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Chapter 1 - About G-Invoicing Disburser
Administration for Intragov

G-Invoicing is a web-based application created to efficiently manage Intragovernmental (Intragov)
buy/sell transactions between two federal agencies, from the agreement of the General Terms &
Conditions (GT&Cs), to the IPAC payment notification. The United States Department of the
Treasury’s Bureau of the Fiscal Service offers G-Invoicing at no charge to all Federal agencies.
Access to G-Invoicing is through a secure web-based portal certified to conform to Federal
security standards.

G-Invoicing’s Intragov feature consists of two modules:
e Intragov Disburser Administration
e Intragov Disburser

G-Invoicing Disburser Administration module allows a Disburser Administrator to manage agency
user accounts and to configure system behavior and integrations for the G-Invoicing Intragov
Disburser module.

About This Guide

This guide explains how to use the Disburser Administration module to configure Intragov Disburser
users for an agency’s Intragov Disburser module. These tasks include: setting up Intragov
Dishburser users, adding roles with permissions, and assigning the roles to Intragov Disburser
users. An assignment may also include configuring Workflow functions, if the agency chooses to
use invoice approvals. In addition, the Disburser Administrator sets up presentations, rule sets for
orders and invoices, and creates tasks for uploading or downloading orders with attachments and
invoices with attachments.

Audience

This guide is intended for administrative units of Federal Program Agencies (FPAs) which utilize G-
Invoicing for reimbursable activity to process buy/sell transactions with other governmental
agencies. A user is any individual authorized to access, view information, and act upon it within a
G-Invoicing module based on his/her roles and permissions.

Related Documentation

Refer to the following documentation for further assistance:

e Intragov Disburser User Guide- Available in Knowledge Central and on the Intragov
Disburser module Home page

e Disburser Administration module Online Help - Available from the Help link at the top of each
page in the application

For additional assistance, contact Treasury Support Center at (877)-440-9476

Using Online Help

To access context-sensitive help for each page of the module, click the Help link at the top of each
page.

1
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The Help topic that opens describes the Disburser Administration page you are viewing. Help Topics
contain links to access procedures and concept information.

Contacting Customer Support

For technical support, contact your Agency Implementation Team Lead. Information regarding the G-
Invoicing program can be found at:
https://www.fiscal.treasury.gov/fsservices/gov/acctg/g_invoice/g_invoice _home.htm

Email: Glnvoicing@stls.frb.org
Phone: (877)-440-9476
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About the Disburser Administrator Role and
Responsibilities

During G-Invoicing implementation, a member of the G-Invoicing Agency Implementation Team (AIT)
assists your agency with initial setup and configuration, including the setup and assignment of the
Disburser Administrator role to a designated agency user. After implementation, the Disburser
Administrator is responsible for the tasks listed below.

As a Disburser Administrator, your responsibilities include the following:
e Create Intragovernmental roles containing appropriate permissions
e Create and manage Intragov Disburser users
e Assign roles to Intragov Disburser users and remove roles as appropriate

e Set up and maintain reference data values, such as units of measure, cost centers, business
units, and department IDs.

e Define groups for certain data types (used in other configuration tasks, including some data
access restrictions)

e Set up Intragov document presentations and rule sets
e Create integration tasks for file exchange
e Set up Workflow for invoice approval, if workflow is used by your agency

e Configure various options that control G-Invoicing behavior and functionality available to
users

TWAI Provisioning

The Treasury Web Application Infrastructure (TWAI) is a secure environment provided by the US
Treasury to support several enterprise-wide Treasury applications. The TWAI uses Treasury User
Provisioning Service (UPS) for G-Invoicing access to initiate a process to assign a User ID and
password to each Disburser Administrator/Intragov Disburser user. UPS manages user
authentication and application level permissions. To receive a User ID, you must have a valid
email address. For the initial agency user, this process occurs automatically after a member of an
agency initially creates and activates the Disburser Administrator/Intragov Disburser user in G-
Invoicing. If you require access to more than one Treasury application, your User ID can be
assigned across multiple applications.

Logging In for the First Time

Once G-Invoicing creates your Disburser Administrator account, you receive two emails notifying you
of your access to the G-Invoicing Disburser Administration and G-Invoicing Intragov Disburser
modules. The first email contains your G-Invoicing User ID. The second (which you will receive
up to 24 hours after receiving your User ID) contains your temporary password.

It is important to log into G-Invoicing within the first 90 days of receiving your User ID and password.
After 90 days your temporary password will become invalid.

How to Log In for the First Time
1. Type the following in your browser address box: Error! Hyperlink reference not valid.

2. Inthe UserlD box, type the User ID you received via email.

3. Inthe Password box, type the temporary password you received via email.
4

This document may not be disclosed outside of the Agency without the written permission of the Bureau of the Fiscal
Service. In addition, this document may not be posted on a public web site or other publicly accessible server without
the written permission of the Bureau of the Fiscal Service.



Disburser Administration User Guide for Intragov Document Version 1.0

9.

Click Submit.
On the Password Change page:
e Type your temporary password in the Password field.

e Inthe New Password field, create a new password using the password requirements on the
screen.

Retype your new password in the Confirm New Password field.

Click Continue. (Click Log in to Complete User Requirements on the Redirect Notification page.)
Do the following:

e Onthe Treasury External User Rules of Behavior page, click Accept.

e Complete your Secondary Authentication Questions and Shared Secret.

Click Next to log in with your new credentials.

How to Request a Forgotten User ID

1.

o g &~ w

From the Disburser Administration login page, click the link next to Forgot your User ID. The
Self Service page appears.

Type the letters or numbers that appear in the image. If you have difficulty reading the words,
click New Image. (Alternatively, you can complete an Audio Test.)

Click Next.
On the Self Service page, type the email address associated with your G-Invoicing User ID.
Click Next.

On the Confirmation page, click Finish. You will receive an email with your User ID, if your
account exists in G-Invoicing.

How to Request a Forgotten Password

1.

o g &~ w

10.

11.

From the Disburser Administration login page, click the link next to Forgot your Password. The
Self Service page appears.

Type the letters or numbers that appear in the image. If you have difficulty reading the words,
click New Image. (Alternatively, you can complete an Audio Test.).

Click Next.
Type your G-Invoicing User ID in the text box and click Next.
On the Confirmation page, click Finish.

Look for an email with instructions on resetting your password. When you receive it, click the link
in the email notification. Important: The link expires 24 hours after creation.

When the Password Reset Self Service page appears, type the letters or numbers in the image
and click Next.

Type your User ID and click Next.

Answer the Secondary Authentication questions. (Answers are not case sensitive). Then click
Next.

Type a new password in the New Password box using the password requirements displayed on
the page.

In the Confirm Password box, retype your new password.
5
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12. Click Next.
13. On the Password Confirmation page, click Finish. You will receive a confirmation email.

Using G-Invoicing Multiple Account Access

G-Invoicing provides the ability for a single user to be associated with multiple agencies and Intragov
accounts. The user can access the accounts in a single session using the same User ID and
password without signing out of G-Invoicing.

Note: You can only have access to one Disburser Administration module account.

To access a different account in a single user session, select the account from the drop-down menu
in the Intragov Disburser module banner. The Account Selection menu displays the agency user’s
associated accounts. When the user has completed his/her activities within one Disburser
account, he/she may select another account from which to work. G-Invoicing will then navigate

the user to the selected account’s Home page.

QAC About | Advanced Searchs | Preferences | Help® | Logout @
16 12:27 PM

Oclober 24, 20

g Intrz—Garv Disburser Welc J Tell-iNTRAGOV

Tasks | Requesting Agency | Servicing Agency

Disburser Administrator Page with Account Selection list box
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About Tab Navigation

G-Invoicing Disburser Administration module supports tab navigation to the functional areas. The tabs
and links that appear vary based on the roles and permissions assigned to you by the Disburser
Administrator.

Users tab — Add or import new users, manage user accounts, create and manage user roles,
import Intragov Disburser users and run the Import Status report. See the Intragov Disburser
Users chapter starting on page 8.

Groups tab — Add or manage data groups for users, Cost Centers, Departments IDs, Bill-to
Locations, and/or Business Units (as needed). See the Groups chapter starting on page 27.

Purchasing tab — Configure attachment rules and settings associated with orders.
(Requesting Agencies create orders specifying the types of goods/services, the Requesting
Agency wants to buy from the Servicing Agency. The order is broken into two sections: the
Header, and the Line Items.) See the Purchasing chapter starting on page 31.

Invoices tab — Configure attachment rules and Workflow (if enabled) settings associated with
invoices. Workflow is a G-Invoicing feature in which documents and invoices are passed to
users for review and approval through a process flow configuration, based on various criteria.
See the Invoices chapter starting on page 34.

Forms & Rules tab — Define and manage rule sets, configure document presentations, and
configure an invoice approval Workflow process. See the Forms & Rules chapter starting on
page 54.

Integration tab — Configure the tasks that define how file exchanges occur between G-
Invoicing and your agency’s Enterprise Resource Planning (ERP) system. An ERP is
business management software, such as an internal accounting system, that manages an
agency’s accounting or procurement operations. See the Integration Tasks and Agent
chapter starting on page 88.

Reference Data tab — View and manage ERP SetlIDs, Cost Centers, Department IDs, Cost
Centers, and Unit of Measure (UOM) codes. See the Reference Data chapter starting on
page 114.

About Link Navigation

Use the links at the top right section of the Disburser Administration module to access the following:

Help — Click to open the help topics for the current page.
About — Click to display the current software release version.

Logout — Click to log out of G-Invoicing. To disconnect from the G-Invoicing environment,
you must click Logoff on the second logout page.
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Chapter 3 - Users and Roles
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Overview

The Disburser Administrator creates new Intragov Disburser users, and creates and assigns roles to
the users. The Disburser Administrator also has the responsibility for keeping Disburser users up
to date, and disabling them when they leave the agency or no longer need access to G-Invoicing.

Creating and Managing Users
You can manually add Disburser users or import a group of users in a bulk upload CSV file.

When setting up a new Disburser user for a role in the Intragov Disburser module, agencies should
discuss and consider the following questions:

What role will the user play in Buy/Sell Activity?

e What GT&C agreements can the user view?

e Which orders can the user view?

¢ Which invoices can the user view?

¢ Which notifications does the user need to receive?

e Which areas of the Intragov Disburser module does the user need access to?
You can limit access to invoices, orders, and GT&Cs in various ways:

e Using the Business Unit, Cost Center and Department ID identifiers to categorize documents.
You can create specific groups to control user access to documents, such as GT&C
Agreements.

e Limiting the number of Agency Location Codes (ALCs) a Disburser user can view. An ALC is
unique identifier created by the government, but used by G-Invoicing as a specific identifier
and assigned to an agency that received the goods or services from another agency.

Manually Adding and Updating Intragov Users

Before you can complete the New User form, you must create certain attributes, such as groups and
roles.
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How to Add a New Disburser User

1. From the Users tab, click Users. The Users summary page appears.

2. Click New User to open the New User page.

= Disburser Administration Welc

w016 |Test Aienci - ADMIN v QAC @

Users Roles Reports

New User
Complete the form to create a new user

* First Name:

[

* Last Name: [ |
Middle Initial: |
|

* Email Address:
ehoner [ ]
User's Manager [ Select One v|
Time Zone | Eastern Standard Time(EST) v
curency
*Agency: |Not Assigned W

Implementation User: [ ]

User Information

3. Complete the following fields:

First and Last Name (Required) - Enter the first and last names of the Intragov Disburser
user.

Middle Initial - Enter the middle initial of the Intragov Disburser user.
Email Address (Required) - Enter the Intragov Disburser user's email address.
Phone # (Required) - Enter the Intragov Disburser user’'s phone number.

User’s Manager - Select the user’s manager from the list box. The selections correspond
to the list of Disburser users able to access the Intragov Disburser module.

Time Zone - Select the time zone in which the Intragov Disburser user resides.

G-Invoicing lists U.S. time zones first with Eastern Standard Time, as the default and
then foreign time zones. EST is 5 hours behind Coordinated Universal Time (UTC). If you
select this time zone, G-Invoicing makes no adjustment for DST (daylight saving time). If
you want your audit logs to reflect the adjustment for DST, select, for example Eastern
Standard Time (America/New_York).

Currency - Defaults to US Dollar.

Agency — Select the agency. During implementation, the G-Invoicing Agency
Implementation Team configures the agency’s account.

Implementation User — Select check box if the Disburser user needs temporary access
during implementation of G-Invoicing. Not generally used.

4. Next, complete the Agency User Profile.

Selecting the Agency User Profile

You can create a unique user alias used by G-Invoicing in invoice Workflow. The value provided in
this field comes from the XML for an order upload to assign any invoices against the order to one
user, or to a series of users. If you do not create an alias, G-Invoicing displays the first and last
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name of the user during reassignment. If your agency does not use workflow, there is no need to
complete this section.

G-Invoicing does not currently use the Business Unit, Cost Center, and Department ID codes in the
User Profile, and the values selected in each of the three list boxes are informational. Use Role
assignments to associate a user with Business Unit, Cost Center, or Department ID groups. See

the topics Creating Intragov Roles on page 23 and Adding a Group on page 29 for more
information.

Agency User Profile
User Lookup: +=~"05 7" A& not permitted in this field. Value must be unigue
Business Unit: Select One ~

CostCenter: Select One ~

Department: Select One -

Agency User Profile

How to Complete the Agency User Profile
1. Complete User Information section as described in the previous procedure.

2. Inthe Agency User Profile section, enter a unique User Lookup value. G-Invoicing uses this value
as a unique user identifier. The Intragov Disburser user can use this value, for example, when
searching for a user to re-assign a task in Workflow.

3. Next, complete the Role Assignment section.

Selecting the Role Assignment

You must assign a role to each Disburser user you create. A user can have more than one role. You
must create roles before you can create users, as the assignment of at least one role is a
required field. For more information on creating roles, see the section on Creating and Managing
Roles, starting on page 23.

Role Assignment
[ Administrator Default administrator
|:| Intra-Gov Reject Invoices Intra-Gov Reject Invoice role
|:| Intra-Gov Reguesting Agency Requesting Agency Side
[} Intra-Gov Servicing Agency Intra-Gov Seller Role
|:| IntraGovView Intra Gov Buy View Only

Role Assignment

How to Assign Roles

1. Complete the User Information and User Profile sections as described in the previous
procedures.

Select the role assignment(s) for the Intragov Disburser user.
3. Next, assign ALCs.
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Assigning ALCs

The remaining sections of the New User form contain additional permissions you can assign to the
user. You can assign users specific ALCs to restrict access to orders and invoices.

ALC View Permissions

@ View all ALCs

Scope: -
) Wiew the selected ALCs below

Assign ALCs — View Permission

ALC Code ALC Name

28043000 28043000 - T
91020028 1020026 -
ST200019 ST200015 - v x

Permissions

How to Assign ALC Permissions

1. Complete the User Information, User Profile, and Role Assignment sections as described in the
previous procedures.

2. From the ALC View Permissions section, select one of the following:

e View all ALCs. This allows the Disburser user to view all the ALCs associated with the
agency. Skip to step 4.

e View the selected ALCs below. Go to the Assign ALCs — View Permission section to make
your selections.

3. From the Assign ALCs — View Permission, select each ALC Code to associate with this
Disburser user.

4. Click OK to create the Disburser user; otherwise, click Cancel.

G-Invoicing creates the new Disburser user and returns you to the Users lookup page. G-Invoicing
also assigns a User ID to the new Disburser user.

Note: Intragov agency configurations do not use the final section on the user page (XMVL Vendor
Records View Permission).
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Groups | Purchasing | Invoices | Payments | Forms & Rules Reference Data

Integration
Users Roles Reports

INFO
New user added successfully,

Users

View the list of users and their current status.

[ mewuser || Import Users |

Search: Basic Search | Detail Search

Home | Help® | About | Logout

First OR Last Name Tip: % wildcard will increase response time.

[ UseroB | fusthame | Lustdame | swws | fustTmetogon | LostTmelooon | Actons
hsarg500 Harry Smith Active Edit
captso0 John Jones Active 4/23/2014 2.58 PM EDT 412372014 316 PM EDT Edit
ponesi14 Jane Jones Active Edit
jmajoS00 Jehn Major Active 172472014 9:32 AM EST S/82014 8:25 AM EDT Edit

Showing 1-4 of 4

Users Page

How to Edit an Intragov Disburser User’s Profile
1. From the Users tab, click Users. The Users summary page appears.

2. Click the user ID associated with the user you want to edit or click Edit. The Edit User page
appears.

Update the necessary information.
4. Click OK to accept the changes; otherwise, click Cancel.

G-Invoicing returns you to the Users Summary page
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Importing Users

The Import Users page provides you with the ability to import multiple Disburser users in a CSV file.
You can upload 500 users per file, in three concurrent CSV files totaling a maximum of 1500
records.

You can only assign one role using the Bulk Upload User process. Once user account creation
completes, you can edit the user to add additional role assignment and restrict ALC permissions.

The CSV file must contain the following fields, in the order shown: You must include each column, but
only required fields need a value.
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Column #

Column Header

Description

1

FirstName

Required

LastName

Required

Middlelnitial

Enter a value or leave blank

Email

Required

Phone

Required

TimeZone

Required

User Lookup

Enter a value or leave blank

2
3
4
5
6
7
8

Role

Required

Note: You must enter the exact role name as it
appears in G-Invoicing. You can only add one role
using the Import feature. The role name cannot
contain a comma. (See the topic Creating and
Managing Roles on page 23).

Leave blank

10

Leave blank

11

Leave blank

12

Leave blank

13

COMM

Users must enter N Not Applicable) into this field
because commercial functionality is not available
in G-Invoicing.

Note: A future enhancement will remove this
field that references Commercial.

14

To assign a user access to the Intragov module,
enter Y for (Intragov only).

Note: IG will be the only field currently used in
G-Invoicing. A future enhancement will remove
the COMM field.

How to Import Users

1. From the Users tab, click the Users sub-tab. The Users summary page appears.

2. Click Import Users. The Import User page appears. G-Invoicing defaults the name Import User
List in the Import Type text box.

Click Browse to locate and select the CSV file of user names to import.

4. Click Import. G-Invoicing displays a confirmation message and displays the User Import Status

Report page.
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wscal Seeace  ADMIN | QAC @

e Dlisburser Administration

User Import Status Report

| Removi Types  User mpon Santus Report

Date Raoges. oo 10122016 | B9y, 0200 |9

|
| [ St |

|t resuts found

User Import Status Report

Running the User Import Status Report

The User Import Status Report provides you with the status associated with the importing of multiple
Disburser users through a CSV file. The report supplies information on the number of successful
and failed records. A link to the original import file gives you access to the import file.

The report contains the following information:

Field Name Description
Report Type Defaults to User Import Status Report
Date Range Enter a start date and end date

Report Results

File Name Name of the CSV file

Date Date of CSV file upload

Imported By Name of the Disburser Administrator who imported the file

Total # Total number of records imported

# Succeeded Number of successful records

# Failed Number of failed records, such as Lookup value is already in use,

invalid value for Middle Name, role not found

Comments Time and date for the report

How to Run the User Import Status Report
1. From the Users tab, click the Report sub-tab. The User Import Status Report page appears.

2. From the Date Range, enter a From and To date, or use the calendar icon to select dates. G-
Invoicing retains the date range search criteria you entered for the duration of the session.

Click Submit. The results of a user import report appear.
4. Verify the success or failure of the upload.

In the File Name column, click the file name to open the csv file.
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Locating Users

From the Users page, the Disburser Administrator can view all the Intragov Disburser users that
currently exist for the agency and use the various search features to locate users. To access the
Users page, click the Users sub-tab.

ll.m Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration | Reference Data Home | Help™® | About | Logout

Users
View the list of users and their current status
New User | [ Import Users

Search: Basic Search | Detfail Search

First OR Last Name ' Search | Tip: % widcard wil increase respanse lime

ot Fist e Logon st e Logon [ rctons |

Dooe(S06 Bob S Active AMS/2016 311 AM EDT 1011772016 435 PM EDT Edit
Austin Campbell Active Edit
hene Madison Actve SF152016 1:30 PM EDT B52016 1.31 PMEDT Edit
John Doe Actie 11472016 11:43 AM EDT 12572016 10039 AM EDT Edit
Jane Allen Actve SHS2016 12:00 PM EDT 1001872016 12:32 PM EDT Edit

Users Page

The information in the table below describes the Users summary page. You can sort on User ID, First
Name, Last Name, and Status.

Field Name Description
User ID User ID assigned during initial setup
First Name First name of the Disburser user
Last Name Last name of the Disburser user
Status Status of the Disburser user:

e Active — Able to access and use G-Invoicing

e Disabled — No longer has access to G-Invoicing

First Time Logon Date and time of the Disburser user’s initial log on to G-Invoicing,

requiring a User ID and a password to identify and authenticate the
Disburser user.

Last Time Logon Disburser user's most recent log on date and time

Using Basic Search and Detail Search

Use the Basic Search field to locate quickly a user by first or last name. When you return to the
search page, G-Invoicing retains the values entered in the First or Last Name field for the
duration of your current session.

Use Detail Search to narrow results, by entering additional information. G-Invoicing retains the search
criteria for the duration of your current session.
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How to Search for a User - Basic Search
1. From the Users tab, click the Users sub-tab.

2. Click Basic Search. The Basic Search page appears.

Users| Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data IR NI RN I S R LI
Users Roles Reports

Users

View the list of users and their current status.
import sers

Search: Basic Search | Detail Search

First OR Last Name Tip: % wildcard will increase response time.
2. Enter the First or Last Name of the user. Use the % wildcard option to broaden your search

results.

3. Click Search. The results appear.

How to Search for a User - Detail Search
1. From the Users tab, click the Users sub-tab.
2. Click Detail Search.

Users'| Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data

Home | Help7‘ | About | Logout
Users | Roles Reports

Users

View the list of users and their current status.

‘ New User || Import Users ‘

Search: Basic Search | Detail Search
First Name
Last Name
User ID

E-Mail Address

User Lookup

3. Enter any of the following:

e First Name - User’s first name

e Last Name - User’s last name

e User ID - User's User ID

e E-Mail Address - User's email address

e User Lookup - User lookup (user ID from the agency ERP system)
4. Click Search to display the results.
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Managing User Notifications

Intragov Disburser users receive notifications through email to inform them of tasks to perform. You
can select as many notifications as the Disburser user requires. Only a Disburser Administrator
can set user notifications.

The types of notifications Intragov Disburser users receive by email include the notifications defined
in the table below. Two important notes to consider during setup are that G-Invoicing will only
send notifications to the email address associated with the User ID, and will not send notifications
to multiple email addresses or group email boxes.

If a notification is unavailable for selection, check to see if the natification type has already been
assigned to the Disburser user in a separate notification, or if G-Invoicing assigned the
notification as part of a Workflow default notification.

Workflow Notification

For agencies using the Optional Feature “Invoice Routing”, which enables Workflow, G-Invoicing
automatically assigns new Disburser users the default notification: Intragov Invoice Activity.
The Intragov Invoice Activity Notification includes the Intragov Invoice Approval Notification. As
the Intragov Disburser Administrator, you can only modify the notification schedule; you cannot
change the name or description of this notification.

The following table describes each notification type:

Notification Description

Intragov GT&C Created or G-Invoicing sends this notification to either the subscribed

Changed Notification Requesting Agency or Servicing Agency user when a GT&C
agreement creation or modification occurs by either agency.

