by clicking on the blue-colored invoice number hyperlink.
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	12.  
	Click the Current Flight Legs/Select option.

The COR/CO may only select legs which have been vendor modified. Modified legs are color highlighted for easy identification. The COR/CO may confirm a vendor modified leg by viewing the status of a color designated leg.
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	13.  
	Click the View/Edit Leg button.
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	14.  
	When vendors modify invoice(s), they must enter remarks describing their changes and explaining the reasons for the change(s). The COR/CO should note vendor comments prior to continuing with their review.

	15.  
	Click the Accept/Reject Changes button.

The COR/CO selects the Accept/Reject Changes button to continue with their review process.
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	16.  
	This screen confirms the Vendor's remarks outlining their changes to the invoice.

	17.  
	Four columns appear on the Vendor Accept/Reject Flight Leg page. They include Leg Field Name, COR Value, Vendor Value, and Accept? 

	18.  
	The "Accept" checkbox appears only against the values that are different in COR and Vendor Value columns.

	19.  
	Click the option.

Checking the box indicates the COR has accepted the change. Leaving the checkbox blank implicitly rejects the vendor change when this screen is saved.
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	20.  
	Click the Accept All button.

Selecting the Accept All button indicates that the COR/CO accepts all the vendor requested changes.
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	21.  
	Click the Reject All button.

Selecting the Reject All button indicates that the COR/CO rejects all the vendor requested changes.
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	22.  
	Click the Save button.

Selecting the Save button indicates that the COR/CO accepts the vendor requested changes indicated by the selection of the checkbox(es).
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	23.  
	Click the Cancel button.

Selecting the Cancel button will take the user back to the charge detail screen.
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	24.  
	After anyone of the action buttons(Accept All, Reject All, Save, or Cancel) are clicked the status of the leg or charge is changed to COR_REVIEWED.

All VENDOR_MODIFIED legs and charges must have there status changed to COR_REVIEWED.

	25.  
	Click the Submit Invoice button.

When all legs or charges have been reviewed, the COR/CO selects the Submit Invoice button. This action confirms that the COR/CO has finished reviewing the invoice.
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	26.  
	The status of those reviewed invoices will change to COR_REVIEWED. Invoices which remain in VENDOR_MODIFIED status must be reviewed before the status of the entire package can change.

	27.  
	Click the Complete Vendor Package Review button.

Once all invoices have been reviewed by the COR/CO the Complete Vendor Package Review button will appear. Users should select the Complete Vendor Package Review button to continue the review process.

Selecting this button checks the status of all invoices and will change the status of the package to COR_Reviewed.
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	28.  
	Click the COR version of the package link.

CORs/COs should select the COR version of the package link. Approved vendor requested changes are copied over to the COR/CO copy of the invoice. 
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	29.  
	Accounting must be edited to include the changes to the invoice. CORs/COs must access the reviewed package under the View/Modify Packages link found on the ABS Home Page to edit the accounting portion of the invoice.

	30.  
	Click the Send To Payment button.

If the COR/CO has rejected suggested vendor changes, they can select the Send to Payment button which will automatically send the payment to the Albuquerque Service Center.
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	31.  
	The status of the package is now COR_REVIEWED.

	32.  
	Once the Send to Payment button is selected, the screen changes to Sent to Payment and the vendor is notified by email that the COR/CO rejected the proposed changes.

	33.  
	This completes the Review Vendor Package topic. If the COR/CO has accepted vendor changes, they must go to the View/Modify Package link to complete the accounting process and send the package for payment.

End of Procedure.
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