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Vendor Instructions

View/Modify Invoice

Procedure

Vendors may view/modify an invoice contained in a package through the View/Modify Package link. 

The training to modify an invoice is only available to vendors in this topic.
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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.
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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.

Normally only one vendor package list per contract will be available for review by the vendor. 

To review the contents of a package, the vendor should click the radiobutton of the package to be reviewed.
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	10.  
	Click the View/Edit Package button.

Once the particular vender package list is selected, initiate the View/Edit Package button to open the package.
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	11.  
	The Vendor Invoice List screen serves as the cumulative for the payment period. The vendor should review each invoice for any question(s) they should have concerning payments.

At this point, the invoice status is Sent_To_Vendor.

	12.  
	Click the Vendor Invoice List/Select option.

If a vendor has a question about an invoice, the radiobutton for the invoice in question should be selected.
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	13.  
	Click the Invoice Number link.

The invoice number should be clicked. The selected invoice will open showing each individual leg.
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	14.  
	Click the Current Flight Legs/Select option.

The flight leg in question should be selected by clicking the appropriate radiobutton. 
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	15.  
	Venders may not create new legs or charges but they can modify existing charges in an invoice.

IMPORTANT: If a new charge must be created, vendors must request the new charge in writing to the CO/COR.

	16.  
	Click the View/Edit Leg button.

Clicking the View/Edit Leg button allows the vendor to view each entry in that flight leg.
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	17.  
	The Edit Flight Leg screen allows the vendor to view all entries made by a helicopter or flight manager.

NOTE: The vendor MAY ONLY CHANGE the Destination, Pilot 1, Pilot 2, # Other Crew, and # Passengers fields in the left-hand column.

	18.  
	In the right-hand column, a vendor MAY ONLY CHANGE Cargo Type, Start Time, Start Timezone, Stop Time, Stop Timezone(using Clock Meter Type), Meter Start, Meter Stop (using Hobbs Meter Type) and Rate fields.

	19.  
	As an example of a leg change, the flight manager entered 26.9 as the ending Hobbs time for a flight.

	20.  
	The vendor says the pilot's flight log indicates the ending Hobbs time as 27.9 for this leg.

	21.  
	Click the Calculate button.

Once a change in a calculation is made, the Calculate button must be clicked. Non-calculation changes do not require this procedure.
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	22.  
	Click in the Remarks field.

If the vendor makes any changes, they MUST enter a summary of what changes were made in the Remarks field.
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	23.  
	Click the Update Leg button.

Once the remarks are entered, the vendor clicks the Update Leg button. 

NOTE: Failure to perform this step prior to moving to another invoice may result in the loss of vendor initiated changes.
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	24.  
	Click the Back To Invoice button.

After updating the leg, the vendor returns to the invoice page by clicking the Back to Invoice button.
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	25.  
	Once the leg is updated, the status of the leg changes to Vendor_Modified.

	26.  
	If necessary, vendors can adjust the Additional Charge section of the invoice.

	27.  
	The vendor can select Credits (CR) from the Additional Charge dropdown. Changes can only be made to the Total Amount and Description fields.

If changes are made, vendors MUST summarize the changs in the Description field.

	28.  
	The vendor can select Charges (CH) from the Additional Charge dropdown. Changes can only be made to the Total Amount and Description fields.

If changes are made, vendors MUST summarize the changs in the Description field.

	29.  
	The vendor can select Overnight (ON) from the Additional Charge dropdown. Changes can only be made to Location, Rate, Number of People, Description and Total Amount fields.

If changes are made, vendors MUST summarize the changes in the Description field.

	30.  
	The vendor can select Fuel Service Vehicle (ST) from the Additional Charge dropdown. Changes can only be made to OD Start, OD Stop, Miles, and Description fields.

If changes are made, vendors MUST summarize the changes in the Description field.

	31.  
	Click the Back To Summary button.

Once the vendor has completed all changes, they must click the Back to Summary button to return to the Vendor Invoice List page.
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	32.  
	The status of the revised invoice has changed to Vendor_Modified.

	33.  
	This completes the View/Modify Invoice topic. Vendors can continue with package approval process. Instructions for the approval process is found in the View/Modify Package topic.

End of Procedure.
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