Intragov Invoice Approval G-Invoicing sends this notification when Workflow assigns

Notification you as the Requesting Agency user an invoice to approve.

Intragov Invoice Rejected G-Invoicing sends this natification to the subscribed Servicing

Notification Agency user when the Requesting Agency rejects an invoice.

Intragov Order Approval G-Invoicing sends this naotification to the subscribed

Required Natification Requesting Agency users (Pending Requesting Agency

Approval) or Servicing Agency users (Pending Servicing
Agency Approval) notifying them that an order requires
approval from both the Funding Official and Program Official.

Intragov Order Created or G-Invoicing sends this notification to subscribed Requesting
Changed Notification Agency users and Servicing Agency users when an order
creation or modification occurs by the Requesting Agency.
IPAC Request Exceptions- G-Invoicing sends this notification to subscribed Servicing
Agency is the Seller Agency users when an IPAC request record is in exception

and the invoice requires a resolution.

IPAC is the system used by most Federal agencies for the
settlement of interagency payments and collections and fund
transfers for reimbursable activity.

By default, G-Invoicing sends notifications as soon as the event occurs. However, as the Intragov
Disburser Administrator, you can choose to have them sent hourly, daily, or weekly. Since
notifications available for scheduling depend on the Intragov Disburser user’s permissions,
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Intragov Disburser user roles should be assigned before the Administrator configures the
notifications.”

Additionally, it is possible to combine notifications into groups so that G-Invoicing sends certain
messages together using the same schedule. However, each natification can only have one
schedule per user; therefore, a Disburser user cannot receive the same notification both
immediately and at 6 PM each day.

How to Add a Notification for a User
1. From the Users tab, click the Users sub-tab. The Users summary page appears.

2. From the Users page, in the User ID column, select an Intragov Disburser user. The Edit User
page appears.

In the Notification Schedules section, click Add to display the New Notifications page.
From the New Notification page, in the Notification Name field, enter a name for the notification.
In the Notification Description field, enter a description for the notification.

In the Set Schedule section, in the Start Date (Required) field, enter the date for the Disburser
user to start receiving notifications, in the format MM/DD/YYYY.

S
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Users\| Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration | Reference Data Home | Help™® | About | Logout

Users Roles Reports

Edit User

Update the user information.

* indicates reguired field

User Information

* Last Name:

Middle Initial:

* Email Address:

* Phone #:

User's Manager

Time Zone

Currency

Disabled:

* Agency:

Implementation User:

Disburser Module Access:

UserID:

* First Name:

gcarg500

George

Cargill

geargill@email .com

2025555555

IJohn Major
Eastern Standard Time(EST)
US Dallar -
=
United States Marine Corps =
=

[7] commercial
Intra-Gov

< [E=

Assign roles to this user

00 E O

Administrator

Intra-Gov Reject Invoices

Intra-Gowv Requesting Agency

Intra-Gov Servicing Agency

IntraGovWiew

Role Assignment

Default administrator
Intra-Gov Reject Invoice role
Requesting Agency Side
Intra-Gov Seller Role

Intra Gov Buy View Only

Notification Name

Intra-Gov Inveice Activity

Intra-Gov Invoice Activity

Message Description

Notification Schedules

Intra-Gov Invoice Approval Notification

Edit | Remove

User Audit Trail

Oct 27, 2014 11:48:07 AM

Oct 27,2014 11:48:07 AM

AddNev User

Set up default notifications

jmajos00 Added Default Motification: Intra-Gov Invoice Activity

jmajo500 Add a new user and userlD is gcargS00

7. Select how frequently the Intragov Disburser user should receive a natification. If you select an
option other than Immediately in the Every field, enter a value and select a time from the Time list
box. If you select Weekly, you must also select a day.
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Select... ...Notifications to ...And configure...
send...
Immediately As soon as they are This is the default. There are no other
triggered configurations necessary.
Hourly On an hourly interval | In the Every field, enter the interval between
basis notifications. For example, to receive
notifications every three hours, enter three in the
Every field.

In the Start Time list box, select the time for the
notifications to begin.

Daily On a daily interval In the Every field, enter the interval between
basis notifications. For example, to receive
notifications every two days, enter two in the
Every field.

In the Start Time list box, select the time when
the Disburser user ought to receive notifications.

Weekly On a weekly interval In the Every field, enter the interval between
basis notifications. For example, to receive
notifications every week, enter one in the Every
field.

In the Start Time list box, select the time when
the Disburser user should receive notifications.

In the day section, select the day of the week
when the Disburser user should receive
notifications.

8. Inthe Choose Messages section, select the types of notification to receive.

If a notification is unavailable for selection, check to see if the natification type has already been
assigned to the Disburser user in a separate notification, or if G-Invoicing assigned the
notification as part of a Workflow default notification.

9. Click Submit.
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Creating and Managing Roles

Agencies should consider their respective needs, Buy/Sell reimbursable activity processes, and
organizational structure before creating new roles and defining the purpose each role will serve.
Once you determine a role's purpose, consider the necessary permissions for each role to

achieve its stated purpose.

You control the Intragov Disburser users access to components and features of G-Invoicing based on
role. Thus, you create roles, assign permissions to the role, and then assign roles to the Intragov
Disburser user. Multiple users can share roles but you must select at least one role assignment
for each Intragov Disburser user. G-Invoicing Intragov Disburser user’s tasks can include:

e Managing Trading Partners

e Creating, viewing, or approving GT&Cs

e Creating, viewing, or approving orders

e Creating, viewing approving, or managing invoices

Intragov Roles and Permissions

Only Administration Permissions and Intragov Permissions apply to Intragov users. If the user’s role
does not have permission to a function, the user does not see the tab. For example, if the user’s
role does not have permission to Trading Partner Management, the user does not see the
Trading Partners tab in the Intragov Disburser module.

Administration

User Management

Create and delete roles, add or remove users, and maintain
and update user information.

Reserve this permission for only those users who are
designated G-Invoicing administrators for an agency.

Accounts Management

View the Payments tab in the Disburser Administration module
and the ALCs sub-tab.

Groups Management

Access to the Groups configuration (Groups Tab), and can
create and maintain the following types of groups: Users,
Suppliers, Cost Centers, Departments, and Business Units.

Invoices Management

Manage the general invoice configuration and Workflow
categories, assign Task Management, and Task Delegation
users (all of which are located on the Invoices Tab), and
maintain the list of Cost Centers (Reference Data Tab).

Forms and Rules Management

Manage the configuration for the various presentations and
rule sets on the Forms and Rules Tab. This includes all
PO/BPO, invoice/credit memo and invoice/credit memo forms.

Integration Management

Create, run, and schedule data integration functions that
control the files transferred into and out of G-Invoicing.

Reference Data Management

Can manage the reference data, including the ERP SetIDs,
cost centers, business units, and UOMs.
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Intragov Permissions

Permission Name

Description

Trading Partner Management

View the Trading Partners tab. Add, remove and update
Intragov partnerships between your agency and other
agencies.

Requesting Agency GT&C Permissions

Requesting Agency: View
GT&C

View Intragov GT&Cs within the Requesting Agency tab

Requesting Agency: Create,
Edit, Delete, Modify GT&C

Create, Edit, Delete, Modify GT&Cs within the Requesting
Agency tab

Requesting Agency: Approve,
Reject, Close GT&C

Approve, Reject, Close GT&Cs within the Requesting Agency
tab

Requesting Agency Order Permissions

Requesting Agency: View
Orders

View Intragov orders within the Requesting Agency tab

Requesting Agency: Create,
Edit, Delete, Modify Orders

Create, Edit, Delete, Modify Orders within the Requesting
Agency tab

Requesting Agency: Approve,
Reject, Close Orders

Approve, Reject, Close Orders within the Requesting Agency
tab

Requ

esting Agency Invoice Permissions

Requesting Agency: View
Invoices

View Intragov invoices within the Requesting Agency tab

Requesting Agency: Reject
Invoices

Reject Intragov invoices within the Requesting Agency tab

Requesting Agency: Approve
Invoices

Approve Intragov invoices within the Requesting Agency tab

Invoice Workflow Permissions

Invoice Administration

Permit Requesting Agency users to see the Invoice Admin tab
on invoices and perform functions specified within that tab

Requesting Agency: Task
Management

Permit Requesting Agency users to reassign invoices assigned
to other users using the Manage Tasks and Manage Queues
functionality under the Tasks Tab

Requesting Agency: Delegate
routing tasks

Permit Requesting Agency users to delegate routing tasks

Servicing Agency GT&C Permissions

Servicing Agency: View GT&C

View Intragov GT&Cs within the Servicing Agency tab

Servicing Agency: Create, Edit,
Delete, Modify GT&C

Create, Edit, Delete, Modify GT&Cs within the Servicing Agency
tab

Servicing Agency: Approve,
Reject, Close GT&C

Approve, Reject, Close GT&Cs within the Servicing Agency tab

Servicing Agency Order Permissions

Servicing Agency: View Orders

View Intragov orders within the Servicing Agency tab
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Servicing Agency: Approve,
Reject, Close Orders

Approve, Reject, Close Orders within the Servicing Agency tab

Servicing Agency Invoice Permissions

Servicing Agency: Create
Invoices

Create, save as draft, edit and void Intragov invoices within the
Servicing Agency tab

Servicing Agency: View
Invoices

View Intragov invoices within the Servicing Agency tab

How to Create an Intragov Role

1
2
3.
4

o

8.

From the Users tab, click the Roles sub-tab. The Roles list page appears.
Click New Role. The New Role page appears.
Click Administration Permissions or Intragov Permissions.

In the Role Name box, type a name descriptive of the role. Do not use a comma or any of the

following special characters in the role name: </ >

In the Role Description box, type a description for the role.

From Administration Permissions or Intragov Permissions, select the permission(s) you want
to associate with the role.

Note: Roles that contain Intragov Permissions ONLY must have at least one view permission.

From the View Permissions Scopes section, do one of the following:

e Select View all — Allows the role access to all groups.

e Select View permission are associated with the selected groups below — Allows the role
access to the groups selected from the Groups associated with View permission section.

e Select each group to associate with this role.

Click OK to create the role; otherwise, click Cancel.

Note: The Disburser Administrator should consider creating a backup Disburser Administrator with
certain administrator permissions. If a Disburser Administrator is absent for an extended period or
leaves, a backup administrator can perform the duties of the Disburser Administrator without

interruption to the agency.
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How to Edit an Intragov Role

1.
2.

7.

From the Users tab, click the Roles sub-tab. The Roles list page appears.

In the row of the role whose permissions you want to change, click Edit. The Edit Role page
appears.

Click Intragov Permissions.
From the Role Information section, enter the following:

¢ Inthe Role Name (Required) box, edit the name descriptive of the role. Do not include a
comma or any of the following special characters in the role name: </ >

e Inthe Role Description (Required) box, edit the description for the role.

From Administration Permissions or Intragov Permissions, select the permission(s) you want
to associate with the role.

From the View Permissions Scopes section, do one of the following:
e Select View all to allow the role access to all groups.

e Select View permission are associated with the selected groups below — Allows the role
access to the groups selected from the Groups associated with View permission section.

e Select each group to associate with this role.

Click OK to save the changes to the role; otherwise, click Cancel.

Note: You cannot delete roles. Use the edit function to update the roles that already exist.
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Chapter 4 - Groups
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Understanding Groups in G-Invoicing

G-Invoicing Group functionality allows you to maintain separation of duties and responsibilities.

Establishing distinct groups permits users to filter all activity for GT&Cs, orders, and invoices by
group permissions.

Conversely, if a user is associated with a role that does not have specific group permissions (such as
Business Unit, Cost Center, or Department ID), you must assign the View all permission when
defining the role to allow the user access to documents.

Likewise, the Group functionality can be used to filter the visibility of certain users to other users for
added restrictions, unless the user has View permission to all groups. Note: Access to an invoice
through Workflow takes precedence over group filtering.

See the topic Creating and Managing Roles starting on page 23.

G-Invoicing provides a standard set of default groups, which cannot be changed or deleted.

Home | Help® | About | L

Users Invoices Forms & Rules

Groups| Purchasing Payments

Integration | Reference Data

Groups

Groups

View the list of groups.

AllBill To Locations Contains all Bill To Locations. It cannot be modified or deleted. Bill To Location

AllBusiness Units Containg all Business Units. it cannot be modified or deleted. Business Unit

All Cost Centers Contains all Cost Centers. it cannot be modified or deleted. Cost Center

All Departments Containg all Departments. t cannet be modified or deleted. Department

All Suppliers Containz all accepted Suppliers. t cannot be modified or deleted. Supplier

AllUsers Containg all Users. It cannot be modified or deleted. User

IGT Invoice Approvers IntraGov Invoice Approvers User Edit| Delete

Groups Page

Field Name Description

Group Name Name of the group created by G-Invoicing for default groups or by a
Disburser Administrator

Click to view additional information on the group.

Description Descriptive information regarding the group
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Field Name Description

Group Type Displays the group type:
e User — Users created in G-Invoicing

e Cost Center - Unit within an organization where managers are
responsible for associated costs and for adhering to a budget.
Organizations consider Cost Centers as an expense

e Department - Part of a larger organization with a specific
responsibility or devoted to one of several major tasks

e Bill To Location - Not currently used in G-Invoicing

e Business Unit - Segment of a company, such as accounting

Supplier — Vendors with whom the agency is doing business

Creating and Managing Groups

The Intragov Disburser Administrator can create custom groups for the agency.

Users Purchasing | Invoices | Payments | Forms & Rules | Integration | Reference Data Home | Help® | About | Logout

Groups

New Group
The selected items will be added to the group.

Group Information

* Group Hame:

Group Description:

Group Type: Cost Center -

Cost Center Assignment *

=1 ccz Technology
B cea HR
= ccd Marketing

New Group Page

How to Create a Custom Group

Click the Groups tab. The Groups page appears.

On the Groups page, click New Group. The New Group page appears.

In the Group Name (Required) field, type a group name using any alphanumeric characters.

In the Group Description field, enter a short description.

o > v e

From the Group Type list box, select a group type. The group type selected determines the
choices available for assignment.

6. Select at least one member or item to include in the group.
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7. Click OK to create the group; otherwise, click Cancel. The new group appears on the group
summary page.

How to Delete a Custom Group

1. From the Groups page, in the Action section of the group to delete, click Delete. A confirmation

message appears.
2. Click OK to delete the group; otherwise, click Cancel. If you select OK, G-Invoicing deletes the

group.

How to Add Members or Items to an Existing Custom Group
1. Click the Groups tab. The Groups page appears.

2. On the Groups page, select the group where you want to add a member or click Edit in the Action
column. The Group Details page appears.

Home | Help® | About | Logout

Invoices Forms & Rules | Integration | Reference Data

Payments

Purchasing

Users |[NGroups

Groups

User Group Details - IGT Invoice Approvers

View group details.

Group Name: IGT Invoice Approvers

Description:  IntraGov Invoice Approvers

T wen | FestemeB | lesthame
jione514 Jane Jones Active

jmajo500 John Major Active

Showing 1-2 of 2

| Edit Group Members || Delete || Cancel |

Click Edit Group Members. A list of members currently associated with the group appears.

4. Click the link Add Group Members. The Add Group Members page displays a list of applicable
members not yet associated with the group.

5. In the Assign column, select the members to assign to this group.

6. Click Add Selected Members to submit the changes.

How to Remove Members or Items from an Existing Group

Click the Groups tab. The Groups summary page appears.

N

On the Groups page, select the group where you want to add a member or click Edit in the Action
column. The Group Details page appears.

Click Edit Group Members. A list of members currently associated with the group appears.
Click the link Remove Group Members. The Remove Group Members page appears.

In the Assign column, select the members to remove from this group.

o g s~ w

Click Remove Selected Members to submit the changes.
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Chapter 5 - Purchasing
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Overview

Use the Purchasing page to configure attachments for Orders and determine whether to apply the
Order Revision Update Rule.

Ralorence [lats

Lo e g for sty
Vtom! Aeciumes: LB ] iy b v v b oomena wepard]

Purchasing Tab

Implementing Order Attachment Rules

You can configure this feature to allow upload of Order attachments and to define the allowable file
types. To allow attachments in the PO Upload task, you must also grant an Intragov Disburser
user the role containing the Purchase Order — Add/Delete Attachment permission to allow an
attachment in the PO Upload task. The attachment file size cannot exceed approximately 10MB.
G-Invoicing allows a maximum of 25 attachments.

Note: You cannot upload the following file types: cmd, exe, bat, and scr.

How to Implement Attachment Rules

1. From the Purchasing tab, click the Intragov link. The Intragov Invoices General page appears.

2. Inthe Upload Attachments section:

e Select Yes.

e Inthe List of file types for attachments text box, type each file type you want to allow.
Separate each type with a comma. For example, type doc, docx, csv, txt. If you enter
*_* or leave the field blank, the user can upload all file types except those specifically
excluded by G-Invoicing.

e Admins should also enter each extension type in upper AND lower case, and should also
enter separate extension types for jpg, jpeg, doc, .docx, xls, xIsx, etc. For example, if an
admin wanted to allow for .jpg, .doc, and .xIs files as attachments, they would enter the
following extension types: jpg,JPG,jpeg,JPEG,doc,DOC,docx,DOCX,xIs,XLS, xIsx,XLXS

When done, click Update Attachment Rules.

4. If you no longer want to apply attachment rules to orders, in the Upload Attachments section,
select No, and then click Update Attachment Rules.

Applying the Order Revision Update Rule

Apply the revision update rule if you do not want the Intragov Disburser user to upload a modified
order with the same number as the existing orders number. This rule ensures that each revision
to an order has a number incrementally higher than the previous order number.

32

This document may not be disclosed outside of the Agency without the written permission of the Bureau of the Fiscal
Service. In addition, this document may not be posted on a public web site or other publicly accessible server without
the written permission of the Bureau of the Fiscal Service.




Disburser Administration User Guide for Intragov Document Version 1.0

How to Ensure Order Revision Numbers Are Incremented
1. From the Purchasing tab, click the Intragov link. The Intragov Invoices General page appears.

2. Inthe Intragov Order Revision Update rules section, select the check box for Update order only
if revision number is greater than current order document revision number. Once you
select this box, updates to existing Intragov Orders that do not contain a revision number greater
than the current revision number will not load.

Click Order Revision Update Rule.

If you no longer want to enforce incremented order number revisions, de-select the checkbox,
and then click Order Revision Update Rule.

Home | Help® | About | Logout

on | Reference Data
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Chapter 6 - Invoices
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Overview

Use the Invoices tab to configure general invoice settings for the Intragov Disburser module. If you
have Invoice Workflow enabled for your agency, you can create Workflow categories, define the
recipients of invoices, configure Workflow tasks, and delegate tasks when users are unavailable.
Refer to the Workflow User Guide for additional information on using Workflow.

Configuring General Options

From the General tab, click the Intragov link. You can set the Workflow Routing Assignment,
Duplicate Invoice Rule, Edit Rules, and Attachment Configuration.

Invoices General Tab

Updating the Default Workflow Routing Assignment

During agency account creation, G-Invoicing sets the default user to the agency’s initial Disburser
Administrator. The default user is the destination for Workflow assignments whenever G-Invoicing
cannot determine a valid user from the current Workflow configuration. Other reasons G-Invoicing
routes tasks to the Default User for include: Workflow enabled but not configured, or a task level
assignment is to a disabled user.

Note: You can only assign an Intragov Disburser Administrator with Invoices Management this
responsibility. If your agency does not enable Workflow, the Intragov Default Workflow Routing
Assignment will not appear.

Intra-Gov Default Workflow Routing Assignment:
Current Default User:  John Major

Choose a user for default workflow assignment:  George Cargill ~

| Update Default Workflow User |

Invoice Default Routing Assignment

How to Assign a Default Workflow User

1. From the Invoices tab, click the General sub-tab. The Invoices General page appears.

2. Click the Intragov link.
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3. Inthe Intragov Default Workflow Routing Assignment section:

4. From the Choose a user to default Workflow assignment list box, select a default user.
5. Click Update Default Workflow User.

Applying the Duplicate Invoice Number Rule

Use this option to prevent duplicate invoice numbers upon resubmission of a rejected invoice.

Intra-Gov Duplicate Invoice Humber Rule

Prevent Duplicate Invoice Humbers upon Resubmission of Rejected Invoice v

Update Duplicate Invoice Number Rule |

Duplicate Invoice Rule

How to Apply the Duplicate Invoice Rule
1. From the Invoices tab, click the General sub-tab. The Invoices General page appears.
Click the Intragov link.

3. Inthe Intragov Duplicate Invoice Number Rule section, select the Prevent Duplicate Invoice
Numbers upon Resubmission of Rejected Invoice check box.

4. Click Update Duplicate Invoice Number Rule to save your changes.

Applying Invoice Attachment Rules

The Invoice Attachment Configuration allows you to configure the maximum number and type of
attachments allowed on an invoice.

You can configure which file extensions to use, whether other Intragov Disburser users can delete the
attachments, and whether to allow invoice downloads with attachments.

Note: G-Invoicing never allows the upload of cmd, exe, bat, scr file types.
W i Ve AT Vot [ ogen slirs
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Invoice Attachment Rules

How to Apply the Invoice Attachment Rules

1. From the Invoices tab, click the General sub-tab. The Invoices General page appears.
2. Click the Intragov link.

3. Inthe Intragov Invoice Attachment Configuration section, do any of the following:

e Inthe Maximum number of Attachments per Invoice box, type the maximum number of
attachments to allow. G-Invoicing allows each attachment to be approximately 10MBs. As a
best practice, G-Invoicing recommends a maximum of 25 attachments per invoice.

e Inthe List of the file types for attachments box, type the file types users can upload,
Invoice attachments file extensions are case sensitive. When you enter allowable file types,
include variations, such as xlsx, XLSX, pdf, PDF, gif, GIF.
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e Select Yes to allow other users, besides the user who originally added the attachments, to
delete the attachment. (G-Invoicing does not currently support this feature.)

e Select Yes to download invoices with their associated attachments with the Integration task
Type: G-Invoicing Invoice Download.

4. Click Update Attachment Rules to save your changes.

Configuring Workflow for Invoices

Agencies must enable Intragov Invoice Routing to use any of the Workflow functionality available
from the Invoices tab. The following Invoice sub-tabs are not available if Workflow is disabled.

o Workflow Categories
e Queues

e Routing Maps

e Routing Table

e Task Management

e Task Delegations

Workflow Categories

Use the Workflow Categories sub-tab to define the data values to route an invoice via Workflow. You
can implement Workflow routing rules using the categories and Header data values in the
invoices derived from the order data.

Typically, G-Invoicing recommends handling documents based on three fields from the order Header.
Use these fields to control document access and invoice approvals.

e Header Business Unit (found within the Free Form Criteria feature)
e Header Cost Center (found within the Free Form Criteria feature)
e Contact Department ID (found within the Free Form Criteria feature)

If supplied, G-Invoicing automatically copies these fields to the invoice header from the order. The
invoice header is the top portion of the invoice that contains the agency name, address,
telephone and email address, the invoice number, date, payment terms, and a reference to an
order. The actual data value supplied need not align perfectly with the field label (that is, the data
may not actually be a Business Unit in that field).

The Workflow Category allows G-Invoicing to route different invoices on different paths. As such, you
can route the documents for one group of Cost Centers differently from documents for another

T e e o e Trow PO B Updten | Fosmmes

Workflow Category List

37

This document may not be disclosed outside of the Agency without the written permission of the Bureau of the Fiscal
Service. In addition, this document may not be posted on a public web site or other publicly accessible server without
the written permission of the Bureau of the Fiscal Service.




