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“contains audio narrative. Please adjust your volume accordingly.

Welcome to Wide Area Workflow e-Business Suite. This demonstration contains audio narrative. Please adjust your volume
accordingly.

Step 1

¥ My Account ~ Administration-  Help 2 User : jldtpwawipmo ~ ¥Logouf

PIEE o jon Date: 2024106121 16:15:32 UTC
nte

Welcome to the Procurement Integrated Enterprise Environment

Post Award Admin Payment

You must be registered in PIEE with at least one active role to access the myInvoice web application.
The mylnvoice web application can be accessed by clicking the myInvoice icon while logged into PIEE.
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User: cor_vendor |

awon -

The myInvoice web application will be displayed in a new browser window.
The System Messages page will be displayed as the default page when the mylInvoice web application is first accessed.
Select the Reports link to see a list of reports to obtain invoice status and payment data.

aon -

Purpose: Use this page to select a report.

Payment Report - Click this button to query invoices by using the EFT Trace Number, Check Number, Date of Check, Amount,
or Voucher Number.

Status and Date Report - Click this button to query invoices by payment status and payment status date.
Contract/Invoice/Shipment Report - Click this button to query invoices by Contract Number, Delivery Order Number, Invoice
Number, or Shipment Number.

Status by Last Action Date Report - Click this button to query invoices by payment status and date of last action as reported by
the entitlement system.

Load Status Report - Click this button to query the most recent entitlement file upload status for all entitlement files.

Debt Notices Report - Click this button to query debt notices by CAGE Code, Bill of Collection or Contract Number. Click the
Payment Reports link.
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Step 4

mylvolce  Repots o Preferences Tax Saemerts  Ext User-Corateung A

EE—

Every report except the Load Status Report and Debt Notices Report can search for data in the acti§/e or archive database using
the Search in drop down list. Use the Search in drop down list to select the database to search in. The default option is Active

Database.

Step 5

mylvolce  Repots o Preferences Tax Saemerts  Ext

o

Government user can search by CAGE Code or DUNS Codes. Up to 100 comma delimited CAGE or bUNS Codes. The default
option is "CAGE Code". Every report except the Load Status Report and Debt Notices Report can search for invoice data by

CAGE Code or DUNS Code using the “Search by” dropdown list.
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Step 6

mylvolce  Repots o Preferences  Tax Saemerts  Ext User-Corateun A

@ a0

@ 10000013412 @ 10000021342

10000112146 @ 1000112192

Vendor user can search by CAGE Code or DUNs Code.
The Vendor can select or deselect CAGE or DUNS Codes manually or programmatically by clicking the Uncheck or Check links.
The default option is CAGE Code.

Step 7

Click the E-Mail button.
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User-Corateung )

mylvolce  Repots o Preferences  Tax Saemerts  Ext

= e Assistance

Every report except the Load Status Report and Debt Notices Report can send an email to the myIﬁvoice Help Desk requesting

assistance in resolving issues associated with the invoice data.
Users can enter the required entries and send an email to the myInvoice Help Desk. The Name, E-Mail Address and Phone will

be pre-populated.

Step 9

There may be cases where a report is not ready when the daily Status and Date Report program runs.
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If reports are needed before the program runs again the next day, users can logon to the web application and download a txt
file containing the Status and Date Report for their CAGE codes.

Step 11

myinvoice MEM TaxSaenens  Ext UserCora g |
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Click the Info link.
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1 ntomavon

@ DFAS Custome Servce Phane Nuers (exters k)

@ DODARC Payment OficePhone Numbers (extemalink)

@ 110CAS Data Shang ntatve Info(extema k)

@ System for Awars Management () extemal k)

@ DFAS Vendor Reference Too (exteral i)

@ Prompt Payment Homepage (exermaink)

o=

The mylInvoice web application allows users to view reference code tables and access external web sites.
Use this page to view reference codes or navigate to external web applications.

mylnvoice  Reports lelm it User mojgan_pmo Test5120

18 Information

@ DFAS Customer Sarvice Phone Numbers (extema ink)

@ DoDAAC Payment Offce/Phone Numbers (extemal ink)

@ MOCAS Data Sharing Initative Info (external ink)

@ Systom forAvard anagemen (SAM) (ol k)

@ DFAS Vendeor Reference Tol(extema k)

@ Prompt Payment Homepage (extemal ink)

© hep |

Click the Admin link.
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mylnvoice  Repots o Admn  Prefeences  Ext User mofgan_pmo Test 5120
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The myInvoice web application allows the WAWF PMO to schedule entitlement file uploads, maintain system properties and
maintain reference codes.
Administration: Use this page to schedule entitlement file uploads, view system properties or view reference codes.

Step 15

mmmmv-mm UserCora g

= nromaton

@ DFAS Customes Senvice Pone Numbers exeral Ink)

@ DODARC PayirentOffcerProne Numoes exteal k)

@ 110CAS Data Shanng Intate o (xtrmal k)

@ system for Award Management () extermat k)

@ DFAS Vendor Reference Too exteral i)

@ PromptPayment Homepage (exrmal i)
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Click the Preferences link.
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Step 16

User-Corateung

The Preferences page is displayed. Vendors and Government users can select a theme to change the appearance of the
myInvoice system.
Vendors can request Advice of Payments (AOP) notifications.

Step 17

e caceopcomtmmnegou

Click the Tax Statements link.

o -
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Step 18

The Tax Statements page is displayed. Vendors can select a tax statement.

This concludes our demonstration.
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