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ATTACHMENT C

BILLING INSTRUCTIONS
CHANGES TO DOE’s VENDOR INQUIRY PAYMENT ELECTRONIC REPORTING SYSTEM (VIPERS)
Effective June 1, 2004, the Oak Ridge Financial Service Center (ORFSC) will begin processing all payments for the U.S. Department of Energy (DOE).  Following is important information that may affect your organization in terms of how invoices are to be submitted and how payment will be received.

Vendors can and are encouraged to submit invoices electronically through the ORFSC’s Vendor Inquiry Payment Electronic Reporting System.  VIPERS also allows vendors to check the payment status of any invoice submitted to the DOE.  To obtain access to and use VIPERS, please visit the web page at http://finweb.oro.doe.gov/vipers.htm.  Detailed instructions on how to enroll and use the system are provided on the web page.

If your organization has been using the VIPERS maintained by the DOE’s Capital Accounting Center (CAC), there are some important items you should be aware of.  The two systems are different and managed separately.  Therefore, you will need to enroll in the ORFSC VIPERS at the web address listed above.  The ORFSC VIPERS provides some features, enhancements, and capabilities that were not previously available to vendors serviced by DOE’s CAC.  The only requirement for using the ORFSC VIPERS is Internet Explorer V.5. or higher.

The benefits of using the electronic invoicing function within VIPERS include increased accuracy and response time, thus resulting in more expeditious payment of invoices.  It is recommended that your organization contact the appropriate procurement official at the DOE and determine if savings can be achieved by submitting invoices electronically and eliminating the need to submit one or multiple paper copies.

For those vendors that choose not to submit invoices electronically, you will be notified by separate letter of the change in the billing address.  If you have any questions about VIPERS or consolidation of payment services at the DOE, please contact Tim Southard at (865) 241-2059 or southardtj@oro.doe.gov.

INSTRUCTIONS FOR USING THE ELECTRONIC INVOICING FEATURE IN THE OAK RIDGE FINANCIAL SERVICE CENTER (ORFSC) VENDOR INQUIRY PAYMENT ELECTRONIC REPORTING SYSTEM (VIPERS)

Vendors have the capability to create and submit an invoice electronically using VIPERS.  This helps to expedite invoice payments as well as save time preparing, copying, and mailing invoices.  In addition to the invoice, you are able to attach up two backup files in PDF, DOE, WDP, XLS, or TXT formats.  This information will be forwarded to the payment office and the appropriate approving official(s).

For those already signed up to use VIPERS, you will log on the same way, using the password identification number (PIN) already assigned to your company.  If you are a new VIPERS user, please following the registration instructions to request a PIN.

The only software requirement for using the new electronic invoicing feature is Internet Explorer V.5 or higher.

Once you are logged on to VIPERS, click on Show PO/Contract found on the left side of your screen.  Choose the contract/purchase order number you are billing.  Once you have chosen a contract or purchase order number, the Electronic Invoicing feature will become active.  Click on the Electronic Invoicing button.  Address, banking, TIN, and other related payment information will be displayed.  If all the information is correct, click Verify.  Otherwise, make corrections and then click Verify.  This will sent an e-mail to ORFSC with the corrections and our system will be updated.  Once you have verified your vendor information, you will select the form to be completed.  Contracts use SF 1034, grants use SF 270, and purchase orders use the generic purchase order invoice form.  This will be identified for you based on criteria set up in our accounting system and will be displayed in blue as 1034, SF270, or PO.  Click on the proper award type and the form will be displayed. 

You will be able to tab through the form to enter information.  There are two dropdown boxes.  One to choose the correct DOE office where the goods/services were delivered, and another to choose any applicable discount terms.  The default is net 30.  If you have any supporting documentation, click on Browse to pull in the document(s) to be attached.  Then click on Submit.  You will get a message that an invoice is being submitted to ORFSC for the dollar amount entered is this ok?  Click Yes and your invoice and any supporting documentation will be submitted to the ORFSC.  You will get another message that the invoice has been sent.  After sending the invoice, you will be asked if you want to print.  Click Yes to print.
For questions contact:

Lynda Vinyard (888) 251-3557

vinyardlm@oro.doe.gov
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INSTRUCTIONS FOR PULLING UP INVOICE INFORMATION IN THE

OAK RIDGE FINANCIAL SERVICE CENTER (ORFSC) VENDOR INQUIRY PAYMENT ELECTRONIC REPORTING SYSTEM (VIPERS)

Once you have received your PIN, click on Logon to VIPERS from the home page.  Enter the company’s tax id number or your social security number if you are an individual, and the PIN that was assigned by ORFSC.  Click Authenticate Me.  

On the left side of the screen choose from one of the following:

The “On Invoice” feature can be used to locate entries by your invoice number.  You will be prompted to enter an invoice number and then click OK.  

The “On Paid Date” feature can be used to locate all invoices associated with a specific payment date.  You will be prompted to enter a date in the YYMMDD format.

The “On All Invoices” feature will bring up all the invoices logged for your company.  A second screen appears where you can request paid invoices, received but not paid invoices, cancelled invoices, and/or rejected invoices.  You may choose one category or up to all four.  You can choose to sort the report by invoice or DOE purchase order/contract number.  You may also choose the current fiscal year or the last fiscal year.  Make your selections and click Generate Report.  This report will show the DOE purchase order/contract number, invoice number, date the invoice was received, invoice amount, amount paid, due date, paid date, and status (i.e. Paid, cancelled, rejected, in process, etc.).  Any item displayed in blue is hyperlinked.  You can click on the contract number and get a listing of all invoices for that contract.  If the invoice number is hyperlinked, you may click on it to see a copy of the invoice.
The “Show PO/Contracts” feature allows you to choose a specific purchase order or contract and see only the invoices related to it.  This will bring up a report showing the invoice number, date invoice was received, invoice amount, amount paid, due date, paid date, and status (i.e. Paid, cancelled, rejected, in process, etc.).  Any item displayed in blue is hyperlinked.  If the invoice number is hyperlinked, you may click on it to see a copy of the invoice.
The “Contacts” feature shows contact information at the ORFSC.  

For questions contact:

Lynda Vinyard (888) 251-3557

vinyardlm@oro.doe.gov
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REGISTRATION INSTRUCTIONS FOR THE OAK RIDGE FINANCIAL SERVICE CENTER (ORFSC) VENDOR INQUIRY PAYMENT ELECTRONIC REPORTING SYSTEM (VIPERS)

ATTENTION:  Registration for the following Department of Energy (DOE) offices will not be available until June 1:

Capital Accounting Center

Pittsburgh Naval Reactors Office

Schenectady Naval Reactors Office

Chicago Operations Office

Naval Petroleum and Oil Shale Reserves

Naval Petroleum Reserves in California

If you are a new user on VIPERS, click the Request Access button on the home page.  In the PIN Request Form, Enter the company’s Tax Id Number (without dashes) or your social security number if you are an individual, a Contact Name in the format (First Last Name), and a Business Phone number.  Then click Process Request.  The information you entered will be displayed and you will need to verify that it is correct by clicking OK or CANCEL.  If you click OK, another screen will be displayed showing the address information ORFSC has in its accounting system.  If the address information is correct click on SEND.  Otherwise, make corrections and then click SEND.  An e-mail will be sent to the ORFSC with the information that was entered and the PIN that was assigned by the system.

ORFSC will mail the PIN to the address displayed above.  Allow 3-5 days for mail time.  

For questions contact:

Lynda Vinyard (888) 251-3557

vinyardlm@oro.doe.gov
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