Disburser Administration User Guide for Intragov Document Version 1.0

Creating a Category Definition

Use the Category Definition page to create or edit Workflow categories. G-Invoicing routes an invoice
to specific users via criteria defined in the Workflow functionality, if all criteria is completed
correctly. When you create workflow categories, you must ensure that the category definitions are
mutually exclusive and exhaustive. That is, you must ensure that any given invoice received
meets the criteria for exactly one Workflow category. If an invoice meets the criteria for zero
Workflow categories, it will be routed to the default user specified under Invoice > General
Options. If an invoice meets the criteria for more than one category, G-Invoicing will route to the
first category encountered.

o Disburser Administrotion . e | Octobe 16 [TestAgency -ADMIN  v| QAC @

Home | Heln® | About | Logout

Category Definition
Category Name: Description:
el Intra-Gov Invoice Type
Standard
&) PO Based
Purchase Order
(PO) Crineria: Non PO Based
Al (PO and Non-PO Based)
Nene vi
None W)
Othar Criteria woup |None v

days of thest due dates

| FreeFormCrtera [ Define free form criteria |
| Cancel | | Save |

Category Definition

How to Create a Workflow Category
1. From the Invoices tab, click the Workflow Categories sub-tab. The Category List page appears.
2. Click Create New Category.
3. Type a name for the category in the Category Name field.
4

Type an informational description of the category in the Description field. Do not use special
characters in the description.

o

In the Invoice Type section, select Intragov Invoice Type.

In the Purchase Order (PO) Criteria section, select PO Based.
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7. Inthe Other Criteria section, use the information in the table below to make your selections:

Field Name Description
Bill to Group Not currently used in G-Invoicing.
Supplier Group Select the check box to include invoices that are part of a Supplier

Group category and then select a group from the list box.
e None
e All Suppliers
e [user added groups]

Note: This list can differ depending on the groups you
established.

Cost Center Group Select the check box to include invoices that are part of a Cost
Center Group category and then select a group from the list box.

e None
e All Cost Centers
e [user added groups]

This list can differ depending on the groups you established.

Invoices within Select the check box to include invoices that are within a specified
(number of days) days | amount of days from their due date. Enter the number of days in
of their due dates the corresponding field.

Free Form Criteria See the topic Defining Category Freeform Criteria on page 39.

You cannot select this field until you save this category definition.
Once saved, you can update the category.

8. Click Save. G-Invoicing returns you to the Category List page.

Defining Category Free Form Criteria

Use the Category Free Form page to define Workflow category groups based on the data in the
invoices themselves.

You can define categories for three sections of the invoice:

39

This document may not be disclosed outside of the Agency without the written permission of the Bureau of the Fiscal
Service. In addition, this document may not be posted on a public web site or other publicly accessible server without
the written permission of the Bureau of the Fiscal Service.



Disburser Administration User Guide for Intragov Document Version 1.0

e Header Fields — These are the fields in the header section of the invoice, such as Bill To and
Ship To information.

e Line Fields — These are the fields on the invoice line, such as amount, unit of measure, and
guantity.

Groups | Purchasing [Mlnwoices| Payments | Forms & Rules | Integration | Reference Data Home | Help™ | About | Logout

Queues Routing Maps Routing Table Task Manapement Task Delegations

General Workflow Categories

Category Free Form

Please define the free form criteria below.
Header Fields

[l e e T Crtena Connectr |
b [Nane g ons g —
2 [None v [Nore v ]
3 | None v| ‘ None v| l:l None v
4 | None v| ‘ None v| l:l None v
5 [None V| [ None v| l:l None v

Criteria Connector between header fields and line fields

I =z =z
g\

]

@ ™

<<

Line Fields

Select one of the following options before selecting the line fields. Default is "No lines". If you select the "One or More lines™ option, specify the number of line minimum as 1. If
the indicated number of lines exceeds the total number of the invoices, then "All lines” option will be executed.

) Alllines

) One or More lines. I:l Number of lines to validate

o] e e e | crter Comentor |
1 |None v| |N0ne v| l:l None v
2 |None v| |None v| l:l None v
3 |None v| |None v| l:l None v
4 |None v| |None v| l:l None v
5 |N0ne v| |None v| l:l None v

Criteria Connector between above fields and Distribution figlds

Distribution Fields

Select one of the following options before selecting the Distribution fields. Default is "No Distributions”. If you select "One or More line distribution of a line” option, specify the
number of line distributions per line for validation. Minimum is 1. If you select "One or More line distribution of an invoice” option, specify the number of line distributions on
whole for validation. Minimum is 1. If the indicated number of line distributions exceeds the total number of the invoice, then "All Distributions" option will be executed.

(® No Distributions Il Distributions

ne or More line distribution of a line. ‘:i:' One or More line distribution of an invoice.

l:l Number of line distributions to validate

Lol R e e | Crtea Comector |
1 |N0ne v\ |None v\ l:l None v
2 |None v\ |None v\ l:l None v
3 |None v\ |None v\ l:l None v
4 |None v\ |None v\ l:l None v
5 |None v\ |None v\ l:l None v

[ Cancel || Save Criteria_|[ Add More Criteria__|

Category Freeform Criteria

Tips for Defining Free Form Criteria Categories:

o Due to the complex logic required to establish a category based on line item or distribution fields,
use only header fields to define the categories.
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After successfully defining the first category, define other categories that are different from the
first. For example, if you define the first group with the Header Currency Code as “USD”, you
should define another category where the Header Currency Code is “NOT USD.

How to Define Freeform Criteria for a Workflow Category

1.
2.

From the Invoices tab, click the Workflow Categories sub-tab. The Category List page appears.

In the row of the category where you want to add freeform criteria, click Update. The Category

Definition page appears.

Select the Free Form Criteria checkbox and then click Define free form criteria. G-Invoicing

displays the Category Free Form page.

Use the information in the table below to complete the Free Form definition.

Field Name

Description

Header Fields

Field Select the field to include in the category from the list box.
Operator Select the operator from the list box. Operators include:

e None

e Equals

e |s greater than

e |s greater than or equal to

e Islessthan

e Isless than or equal to

e Isnotequal to
Value Enter the value that will compare to the value in the

invoice field.

Criteria Connector

Select one of the following connectors:

e None — no connector used because there are no
additional criteria.

e Or —selects header 1 or header 2

e AND - connects header 1 with header 2

Criteria Connector between header
fields and line fields

Select one of the following connectors:
e None — no connector is used
e Or - selects header or line fields

e AND - connects header with line fields

Line Fields

Select one of the following options before selecting the Line fields.

No lines radio button

Click to exclude lines from validation of the selection
criteria for the category (default).
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One or More Lines radio button Click to specify the exact number of lines to validate. If
selected, enter a value in the Number of lines to
validate field.

All lines radio button Click to select all the lines in the validation of the category
selection criteria.

Number of lines to validate Enter the number of lines to validate. The minimum is 1.

Note: If the indicated number of lines exceeds the total
number of lines in the invoice, G-Invoicing executes All

Lines.
Field Select the field to include in the category from the list box.
Operator Select the operator from the list box. Operators include:

e None

e Equals

e |s greater than

e |s greater than or equal to
e Islessthan

e Isless than or equal to

e Is notequal to

Value Enter the numerical value for the field.

Criteria Connector Select one of the following connectors:
¢ None - no connector is used
e Or-selects line 1 or line 2

e AND - connects line 1 with line 2

Criteria Connector between above Select one of the following connectors:
fields and Distribution fields .
¢ None — no connector is used

e Or-selects line or Distribution fields

e AND - connects line with Distribution fields

5. Do one of the following:
e Click Save Criteria to save you entries and return to the Category Definition page
e Click Cancel to cancel your entries and returns you to the Category List page

e Click Add More Criteria to add additional lines to each section so you can enter more criteria

Creating a Default Workflow Category

Establish a default category so that if your agency submits a document that does not match any
existing category, G-Invoicing can route to the default category. Creation of the default category
reduces the need for G-Invoicing to route invoices to the Current Default User as specified in the
Default Workflow Routing Assignment section on the Invoices > General page. The default
category should include criteria that are the opposite of the existing categories.
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For Example: You can use cost centers to define a Workflow category. The cost centers include the
following:

e CostCenterl
e Cost Center 2
e Cost Center 3

To create a default category to route invoices that do not include those cost centers, define a
category where the cost centers are not equal to Cost Centers 1, 2, or 3. Use the Category Free
Form page to define the opposite of the existing category.

Users | Groups | Purchasing [P InMGIcés| Payments | Forms & Rules | Integration | Reference Data Home | m‘? | About | Logout

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Category Free Form
Please define the free form criteria below.

Header Fields

ol s R, S et conecr |
1 [Header Cost Code v| [is not equal to v |Cost Center 1 |

2 [Header Cost Code v/ [is not equal to v| [Cost Center 2 | [AND V|

3 [Header Cost Code M [is not equal to v| [Cost Center 3 |

4 [None v| [None v| | | | None v

5 [None v| [None v| | |

Criteria Connector between header fields and line fields

Example - Using the Category Free Form Page

To ensure G-Invoicing does not route documents to the default category in error, name the default
category with a name that comes later in the alphabet than the names of all the other categories
as G-Invoicing begins sorting documents alphabetically. For example, if there are two categories,
Alpha and Sigma, then Workflow checks the criteria for Alpha before checking the criteria for
Sigma.

Creating and Managing Queues

An additional feature for G-Invoicing invoice approval is the use of queues. A queue of invoices
comprises a first-in, first-out list, created as a Workflow routing destination for the invoices.
Workflow routes invoices to the queue, and the Intragov Disburser users who are designated as
gueue members review and either approve or reject the next available invoice on a first-in, first-
out basis. You can use the Queues page to create queues as destinations for routing invoices in
Workflow, add new queues, and assign users to a queue.

The Queue Administrator can view any invoices in their queue and reassign existing tasks. A
document from a queue remains associated with it until task level completion, even while
assigned to a queue member.

43

This document may not be disclosed outside of the Agency without the written permission of the Bureau of the Fiscal
Service. In addition, this document may not be posted on a public web site or other publicly accessible server without
the written permission of the Bureau of the Fiscal Service.




Disburser Administration User Guide for Intragov Document Version 1.0

Groups | Purchasin Invoices| Payments | Forms & Rules | Integration | Reference Data Home | Help?' | About | Logout
P 9 y g Home | Help About

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Queues

View list of queues.

IGT Queue jmajo@igt123.gov Update | Remove

Invoices Queues Page

How to Create a New Queue and Add Queue Members
1. From the Invoices tab, click the Queues sub-tab. The Queues page appears.

2. Click New Queue. The New Queue page appears.

2

Groups | Purchasing [MIn¥@i€esy Payments | Forms & Rules | Integration | Reference Data Home | Help® | About | Logout

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

New Queue

Complete the form to create the queue. * indicates required field

Queue Information

* Queue Name:
Queue EMail:

Description:

Member Type: User - H Enter "Last_Name”, "First_Name Last_Name" or "First_Name Middle_initial Last_Name", *or % will search all.
Available Members Selected Members
Members:

3. Complete the Queue Information as follows:
e Queue Name (Required) - Enter a name for the queue.
e Queue Email - Enter the email address of the Queue Administrator for the queue.
e Description - Enter a description of the queue.

4. Do the following to add Disburser users to the queue:

e Search for a Disburser user by entering a (%) wildcard in the field or enter a Disburser
user and click the magnifying glass icon. The Available Members field displays the
current members of the queue who meet the search criteria.

e Click Add to move users listed in the Available Members list to the Selected Members
list.

e Toremove a member from the Selected Members field, select a user and click Remove.
5. Click Save to save the queue; otherwise click Reset to remove all values entered on the page.

When you click Save, the optional Queue Administrator(s) section appears.
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7.

Users | Groups | Purchasing |NIRV0IC@SY| Payments | Forms & Rules | Integration | Reference Data Home | Help® | About | Logout

General Workflow Categories Queues RoutingMaps Routing Table Task Management Task Delegations

Queue Detail

View or medify the queue detail. * indicates required field

Queue Information

* Queue Name: [Queue 1 test |

Queue EMall: | |
Description: | |

Member Type: | User v ||% "\ Enter "Last_Name", *First_Name Last_Name" or "First_Name Middle_initial Last_Name", * or % will search all
Available Members Selected Members
Bob Smith U:Austin Campbell

Members: |I"ENE Madison ~
 ane Alen

John Doe v

Queue Administrator(s) (Optional)

Select administrator(s) for the queue

(| Austin Campbell

Seiect

Under Is Administrator, select the checkbox for the queue member you want to act as a Queue
Administrator. Queue Administrators can view any tasks in the queue and can reassign tasks to

other users.
Click Select to save.

How to Edit an Existing Queue

1.
2.

From the Invoices tab, click the Queues sub-tab. The Queues page appears.
Click the link for the Queue Name or in the Actions column, then click Update. The Queue Details
page appears.

Search for an Intragov Disburser user by entering a wildcard such as % in the field, or enter a
user name. The Available Members field displays the current members of the queue that meet

the search criteria.
Make any desired changes to the queue name, descriptions, or selected members.

Click Save.

Removing Queues
Do not remove a queue configured for Workflow assignment or escalation. Escalation changes the

assignment of a Workflow task to an individual or group if there is no action taken within a
specified period. Both the original assignee, along with any individuals to whom the invoice has
been routed through Workflow escalation, may perform the Workflow task. If the queue is
removed, the invoice is assigned to the Current Default User as specified in the Default Workflow
Routing Assignment section on the Invoices > General page. Prior to removal of a queue, review
and edit your agencies Workflow configurations to ensure future invoices will not route to the

queue.
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How to Remove a Queue
1. From the Invoices tab, click the Queues sub-tab. The Queues page appears.

2. From the Queues page, in the Actions column, click Remove in the same row as the queue to
delete. The Remove Queue confirmation page appears.

3. Click OK to remove the queue; otherwise, click Cancel.

Purchasing | lnwoicesy Payments | Forms & Rules | Integration | Reference Data Home | Help? | About | Logout

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Remove Queue

Click OK to remove the selected gueue.

Remove the gueue: IGT Queue?

Configuring Routing Maps
Workflow routing maps define the recipient of an invoice, connecting a document type to a routing
destination. The value of a particular field within an invoice (Supplier, Cost Center, Department,
Bill to Location or Business Unit) determines the logic that selects the Workflow invoice recipient.
If the invoice meets the selected group criteria, Workflow routes the invoice to the selected
destination for approval.

Different routing map combinations create a sequential Workflow tailored to the specific process
requirements of an agency and allow for increased escalation levels.

Routing maps also return a list of Intragov Disburser users to select Workflow functions, such as
reassignment. The destinations are Intragov Disburser users, concurrent Intragov Disburser user
groups, queues, and parallel Intragov Disburser user groups. When using Workflow parallel
groups all users within the group must simultaneously approve an invoice before it can go to the
next level. If one member of the group rejects the invoice then G-Invoicing returns the invoice to
the Servicing Agency.

A routing map consists of two parts: The map details (such as map name, logic, and permissions),
and the mapping logic.

How to Create a New Routing Map

1. From the Invoices tab, click the Routing Maps sub-tab. The Maps Used in Routing page
appears.

Click Create Map. The Map Details page appears.
In the Map Name field, enter a name for the map.

In the Description field, enter a description for the map.

o > 0N

From the Logic is Based on list box, select the logic to use for this map. For example, select
Cost Center to base the routing on Cost Centers.

o

In the Permission section, select Approve Invoice.
7. Click Create. G-Invoicing displays the Mapping Logic section.

8. Next, follow the steps in the Assigning Mapping Logic to continue.
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Assigning Mapping Logic
After completing the steps for creating a routing map, you must assign the mapping logic (the

assignments) to the map. You can create a new mapping assignment, create a group before
creating the map assignment, or choose to skip a level for this particular routing map.

Element Name Description
Create New Click to open the Map Logic Selection page to select a logic
Assignment group and a recipient.
Create New Group Click to open the New Group page to create a new group.
Information on creating groups is in the Groups section of this
guide. See page 26.

How to Assign Mapping Logic to a Routing Map

1. From the Map Details page, click Create New Assignment. The Map Logic Selection page
appears.

Forms & Rules | Integration | Reference Data Home | Help® | About | Logout

Purchasing |PIRVBIEESY Payments

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Map Logic Selection

An item with the information in the first column will be routed to the user or group specified in the second column.

Logic Group! Reu:ipient!

All Users

Major, John

All Suppliers ® Smith, John
Smith, Sally

Skip This Level

| Cancel || Save Assii |

2. From Logic Group, select a logic group for the map. G-Invoicing displays the groups created on
the Map Details Page.

3. From Recipient, select one of the following:

e A Group — G-Invoicing indicates Groups by a link. Click the link to view the Group Details
page.
e Skip this level - select to route the document to the next level of Workflow.
4. Click Save Assignment. G-Invoicing displays the Map Details page.

5. Click Save.

How to Edit a Routing Map

1. From the Invoices tab, click the Routing Maps sub-tab. The Maps Used in Routing page
appears.

2. Inthe Actions column, click Update. The Map Details page appears.
Make any desired changes to the name, descriptions, or permissions for the map.
4. Click Save.
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How to SKkip a Level Using a Routing Map

Note: This procedure assumes you already created a routing map.

From the Invoices tab, click the Routing Maps sub-tab. The Maps Used in Routing page
appears.

Click Update in the row for the map to update. The Map Details and Mapping Logic page
appears.

In the Mapping Logic section, to skip a level for an existing assignment, click Update and select
Skip This Level or Click Create New Assignment. The Map Logic Selection page appears (See
Assigning Map Logic on page 47).

Click Save Assignment. G-Invoicing displays the Map Details page.
Click Save.

How to Delete a Routing Map

CAUTION: Before deleting a routing map, verify that all routing assignments are re-assigned.
Otherwise, all of your documents revert to the Current Default User.

1.

From the Invoices tab, click the Routing Maps sub-tab. The Maps Used in Routing page
appears.

In the Actions column, click Remove in the row of the map to delete. A confirmation message
appears.

Click Yes to remove this map.

Configuring Routing Tables

Like routing maps, routing tables define the logic that allows Workflow to select an invoice recipient,

offering more escalation levels and providing the most comprehensive method to identify how
data in the invoice controls the invoice assignment. However, the complexity of routing table
logic, versus that of routing maps, results from its reliance on the fields within a document, rather
than on group membership. The routing table potentially comprises multiple routing maps, each
consisting of multiple assignment rules closely related to the Workflow designed specifically for
an agency. The routing table contains a collection of assignment rules in the form of logic
statements: “If field x operator ‘value’ and/or ....” Each rule gives an assignment to a destination.
Additionally, routing tables return a list of Disburser users available for selection for Workflow
functions, such as reassignment.

Because complex rules require many test scenarios to ensure all possible routing cases are

completed, it is best to limit the complexity when creating assignment rules. Broader rules apply
to greater sets of documents and are therefore less likely to miss a routing case. Please contact
the Treasury Support Center should you require changes to the routing as G-Invoicing
recommends only Treasury Support Center handle these changes.

Managing Workflow Tasks

Generally, Workflow configuration assigns certain tasks to a specific Intragov Disburser user or

groups of Intragov Disburser users. However, the Workflow configuration does not account for
situations when Disburser users or groups are unavailable to perform these tasks. The Task
Management page addresses invoices reassignment, which can be used to assign an invoice to
another user for approval if the original assignee cannot approve. After Workflow task creation
within the Forms & Rules tab, Workflow Configuration sub-tab, you do not need to redesign the
Workflow process to resolve temporary scheduling issues.
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| About | Logout

Groups | Purchasing [INWBIEESY| Payments | Forms & Rules | Integration | Reference Data

Home | Help®

General Workficw Categories Qusses Routing Maps [T S E— mm

Manage Intra-Gov Tasks

Search: Basic Search | Detail Search

any e |
No Reconds found,

Task Management Page

Access the following pages from the Task Management sub-tab:
e Manage Tasks Page

e Lookup Users Page

Groups | Purchasing Payments | Forms & Rules | Integration

Vendor Managed Inventory

Hr_-h_.-:r_-nr:;_- Data
9"'""‘ Mmmﬁu Cueues lhmtl-num num'r-bu ms.nle. Tank Nenirra 1-.. m

Home | Heie™® | About | Logout

Views Commercial | Intra-Gov

Manage Intra-Gov Tasks

Search: Basic Search | Detail Search
Any tieta
“_m_ [ amount |

[ User: Mary Wright INV10_S8S86_LN1_2 Dec 17, 2013 9:37 AM Dec 20, 2013 18,019.56 USD
E User: Mary Wright INV10_S8586_LN1_1 Edit Dec 17, 2013 $:37 AM Dec 20, 2013 $.109.55 USD
TG User: Terry Doe INV10_S8586_LN1_2 Edit Nov 20, 2013 12:22 PM Dec 20, 2013 18,019.56 USD
r User; Tery Doe HV10_S8586_LN1_1 Edit Now 20, 2013 11:53 AM Dec 20, 2013 9,100,558 USD
r User: Mary Wright INV9_S8586_00006095_LN1_2 Edit Now 19, 2013 1:23 PM Dec 10, 2013 20.019.56 USD
r User: Mary Wright INVO_SBS86_00008095_LN1_1 Edit fow 19, 2013 1:13 PM Dec 10, 2013 10,008.55 USD
| ;3 User: Mary Wright INV7_SB8586_00006095_LN3_2 x Edit Nov 19, 2013 11:30 AM Nowv 23, 2013 300,058 66 USD
[ pr User: Mary Wright INV7_SBS88_000DEOGS_LN3_1 Edit Hov 15, 2013 11:30 AM Hov 23, 2013 250,048.12 USD
r User: Mary Wright NVT_£8586_00008095_LN2 Eait Mow 18, 2013 11:30 AM MNowv 23, 2013 160,068 .60 USD
r User: Mary Wright INV7_S8585_000DB0GS_LNZ_1 Edit Hov 18, 2013 11:30 AM Howv 23, 2013 50,020.44 USD

Showing 1-10 of 26 | Previous | llcxi |Goto Page: 1

Task Management User Page

How to View All Tasks Configured for Workflow:
1. From the Invoices tab, click the Task Management sub-tab. The Manage Tasks page appears.
2. Click the Intragov link.
3. Click Search. All open tasks appear.

Note: Searches for all configured tasks may take a substantial time to run. Use the Detail Search
to narrow your results. G-Invoicing retains your entered search criteria for the duration of a
session.

How to Reassign a Task:
1. From the Invoices tab, click Task Management. The Manage Tasks page appears
2. Click the Intragov link.
3. Click Search. All open tasks appear.
4. Select the check box associated with the task you want to reassign to another Intragov Disburser

user and click Reassign. The Lookup Users page appears.
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5. Enter information about who you want to assign the task to and click Find; or click Find to display

all users. The Select User section displays the users who match the entered criteria.
6. Select the radio button next to the Intragov Disburser user to assign the task.
7. Click Select. The Confirm Reassignment page appears.

Click OK to confirm the reassignment; otherwise, click Cancel.

Managing Workflow Task Delegations

Delegations are an automated task configured prior to the receipt of a task by an assigned user as

part of Workflow. While agencies typically use re-assignments on a per-case basis for the review

of unique issues, agencies often use the delegation feature for managing periods in which
originally-assigned users are unavailable. These might include vacations or other absences.

Delegation routes all tasks assigned to the original assigned user to the delegated user/assignee.

