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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 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.  
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	13.  
	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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	14.  
	Click the View/Edit Leg button.
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	15.  
	When vendors modify invoice(s), they must enter remarks describing their changes and explaining the reasons for the change. The COR/CO should note vendor comments prior to continuing with their review.

	16.  
	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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	17.  
	This screen confirms the Vendor's remarks outlining their changes to the invoice.

	18.  
	Four columns appear on the Vendor Accept/Reject Flight Leg page. They include Leg Field Name, COR Value, Vendor Value, and Accept? 

	19.  
	The "Accept" checkbox appears only against the values that are different in COR and Vendor Value columns.

	20.  
	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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	21.  
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	22.  
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	23.  
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	24.  
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	25.  
	The "Accept" checkbox appears only against the values that are different in COR and Vendor Value columns.
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	26.  
	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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	27.  
	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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	28.  
	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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	29.  
	Click the Cancel button.

Selecting the Cancel button will take the user back to the charge detail screen.
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	30.  
	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.

	31.  
	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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	32.  
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	33.  
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	34.  
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	35.  
	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.

	36.  
	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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	37.  
	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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	38.  
	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 in the appropriate invoice.

	39.  
	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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	40.  
	The status of the package is now COR_REVIEWED.

	41.  
	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.

	42.  
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	43.  
	End of Procedure.
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