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Vendor Instructions

View/Modify Package

Procedure

This topic describes the process vendors must follow to access and review a package of daily invoices. This topic will train vendors on submitting acceptable invoices for payment or returning disputed invoices to the COR/CO for their review and approval/disapproval of those contested invoices.
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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 for the invoice package by either entering the date in the correct format in the editable field or clicking on the calendar icon and selecting the appropriate date.

The COR/CO for a particular contract will have sent an email to the vendor informing the vendor of the date the package was sent. 

NOTE: The vendor should include the date the package was emailed in the range of dates.

	3.  
	Click in the DUNS Number field.

Vendors must enter their assigned DUNS number.
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	4.  
	Click in the PIN Number field.

Vendors must enter their assigned PIN number.

NOTE: The PIN Number will be assigned by EaTIS.
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	5.  
	Click in the Enter full or partial Contract Number/Get Contracts field.

Click on the Get Contracts button to access a vendor contract or begin typing the contract number in the editable field. Once the vendor types in the first letters/numbers, the entire contract number will appear.

NOTE: Vendors will only be able to access their assigned Forest Service contract numbers.

	6.  
	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 appear. Vendors should confirm that the Contract Item Number and the Registration/Tail Number refer to the same aircraft.

 If the vendor has more than one item on a contract, the vendor must select the appropriate item number.

	7.  
	Click the Next> button.
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	8.  
	NOTE: Clicking the Cancel button returns the user to the View/Modify Package on the ABS Home page.

	9.  
	Click the Vendor Package List/Select option.

The vendor should select the package to be reviewed and approved. 

NOTE: If the vendor has approved all prior packages, only one package will be available for vendor approval.

[image: image6.png]




	10.  
	Vendors can confirm this is a package to be reviewed since the status of the package is Sent_To_Vendor.

To approve any invoice, the selected invoice must be in Sent_To_ Vendor status. 

	11.  
	Click the View/Edit Package button.

Vendors can access the contents of the package by selecting the View/Edit Package button.
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	12.  
	NOTE: The Vendor Invoice List seen on this screen represents the cumulative of all invoices created during a semi-monthly or monthly payment period.

	13.  
	NOTE: If the vendor must modify an invoice, the vendor can begin the modification process by clicking on the particular invoice number link (blue-colored numbers) to be changed. 

IMPORTANT: The training instructions for making modifications are found in the View/Modify Invoice topic.

	14.  
	NOTE: For training purposes, it is assumed that Invoice No. 387 was modified by the vendor.
Once the invoice is changed, the status of the invoice will change to Vendor_Modified.

	15.  
	If a vendor does modify one or more invoices in a package, other invoices must be individually approved by the vendor.
 If the vendor has made any changes to the invoice, they cannot approve it for payment. The entire package must be returned to the COR/CO for COR/CO's determination as to accept/reject the vendor's modification
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	Step
	Action

	16.  
	Click the Vendor Invoice List/Select option.

To approve each invoice select the appropriate radiobutton.
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	Step
	Action

	17.  
	Click the Approve button.

Once the single invoice is selected, the vendor can initiate the Approve button.
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	18.  
	The vendor can confirm that the correct invoice was approved by reviewing the Invoice Number, Contract Number, Contract Item Number, Flight Date, and Status.

	19.  
	Click the Certification Checkbox option.

Once the contract information is confirmed, the vendor must check the Certification Checkbox.
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	20.  
	Click in the Name of Vendor field.

The vendor must type in their userid.
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	21.  
	Click in the Duns # field.

Vendors must enter their assigned DUNS number.
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	22.  
	Click in the Pin # field.

Vendors must enter their assigned PIN number. Duns numbers will appear as astericks. This is for security and purposes.

NOTE: Asterisks will appear with each character entry for privacy and security reasons.

NOTE: The PIN Number will be assigned by EaTIS.
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	23.  
	Click the Ok button.
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	24.  
	If the vendor is desires to stop the approval process, the Cancel button should be selected.

	25.  
	Click the Send To COR button.

Once all invoices are approved, the Send to COR button must be selected. Approved and modified invoices will be sent to the COR for review. 

The COR will only review vendor modified invoice(s).
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	26.  
	Click the Ok button.

This screen confirms that the modified package was sent to the COR. If the vendor wishes to continue, they must click the OK button.

The COR will be notified by e-mail that the vendor has returned a package to them for review. Once the COR has made a decision on the vendor's request for a change, the COR will send the package to the Albuquerque Service Center for payment and an e-mail to the vendor informing them of their decision and the notification that the package has been sent for payment.
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	27.  
	The COR will be notified by e-mail that the vendor has returned a package to them for review. Once the COR has made a decision on the vendor's request for a change, the COR will send the package to the Albuquerque Service Center for payment and an e-mail to the vendor informing them of their decision and a notification that the package has been sent for payment.

	28.  
	Click the Approve All button.

If the vendor has not made any changes to any invoices, the Approve All button should be selected. 
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	29.  
	The vendor will see a list of all approved invoices and the date of those invoices.

	30.  
	Click the Certification Checkbox option.

Once the Approve All button is selected, the vendor must confirm their approval. They must check the Certification Checkbox.
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	31.  
	Click in the Name of VENDOR field.

Vendors must enter their name.
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	32.  
	Click in the Duns # field.

Vendors must enter their DUNS number.
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	33.  
	Click in the Pin # field.

Vendors must enter their EaTIS assigned pin number.

NOTE: Asterisks will appear with each character entry for privacy and security purposes.
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	34.  
	Click the Ok button.

If all the entered information is correct, select the OK button.
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	35.  
	NOTE: Clicking the Cancel button will return the user to the ABS Home page. All data entered in the vendor approval process will be lost.

	36.  
	The status of each invoice in the package will change to VENDOR_APPROVED.

	37.  
	Click the Send TO Payment button.

Clicking the Send to Payment button, electronically transfers the vendor approved package to the Albuquerque Service Center for processing.
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	38.  
	Vendors will be notified of the package being sent for payment. The final approval is made by selecting the OK button.

The COR will be notified by e-mail that the vendor has sent the package for payment.
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	39.  
	End of Procedure.
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