Use the Tasks Delegations page to delegate tasks configured for Workflow for a specific time.
Periods cannot exceed one year. You can also delete active task delegations.
Purchasing

Inueices| Payments | Forms & Rules | Integration | Reference Data Home | Help® | About |

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Tasks Delegations

[ Mew Delegation || View Active Delegations |

Search: Basic Search | Detail Search

Logout

Route From OR To John% Tips: % wildcard will increase response time. The search will perform on user's first or last

name or workgroup name.

Effective I Created By Created On Deleted By | Deleted On

¥ sanysmitn  #onnsmin  May31,20141100PM  Jun 05,2014 11:00FM  John Major  May 30, 2014 8:07 AM Active

¥ionnmaior ¥ sanysmin  May 31,2014 11:00PW Jun 30,2014 11:00 PM John Major  May 29, 2014 2:18 P Active

Delete

Delete

Task Delegations Page

How to View Active Delegations
1. From the Invoices tab, click the Task Delegations sub-tab. The Task Delegation page appears.
2. Click View Active Delegations. The New Task Delegation page appears

How to Create a New Task Delegation

1. From the Invoices tab, click the Task Delegations sub-tab. The Task Delegation page appears.
2. Click New Delegation. The New Task Delegation page appears.
3. From Route From (Required), click Find. The Lookup User page appears.
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Users Purchasing |In¥@icesy| Payments | Forms & Rules | Integration | Reference Data

Home | Help® | About | Logout

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

New Task Delegation

Delegation Information
* Route From: <Piease click Find to select>
* Route To:  <Please click Find to selsct>

*Type: @ User

* Effective: [11/6/2015 | B2 [12 v|[00 v|[AM v|
* Expires: [11/7/2015 | El9[12 v|[00 v|[AM v|

4. Enter a user name or email address, if known, and click Find. A list of users appears.

Purchasing

Payments | Forms & Rules | Integration | Reference Data

Home | Help® | About | Logout

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Lookup User

Find User
First Name: | |
Last Name: | |
Emak [ ]
User Lookup: | |
Select User
o eeeE ] aw | uwwow |
O Jones, John jcapt@email.com
Major, John jsmithi@dodagency1.gov
Smith, Harry hsargent@dedagency 1.gov
Smith, Jehn jsmithi@dodagency1.gov
Smith, Sally ssmithi@dodagency1.gov

5. Do the following:

e Inthe Select User section, select the Intragov Disburser user you want to use in the task
delegation.

e Click Select. G-Invoicing returns to the New Task Delegation page.
6. On the Delegation Information page, do the following:

e From Route To, repeat step 5.

e Type field defaults to User.

e From Effective (Required), select the month, day, year, hours, and minutes from the list
boxes. The Effective date cannot be prior to or the same as the current date and time.

e From Expires (Required) select, the month, day, year, hours, and minutes from the list

boxes. The time for the Expires section cannot be more than one year greater than
Effective time.
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7. Click OK to create the delegation; otherwise, click Cancel. If you selected OK, G-Invoicing
displays all Task Delegations.
How to Delete a Task Delegation

1. Either perform the Basic or Detail Search or click View Active Delegations.

Reference Data

Home | Help® | About | Logout

Invoices| Payments | Forms & Rules | Integration

Groups | Purchasing

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Tasks Delegations

[ MewDelegation |[ View Active Delegations |

Search: Basic Search | Detail Search

Tips: % wildcard will increase rezponse time. The search wil perform on user's first or last

o,
Route From OR To John% name or workgroup name.
Effective B2 CreatedBy |  CreatedOn | DeletedBy | Deleted On [ Status | Actions ]
' Sally Smith huhn Smith  May 31,2014 11:00 PM Jun 05, 2014 11:00 P John Major  May 30, 2014 8:07 AM Active  Delete
¥ Jomn Maior L] Saly smith  May 31,2014 1100 PM  Jun 30,2014 11:00PM  John Major  May 29,2014 218 PM Active  Delete

2. Inthe Actions column, click Delete. G-Invoicing removes the task delegation.

Forms & Rules Reference Data Home | Help? | About | Logout

Invoicesy| Payments Integration

Groups | Purchasing

General Workflow Categories Queues Routing Maps Routing Table Task Management Task Delegations

Tasks Delegations

[ Mew Delegation |[  View Active Delegati |

Search: Basic Search | Detail Search

Tips: % wildcard wil increase response time. The search will perform on user's first or last

q
Route From ORTe John% name or workgroup name.
¥ caiysmitn ¥ JohnSmith  May 31,2014 11:00PM Jun 05,2014 11:00 P John Major  May 30, 2014 8:07 AW Active  Delete

'Jnhn Major ' Sally Smith May 31, 2014 11:00 PM  Jun 30, 2014 11:00 PM  John Major ~ May 28, 2014 218 PM  John Major  May 30, 2014 8:49 AM  Deleted

Searching Workflow Task Delegations

Two search methods are available for users to pinpoint precise invoice details. Basic Search allows
users to search for delegations based on “Route To” and “From Disburser” names. The Detalil
Search allows the user to narrow search results by entering additional criteria, such as Effective
and Expiration Dates, Creation and Deletion information, and Status.

How to Use Basic Search

1. From the Invoices tab, click the Task Delegations sub-tab. The Task Delegations summary page
appears.

2. From the Search section, click the Basic Search link.

In the Route From or Route To box, enter a name. Use the wildcard (%) character if you do not
know the exact spelling.

4. Click Search. The Tasks Delegations appear.

How to Use Detail Search

1. From the Invoices tab, click the Task Delegations sub-tab. The Task Delegations summary page
appears.

2. From the Search section, click the Detail Search link.
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Groups | Purchasing [Nlnv@icesy| Payments | Forms & Rules | Integration | Reference Data Home | Help™ | About | Logout

General Workflow Categories GQueues Routing Maps Routing Table Task Management Task Delegations

Tasks Delegations

[ mew Delegati Il View Active Del

Search: Basic Search | Detail Search

Route From
Route To
Effective Date ED nmddiyyyy
Expiration Date E—') mmiddiyyyy
Created By
Creation Date E—') mmiddiyyyy
Deleted By
Deletion Date =D mmiddiyyyy
Status All v

No Records found.

Complete any of the fields to narrow your search results.

4. Click Search. G-Invoicing displays the search results on the bottom of the page.
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Chapter 7 - Forms & Rules
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Overview

From the Forms & Rules tab, you can create presentations (templates) for orders and invoices to use

in G-Invoicing.

Using rule sets, you can define a collection of business rules that apply to orders and invoices when
upon submission and control the data entered into presentations.

e Configuring Presentations

e Creating and Editing Rule Sets

e Custom Fields

e PO Types

e Invoice

e Invoice Batch (for Intragov Invoice Upload)

e Workflow Configuration

The following sub-tabs apply to Commercial agencies only:

e Blanket PO Types
e eFile
e Self-Serve

e XMVL Configuration

Configuring Presentations

A presentation controls the way G-Invoicing presents data to Intragov Disburser users and
determines the way an order or invoice appears and behaves in the Intragov Disburser module.

Currently, G-Invoicing offers two presentations for Intragov orders and invoices.

Intragov 1D Used for This Document Type
_IPPIGPO Orders
_IPPIGINV Invoice

Use the Presentations page to view all the presentations currently available for your agency. You can
edit the existing presentation and create new ones.

Users | Groups | Purchasing | Invoices | Payments

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Integration

Reference Data Home | Help® | About | Logout

Presentations

View the list of prese 5.
T meE | @ | we | oesipion | Acions |
IGT Invoice Presentation _IPPIGINY Invoice IGT Invoice Presentation Edit

IGT Order Presentation _IPPIGPO Purchase Order IGT Order Presentation Edit

Presentation Summary Page
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Creating Order and Invoice Presentations

Use the New Presentation feature to create the presentations the Intragov trading partners require to
view Orders and Invoices.

Purchasing | Invoices | Payments Integration | Reference Data Home | Help® | About | Logout

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New Presentation

Complete the form to register a new presentation. * indicates required field

Document Version 1.0

Presentation Information

CLIN and SLIN Fields Display: ] Display CLIN and SLIN Field Section

* Name:
10

() Purchase Order
* Use For Document Type:

) Invoice

D Display Header Custom Field Section

Custom Fields Display:
D Display Line Custom Field Section

* Description:

New Presentation Page

There are two parts to configuring the order presentation:

Create a presentation.

Assign the presentation to a PO type.

There are six parts to configuring invoice presentations:

Assign invoice features on the Invoices > General page. See the topic General Tab
Configurations on page 35. The features configured on this page apply to all invoices. Configure
these features once.

Configure invoice Header and Line item custom fields. See the topic Defining Custom Fields on
page 71.

Create a presentation.
Create a rule set for the presentation.
Assign validation fields for the rule set

Assign the presentation to an invoice document type

How to Create an Order Presentation

1.

o > 0D

From the Forms & Rules tab, click the Presentations sub-tab. The Presentations summary page
appears.

Click New Presentation. The New Presentation page appears.
In the Name (Required) box, type a descriptive name for the order presentation.
In the ID (Required) box, type the following G-Invoicing identifiers: _IPPIGPO.

From Use for Document Type (Required), select Purchase Order.
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6. Skip Custom Fields Display section, applies only to invoices.

7. Skip CLIN and SLIN Fields Display section; applies only to Commercial purchase orders, which
are not available in G-Invoicing.

8. Inthe Description box (Required), type a description for this order presentation. The description
appears on the summary page.

9. Click OK to create the presentation; otherwise, click Cancel.

How to Create an Invoice Presentation

1. From the Forms & Rules tab, click the Presentations sub-tab. The Presentation summary page
appears.

Click New Presentation. The New Presentation page appears.
In the Name box, type a descriptive name for the presentation.
In the ID box, type the G-Invoicing identifier: _IPPIGINV.

From Use for Document Type, select Invoice.

o g A~ w DN

From Custom Fields Display, select from the following to allow for the inclusion of custom fields
in the header or line levels of the invoice:

e Display Header Custom Field Section
e Display Line Custom Field Section

7. Skip Display CLIN and SLIN Field Section (only applies to Commercial invoices, which are not
available in G-Invoicing).

8. Inthe Description box, type a description for this invoice presentation. The description appears
on the summary page.

9. Click OK to create the presentation; otherwise, click Cancel.

Note: See the topic Configuring Custom Fields on page 70.

Next Steps

After creating a presentation, the Disburser Administrator associates it with a particular document
type and to a rule set, which controls the information entered in the document.

Creating and Editing Rule Sets for Invoices

With rule sets, you can define a collection of business rules that G-Invoicing applies to a document.
Each rule set is associated with a document type: GT&C Agreements, Orders, or Invoices.

Invoices Reference Data Home | Help™ | About | Logout
nome | nelp Logout

Groups | Purchasing Payments Integration

Presentations  Rule Sets Custom Fields Po*l'ypu Invoice EFile Invoice Batch Self-Serve  WorkFlow Configuration XMVL Configuration

Rule Sets
View the list of rule sets.
Intra-Gov invoice Ruleset Invoice Rule set for IGT lhvoices Edit | Edit Rules

Rule Sets Page
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Creating Rule Sets for GT&Cs and Orders

You can create rules sets for GT&C agreements and orders and determine which fields they want to
set as required. Use the Rule Set Fields Validated page to apply validation rules to fields for the
Requesting Agency and/or the Servicing Agency.

To access the Rule Set Fields Validated page from the Rule Sets page, click Edit Rules in the
Actions column of the rule set you want to validate.

Note: An order rule set is only applicable to a Requesting Agency.

How to Create a GT&C Rule Set and Apply Validations
1. From the Forms & Rules tab, click the Rule Sets sub-tab. The Rule Sets summary page appears.

2. Click New Rule Set. The New Rule Set page appears.

Users | Groups | Purchasing | Invoices | Payments | Discounts [NForms & Ruless| Integration | Reference Data Home | Help® | About | Logout About | Logout

Presentations Rule Sets Custom Fields PO Types Blanket PO Types Invoice EFile Invoice Batch Sel-Serve WorkFlow Configuration XMVL Configuration

New Rule Set

Complete

Wil

the in use fields are mapped and validations not executed

Rule Set General Information

Name:

Type: | Intra-Gov GT&C ~
Invoice

Description: [EERCISIE

Intra-Gov Order

Cancel

3. Inthe Rule Set General Information section:

e Type a Name for the rule set.

e Select Intragov GT&C as the type of document to apply the rule set to from the Type list
box.

e Type a Description of the rule set.

4. Click OK to create the rule set; otherwise, click Cancel. If you selected OK, G-Invoicing returns
you to the Rule Sets page.

5. Click Edit Rules in the Actions column of the rule set where you want to apply validations. The
Rules Set Fields Validated page appears.

6. Select the check box next to a field where you want to apply validation rules, such as Requesting
Agency Cost Center, and click Edit.
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Invoices Reference Data Home | Help™ | About | Logout

Groups | Purchasing Payments Integration

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Rule Set Fields Validated:

Select the fields that you want to require validation. Click on "Edit" to configure the validation type and parameters. If you Edit a field currently not in use, it will be
changed to in use after Edit is complete.

Header
|:| Requesting Agency Agreemant Tracking Number Edit
=] Servicing Agency Agreement Tracking Number Edit
|:| Requesting Agency Business Unit Edit
--
(| Requesting Agency Dept. ID Edit
|:| Servicing Agency Business Unit Edit
1 Servicing Agency Cost Center Edit
(=] Servicing Agency Dept. ID Edit
(= Requesting Agency ALC Edit
= Servicing Agency ALC Edit

The Field Validation Details page appears.

Field validation Details:

Select the validation for this field.

Attributes:

Field Name: Reguesting Agency Cost Center

Required Value (Not Nullable}:

[ Submit | | Back to Region |

7. Select Required Value (Not Nullable) to make the selected field required on GT&C Agreements.
Not Nullable means the field cannot be blank.

8. Click Submit.

How to Create an Order Rule Set and Apply a Validation
1. From the Forms & Rules tab, click Rule Sets. The Rule Sets summary page appears.

2. Click New Rule Set. The New Rule Set page appears.
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Groups | Purchasing | Invoices | Payments [SForms & Rulesy| Integration | Reference Data

Home | Help?® | About | Logout
Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New Rule Set

Complete the form to create a new rule set.

Rule Set General Information
Name: ntra-Gov Order Rule Set

Type:  Intra-Gov Order

Invoice
ST Intra-Gov GT&C o

Intra-Gov Order -

3. Inthe Rule Set General Information section:
e Type a Name for the rule set.

e Select Intragov Order as the type of document to apply the rule set to from the Type list
box.

e Type a Description of the rule set.

4. Click OK to create the rule set; otherwise, click Cancel. If you selected OK, G-Invoicing returns
you to the Rule Sets page.

5. Click Edit Rules in the Actions column of the rule set where you want to apply validations. The
Rules Set Fields Validated page appears.

6. Select the check box next to a field where you want to apply validation rules, such as Requesting
Agency Cost Center, and click Edit.

Groups Invoices

Purchasing Payments Integration | Reference Data

Home | Help™® | About | Logout

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Rule Set Fields Validated:

Select the fields that you want to require validation. Click on "Edit" to configure the walidation type and parameters. If you Edit a field currently not in use, it will be
changed to in use after Edit i=s complete.

Header
|:| Requesting Agency Business Unit Edit
|} Requesting Agency Dept. ID Edit
|:| Servicing Agency Business Unit Edit
|:| Servicing Agency Cost Center Edit
= Servicing Agency Dept. ID Edit

The Field Validation Details page appears.

Field Validation Details:

Select the validation for this field.

Attributes:
Field Name: Reguesting Agency Cost Center

Required Value (Not Nullable):

[Submit ] [ Back to Region |
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7. Select Required Value (Not Nullable) to make the selected field required. Not Nullable means
the field cannot be blank.

8. Click Submit.

Creating Rule Sets for Invoices

For each rule set, configure the tolerances for price and quantity. The tolerances set in the General
Tolerance Information section apply to all documents within the assigned rule set. Tolerances

also apply to all of the price and quantity fields for each presentation, whether they appear in the
header or line item fields.

The Requesting Agency creates the rule set which will apply to the invoices the Servicing Agency
creates.

How to Create an Invoice Rule Set

1. From the Forms & Rules tab, click the Rule Sets sub-tab. The Rule Sets summary page appears.

2. Click New Rule Set. The New Rule Set page appears.

Users | Groups | Purchasing | Invoices | integration | Reference Data

Home | Melp® | About | Loges
Edit Rule Set - Invoice Rule Set

Riute St Ganersl indormation

Emdorce Amachemeats.

PO T ¥ tre)

Enabls PO Toleeancs Chack: o/

Enable Spin Lise Funciionsliny:
Copy PO UnarDetimad Fiukds.
Dt 1o bevodce:

Ganeral Todsiamce Informasion
Unit Price Chack: Col Floor [ Bom,
Unit Price Tobsmnca:

USD Oob

% Unit Price Tolerance: | =
Extended Price Chack: & ¢ i,

Extended Price Tolerance:
USD Ondy

% Extended Price Toletance: ) L 0

Cuantity Check 8 Coneg () Flocr o ) Codng
Cuastity Tolersace: ()

% Cuassiy Tolsraace: | [ % 0 L3

Tu Options
Tanable:

Altow Zero Vabes for Taxable:

3. Configure the Rule Set General Information section as follows:
e Type a Name for the rule set.

e Select Invoice as the type of document to apply the rule set to from the Type list box.
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e Type a short Description of the rule set.

e If you want to require attachments, select Enforce Attachments to require the Servicing
Agency user to include at least one attachment with an invoice. If an attachment is not
included, G-Invoicing places the invoice in exception.

4. Skip the Blanket PO Validations section as this does not apply to Intragov transactions.
5. Select the following to configure the PO Tolerance Information section:

e Enable PO Tolerance Check - If you want G-Invoicing to validate the invoice quantity,
unit price and extended price values against tolerance values defined in the General
Tolerance Information area or in the Order XML upload. This field is the “master switch”
to turn the tolerance checking feature on or off for this rule set.

e Enable Split Line Functionality - To allow Servicing Agencies to submit invoices
containing multiple lines that reference a single Order line. G-Invoicing disables this
feature by default. Before enabling it, verify that your ERP system is capable of handling
these types of invoices

e Copy PO UserDefined Fields Data to Invoice box - G-Invoicing does not currently
support this feature.

6. Use the information in the following table to configure the General Tolerance Information section
as follows:

62

This document may not be disclosed outside of the Agency without the written permission of the Bureau of the Fiscal
Service. In addition, this document may not be posted on a public web site or other publicly accessible server without
the written permission of the Bureau of the Fiscal Service.



Disburser Administration User Guide for Intragov Document Version 1.0

Field Name

Description

General Tolerance Information

Use tolerances to prevent the Servicing Agency from changing the values the Requesting
Agency entered on the order.

Tolerances entered in the order upload file override the tolerances defined in this section.
However, G-Invoicing applies the Check value you enter for: Ceiling, Floor, or Both, as those
values are not in the order upload file.

Separate Values for Goods UOM and Services UOM

Enter separate tolerance values for Goods and Services.

Unit Price Check:

Apply one of the following:

e Ceiling — Select to cause the price tolerance to apply to the upper
limit for the unit price.

e Floor — Select to cause the price tolerance to apply to the lower
limit for the unit price.

e Both — Select to cause the price tolerance to apply to both the
upper and lower limits for the unit price.

Unit Price
Tolerance

USD Only

Enter the amount of variance to permit.

Example: Assume you selected Ceiling for the Unit Price Check. If you
enter a S for the Unit Price Tolerance, the Servicing Agency can enter a
Unit Price up to $5 higher than the PO unit price.

Note: Unit Price Tolerance does not apply to foreign currency POs and
invoices.

% Unit Price
Tolerance

Enter percentage of variance to permit
Example:

If the percentage of variance is 2% and the Unit Price is $6.00, then the
acceptable variance from the unit price is plus or minus $.12.

Extended Price
Check

Select one of the following:

e Ceiling — Select to cause the price tolerance to apply to the upper
limit for the extended price.

e Floor — Select to cause the price tolerance to apply to the lower
limit for the extended price.

e Both — Select to cause the price tolerance to apply to both the
upper and lower limits for the extended price.

Extended Price
Tolerance

USD Only

Enter the amount of tolerance to permit for the extended price.

Note: Extended Price Tolerance does not apply to foreign currency POs
and invoices.

% Extended Price
Tolerance

Enter the percentage of tolerance to permit for the extended price.
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Field Name Description

Quantity Check Select one of the following:

e Ceiling — Select to cause the price tolerance to apply to the upper
limit for the quantity.

e Floor — Select to cause the price tolerance to apply to the lower
limit for the quantity.

e Both — Select to cause the price tolerance to apply to both the
upper and lower limits for the quantity.

Quantity Tolerance | Enter the amount of tolerance to permit.

Note: Quantity Tolerance applies to both USD and foreign currency POs
and invoices.

% Quantity Enter the percentage of tolerance to permit.
Tolerance

7. Skip Tax Options and PO Distribution Options, as this does not apply to Intragov transactions.
8. Click OK to save rule set; otherwise, click Cancel.

Applying Validations to Invoice Data Entry Fields
Use the Rule Set Fields Validated page to apply validation rules to fields.

To access the Rule Set Fields Validated page from the Rule Sets page, click Edit Rules in the
Actions column of the rule set you want to validate.

Rule Set Fields Validated:

Select the fields that vou want to require validation. Click on "Edit" to configure the validation type and parameters. If you Edit
a field currently not in use, it will be changed to in use after Edit is complete.

Header Remit Te Bil To Lineftem Distribution Summary Header Accounting

Use Field: Invoice Fields

Inwoice Receipt Date Edit
€]

Addtional Routed Entity Edit
[

Comments Edit
]

Header Cost Code Edit
[

Currency Code Edit
[

Customer ID Edit
[

Delivery Date Edit
]

Discount Day Increment Edit
[

Dizcount Due Date Edit
[

Rule Set Validation Page

The links above the table provide access to the fields on the various sections of the invoice
presentation. Click Edit in the Action column to apply validations to the selected field.
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Field Name Description

Header link Click to access the fields in header section of the invoice
presentation.

Remit To link Click to access the Servicing Agency name and address fields on
the invoice presentation.

Bill To link Click to access the Requesting Agency name and address fields
on the invoice presentation.

Line Item link Click to access the fields in the line item section of the invoice
presentation.

Distribution link Commercial only, which is not available in G-Invoicing.
Summary link Click to access the total fields on the invoice presentation.
Header Accounting Commercial only, which is not available in G-Invoicing.

Configuring Field Validation Rules

Use the Field Validation Details page to apply validation rules for the specified field. Disburser
Administrators can apply validation rules to individual fields. For example, a field can be set to
“required” or “read-only”. A field can have certain look-up values, date values, or numeric values.
The Disburser Administrator can determine if the user should get a warning message or an error
message.
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Groups urchasin nvoices ayments orms ul ntegration eference Data [Nt elp ® ou ogou
Groups | Purchasing | | Pay ts | & Rules| Integrat Ref Data [l | Help® | About | Logout

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMWL Configuration

Field Validation Details:

Select the validation for this field.
Attributes:

Field Name: Custom Field 2 alias "Centracting Officer Phone Number”

Required Value (Hot Nullable): |:|

Severity: @ Warning Only [ Error

Default Value (If not specified by
Supplier):

Alias Name (Custom buyer specific
namej:

Read Only Value:

Field Type:  Alphanumeric ~

Lookup Configurations:

Validation Parameters:

Current Type:  No Validation

OR Change Validation Type:

Change To: hd
Validation Conditions:
D Field Name Operator Value Connector
Add Conditions | [ Remove Last Condition | [ Delete All Conditions

Please Mote for Validation Condition Field "VALUE™

1. Enter dates in "MM/DDNYY™Y™ format.

2. Enter numeric values for currency e.g.: $10,000.15 az 10000.15.

3. Operator "Contains and Contains Ignore Case” if for alphanumeric fields and values only.

[[Submit | [ Back to Region

Field Validation Details Page

The information in the following table describes the Field Validation Details page. Not all options are
available for every field.
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Field Name

Description

Attributes

Field Name

Name of the field

Required Value (Not
Nullable)

Select to require a value in the field on the invoice.

