
Inspecting a NAVCON document 

 
Overview The Naval Construction/Facilities (NAVCON) document was created to 

process shore facility construction invoices.  NAVCON is limited to the 
One Pay entitlement system, and the system prohibits creation by any role 
other than Vendor. 

 
Procedure Follow the steps below to accept a NAVCON document. 

Step Action 
1 After Logon, click on the Government link at the top of the screen. 

 

 
 

2 Click the Inspection Folder link. 
 

3 Select a DoDAAC from the DoDAAC drop down menu. 
 
Important!  The DoDAAC is a required field. Select appropriate 
DoDAAC from the drop down menu. 
 

4 Select the Navy Construction/Facilities Management Invoice from the 
Type Document drop-down menu. 
 

 
All other fields in the Search screen are optional. Users can enter in as much or as little 
information as needed to narrow their search. 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
(continued) 

Step Action 
5 Click the Submit button. 

 

 
 

6 Click on the desired Invoice Number to open the document. 
 

 
 

7 Review the data on the Header tab. 
 

8 Click the Line Item tab to review the information included on the 
document. 
 

 
9 Click the Header tab and scroll to the bottom of the screen. 

 

 
10 Check the Recommend Approval box, and change the Inspection Date 

if not correct. 
 

 
 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
(continued) 

Step Action 
11 Enter the Signature Date, and then click the Signature button. 

 

 
 

12 Enter the Password, and then click the Next button. 
 

 
 

13 Review message and click the OK button. 
 

 
 

14 View the verification screen. 
 

 