Severity

Select one of the following to occur when the required value is not
entered:

e Warning — Causes an error message to display if the required
value is not present. However, the user can bypass the
message and submit the invoice.

e Error — Displays a red box around the missing value and
prevents the submission of the document.

Default Value

G-Invoicing fills in the field with the value entered here upon
submission of the invoice, if you do not submit a value.

Alias Name

Enter the custom buyer specific name.

Read Only Value

For custom fields only, select to make a user-defined custom field on
an Invoice read only.

Note: If you designate a custom field as read only, the field is
blank on the invoice and not editable.

Field Type

For custom fields only, select one of the following attributes:
e Alphanumeric
e Date

e Numeric

Lookup Configurations

Add Field Lookup button

Click to open the Field Validation Details page for the selection
Lookup.

Validation Parameters

Current Type

Current validation parameter

OR Change Validation Type
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Field Name

Description

Change To list box

Select an appropriate validation type to update the validation
parameters. For example, if you are editing the rules for a date field,
select Date.

e Alphanumeric

e Currency

e Date

e Emall

e Float

e Integer

e Postal Code

e State

e Tax— Not used in Intragov

e Unit of Measure — No additional validation parameters

¢ No Validation — No validation needed

Alphanumeric options

Legal characters
lllegal Characters

Max Length

Currency options

Zero Value Allowed
Negative Value Allowed
Force Negative Value
From Amount

To Amount

Number of Decimal Places Allowed

Date options

Past Date Allowed
Number of Past Days Allowed
Future Days

Range Checking

Email options

Legal Domains (Use a comma to separate multiple entries.)

lllegal Domains (Use a comma to separate multiple entries.)

Float options

Zero Value Allowed
Negative Value Allowed
Force Negative Value
From Float

To Float

Number of Decimal Places Allowed
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Field Name Description
Integer Options Zero Value Allowed
Negative Value Allowed
Force Negative Value
From Integer
To Integer
Postal Code Legal Postal Codes (Use a comma to separate multiple entries.)
lllegal Postal Codes (Use a comma to separate multiple entries.)
State Use Country Code — From: Select the section from which to get the
country code, and then select the specific field.
Legal States (Use a comma to separate multiple entries.)
lllegal States (Use a comma to separate multiple entries.)
Validation Conditions
ID Identification number
Field Name Select a field to use for the condition.
Operator Select the type of evaluation to use for the condition.
Note:
Use Contains and Contains Ignore Case for alphanumeric fields
and values only.
Use >, <, > or equals, < or equals, for date or numeric values only.
Value Enter the value to use for evaluating the field. For dates, use the
MM/DD/YYYY format. For currency, omit the dollar sign and comma.
Example: Enter $10,000.15 as 10000.15.
Connector Select a connector to add more evaluation criteria.

How to Prevent Invoice Backdating

1. From the Forms & Rules tab, click the Rule Sets sub-tab. The Rule Sets summary page appears.

2. Click Edit Rules under the Actions column of the row of the rule set to edit. The Rule Set Fields

Validated page appears.

Click the Header link to display the Header invoice fields.

4. Inthe Use Field column, select the checkbox next to Invoice Date and then click Edit in the
Action column The Field Validation Details page appears.
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Heome | Helo™ | About | Logout

Field Validation Details:

Attributes:
Fladd e e D
Required Vaboo (Mot Nulable}
Sevveiey: Warneny Ordy & Eoror
Ditaalt Valin (f 08 spotifind by Segrplior)
At M [ st B $gancilic abemnt)
Flebd Typa:  Cuse
Lookup Configurations:
(2 vkt iostay ]
Validation Parameters:
Coment Type: N Vabddaton
OR Change Validation Type:
Change To: | D v

Range Chbcking:  Dite swbon groster P V| Date vaiue s an v

Validation Conditions:

Cgmatie Vil Connecior

5. Inthe Attributes section, do the following:
e Select the Required Value (Not Nullable) checkbox.
e Inthe Severity field, select Error.
6. Inthe OR Change Validation Type section, do the following:
e From Change To, select Date. The date parameters appear.
e Select the Past Date Allowed check box.
e Inthe Number of past days allowed field, enter 0.
7. Click Submit and then Back to Region. The Rule Set Fields page appears.

Select the checkbox next to Invoice Date and then click Submit.

Configuring Custom Fields

G-Invoicing provides custom fields for agencies to add agency-specific data to all invoices submitted
by the Servicing Agency, which may be useful if the data is not otherwise captured in agency
reports. You can configure up to six custom fields at the invoice header level, and up to four
custom fields at the invoice line level.

When you create the invoice presentation, there are two custom field selections: Display Header
Custom Field Section and Display Line Custom Field Section. See the topic How to Create an
Invoice Presentation on page 57.
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You are responsible for enabling the use of the fields, as well as labeling them. Once you enable and
label the fields, they are visible to the agencies.

When downloading invoices to the ERP system with user-defined fields, the label is not transferred,
only the data entered by the Intragov Disburser user.

Considerations:

e You are responsible for integrating the agency’s information with the ERP system and may
need to edit the Extensible Markup Language (XML) invoice file to accommodate the new
fields. XML is a general-purpose markup language that supports a wide variety of
applications. Its primary purpose is to facilitate the sharing of data across different information
systems. Contact G-Invoicing Customer Support for more information.

e Use care when deleting or changing the label for user-defined fields, because changes affect
all invoices that include them.

Defining Custom Fields

From the Custom Fields sub-tab under Forms & Rules, you can add up to six (6) custom header
fields and four (4) custom line fields.

Home | Help® | About | Logout
Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Groups | Purchasing | Invoices

Payments Integration | Reference Data

Define Custom Fields:

Input Label and Description for user defined fields. Click on "submit" to save the changes.

Custom Fields General Information

Type: Intra-Gov Invoice | =

Invoice

Intra-Gov Invoice

Header Line tem

History
Field Hame Field Label Field Description
Custom Figld 1

Custom Field 2
Custom Field 3
Custom Field 4
Custom Field 5

Custom Field 6

Define Custom Fields Page

How to Label Custom-Defined Fields

1. From the Forms & Rules tab, click the Custom Fields sub-tab. The Define Custom Fields page
appears.

From the Custom Fields General Information section, select Intragov Invoice from the Type box.
3. For Header fields:

e Inthe Field Label text box, enter a name for the field.

e Inthe Field Description text box, enter a description for the field.
e Repeat step 3 for each custom header field.

e Click Submit.
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e To add custom fields at the line item level, click the Line item link.
4. For Line item fields:

e Inthe Field Description field, enter a description for the field.

e Inthe Type list box, select a data type for the custom field.
5. Repeat step 4 for each custom line field
6. Click Submit.

Applying Validation Rules to Custom Fields

Once you define the custom fields, you can make the custom fields required to ensure the Servicing
Agency user enters information into a user-defined field on an invoice. You can also include a
warning or error message, provide a default value, and determine the field type (alphanumeric,
numeric, or date).

Important: If you make the field required, do not also select the Read Only Value check box. This
would prevent the Servicing Agency user from entering data into a required field.

How to Configure Validations for Custom Fields

1. From the Forms & Rules tab, click the Rule Sets sub-tab. The Rule Sets Summary page
appears.

Click Edit Rules in the row of the Intragov Invoice Rule set you want to edit.
Find the custom field you want to configure.

Click Edit to open the Field Validation Details page.

o > 0N

Do any of the following:

e Select the Required Value (Not Nullable) check box to require the Servicing Agency
user to enter information into the custom field.

e Select Severity as Warning Only (G-Invoicing returns an error message but allows the
user to continue) or Error (the user must supply a value to continue).

e Enter a value in the Default Value (if not specified by Supplier). The Servicing Agency
user can overwrite this value on the invoice.

e Do not select Read Only Value, if this is a required field.
e From Field Type, select Alphanumeric, Numeric, or Date.
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Field validation Details:
Select the validation for this field.

Attributes:
Field Mame: Custom Field 1 alias "IG Header1 Description”
Required Value (Not Nullable):
Severity: @) Warning Only () Error

Default Value (If not specified by
Supplier):

Alias Name (Custom buyer specific
name):

Read Only Value:  []
Field Type:  Alphanumeric ~

Click Submit.
Click Back to Region to return to the Rules Set Fields Validated page.

Repeat steps 3-7 for each custom field you want to update.

© © N o

Ensure you selected the checkboxes for the field(s) you updated and click Submit to apply your
updates.

Configuring PO Types

The PO Types sub-tab lets you view all of the order types configured for the agency. G-Invoicing
maps the PO Type to the order presentation.

Home | Help® | About | Logout

Users | Groups | Purchasing | Invoices | Payments |[SForms & Rulésy Integration | Reference Data

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

PO Types
View the list of purchase order types. You must have at least a default type.
IGT PO Type | Header IGT Order Presentation Edit
PO Types
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How to Define the Default Order Type and Map it to the
Presentation

1. From the Forms & Rules tab, click the PO Type sub-tab. The summary page appears.

2. Click New PO Type. The New PO Type page appears.

Forms & Rules Reference Data

Home | Help® | About | Logout

Purchasing | Invoices | Payments Integration

Prezentations Rule Setz Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New PO Type

Complete the form to create a new purchase order type.

Purchase Order Type Information
Name:
Default Type: ||
Code:
Type Indicator: @) Header

Documents and Availability: Invoice months

Presentation:  |GT Crder Presentation ~

Type IGT PO Type in the Name box.
4. Select the Default Type checkbox to set this as the default order.

If applicable, type the code used in the agency’s ERP system to designate this order type in the
Code field. This value must match the value used in the ERP system.

G-Invoicing defaults the Type Indicator as Header.
6. Select Invoice as the Documents and Availability.

In the months box, if you type a number, for example 60 months, the Servicing Agency can only
create invoices from orders 60 months from the Order Creation Date. Leave blank if you do not

want any restrictions.
7. Select IGT Order Presentation from the Presentation list box.

8. Click OK to create the PO type; otherwise, click Cancel.

Assigning Invoice Presentations and Rule Sets
From the Invoice sub-tab, you can assign the presentation and rule set to each type of invoice.

The Assign Presentations - Create Invoice page displays the assigned invoice presentations for an
agency.
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Groups Invoices

Purchasing Payments Integration | Reference Data

Home | Help® | Aboui | Logout
Presentations Rule Sets Custom Fields PO Types Inveice eFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Web Invoice Presentations & Rule Sets

View list of web invoice presentations and rule sets. * indicates required field

View: Presentations | Rule Sets

For: Create Invoice | Create Credit Memo | PO Flip Invoice | PO Flip Credit Memo
New Assignment

Assign Presentations - Create Invoice (Standard)

Assign presentation forms by supplier groups. If you assign more than one presentation to a supplier, then the supplier can choose any one of the presentations to use.

Countries Assigned Supplier Group B Presentation Name
All Suppliers IGT Invoice Presentation Remove

Assign Presentations Page

The following table describes the Assign Presentations - Create Invoice page fields.

Field Name Description
Assign Presentations — Create Invoice (Standard)
Countries Assigned Countries where this presentation is used; G-Invoicing defaults to
All
Supplier Group Supplier group that uses this presentation
Presentation Name Presentation name assigned to the document type selected

How to View Assigned Invoice Presentations:

1. From the Forms & Rules tab, click the Invoice sub-tab. The Web Invoice Presentations & Rule
Sets page appears.

2. Inthe View section, click the Presentations link.

3. Inthe For section, click a document to view the assignments. G-Invoicing displays all of the
assigned presentations.

4. From the New Presentation Assignment page, you assign a presentation type to a supplier group.

Users | Groups Purchasmu Invoices Paym«ents Forms & Rules lnteulalun Reference Data Home | Help™ | About | Logout

m MS‘I Cmm ro:,p- Tnvaice | afile. mm Sﬂ-hn- mcm | XMVL Configuintion

New Presentation Assignment

[Assignamentinformation
Supplies Group: |
Prosentation Mame: ~

Country Code: | 14

[ox] [l

How to Assign an Invoice Presentation

1. From the Forms & Rules tab, click the Invoice sub-tab. The Web Invoice Presentations & Rule
Sets page appears.

In the View section, click the Presentations link.
In the For section, click a document to assign a presentation.

4. Click New Assignment. The New Presentation Assignment page appears.
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5
6
7.
8

From the Supplier Group list box, select a group.

From the Presentation Name list box, select an Intragov presentation to use.

Click the “ button to search for a country code.

Click OK to assign the presentation; otherwise, click Cancel.

How to Delete a Presentation Assignment

1. From the Forms & Rules tab, click the Invoice sub-tab. The Web Invoice Presentations & Rule
Sets page appears.
2. Inthe View section, click Presentations.
In the For section, click the document to remove an assignment.
4. Inthe same row as the presentation assignment to delete, click Remove in the Actions column.
G-Invoicing deletes the presentation assignment.
Assigning Rule Sets

With rule sets, you can define a collection of business rules to apply to invoices upon submission and

enter the data into the presentations. Each rule set is associated with a document type.

The Rule Sets link displays the rule sets assigned to the presentation. The Assign Rule Sets - Create
Invoice (Standard) page displays the assigned invoice rule set for an agency.

Web Invoice Presentations & Rule Sets

View:

Presentations | Rule Sets

For: Create Involce | Create ( Crodit Momo | PO Flip tnvoice | PO Flip Crodit Memo

[ew Assignment |

Assign Rule Sets - Create Invoice (Standard)

A v | nvoice Rule Set Remove

Shawing 1 of 1

Assign Rule Sets - Create Invoice (Standard) Page

The following table defines the Assign Rule Sets - Create Invoice (Standard) page fields.

Field Name Description
Assign Rule Sets — Create Invoice (Standard)
Countries Assigned Countries where this rule set is used
Supplier Group Supplier Group that uses this presentation
Default A checkmark indicates if a rule set is the default rule set, i.e. rule

set selected if a specified condition is not met

Rule Set Name Rule set name assigned to the document type selected.

How to Assign an Invoice Rule Set

1.
2.

From the Forms & Rules tab, click the Invoice sub-tab.

In the View section, click Rule Sets.
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3. Inthe For section, click the document to assign a rule set.

4. Click New Assignment. The New Rule Set Assignment page appears.

Invoices

Users | Groups | Purchasing Payments PForms&Rulesy Integration | Reference Data Home | Help? | About | Logout

Presentations Rule Setz Custom Fields PO Types Invoice eFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New Rule Set Assignment

Complete the form to create a new rule set assignment.

Assignment Information
Invoice Type: (@) Standard

Default Assignment: [ ]

Supplier Group:

Rule Set: | v
Country Code: qQ

Select Default Assignment to make this the default.
From the Supplier Group list box, select a group.

From the Rule Set list box, select the rule set to use.

From the Country Code box, click the search button “ to locate a country code.

© ® N o U

Click OK to assign the presentation; otherwise, click Cancel.

How to Delete a Rule Set Assignment
1. From the Forms & Rules tab, click the Invoice sub-tab.
2. Inthe View section, click Rule Sets.
3. Inthe For section, click the document to remove an assignment.
4

In the same row as the rule set assignment to delete, click Remove in the Actions column. G-
Invoicing deleted the rule set assignment.

5. Invoice Batch

Invoice Batch

From the Invoice Batch sub-tab, you can create presentations and assign a rule set for PO-Based
Intragov invoice uploads. Setting up an Invoice batch, PO-Based Invoice with a presentation and
rule set is required for processing IGT invoices created via the invoice upload integration task.

g Dishurser Administeotion

¢ |Bureau of Frscal Servce - ADMIN hd QAC @

Users | Groups | Purchasing s | Payments |\anms &S Inieqration Data tiome | Heip® | Abowt | Logout
Presentations  Rule Sets  Custom Fiekds PO Types  imvoice. ﬂ‘im»u::l.’lﬂri‘l Sell-Serve  WorkFlow Configuration  XUWVL Configusafion

Agency Entered Invoice Presentations

View: Presentations | Hule Sets

For: Moo PO evoice | Moo PO Credi Memo | PO-Based invoiee | PO-Based Credit Memo

[ Wew Assignment_ |

Assign Presentations - PO-Based Invoice

PO Type

BTPC Type us 13T Ivuice Presentation Remowe

Showing 1 of 1

Invoice Batch functionality encompasses the following topics to successfully upload invoices.
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¢ Invoice Batch Presentation Configuration
e Invoice Batch Rule Sets Configuration
e Intragov Invoice Upload Integration Task — For more information, see page 97.

e Invoice Attachment Rules — For more information, refer to Creating Rule Sets for Invoices
starting on page 61 and the next section: About Invoice Attachments.

About Invoice Attachments

Intragov agencies can attach documents to PO- Based invoices. G-Invoicing allows multiple
attachments per uploaded invoice. The number of attachments allowed per invoice is set in the
Invoice Attachment Configuration option located on the Invoices’ General sub-tab. The maximum
file size per file cannot exceed 10 MBs.

As the file uploads process, G-Invoicing performs attachment validations. Breaking one or more of the
following attachment rules cause exceptions.

e Attachment File Name and/or Alias are greater than 132 characters.

¢ Attachment name contains an invalid character. Valid characters include:
e ABCDEFGHIJKLMNOPQRSTUVQXYZ
e abcdefghijkimnopgrstuvwxyz
e 1234567890 < blank space>

e Attachment file name is not unique. The file name attachment cannot have the same prefix AND
suffix as the invoice file.

e The invoice has more than the maximum allowable number of attachments defined by a
Disburser Administrator.

e Attachment tags exist but there are no attachments.
e Attachment file size is greater than 10 MBs (if exceeded, none of the attachments will upload).
e Files with invalid G-Invoicing attachment file extensions are used: .cmd, .exe, .bat, .scr

e Attachment file type submitted was not an allowable file type configured by the Disburser
Administrator.

e The Intragov Invoice Rule Set requires attachments but attachments are not included.

e The Invoice Batch Rule Set requires attachments but attachments are not included.

Assign Presentations

From the Invoice Batch sub-tab, assign a presentation and rule set to the PO-Based Invoice type for
use with invoice uploads.

“tw Dishurser Administration

Agency Entered Involce Presentations

Views Presentations |

For: Hion PO invelee | fign PO Credit Mema | PO- | PO-Based Crega Memo

Assign Presentations - PO-Based Invoice

PO Tyee B

GTPC Type us 15T imvoice Presantalion Remie: ]

Showing 1 of 1
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Assign Presentations — PO Based Invoice

How to Assign Invoice Batch PO-Based Invoice Presentation

1.

5.
6.
7.
8.

From the Forms & Rules tab, click the Invoice Batch sub-tab. The Agency Entered Invoice
Presentations page appears.

In the View section, click the Presentations link.
In the For section, click the PO-Based Invoice

Click New Assignment. The Edit Assign Presentation page appears.

Users | Groups | Purchasing

Invoices | Payments |'Forms & Rulesy| Integration | Reference Data Home | Help? | About | Logout

Presentations Rule Sets Custom Fields PO Types Invoice eFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Edit Assign Presentation

Update the presentation information.

Assignment Information
PO Type: (@) |GT PO Type
Default Assignment: [ ]
Presentation Name: W
Country List: | US (UNITED STATES) v

Select IGT PO Type. G-Invoicing selects it by default.

From Presentation Name, select the name given to your IGT Invoice Presentation
Select US (United States) from Country List.

Click OK to assign the presentation; otherwise, click Cancel.

How to Assign Invoice Batch PO-Based Invoice Rule Sets

1.

From the Forms & Rules tab, click the Invoice Batch sub-tab. Agency Entered Invoice
Presentation and Rule Sets page appears

In the View section, click the Rule Sets link.
In the For section, click PO-Based Invoice.

Click New Assignment. The New Rule Assignment Presentation page appears.

Users | Groups | Purchasing | Invoices | Payments |[PForms & Rulesy| Integration | Reference Data

Home | Help® | About | Logout
Presentations Rule Sets Custom Fields PO Types Invoice eFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New Rule Set Assignment

Complete the form to create a new rule set assignment.

Assignment Information
POType: (®)IGT PO Type
Default Azsignment:

Supplier Group: L

Rule Set: | Intra-Gov Invoice Ruleset V|

Country Code: Q
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Select IGT PO Type. G-Invoicing selects it by default.
Select Default Assignment.

From Rule Set, select the Intragov invoice rule set.

From the Country Code box, click the search button “ to locate a country code.

© © N o O

Click OK to assign the presentation; otherwise, click Cancel.

Configuring Workflow Processes for Invoices

You can configure Workflow Tasks within the Workflow Configuration sub-tab. Tasks denote the
required levels of approval in a Workflow process, and specific routing destinations assigned
during task creation. G-Invoicing routes documents based on the specified routing after document
filtering according to the Workflow category.

Viewing the Process Configuration Page

The Process Configuration page displays all Workflow processes configured for the Intragov
Disburser module. G-Invoicing organizes the processes by document type and subtype. To
access the Process Configuration page, click the Workflow Configuration sub-tab.

Users | Groups | Purchasing | Invoices | Payments m&m Integration | Reference Data

Presentations Rule Sets Custom Fields PO Types Invoice eFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Process Configuration

List of process configurations

| New || Config| ion Report l[ Reference Data Report ]
IPAC Invoice Purchase Order

Process Configuration Page

From the Process Configuration page, access the following options:
e New - Create a new process configuration
e Configuration Report - Lists the current default user, the process and task configurations

o Reference Data Report - Lists user Groups, Queue assignments, Business Units,
Department IDs, routing maps and tables, and Workflow categories

e Configure Tasks - Configure the tasks associated with the Workflow

Creating a New Process Configuration
The New Process configuration page defines the Workflow process for a document type and subtype.
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Invoices Forms & Rules Reference Data Home | Help® | About | Logout

Groups Payments Integration

Purchasing

Presentations Rule Sets Custom Fields POTypes Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New Process configuration

This page allows you to configure a new workflow process. * indicates required field

Process configuration
* Document Type:  Select one  ~
*For: () poBased (O Non PO Based

Assign Task to active users only:

* Assignment level: @ At Header Level

New Process Configuration Page

How to Configure a New Workflow Process

1. From the Forms & Rules tab, click the Workflow Configuration sub-tab. The Process
Configuration page appears.

2. Click New. The New Process Configuration page appears.

3. From the Document Type (Required) list, select IPAC Invoice. This is currently the only option
to choose in G-Invoicing.

4. Inthe For section, select PO Based as Servicing Agencies can only create invoices from orders.
To assign the task to an active user only, select the Assign Task to Active Users Only.

6. Click Add.

How to Edit a Process Configuration

1. From the Forms & Rules tab, click the Workflow Configuration sub-tab. The Process
Configuration page appears.

2. Inthe Action column, click Edit to open the New Process Configuration page.
In the For section, make the desired changes.

4. Click Update to save the changes, otherwise click Cancel.

How to Delete a Process

1. From the Forms & Rules tab, click the Workflow Configuration sub-tab. The Process
Configuration page appears.

2. Inthe Action column, click Delete. G-Invoicing displays a confirmation message.

Viewing Task Configurations

Tasks specify the required levels of approval in a Workflow and are associated with a Workflow
process configuration. For example, if two levels of approval are required, you must configure two
tasks for each type of document.

Determine the number of task levels you need before you begin. Once created, you cannot edit a
task’s level. For instance, if you create a series of three tasks, and then another task is required
between task two and three, you must delete task three, insert the new task, and then recreate
task three.

To access the Task Configurations page from the Workflow Configuration sub-tab, click Configure
Tasks in the Action section.
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Invoices Reference Data

Purchasing Payments Integration Home | Help® | About | Logo

Presentations Rule Sefs Custom Fields PO Types Invoice eFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

Task Configurations

View list of task configurations for a Workflow Process of type IPAC Invoice and subtype Purchase Order

Document Type Document Subtype Task Level Routing Action “
IPAC Invoice Purchase Order Authorization E E m

Task Configurations Page

The Task Configurations page displays all tasks configured for the selected Workflow process and
provides access to the New Task Configuration page. G-Invoicing displays the following
information in the Task Configuration page.

Field Name Description

Document Type Workflow document type:

e |PAC Invoice- applies to Intragov only invoices

Document Subtype Document subtype for the Workflow task:

e Purchase Order — Applies to Intragov invoices

Task Level Level at which this task takes place

Routing Action Type of routing action associated with this task:

e Authorize - Requesting Agency Disburser user invoice task
approval

From the New Task Configuration page, you can configure Workflow tasks, including:
e The task’s level of approval (1, 2, or 3)

e The Authorize routing action for the task required of the Requesting Agency (Confirm and
Edit do not apply to Intragov invoices)

e The permissions required to re-assign the task. (You can restrict an Authorization task to
Disburser users assigned the Authorization permission, but this is not a recommended
practice.)

e Label the Authorize button on the invoice. (for example, Approve)

Other configurable settings include Auto Approval, which permits automatic approvals for invoice
amount equal to or less than the amount entered (though zero indicates no automatic approval),
as well as skipping a level. G-Invoicing can skip a task level in Workflow, and an invoice routes to
the next level of Workflow. Workflow treats a skipped level as though approval occurred at the
skipped level, which the audit trail records. For moving an invoice past the approval step, G-
Invoicing recommends using the skip a task level method rather than using the auto approval
option.
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Invoices Forms & Rules'| Integration | Reference Data Help ®

Groups

Purchasing Payments Home | | About | Logout

Presentations Rule Sets Custom Fields PO Types Invoice EFile Invoice Batch Self-Serve WorkFlow Configuration XMVL Configuration

New Task Configuration

This page allows you to configure & worlkflow task for a Wolkflow Process of type IPAC Invoice and subtype Purchasze Order. * indicates reguired field
* Task Level: 1
Assigned at: @ Header Level

Auto approval

Auto approve this task if the total amount is less than/equal the value below.

Amount: 0.00 Maximum.
Routing action

What action the user needs to perform for this workflow task.

@ Authorization

() Confirmation

_ 5 Assign Edit Task for user of this _ - _
() Edit function: ' Distribution Only () Accounting Only (@) Distribution and Accounting

Apply Ceiling Limit to Distribution: |:|
Select a Ruleset for Validation: se Default ~
Al=o Select a epecific presentation to uge: |se Default ~
Permissions
What user permissions do you wish to override:
Reassign this task to another user
When task is reassigned, only show list of users:
@ Allusers
) with same permissions as task action
(©) Based on routing map.
(©) Based on routing table.
Reject invoice back to supplier |:| Reject comments required.

|:| Edit with this task (Use the list boxes in the above
section to define a unique Ruleset and Presentation
for an Edit override.)

Notification:

Enable notifications on this level.

[7] send user email of task:

Re-notify: days after no action taken.
Customization
Customize this workflow task:

* Custom task name:

Custom "Yes" (i.e.Approve, etc.) label:

Please enter any special instruction that you would
like to present to the task owner (1024 characters
max) label:

New Task Configuration Page

How to Configure a New Task

1. From the Forms & Rules tab, click the Workflow Configuration sub-tab. The Process
Configuration page appears.

2. From the Action column, in the row of the process you want to configure, click Configure Tasks.
The Task Configurations page appears.

3. Click New. The New Task Configuration page appears
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4. Use the information in the table below to complete the task configuration.

Field Name

Description

New Task Configuration

Task Level (Required)

Enter the level for this task. This defaults to an incremented
task level number.

Assigned at G-Invoicing default is Header Level.
Auto Approval
Amount Enter a maximum amount for the invoice for automatic approval

by G-Invoicing.

G-Invoicing automatically approves the task for values equal to
or less than the amount entered.

Routing Action

Authorization button

Select to assign authorization task (approve or reject the
invoice).

Confirmation button

Do not select. This Routing Action applies to Commercial
invoices only. Commercial functionality is not available within
G-Invoicing.

Edit radio button

Do not select. This Routing Action applies to Commercial
invoices only. Commercial functionality is not available within
G-Invoicing.

Apply Ceiling Limit to
Distribution check box

There is no Commercial functionality within G-Invoicing.

Select a Ruleset for
Validation

There is no Commercial functionality within G-Invoicing.

Also Select a specific
presentation to use

There is no Commercial functionality within G-Invoicing.

Permissions
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Field Name

Description

Reassign this task to
another user check box

Select to give the Requesting Agency user performing this task
the permission to reassign the task. Then choose one of the
following options:

e All users — When reassigning an invoice, displays a list
box of all Requesting Agency users to select.

e With same permissions as task action — When
reassigning an invoice, displays a list box of Requesting
Agency users available for selection assigned to the
same type of task. For example, if the task is an
authorize task, then only Requesting Agency users who
are also assigned to an authorize task are displayed.

e Based on routing map - When reassigning an invoice,
displays a list box of Requesting Agency users available
for selection assigned to the same task type from a
Workflow routing map.

e Based on routing table - When reassigning an invoice,
displays a list box of Requesting Agency users available
for selection assigned to the same task type from a
Workflow routing map.

Reject invoice back to
supplier check box

Select to allow the task owner to reject invoices, regardless of
their assigned permissions back to the Servicing Agency.

Reject comments required. Select the check box if the
Requesting agency requires comments from the Requesting
Agency user when rejecting an invoice. Comments help the
Servicing Agency determine the reason for the invoice
rejection.

Edit with this task
check box

Applies to Commercial invoices only. There is no commercial
functionality within G-Invoicing.

Notification

Send user email of task
check box

Select to send task owner an email notification when G-
Invoicing routes them a task.

Re-notify days after no
action taken

Enter the number of days to allow before notifying if action
needed on the invoice. G-Invoicing sends the email before the
task escalates.

Customization

Custom task name
(Required)

Enter the name for the task.

Custom “” Label

Enter a label for the Authorization task button that displays on
the invoice. The label name should reflect the action. For
example, for an approval task, enter Approve.

Special Instructions

Enter any special instructions for the task owner. G-Invoicing
displays the instructions on the invoice when the task owner
views it for Workflow. G-Invoicing accepts a maximum 1024

characters.
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5. Do one of the following:
e Click Add to create the new task configuration
e Click Reset to clear the fields and begin again.

e Click Cancel to return to the Task Configurations page without saving your entries.

New User Configurations for Workflow

Use the New User Configurations page to specify rules for assigning tasks and escalation.

Users | Groups | Purchasing | Invoices | Payments [[FormS& RuUles Integration | Reference Data Home | Help® | About | Logout

Presentations Rule Sets Custom Fields PO Types Invoice eFile Invoice Batch Sell-Serve wonlmconngwauon.mm

New User Configurations

[This form allows you to configure users for assignment and escalation in a Workflow Process of t
Order at task level 1

* Workflow Category: |GT Invoices v

Assignee(s)

Select a user to assign this task,

Based on:

) Routing Map Select one v

) Routing Table [Select one v

O Route to first user ID passedinPO set | Select one v
O user [Select one v|
® Group (] paraltel Action [l Users V|

O queue Select one W

O skip This Level

Escalation User(s)

If task is not performed within a specified period of time

Escalate L— Days after no action taken

To user based on:
© Routing Map [Select one V]

Routing Table [Select one ]
O Route tothird user ID passedin PO set | Selectone V|
®) user Select one v
O Group Paraliel Action | Select one V|
O queue [Select one V|

[Update ] [Reset] [cancel |

New User Configurations Page

How to Assign Task Configurations to Users

1. Onthe Forms & Rules tab, click Workflow Configuration. The Process Configuration page
appears.

2. From the Action column, click Configure Tasks for the Document subtype. The Task
Configurations page appears.

3. Click Assign in the same row as the Routing Action task to assign the task to a Disburser user.
The User Configuration page appears.

4. Click New to access the New User Configurations page.
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10.

11.

12.

13.

14.

From the Workflow Category (Required) list box, select a Workflow category for this task. G-
Invoicing lists the Workflow Categories in alphabetical order.

From the Assignee(s) section, select the Disburser user assignment, and then select the
assignee from the corresponding list box.

To skip this level in the Workflow, go to Step 8. Otherwise, go to Step 9.
In the Assignee section, select Skip This Level, and then go to Step 12.
To add escalation users, go to Step 10. Otherwise, go to Step 14.

In the Escalation User(s) section, in the Escalate field, enter the numbers of days to wait before
the invoice escalates to another user.

In the To User Based On section, select the user assignment, and then select the assignee from
the corresponding list box.

To add another level of escalation, in the Then Escalate field, enter the numbers of days to wait
before the invoice escalates a second time.

Inthe To User Based On section, select the user assignment, and select the assignee from the
corresponding list box.

Click Add.
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Chapter 8 - Integration
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About Integration Tasks

In the Integration Tab, you can configure G-Invoicing to upload and download order and invoice files,
and upload payment files to Intragovernmental Payment and Collection (IPAC). The Integration
task is a required action to transfer files between G-Invoicing and an agency ERP system. An
agent is a configuration tool that identifies communication activities. The tasks and agents control
the export and import of files by G-Invoicing.

G-Invoicing Integration tasks parameters identify the location files are sent and when the files are
transferred. G-Invoicing agents execute the tasks, and one agent can run multiple tasks. Monitor
the log file to verify the tasks are completed.

In G-Invoicing, the Requesting Agency will upload orders and the Servicing agency will upload
invoices. Once invoice approval occurs (if Workflow enabled) or received (if Workflow not
enabled), G-Invoicing sends an IPAC Extract file to IPAC to transfer the funds. If the transfer is
successful, G-Invoicing displays the IPAC transaction information. G-Invoicing also displays an
error message if the payment in IPAC was unsuccessful.

Task Types
G-Invoicing provides the following Intragov integration tasks:
e Intragov Order Upload Task — This task allows Requesting Agencies to upload into G-

Invoicing orders created in a system external to G-Invoicing. The file name for the order
cannot be more than 132 characters.

e Intragov Order Download Task - This task specifies an order download between one
agency and the TWAI. It identifies the location G-Invoicing sends files and when the files
transfer to the ERP System. G-Invoicing provides two tasks for downloading orders, one as
the buyer and one as the seller.

e Intragov Invoice Upload Task - This task allows Servicing Agencies to upload Intragov
invoices created in a system external to G-Invoicing.

e Intragov Invoice Download Task — This task allows Requesting Agencies to download
Intragov invoices from G-Invoicing.

e Intragov IPAC Extract Task - This task allows agencies to export the Intragovernmental
Payment and Collection (IPAC) file. This file signals an approved invoice is ready for
payment.

How to Create an Order Upload Task
1. From the Integration tab, click the Tasks sub-tab. The Tasks summary page appears.

2. Click New Task to open the Agent Task Wizard.

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules [intégration’| Reference Data
Tasks Agents Monitor Log

Agent Task Wizard - Step 1: Choose An Agent Task

Name and configure the task type you want your agent to perform

*Task Nickname: [GINV Order Upload |

*Task Type: | GINV Intra-Gov Order Upload v|

Cancel
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3. Do the following:

e Task Nickname (Required) - Enter a name for the task. This name appears on the Tasks
tab summary page.

e Task Type (Required) — Select GINV Intragov Order Upload.
e Click Next.
4. On the Configuring Your Task page:

Invoices | Payments | Forms & Rules |Intégration’| Reference Data

Purchasing

Tasks Agents Monitor

Log

Edit Task - Order Upload Requestor - Task Configuration

Rename or change the configuration of this task.

View: Task Configuration | Task Parameters | Driver Parameters | Transformations | Schedule

*Task Nickname: |Order Upload Requestor

*Task Type: | GINV Intra-Gov Order Upload i

*ERP Agent Driver Class: |GIN\ar Intra-Gov Order Upload driver v

THE GINV Intra-Gov ORDER UPLOAD TASEK WILL SCAN A DIRECTORY
ACESSIELE BY THE SERVER FOR ORDER FILES. ONCE PROCESSED,
Driver Notes: |THE DRIVER WILL MOVE THE FILES INTO EITHER A PROCESSED OR
EXCEPTION FOLDER BASED ON THEIR STATUS.

e Select GINV Intragov Order Upload driver.
e Click Next.
5. On the Setting Your Task’s Execution Parameters page, click Next.

6. On the Configuring Your Task's Driver page, do the following:
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s [ntegration'| Reference Data

Purchasing | Invoices | Payments tome | Hein® | About | Legout

Edit Task - Order Upload Requestor - Driver Parameters

View: Task Configsiabon | Task Paramelers | Oviver Paramaters | Transformations | Schadele

Sebect a drived parametel o 239;

Paramater Nasne: | DR-Upload v
[oPzoan rnEcToRy FaTE

Description:

[_Add Paramster | [ Add AN Paramseters ][ Custom Parameter |

©1 copy parsmeters from ancther task:

Paramater Neme: [Invonce Upload Servicer |

ctions
DR Usioas [atahgUFROM [AGENCY] | [ Remavo |
Upload Action I3 Raswove
L [18ata/gUARCHIVE agency TAGENCY} Orge:
KEHO-FILEPREFD :[AGF. NGCY] Orderlip PROD 1 s
XCHG-FILESURFIX :'x'ml |
M '-“Gnonl

e Click Add All Parameters.

e For the following fields, enter the value determined by the agency in conjunction with the G-
Invoicing Agency Implementation Team (AIT). Use the following name convention for the
production server: [agencyname].IG_PO.PROD. You must include the period after the prefix.
For example: USMC.OrderUp.PROD

0 XCHG-FILEPREFIX: [AGENCY].OrderUp.PROD
0 XCHG-FILESUFFIX: xml
0 DIR-Upload: /data/igt/FROM.[AGENCY]
0 Upload processed file path: /data/igt/ARCHIVE/agency/[AGENCY]/Order
Note: For test regions, replace “PROD” with QAF or QA.
e Click Next.

7. On the Configuring Data Transformations page, do the following:

Home | Heip® | Abous | Legeut

Edit Task - Order Upload Requestor - Transformations
o e eIV,

efine transformations to map ERP data to th

View: Task Configuration | Task Patameters | Diveet Patameters | Transformations | Schedule

Transformation Name: | GINY Flat File Inbound Transformaton vl

GINY Intra-Gw e XML Transtoemation [2

OrderIntraSorXMLUpload

GINV Flat File Intound Transformation ] | Remeve

[ox7] [Cancei|
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In the Content box of the G-Invoicing Flat File Inbound Transformation, type

OrderIntraGovXMLUpload.

From the Transformation Name box, select GINV Intragov Order XML
Transformation.

Leave the Content box of the G-Invoicing Intragov Order XML Transformation blank.
Click Add Transformation.

Note: It does not matter in which order you add these two transformations, as long as the
G-Invoicing Flat File Inbound Transformation has “1” in the Order column, as G-Invoicing
must perform this transformation first.

Click Next.

8. On the Selecting a Schedule for Your Task page, do the following:

Enter a Start Date (Required).

Select the Time Zone from the list box.

Select a Basic Schedule or an Advanced Schedule.

o For the Basic Schedule, configure the start time and a schedule interval.
o For a Basic Schedule, enter the scheduled time and click Add Time.

o0 To limit the run time to certain days, select Limit Runnable Months or Days check
boxes and select the months and days to run.

For an Advanced Schedule, enter the start time in milliseconds.

For example, to set up an integration task to run every ¥ hour, enter 1800000 in the
Schedule box. 1800000 is 30 minutes is milliseconds (30*60*1000)

To prevent the task from running on holidays, enter the date of the holiday and click Add
Holiday.
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Agent Task Wizard - - IGT Order Upload - Step : Selecting A Schedule For Your Task

Select the dates and times on which you'd like your task to be run.

Set Schedule

*start Date:  (01/02/2016 Time Zone: | America/New_York v

(®) Basic Schedule

[] Limit Runnable Manths to:

Scheduled Time(s): JAN FEB MAR APR MAY JUN
01 v|: |00 v| | Add Time JuL AUG SEP ocT NOV DEC
01:00 [] Limit Runnable Days to:

Where Day of the Month Matches
01 02 03 04 05 06 o7

08 09 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 k]| Last
Or Day of the Week Matches:
SUN MON TUE WED THU FRI SAT

) Advanced Schedule

sSchedute: | 1800000

Schedule Holiday(s)

Holidays(s):

01 w7 | JAN | Add Holiday |
[First  ~|[SUN ~|or [JAN ~| [ Addroliday |

Remove Holiday

<= Back | | Finish | | Cancel |

9. Click Finish.

You must assign the newly created task to an agent before you can activate the task. See the topic
Creating and Configuring an Agent on page 108.

How to Create an Order Download Task

An agency cannot download orders that it uploaded. The Servicing Agency can download all the
Requesting Agency orders, regardless of how the buyer created them.

From the Integration tab, click the Tasks sub-tab. The Tasks summary page appears.
Click New Task to create an order download task between one agency and the TWAI.
On the Choose an Agent Task page, do the following:

e Enter a name in the Task Nickname (Required). This name appears on the Tasks tab
summary page.

e Select GINV Intragov Order Download as the Task Type.
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rsr:.up='lpur.:h==in.; Invoices | Payments | Forms & Rules

Home | Heip® | Avout | Legout

Agent Task Wizard - Step 1: Choose An Agent Task

ame and configare the task type you want your agent to perf

*Task Micknama: | G-INV Order Download

*Task Type: [GINV Intra-Gov Order Download v

[e>>T]  [concer]

e Click Next.
On the Configuring Your Task page, do the following:
o From the ERP Agent Driver Class (Required) list box, select one of the following:

0 GINV Intragov Requestor Order Download Driver - Returns orders on which your
agency is the Requesting Agency

0 GINV Intragov Servicer Order Download Driver - Returns orders when your agency is
the Servicing Agency.

0 In most cases, choose the default GINV Intragov Requestor Order Download Driver.

Purchasing | Invoices | Payments | Forms & Rules

Integration’| Reference Data
Tasks Agents Monitor Log

Edit Task - Order load R - Task Configuration

Rename or change the configuration of this task.

View: Task C I Tosk Parameters | Driver Ps I Dogument Filters | Transformations | Scheduls

*Task Nickname: | Order Download Requestor

*Task Type: | GINV Intra-Gov Order Download W

*ERP Agent Driver Class: | GINV Intra-Gov R Order Download Driver v|

THE GINV INTRA-GOV ORDER DOWNLOAD TASK WILL POST ORDERS TO
A DIRECTORY AS DEFINED IN THE 'DIR DOWNLOAD' PARAMETER.

Driver Notes: ‘

e Click Next.

5. On the Setting Your Task's Execution Parameters page:
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Purchasing | Invoices Forms & Rules

Integration)| Reference Data Home | Heip® | About | Logow

Edit Task - Order load - Task

Alter parametars that control the exocution of your task
View: Task Configuration | Task Porsmeters | Diver Pacamefers | DosusssdFilters | Imnsfermasons | Schedule
‘Select a sk parameter 10 add:

Farametes Name: [Requee empty / defaull fies )|

O copry paramaters from ancther task:

Parametes Nama: | Invaice Download Requestor |

[Cony Parameters |

e Select the Parameter Name. There are two default parameters: Require empty/default
files and Order Template. From the Order Template box, select
GINVIntraGovOrderExport.template

e If there is an existing Intragov Order Download task that has parameters available for
reuse, select the task name under Or copy parameters from another task, and click
Copy Parameters. This replaces the previous step of manually adding parameters.

e If necessary, select new values for the parameters for a task. For example, setting
Require empty/default files to TRUE downloads empty files.

e Click Next.
6. On the Configuring Your Task's Driver page:

Forms & Rules (MRESERAMGRY| Reference Data Home | Help® | Avout | Logows *

View: Task Configusation | Task Paramaters | Driver Paramseters | [ocume:

ey | Transfomations | Schedule

‘Sebect a driver parasseter 1o add;

Paramater Wame: | DIR-Download |

[comwzcan prREcTORY FATE

Description:
[[Add Parameter |[ Add All Parameters | Custom Parameter |
O COPY PATATEITS from another task:
Paramatac Mame: |Invoice Download Requestor )

[ Copy Parameters

DIR-Altachmeet |idaraligiiagency TAGENCY]
Dot Dowriss |feataigUTO [AGENCY] [ Remows |
NCHG-FILEPREFIX [IAGENCY] OrderDownt PROD [ Remove |
HCHG-FILESUFFI [ [[Femove_
XEHO-ATTACH-FILEPREFIX _'z,-@c.j: NCY] CrdeDownR ATTCH PROD [(Remove
[o%] [Canea]

e Add or copy parameters from a previous task to configure a task’s driver.
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e Use the following information to configure the XCHG-FILEPREFIX: [Agency].
OrderDownR.PROD. For Example, USMC.OrderDownR.PROD
For test regions, replace “PROD” with QA or QAF

e If an Intragov Order Download task already exists and has parameters for reuse, select
the name of that task under Or copy parameters from another task, and click Copy
Parameters. This replaces the previous step of manually adding parameters.

e After adding or copying parameters, the parameters table under Parameters currently
passed to the task’s Driver populates with the default values. Enter the following,
removing [AGENCY] and entering the name agreed to during the implementation
process:

o Dir-Download (specifies the directory the order file will be sent to):
/data/igt/TO.[AGENCY]

o DIR-Attachment (specifies the directory the order attachment will be sent to):
/data/igt/agency/[AGENCY]

0 XCHG-ATTACH-FILEPREFIX: [AGENCY].OrderDownR.ATTCH.PROD

Note: The G-Invoicing Agency Implementation Team works with you to set up the correct
directory path and file names.

e Click Next.
7. Onthe Document Filters page,

e Click Next to accept the Default Document Set. If you need to create a new document
filter from the Document Filters page, click Add to open the Build Document Set page.

Agent Task Wizard - Intra-Gov Order Download - Document Filters: Build Document Set

Edit the document set that you created

Document Set Information:

*Set Name: Default Document Set

L 4 default set containing recommended document -
Set Description: _ ) A
gelection criteria -
Selected Conditions:
@ Basic Filters: Free Form Filter:

Has been Downloaded
_ . Has not been Downloaded
Available Filters: | Order Status is "Open’

Is not uploaded Intra-Gov Order

AND |5 Intra-Gaov Order

AND |s Owned by You
Current Document Filter:

e To download only new orders, select Has not been Downloaded, and click Add.
e Click OK to finish adding the filters. G-Invoicing returns to the summary page.
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Click Next.
On the Configuring Data Transformations page,

Usars | Groups | Purchasing | Involces | Payments Home | Help® | Abowt | Logowt

Forms & Rules (lMegrationl| Reference Data
Tasss | Agents Monifor Leg : _ _

Edit Task - Order

Virws Task Configwration | Task Parameters | Driver Parameters | Document Fsers | Transformasions | $chadule

Im-n—mbmﬂ:

Transfoemation Hame: | GINY Flat File Intound Transiormaton w|

| Cad Tramstormation |

'rmanmmmm
orderIntraGovXMiDownlo

| ooy £t £ Cutbouna Transtormaten: [ [Remove |

o] [Ganest ]

e Click Add Transformation.
¢ Inthe Content box, type OrderintraGovXMLDownload.
e Click Next.
10. On the Selecting a Schedule for Your Task page:
e Enter a Start Date (Required).
e Select the Time Zone from the list box.
e Select a Basic Schedule or an Advanced Schedule.

e Forthe Basic Schedule, configure the start time and a schedule interval. For the
Advanced Schedule, configure the start time and set a holiday schedule.

e For a Basic Schedule, enter the scheduled time and click Add Time.

e To limit the run time to certain days, select Limit Runnable Months or Days check boxes
and select the months and days to run.

e For an Advanced Schedule, enter the start time in seconds.

e To prevent the task from running on holidays, enter the date of the holiday and click Add
Holiday.

11. Click Finish.

You must assign the newly created task to an agent before you can activate the task. See the topic
Creating and Configuring an Agent on page 108.

How to Create an Invoice Upload Task
1. From the Integration tab, click the Tasks sub-tab. The Tasks summary page appears.

2. Click New Task to create a task to upload Intragov invoices from the Servicing Agency to G-
Invoicing.
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Forms & Rules [Nintegrationy| Reference Data

Agent Task Wizard - Step 1: Choose An Agent Task

Name and configure the task type you want your agent to perform

*Task Nickname: [Invoice Upload Servicer

*Task Type: [GINV Intra-Gov Invoice Upload  v|

3. Onthe Choose an Agent Task page, do the following:

e Enter a name for the task in Task Nickname (Required). This name appears on the
Tasks tab summary page.

e Select GINV Intragov Invoice Upload in the Task Type (Required) list box.
e Click Next.
4. On the Configuring Your Task page:

*Task Nickname: |!nvoice Upload Servicer |

*Task Type: | GINV Intra-Gov Invoice Upload W

*ERP Agent Driver Class: | GINV Intra-Gov Invoice upload driver v

THE GINV INTRA-GOV INVOICE UPLOAD TASEK WILL SCAN A
DIRECTORY ACCESSIBELE BY THE SERVER FOR IG INVOICE FILES.
Driver Notes: |ONCE PROCESSED, THE DRIVER WILL MOVE THE FILES IN EITHER A
PROCESSED OR EXCEPTION FOLDER BASED ON THEIR STATUS.

e Select GINV Intragov Invoice upload driver in the ERP Agent Driver Class (Required)

list box.
e Click Next.
5. On the Setting Your Task’s Execution Parameters page, click Next. There are no parameters to

set.
6. On the Configuring Your Task's Driver page, do the following:
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Home | Heip® | About | Legewt

Edit Task - Invoice Upload Servicer - Driver Parameters

View: Task Configmmation | TaskSorameters | Oriver Parameters | Transiormations | Scheduls

| Select a driver parameter 10 add:

| Parameter Mame: [CR-Upload w

Descrigtion:

[ Add Paramseter | [ Add All Parameters || Custom Parameter

| or comy parameters trom snoies taak:

| Parameter Mame: | Order Upload Requestar +

[ copv Paramete

|m=mnm»mmm

| oor-Upioaa idata/gUFROM [AGENCY]

| Liead Acton |

Upioad processed o pam Idataigt ARCHIVE agency/[AGENCY o [Remove |

i NCHG-FILEPREFI [AGENCY] Invescellp PROD [Wemeva | |

! XCHOFILESUFFIC [l [emove | |
[ox] [Ganed]

e Use the following information to configure the XCHG-FILEPREFIX (adding a period (.) after
the prefix):

0 [AGENCY].InvoiceUp.PROD For example, USMC.InvoiceUp.PROD.
o For test regions, replace “PROD” with QA or QAF

0 Use the following example as a naming convention for invoices: USMC.
InvoiceUp.invoicel

e To configure the additional task parameters, you must do the following:

o0 To add individual parameters, navigate to Select a driver parameter to add, select
DIR-Upload, Upload processed file path, and Upload Action, and click Add
Parameter. To add all parameters at once, click Add All Parameters.

o If an Intragov Invoice Upload task already exists with parameters to reuse, select the
task name under Or copy parameters from another task, and click Copy
Parameters. This replaces the previous step of manually adding parameters.

0 After adding or copying parameters, the parameters table under Parameters currently
passed to a task’s Driver populates. Enter the following, substituting the agency’s
name:

0 In DIR-Upload: /data/igt/FROM.[AGENCY]
o0 In Upload processed file path: /data/igt/ARCHIVE/agency/[AGENCY]/Invoice
0 Upload ACTION — Defaults to “3".

e Click Next.
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7. From the Configuring Data Transformations page, do the following:

Users | Groups | Purchasing | Inveices | Payments | Forms & Rules Home | Heip® | About | Logout

Tasks  Agests Monitor Log

G Fiat Fie Ingound Transformason [ Remove
ok | [ cancel

e Click Add Transformation.
e Enter InvoicelntraGovXmlUpload in the Content box.
e Click Next.
8. On the Selecting a Schedule for Your Task page:
e Enter a Start Date (Required).
e Select the Time Zone from the list box.
e Select a Basic Schedule or an Advanced Schedule.

e For the basic schedule, configure the start time and a schedule interval. For the
advanced schedule, configure the start time and set a holiday schedule.

e For a basic schedule, enter the scheduled time and click Add Time.

e To limit the run time to certain days, select Limit Runnable Months or Days check boxes
and select the months and days to run.

e For an Advanced Schedule, enter the start time in seconds.

e To prevent the task from running on holidays, enter the date of the holiday and click Add
Holiday.

9. Click Finish.

You must assign the newly created task to an agent before you can activate the task. See the topic
Creating and Configuring an Agent on page 108.
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How to Create an Intragov Invoice Download Task
1. From the Integration tab, click the Tasks sub-tab. The Tasks summary page appears.
2. Click New Task to open the Agent Task Wizard.

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules [intégration’| Reference Data

Tasks Agents Monitor Log

Agent Task Wizard - Step 1: Choose An Agent Task

Name and configure the task type you want your agent to perform.

*Task Nickname: |Im.roice Download Requestor ]

*Task Type: | GINV Intra-Gov Invoice Download V|

Next>> | | cancel |

3. Onthe Choose an Agent Task page:

e Enter a name for the task in the Task Nickname (Required) field. This name appears on the
Tasks tab summary page.

e Select GINV Intragov Invoice Download from the Task Type (Required) list box.
e Click Next.
4. On the Configuring Your Task page, do the following:

*Task Nickname: Ilnvoice Download Requestor ‘

*Task Type: | GINV Intra-Gov Invoice Download Vv

*ERP Agent Driver Class: | GINV Intra-Gov Requestor Invoice Download Driver V|

THE GINV INTRA-GOV INVOICE DOWNLOAD TASK WILL EXTRACT AND
FORMAT INTRA-GOV INVOICES THAT ARE MADE AVAILABLE FOR
Driver Notes: | DOWNLOAD TO THE AGENCY.

e Select GINV Intragov Requestor Invoice Download Driver from the ERP Agent Driver
Class (Required) list box.

e Click Next.
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5. On the Setting Your Task’s Execution Parameters page, do the following:

Forms & Rules [Mntagration | Reference Data Home | Help® | About | Legout

Edit Task - Invoice 1 - Task P

that controd the execution of your task

View: Task Configusation | Task Parsmeters | Dviver Pargmetess | DocumentFilters | Trassformations | Scheduly

Select a task parameter 1o add:

| Parameter Mame: | Require empty / defaull files |

A Parameter | [ Add Al Parameters

Or copy parameters from another lask:

| Paramater Mama: [invoice Download Requestor Manual v

[ Copy Parameters |

Current Valise

| Regusre emety | defaut Sies [FALSE v| [ Remove |

Invoce Temglatn [GiNvintraGovinvoiceExport tem__ |

e Two default parameters: Require empty/default files and Invoice Template. From the Invoice
Template list, select GINVIntraGovInvoiceExport.template.
If a task requires additional configuration:

e If an Intragov Invoice Download task already exists with parameters to reuse, select the task
name under Or copy parameters from another task, and click Copy Parameters. This
replaces the previous step of manually adding parameters.

e If necessary, select new values for the parameters for a task. For example, setting Require
empty/default files to TRUE downloads empty files.

e Click Next.
6. On the Configuring Your Task's Driver page, do the following:

Parameters currently passed to your task's Driver:

[ Pomembame | Pumewvew | cions |
DIR-Attachment |/dataligt/agency/[AGENCY] |
DIR-Download |/data/IGT/TO.[AGENCY] |
XCHG-FILEPREFIX [[AGENCY].InvoiceDown.PROD |
XCHG-FILESUFFIX xml |
XCHG-ATTACH-FILEPREFIX [[AGENCY].InvoiceDown ATTCH.PROD |

e From Parameter Name: select DIR-Download.
e Click Add All Parameters and configure as follows:

0 XCHG-FILEPREFIX: [AGENCY].InvoiceDown.PROD. For example,
USMC.InvoiceDown.PROD.

XCHG-FILESUFFIX: xml

DIR- Download: Type your agency name, as assigned by the G-Invoicing
implementation team. /data/igt/TO.JAGENCY]
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o DIR-Attachment: Type your agency name, as assigned by the G-Invoicing
implementation team. /data/igt/agency/[AGENCY]

0 XCHG-ATTACH-FILEPREFIX: [AGENCY].InvoiceDown. ATTCH.PROD
Note: The G-Invoicing Agency Implementation Team works with you to set up the correct
directory path and file names.
e Alternatively, click Copy Parameters, to copy parameters from a previous task’s driver
configuration.
e Click Next.

7. Onthe Document Filters page, click Next to accept the Default Document Set. If you need to
create a new document filter from the Document Filters page, click Add to open the Build

Document Set page.

Agent Task Wizard - Intra-Gov Invoice Download - Document Filters: Build Document Set

Edit the document set that you created.

Document Set Information:

*Set Name: Default Document Set

2 default set containing recommended document

Set Description: 2 3 E
selection criteria.

Selected Conditions:

@ Basic Filters: Free Form Filter:

Has Been Posted

Less than 60 days old.
Available Filters: | | ess than 90 days old.
Less than 30 days aold.
Is PO Based. & h

m e

Add

Is Commercial Invoice
AND Is Ready to Post
AND Is Owned by You
Current Document Filter: | AND Invoice Status is 'Received'

Remove

8. If you only want to download new invoices, Select Has not been Downloaded, and click Add.
9. Click OK to finish adding the filters. G-Invoicing returns to the Document Filters page.

10. Click Next.

11. On the Configuring Data Transformations page, click Next. G-Invoicing does not require
transformations.
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Payments Reference Data

Purchasing

Groups Invoices Forms & Rules

Edit Task - Invoice Download Requestor - Transformations
Define transformations to map ERP data to the G-INV.

View: Task Configuration | Task Parameters | Driver Parameters | Document Filters | Transformations | Schedule

Select a transformation to add:

Transformation Name: |G|NV Flat File Inbound Transformation v

Sends your inbound document to WLI for transformation to
the XML format. The wvalue that you supply below should be
Description: |the name of your JPD Process in WLI. If you don't know your
process name, please contact GINV Services to receive one.

Transformations currently performed on your task's data:
[ tme |  Comew |  Ower | |

12. On the Selecting a Schedule for Your Task page:

Enter a Start Date (Required).
Select the Time Zone from the list box.
Select a Basic Schedule or an Advanced Schedule.

For the Basic Schedule, configure the start time and a schedule interval. For the advanced
schedule, configure the start time and set a holiday schedule.

For a basic schedule, enter the scheduled time and click Add Time.

To limit the run time to certain days, select Limit Runnable Months or Days check boxes
and select the months and days to run.

For an Advanced Schedule, enter the start time in seconds.

To prevent the task from running on holidays, enter the date of the holiday and click Add
Holiday.

13. Click Finish.

You must assign the newly created tasks to an agent before you can activate the task. See the topic
Creating and Configuring an Agent on page 108.

How to Create an IPAC Extract Task

1. From the Integration tab, click the Tasks sub-tab. The Tasks summary page appears.
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Purchasing | Invoices | Payments | Forms & Rules [intégration’| Reference Data

Agent Task Wizard - Step 1: Choose An Agent Task
Name and configure the task type you want your agent to perform.

*Task Nickname: ]IPAC Download |

*Task Type: |GINV IPAC Extract v

[ Net>> | | Cancel |

2. Click New Task to open the Agent Task Wizard.

¢ Inthe Task Nickname field, enter a name for the task. This name appears on the Tasks tab
summary page.

e Select GINV IPAC Extract as the Task Type.
e Click Next.

3. Select G-INV IPAC Extract Driver from the ERP Agent Driver Class (Required) list box and then
click Next.

Edit Task - IPAC Download - Task Configuration
Rename or change the configuration of this task.

fiew: Task Configuration | Task Parameters | Driver Parameters | Document Filters | Transformations | Schedule

*Task Nickname: |IPAC Download

*Task Type: GINV IPAC Extract v

*“ERP Agent Driver Class: | GINV IPAC Extract Driver V|

The GINV IPAC Extract Driver will extract and format IPAC
transactions that can either be sent directly to IPAC or
Driver Notes: \made available for download to the Agency.

4. The Setting Your Task’s Execution Parameters page displays the default parameters. In most
cases, leave the default values and go to the next step. If necessary, select new values for the
parameters for a task. For example, if you set the “Require empty/default files” to TRUE, G-
Invoicing downloads empty files.
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Users | Groups | Purchasing | Invoices | Payments | Forms & Rules [intégration’| Reference Data Home | Help™ | About | Logout

Log

Edit Task - IPAC D load - Task F

Alter parameters that control the execution of your task.

View: TaskC ion | Task F | Driver | Document Filters | Transformations | Schedule
Select a task parameter to add:
I
| Parameter Name: ([ZLToR T o) w

Select the template to use to generate the IPAC export

documents.

Description:
[addF ][ add an ]

Parameter Name Current Value Actions

| 1PAC Tempiste [GINVIPACExport template v
| Require empty / Sefout fies [FALSE v] Bemmoe |
[ox]

5. Click Next to advance to the Configuring Your Task’s Driver page.

e Select IPAC-DIR-Download from the Parameter Name list. G-Invoicing displays “Download
Directory Path” in the Description field.

e Click Add All Parameters.

e Inthe Parameters Currently Passed to Your task's Driver pane, ensure G-Invoicing has these
parameters set: - [AGENCY] is assigned by the G-Invoicing Agency Implementation Team
(AIT).

e XCHG-FILEPREFIX: IPAC_EXTRACT.[AGENCY].PROD
e XCHG-FILESUFFIX: txt

e |PAC-DIR-Download: data/igt/TO.IPAC/OUTBOX

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules Home | Help™® | About | Logout

Integration | Reference Data

Tasks Agents Monitor Log

Edit Task - IPAC Dc load - Driver P t

Setup the parameters that let our driver talk to your ERP.

View: Task Confiquration | Task P | Dwiver Py | Document Filters | Transformations | Schedule

Select a driver parameter to add:

Parameter Name: [IPAC-DIR-Download |
[DowsLOAD DIRECTORY PATH

Add Parameter || Add All Parameters |[ Custom Parameter

Parameters currently passed to your task's Driver:

Parameter Name

IPAC-DIR-Download |/dataiigtTO.IPAC/OUTBOX |
HCHG-FILEPREFIX [PAC_EXTRACT.JAGENCY].PROD| ]
HCHG-FILESUFFIX [ |
[ox]
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6. Click Next to advance to the Document Filters page.

7. Onthe Document Filters page, click Next to accept the Default Document Set. To create a new
Document Filter set, click Add from the Document Filters page in the Agent Task Wizard — IPAC
Extract: Document Filters page.

Reference Data Home | Help® | About | Logout

Forms & Rules

Groups Invoices | Payments

Purchasing

Tasks Agents Monitor Log

Agent Task Wizard - IPAC Extract: Document Filters

Setup the parameters that let our driver talk to your ERP.

| Selected Document Sets:

Default Document Set A default set containing recommended document selection criteria.
<< Back | | Next >» | |Cam:el|

Document Filters

How to Add Document Filters for the IPAC Extract

1. From the Document Filters page, click Add on the Document Filters page to open the Build
Document Set page.

Agent Task Wizard - Intra-Gov IPAC Extract - Document Filters: Build Document Set

Edit the document set that you created.

Document Set Information:

*SetName: Default Document Set

A default set containing recommended document

Set Description: : c con
selection criteria. i

Selected Conditions:

@ Basic Filters: (©) Free Form Filter:

Is Ready to Post
. ; Has Been Posted
Available Filters: | |nyoice Status is Received

You are Initiator

Current Document Filter:

2. Inthe Available Filters section, do the following:

e SelectIs Ready to Post for a new process, and click Add or, select Has Been Posted, for a
revised process, and click Add.

e Select Invoice Status is Received and click Add.
e Click OK.
3. On the Configuring Data Transformations page:
e From the Transformation Name list, select G-Invoicing Flat File Outbound Transformation.
e Click Add Transformation to add a new transformation.

e Inthe Content box, type InvoicestageslIPACExtract.
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Groups | Purchasing | Invoices | Payments | Forms & Rules | Reference Data Home | Help™ | About | Logout

Edit Task - IPAC d-Ti fi ion

Define transformations to map ERP data to the G-INV.
View: Task Configuration | Task Parameters | Driver Par s | Document Filters | i | Schedule
Select a transformation to add:

| - ;
Transformation Name: | GINV Flat File Inbound Transformation v

|Sends your inbound deocument te W
|the XML £ The value that v
th

Description: |

1

I e R N R
| |

InvoicestagesIPACExtract

| GiNV Fiat File Outbound Transtormation I |

e Click Next.
4. From the Intragov Extract —Schedule page, set up a schedule to run the task.
e Enter a Start Date (Required).
e Select the Time Zone from the list box.
e Select a Basic Schedule or an Advanced Schedule.

e For the basic schedule, configure the start time and a schedule interval. For the advanced
schedule, configure the start time and set a holiday schedule.

e For a basic schedule, enter the scheduled time and click Add Time.

e To limit the run time to certain days, select Limit Runnable Months or Days check boxes
and select the months and days to run.

e For an advanced schedule, enter the start time in seconds.

e To prevent the task from running on holidays, enter the date of the holiday and click Add
Holiday.

5. Click Finish.

Creating and Configuring an Agent

You must create a G-Invoicing agent to execute the tasks you configured. One agent can run multiple
tasks.
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How to Create an G-Invoicing Agent to Execute Integration
Tasks

1. From the Integration tab, click the Agents sub-tab. The Agents summary page appears.
2. Click New Agent.

3. Enter an agent name in the Agent ID field such as enter “<Agency> Agent”

Groups

Purchasing | Invoices | Payments | Forms & Rules [integrationy| Reference Data

Home | Help™ | About | Logout

Tasks Agents Monitor Log

New Agent

Complete the form to create a new agent.

Agent Information

Agent ID:

Assigned Tasks

Assign Tasks

4. Click Assign Tasks
5. Select the appropriate tasks to assign to this agent.

Groups | Purchasing | Invoices | Payments | Forms & Rules [Sntegrationy| Reference Data

Home | Help® | About | Logout

Tasks Agents Monitor Log

Assign Tasks

Select the tasks to assign.

| IGT Order Upload

IPAC Download

IPAC Exiract

IGT Order Download

IGT Invoice Upload task

ooogao

IGT Invoice Download

6. Click OK to create the agent; otherwise, click Cancel.

How to Activate a Task

1. From the Integration tab, click the Tasks sub-tab. The Tasks Summary page appears.

Groups | Purchasing | Invoices Discounts

Payments Forms & Rules [Slntegration’| Reference Data

Home | Help® | About | Logout
Tasks Agents Monitor Log

Tasks

View the list of tasks.

IGT Inveice Download Deactivated but assigned. Edit | Delete | Activate
Intra-Gow IPAC Extract Deactivated but assigned. Edit | Delete | Activate
QA VTEST Scheduled to run.

Edit | Delete | De-Activate | Start

2. Click the Activate link under the Actions column for each task you created.
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The next time the time set in Schedule occurs, the task runs.

Starting Tasks Manually

Use the Start function to start a task immediately, rather than wait for its scheduled time to run.

Users

Groups | Purchasing

Invoices | Payments | Forms & Rules

Inteqration’| Reference Data

Home |

Tasks Agents Monitor Log

Tasks

View the list of tasks.

T S R T S
IGT Invoice Dovmload Scheduled 1o run. Edit | Delete | De-Activate | Start

IGT Invoica Upload Scheduled o run Edit | Delete | De-Activate | Start

IGT Order Download Scheduled 1o run. Edit | Delete | De-Activate | Start

IGT Order Upioad Scheduled fo run Edit | Delete | De-Activate

IPAC Download Scheduled 1o run. Edit | Delete | De-Activate | Start
Showing 1-5 of 5

Task Page - Start

How to Manually Start a Task

1. From the Integration tab, click the Tasks sub-tab. The list of currently configured tasks appears.

2. From the Tasks page, in the Actions column, in the row of the task to start, click the Start link.
The task starts.

Monitoring Tasks and Agents

Use the Monitor sub-tab to determine whether tasks in G-Invoicing executed.

Home | Help® | About | Logout

Groups

Purchasing | Invoices | Payments | Forms & Rules [NInteégration’| Reference Data

Tasks Agents Monitor | Log

Agent Monitor

Monitor agents and task. (All times are in EDT)

Tasicickname | Tssk Status | LsstEasouted | Lsst Status | Request Crestea | Request istus | st schecuiea |
IPAC Agent Flat Lined IGT Order Download Active 5M4/2014 12:01:20 AM  Nothing To Export  5/9/2014 12:01:11 AM  Building Document ~ 5/15/2014 12:00:00 AM
IPAC Agent Flat Lined IPAC Download Active 5M4/2014 12:01:20 AN Nothing To Export 5M5/2014 12:00:00 AN
IPAC Agent Flat Lined IGT Invoice Download Active 5/M4/2014 12:01:20 AM  Nothing To Export 5M5/2014 12:00:00 AWM
IPAC Agent Flat Lined IGT Upload task Active E/TI2014 3:01:49 AM In Progress E/M5/2014 3:00:00 AM
IPAC Agent Flat Lined IPAC Extract Active 5M4/2014 12:01:45 AWM Complete

SMS2014 12:00:00 AW

Showing 1-5 of 5

Integration Tab - Agent Monitor

The information in the table below describes the Agent Monitor page.
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Field Name Description
Agent ID The name assigned when the user created the agent
Agent Status Not currently used

Task Nickname Label assigned to the task by you to easily identify and

distinguish it when more than one task exists

Task Status Status of the task:
e Active — scheduled to run

e Inactive — not scheduled to run

Last Executed The most recent date G-Invoicing performed the task

Last Status The most recent status of the task

Click to view Task History.

Request Created Date the task initiated

Request Status Status of the request as it executes. Once complete, the field is

empty.

Click to view the Task Requests.

Next Scheduled Date and time the task will next execute

How to Monitor a Task or an Agent

1. From the Integration tab, click the Agents sub-tab. G-Invoicing displays all of the agents and
tasks established for an agency.

2. Click Refresh. G-Invoicing updates the page.

Viewing Task History

Use the Task History page to view the history for a particular task. From the Monitor page, click the
link for the status in the Last Status column.

Invoices Forms & Rules Reference Data

Groups | Purchasing Payments

Home | Help'® | About | Logout

Tasks Agents Monitor  Log

Task History: IPAC Extract

View task history information.

Aceww | satme | Enamel |  Gapseotme |  forhomes | saus
IPAC Agent SM4/2014 12:01:20 AN SM4/2014 12:01:45 AM 00:00:26 i} Complete
IPAC Agent SM32014 12:01:15 AN SM3N2014 12:01:22 AN 00:00:07 o Complete
IPAC Agent SM22014 1:21:31 PM SM2/2014 1:21:42 PM 00:00:11 i} Complete
IPAC Agent SM12014 12:01:14 AN SM12014 12:01:19 AN 00:00:05 o Complete
IPAC Agent SM10/2014 2:06:39 PM SM0/2014 2:06:50 PM 00:00:11 i} Complete
IPAC Agent /92014 12:01:11 AM S/92014 12:01:29 &M 00:00:18 1] Complete
IPAC Agent S/8/2014 12:00:10 AM S/8/2014 12:00:20 AM 00:00:10 o Complate
IPAC Agent 572014 12:00:53 AM S/TI2014 12:01:35 AM 00:00:42 1] Complete
IPAC Agent 5612014 12:00:19 AM 562014 12:00:51 AM 00:00:31 o Complete
IPAC Agent SIS/2014 12:00:41 AM SIS201412:01:17 AM 00:00:35 1] Complete

Showing 1-10 of 15 | Previous | Next | Go to Page: 1~
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Integration Tab - Agent Monitor > History

Viewing the Integration Log
Use the Log sub-tab to query and view log information for the tasks.

Users | Groups Home | Help® | About | Logout

Purchasing | Invoices | Payments | Forms & Rules |iniegrationy| Refere

Log
View and query the log information. (All bmes are in EDT)
Query Parameters
AgentiD: | Al i
Task: |All W
status: [All v
DetsFange: From08272016 | T wliozzaoe | &9

No Records found. !

Log Page

Summary Level

Total Files Displays the total number of files included in the task

Total Files Failed Displays the total number of failed files in the task returned by the query

Total Record Success

Displays the total number of records in this task successfully handled by
the task

Record Exceptions

Displays the number of records in this task that have exceptions

Record Failures

Displays the number of records in this task that failed to upload or
download

Total Record Count

Displays the total number of records contained in the task for this query

Detail Level
Agent ID Displays the name of the agent a program that executes scheduled
functions
Task Displays the name of the task associated with the agent.
Status Displays the status of the task
The statuses include either:
e Success
e Failure
e Exception
Timestamp Displays the date and time the status of the task occurred
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Message

‘ Displays G-Invoicing generated comments for the task

How to View the Log File

1. From the Integration tab, click the Log sub-tab. G-Invoicing displays the Log Query Parameters.

2. Enter parameters for your query using the following information (G-Invoicing retains your entered
search criteria for the duration of the session):

Field Name

Description

Query Parameters

Agent ID

Select an agent to query. An agent is a program that executes
scheduled functions.

Task

Select an Intragov agent task to query.

The Intragov tasks include:
e G-Invoicing IPAC Extract
e G-Invoicing Intragov Invoice Download
e G-Invoicing Intragov Invoice Upload

e G-Invoicing Intragov PO Download

Status

Select the status to search. The choices include:
e File Success
e Record Exceptions

e File/Record Failures

Date Range

From: Enter a date for the query to begin, or click Calendar (E2) to
browse for a date.

To: Enter a date for the query to end, or click Calendar (E2) to browse
for a date.

Date range must be within 90 days of current date.

3. Click Submit. G-Invoicing displays a Summary and Details of the executed tasks.
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About Reference Data

The Reference Data tab provides you access to the reference information used to configure the
Disburser module for G-Invoicing. Reference information available in G-Invoicing serves as a
repository for frequently used information and as a sorting mechanism.

The Reference Data tab contains the following sub-tabs:

e ERP SetID — A unique identifier associated with one or more business units of a single vendor G-
Invoicing uses ERP SetIDs to limit viewing of Commercial XMVL records. These do not apply to
Intragov.

e Cost Centers — User defined cost center, used to group orders and invoices

e Department IDs - User defined department identifier, used to group orders and invoices
e Business Units - User defined business unit, used to group orders and invoices

e Payment Terms — Not used by Intragov

G-Invoicing uses ERP SetIDs to limit viewing of Commercial XMVL records. These do not apply to
Intragov.

Configuring Cost Centers

From the Cost Centers page, you can view, create, and manage the cost centers for your agency.
You can enter cost centers manually or upload them with the help of the Treasury Support
Center.

When creating a GT&C, agencies can select from a list of cost center identifiers. See the topic
Creating Rules Sets for GT&Cs and Orders on page 58. You must create cost centers before
they are available to add to the GT&C.

You can use cost centers in G-Invoicing to group certain orders and invoices. By creating a cost
center group, and then restricting access by adding that group to a role, only Intragov Disburser
users with that role are able to view GT&Cs, orders, and invoices associated with the cost center.

No synchronization exists between G-Invoicing cost centers and those in an ERP. Updates do not
occur in either system if there are changes. You must make any updates manually.

Home | Help® | About | Logout

Cost Centers

View list of cost centers.
[(hiew Cost Center | [History
T T S e Y S
EastConst East Coast Cost Centers John Dos Jahin dosats frb test ong Update | Remove

Showing 1 of 1

Cost Centers Page
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How to Create a Cost Center

1. From the Reference Data tab, click the Cost Centers sub-tab. The Cost Centers view page
appears.

2. Click New Cost Center. The Create Cost Center page appears.

Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration PREference Data [ W W T T R T

ERP SetlD Cost Centers Payment Terms Department ID Business Units  Units of Measure

Create a Cost Center

Complete the form to create 3 cost center.

* indicates required field

* Cost Center:

Description:

Manager: ‘ (\ Clear

Manager's Email:

3. Enter the cost center name in the Cost Center field (Required). G-Invoicing accepts a maximum
of 20 alphanumeric. Only standard ASCII characters permitted, with the exception of ' " < > &.

4. Enter a description for the cost center in the Description field. G-Invoicing accepts a maximum of
100 alphanumeric/ASCII characters.

5. Inthe Manager field, enter the manager’'s name associated with the cost center. To search for a
name”

6. Click ™ in the Manager field to access a Search dialog.

7. Enter search criteria in the First and/or Last fields and click Search. Use the wildcard symbol (%)
to broaden the search results.

8. Enter the email address for the manager of the cost center in the Manager's Email field.

Click Create; otherwise, click Cancel to clear the fields. The Cost Centers view page appears.
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How to Update a Cost Center

1.

3.

From the Reference Data tab, click the Cost Centers sub-tab. The Cost Centers summary page
appears.

From the Cost Center page, click Update under the Actions column, in the row of the cost center
you want to update. The Update a Cost Center Page appears.

Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration |Reférence Data Wit a LAl BRI

ERP SetlD Cost Centers Payment Terms Department ID  Business Units  Units of Measure

Update a Cost Center

View or modify the cost center details. * indicates required field

* Cost Center: CC101

Description: Cost Center 101

Manager: |John Major Q
Manager's Email:
Cost Center Audit Trail

[ oy e ] Comew

Jun 4, 2014 7:33:31 AM  COST CENTER MANAGEMENT  jmajo500 Updated Cost Center. Name: CC101, Description: Cost Center 101, Manager: John Major

Jun 4, 2014 7:31:56 AM  COST CENTER MANAGEMENT jmaje500 Created Cost Center. Name: CC100, Descnption: Cost Center 100, Manager: John Major

Make the desired changes to the Description, Manager or Manager’'s Email fields.

4. Click Save. The Cost Centers view page appears.

How to Delete a Cost Center

1. From the Reference Data tab, click the Cost Centers sub-tab. The Cost Centers view page

appears.

On the Cost Centers page, click Remove in the Action column in the row of the cost center to
delete. The Remove a Cost Center page appears.

Note: If the cost center is a member of a group, you must remove it from any groups it belongs to
prior to deleting the cost center. G-Invoicing displays an error message if you attempt to delete a
cost center that is in use in a cost center group. See the topic Understanding Groups in G-
Invoicing on page 28.

Users | Groups Invoices Forms & Rules

Purchasing Payments Integration | Reference Data NIECH M?'I About | Logout

ERP SetlD Cost Centers Payment Terms

Department ID  Business Units  Units of Measure

Remove a Cost Center

Please verify the removal of the cost center specified below by clicking on the Yes button. To cancel, click on the No button.

Are you sure you want to remove Cost Center: CC10172

3. Click Yes. The Cost Centers view pages appears.
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How to View the Cost Center Audit Trail

1. From the Reference Date tab, click the Cost Centers sub-tab. The Cost Centers view page
appears.

2. Toview a record of deleted cost centers, click the History button on the summary page. The
Cost Centers Audit Trail page appears.

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration P Reference Data

Home | Heln? | About | Logout
ERP SetlD Cost Centers Payment Terms DepartmentlD Business Units Units of Measure

Cost Centers Audit Trail
Jun 4, 2014 T7:33:05 AM  COST CENTER REMOVED jmajo500 Removed Cost Center. Name: CC200, Description: Cost Center 200, Manager: John Smith

Configuring Department IDs

From the Department IDs page, you can view, create, and manage the department IDs configured for

your agency. You can enter department IDs manually or you can upload them with the help of the
Treasury Support Center.

When creating a GT&C, agencies can select one or more from a list of department IDs See the topic,
Creating Rules Sets for GT&Cs and Orders on page 58.

G-Invoicing uses the department ID to group certain orders and invoices. By creating a department ID
group, and then restricting access by adding that group to a role, only users with that role are
able to view GT&Cs, orders, and invoices associated with that department ID.

No synchronization exists between G-Invoicing department IDs and those in an ERP. Updates do not
occur in either system if there are changes. You must make any updates manually.

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration |JREférence Data

Home | Help™ | About | Logout
ERP SetlD CostCenters Payment Terms l}epén.manllD Bu:h'un.l.lnlh ilnhpfllmu

Manage Department IDs

Add, update or remove Department 1Ds,
New Department ID
Department 10 &¥ L pesenpon [ Manager ] Actons |

Jept ID100 Department ID 100 John Major Update | Remove

Dept D200 Department ID 200 John Smith Update | Remove

Manage Department IDs Page

How to Create a Department ID

1. From the Reference Data tab, click the Department ID sub-tab. The Manage Department IDs
page appears.

2. Click New Department ID. The Create a Department ID page appears.
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Payments orms & Rules | Integratio 4 Home | Heip® | About | Logout

EII'“I CostCenters  Paymen! Terma  Depariment ID - Business Units I._!ﬂ“l

Create a Department ID
Complete the form to create a Department 1D, * indicates required field

[[reate | [ Cancel |

Enter an identifier for the new department in the Department ID (Required) field. G-Invoicing
accepts a maximum of 20 characters. Only standard ASCII characters are permitted, with the
exception of

> &

Enter a description of the new department in the Description field. G-Invoicing accepts a
maximum of 100 alphanumeric/ASCII characters.
Click * in the Manager field to access a Search dialog.

Enter search criteria in the First and/or Last fields and click Search. Use the wildcard symbol (%)
to broaden the search results.

Click Create to add a new Department ID; otherwise, click Cancel to clear the fields. The
Manage Department IDs page appears.

How to Update the Department ID

1.

From the Reference Data tab, click the Department ID sub-tab. The Manage Department IDs
page appears.

From the Manage Department IDs page, click Update under the Actions column, in the row of the
department ID you want to update. The Update a Department ID Page appears.

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration |IReference Dats Home | Help® | About | Loaout

ERP Seti0 CostCenters Payment Terms.  Department I Business Units. l.lﬂlﬂﬂ._uﬂ‘

Update a Department 1D
View or

modify Department 1D details

* DepanmentID:  Depts
Description: [22nd Division ]
Manager: | S [Gear

Department ID Audit Trail

Oct 27, 2016 10:34:24 PM DEPARTMENT 10 MANAGEMENT whesc502 Created 10: Depts, . Manager:

Make the desired changes to the Description or Manager fields.

Click Update to save your changes; otherwise, click Cancel. The Manage Department IDs page
appears.
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How to Delete a Department ID

1. From the Reference Data tab, click the Department ID sub-tab. The Manage Department IDs
page appears.

2. From the Manage Department IDs page, click Remove under the Actions column, in the row of
the department ID that you want to delete. The Remove Department confirmation page appears.
Note: If the department ID is a member of a group, you must remove it from any groups it
belongs to prior to deleting the department ID from G-Invoicing. See the topic Understanding
Groups in G-Invoicing on page 28.

Remove Department
Please verify the removal of the Department ID specified below by clicking on the Yes button. To cancel, click on the No button.

Are you sure you want to remove Department ID: Dept1?

3. Toremove the department ID, click Yes; otherwise, click No. The Manage Department IDs page
appears.

How to View the Department ID Audit Log
1. From the Reference Date tab, click the Department ID sub-tab. The Manage Department IDs

page appears.
2. Toview a record of deleted department IDs, click the History button on the summary page. The

Department ID Audit trail page appears.

Home | Helg? | About | Logout

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration PReferénce Data

Department ID | Business Units  Units of Measure

ERP SetlD Cost Centers Payment Terms

Department ID Audit Trail

T R N

Jun 4, 2014 7:40:55 AM  DEPARTMENT ID REMOVED jmajo500 Removed Department. Department ID: Dept ID200, Description: Department ID 200, Manager: John Smith
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Configuring Business Units

From the Business Units page, you can view, create, and manage the business units configured for

your agency. You can enter business units manually or upload them with the help of G-Invoicing
Customer Support.

When creating a GT&C, agencies may select one or more business units from a list of available

options. See the topic Creating Rules Sets for GT&Cs and Orders on page 58. You must create
business units before they are available to add to the GT&C.

You can use business units to group certain orders and invoices. By creating a business unit group,
and then restricting access by adding that group to a role, only users with that role are able to
view GT&Cs, orders, and invoices associated with that business unit.

Important Note- There is no synchronization of business units between G-Invoicing and an agency’s

ERP. Changes are not refreshed in either system, so all changes must be made manually to both
systems.

Users

Invoices

Groups | Purchasing Payments | Forms & Rules | Integration [PReference Data

Home | Help® | About | Logout

ERP SetlD CostCenters PaymentTerms DepartmentlD Business Units Units of Measure

Manage Business Units

Add or remove Business Units.

HNew Business Unit

BU1 Business Unit 1 Remove

Business Unit 2 Remove

Business Units Page

How to Create a Business Unit

1. From the Reference Data tab, click the Business Units sub-tab. The Manage Business Unit
page appears.

2. Click New Business Unit. The Create a Business Unit page appears.

Users | Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration [REférénce Data Home | Help™® | About | Logout

ERP 5etlD Cost Centers Payment Terms Department|D Business Units  Units of Measure

Create a Business Unit

Complete the form to create a Business Unit

#* indicates required field

* Business Unit:

Description:

3. Enter an identifier for the new business unit in the Business Unit (Required) field. G-Invoicing

allows a maximum of 100 characters. Only standard ASCII characters allowed, with the exception
of " " <> &

4. Enter a description of the new business unit in the Description field. G-Invoicing accepts a
maximum of 100 alphanumeric/ASCII characters.

5. Click Create to add the new business unit to the Manage Business Units page; otherwise click
Cancel. The Manage Business Unit page appears.
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How to Remove a Business Unit

1. From the Reference Data tab, click the Business Units sub-tab. The Manage Business Unit
page appears.

2. Click the Remove link in the same row as the Business Unit to remove. A Remove a Business
Unit confirmation page appears.

Note: If the business unit is a member of a group, you must first remove it from any groups it

belongs to before deleting the business unit from G-Invoicing. See the topic Understanding
Groups in G-Invoicing on page 28.

Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration |[PREférence Data

Home | Helo™ | About | Logout

ERP SetlD CostCenters Payment Terms DepartmentlD Business Units Units of Measure

Remove a Business Unit
Please verify the removal of the Business Unit specified below by clicking on the Yes button. To cancel, click on the Mo button.

Are you sure you want to remove Business Unit: BU Z?El

3. Click Yes to remove the Business Unit; otherwise, click No. The Manage Business Unit page
appears.

How to View the Business Units Audit Trail

1. From the Reference Data tab, click the Business Units sub-tab. The Manage Business Unit
page appears.

2. To view a record of additions and deletions made to all the business units, click the History
button. The Business Units Audit Trail page appears.

Groups | Purchasing | Invoices | Payments

Forms & Rules | Integration

Home | Help® | About | Logout

ERP SetlD Cost Centers Payment Terms Department D Business Units  Units of Measure
Business Units Audit Trail

o | e [ ]  Comew
Jun 4, 2014 7:47:34 AM  BUSINESS UNIT REMOVED

jmajo500 Removed Business Unit. Business Unit Name: BU3, Business Unit Description: Business Unit 3

Jun 4, 2014 74715 AM  BUSINESS UNIT MANAGEMENT jmajo500 Created Business Unit. Business Unit Name: BU3, Business Unit Description: Business Unit 3

Jun 4, 2014 7:47:02 AM  BUSINESS UNIT MANAGEMENT jmajo500 Created Business Unit. Business Unit Name: BU2, Business Unit Description: Business Unit 2

Jun 4, 2014 T:46:52 AM  BUSINESS UNIT MANAGEMENT jmajo500 Created Business Unit. Business Unit Name: BU1, Business Unit Description: Business Unit 1
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Configuring Units of Measure

Use Units of Measure (UOM) to account for how an item on an order or invoice is measured. A UOM
is a standard unit or system of units by which a quantity is accounted for and expressed. No
relationship exists between G-Invoicing UOMs and those in an agency ERP system.

From the Manage Units of Measure page, you can view a list of existing UOMs. You can enter UOMs
manually or upload them with the help of the Treasury Support Center.

Users Purchasing | Invoices | Payments | Forms & Rules | Integration |CREféreénce Data

tome | Help™® | About | Logout

ERP SetiD CostCenters PaymentTerms DepartmentiD Business Units Units of Measure

Manage Units of Measure

Add, update or remove Units of Measure for use in IPP Purchase Orders and Invoices.

| New Unit of Measure |

uoM Code ¥ IPP System Code GoodsiServices

EA Each Goods Update | Remove

HR Hourly Rate Service Update | Remove

B E B

PK Package Goods Update | Remove

Units of Measure Page

The information in the table below describes the Manage Units of Measure page.
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Field Name Description
UOM Code Agency-entered code for the unit of measure. This field is
sortable.
G-Invoicing System Code Code for the unit of measure within G-Invoicing

About the DLR (Dollar Only) system code:

e DLR allows Requesting Agencies to issue orders with an
order line that only specifies the total dollar amount,
without regard for unit price. G-Invoicing uses the default
value of 1.00 times the quantity entered at the Schedule
level to calculate the Extended Price of the item.

e On the Servicing Agency side, G-Invoicing only displays a
value in the Extended Price field. For example, if the value
of the service is $10,000, G-Invoicing displays $10,000 in
the Extended Price field and displays no value in either
the Quantity or Unit Price fields.

Description Agency-entered description of the unit of measure

This description appears in the Units of Measure column on the
Order and in the U.O.M. column on the Invoice. G-Invoicing
accepts a maximum of 100 alphanumeric/ASCII characters.

Goods/Services Indicates whether the unit of measure is for goods or services

Generally, goods are items and services are business functions,
such as consulting.

How to Create a New Unit of Measure

1. From the Reference Data tab, click the Units of Measure sub-tab. The Manage Units of Measure
page appears.

2. Click New Unit of Measure. The Create a Unit of Measure page appears.

Purchasing | Invoices | Payments | Forms & Rules | Integration |[SReference Data Home | Help? | About | Logout

ERP SetlD CostCenters Payment Terms DepartmentID Business Units Units of Measure

Create a Unit of Measure
Complete the form to create a Unit of Measure * indicates required field

* UOM Code: PKG
* UOM Type: @ Goods () Service

*IPP System Code: PK -

* Description: Package

3. Enter a maximum of three (3) alphanumeric characters for the new unit of measure in the UOM
Code (Required) field.

4. Select Goods or Service from the UOM Type (Required). Goods are items, such as computers,
and services are business functions, such as consulting services.
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5.

Select an G-Invoicing System Code (Required) from the list box. If you selected Goods in step
4, G-Invoicing displays only system codes for Goods; if you selected Services, G-Invoicing
displays only system codes for Services.

Enter a description for the new UOM in the Description (Required) field. This description
appears in the Units of Measure column on the Order and in the U.O.M. column on the Invoice.
G-Invoicing accepts a maximum of 100 alphanumeric/ASCII characters.

Click Create to add a new UOM to G-Invoicing; otherwise, click Cancel. The Manage Units of
Measure page appears.

How to Update a UOM

1.

From the Reference Data tab, click the Units of Measure sub-tab. The Manage Units of Measure
page appears.

Click Update in the Actions column of the UOM you want to change. The Update a Unit of
Measure page appears.

Note: You cannot change a UOM used in an existing order or invoice.

Home | Help® | About | Logout

Reference Data

Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration

ERP SetlD Cost Centers Payment Terms DepartmentID Business Unitz Units of Measure

Update a Unit of Measure
View or modify Unit of Measure Details * indicates required field

* UOM Code:  CO
*IPP System Code: CO ~ UOM Type: Goods

* Description: Container

Unit of Measure Audit Trail

Make a change in one or more of the fields.

Click Update to save; otherwise click Cancel. The Manage Units of measure page appears. .
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How to Remove a UOM

1.

2.

From the Reference Data tab, click the Units of Measure sub-tab. The Manage Units of Measure
page appears.

Click Remove in the Actions column of the UOM you want to delete. G-Invoicing displays the
Remove a Unit of Measure confirmation message.

Note: You cannot remove a UOM contained within an existing order or invoice. Removing the
UOM does not remove the G-Invoicing System Code. Once you remove a UOM, the G-Invoicing
System Code becomes available for matching with a new UOM.

Groups Invoices Forms & Rules Reference Data Home | Help? | About | Logout

Purchasing Payments Integration

ERP SetlD Cost Centers Payment Terms DepartmentID Business Units Units of Measure

Remove a Unit of Measure

Flease verify the removal of the Unit of Measure specified below by clicking on the Yes button. To cancel, click on the No button.

Are you sure you want to remove Unit of Measure: PKG?

Click Yes to remove the UOM, or click No to retain the UOM. The Manage Units of Measure page
appears.

How to View the UOM Audit Trail

1.

2.

From the Reference Data tab, click the Units of Measure sub-tab. The Manage Units of Measure
page appears.

To view a record of deleted UOMSs, click the History button on the summary page. The Units of
Measure Audit Trail page appears.

Groups | Purchasing | Invoices | Payments | Forms & Rules | Integration P Reference Data Home | Help® | About | Logout

ERP SetlD CostCenters Payment Terms DepartmentID Business Units Units of Measure

Unit of Measure Audit Trail

[ o | awy [ [ Commen |

Jun 4, 2014 8:25:04 AM  UOM REMOVED jmajos00  Removed UOM Code CUR, UOM Type:Goods, IPP System Code:CUR, Description:Currency
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