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LAMOYD Hello and welcome to the e-Authorizations and e-Invoicing training also known as the Invoice Payment Processing or IPPS Training.  My name is Lamoyd Figures, VR&E Service Training Specialist and assisting me with training today are Dale Sagotsky, VR&E Service Training Specialist, Alison Rosen, VR&E Service Senior Program Analyst, Sharon Hirsch, VR&E Service Policy Analyst, and Shelly Sawyer, Enterprise Support Section Supervisor of Financial Operation Service. The IPPS application is one of the many VR&E Service Modernization initiatives and we are excited to deploy this application. In fact when the opportunity came for us to infuse our VR&E payment processes into a system that VHA has been using since 2014, we seized the opportunity to modernize our service. IPPS will reduce the administrative time, becoming a force multiplier by allowing VRCs/CMs with more time to provide direct services to Veterans/SMs. 

Today’s training will include several modules that consist of virtual instructor-led components and actual IPPS demonstrations.  We have a lot of content that we would like to share regarding the IPPS application, therefore the audio lines will be muted throughout the training, but we will be addressing questions and answers in the Chat Dialogue box.  This will help us ensure that we give you all the information needed to know most of the functions of this application. As stated earlier, if you are experiencing any technical difficulties throughout the training session, please use the participant raise your hand icon located at the menu bar at the top of the window or use the chat box to indicate the issue. Our Training Support Staff will be on standby to assist you.  Note: We ask that you only use the chat box for troubleshooting issues and/or for posting questions. 

Additional resources will be forthcoming from VR&E Service to assist you when you are processing and/or certifying awards, adding users, viewing reports and any other IPPS functions that you maybe performing based upon your user-specific role. So be on the look out for additional supporting information.  

So without further adieu, lets go over our training Objective(s) for the first training module.



https://web.microsoftstream.com/video/004c9d42-aafa-4ffc-9aa1-152edeb0bc9e?list=studio

. Learning Objective(s)

After this training you will be able to:

* Describe the intent and purpose of e-Authorizations and e-
Invoicing via the Invoice Payment Processing System (IPPS)

* Describe the steps taken to access IPPS
* Describe the steps to export/print the Worklist

* Describe the steps to begin “troubleshooting” solutions

2\ U.S. Department

of Veterans Affairs 2



Presenter
Presentation Notes
After this training you will be able to:

Describe the intent and purpose of e-Authorizations and e-Invoicing (IPPS)
Describe and obtain the steps to access IPPS
Describe the steps to export/print the Worklist
Describe the steps to begin “troubleshooting” solutions



finvoice Payment Processing System (IPPS)

IPPS is an electronic invoicing platform which will
enable vendors to receive electronic authorizations
from and submit electronic invoices directly to
VR&E.

Once implemented, this capability will standardize
and streamline the invoice payment process, and
significantly reduce the amount of time needed to
receive, process, and pay vendors.

Projected Savings:
*  90% savings in payment processing time by
implementing IPPS
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IPPS is an electronic invoicing platform which will enable vendors to receive electronic authorizations forms and submit electronic invoices directly to VR&E. 

Once implemented, this capability will standardize and streamline the invoice payment process and significantly reduce the amount of time needed to receive, process, and pay vendors.

Projected Savings:
It is projected that VRCs/CMs will save 90% payment processing time by using IPPS. 



IPPS Workflow (At-A-Glance)

m CORPORATE

imrs

| [

CWINRS IPPS Vendor/Facility

IPPS

VRC se!ects prowder.durln.g plan entry VRC creates Authorization in IPPS Vendor Iocatfes created Authorization VRC reviews Invoice
(nothing changes with this process) in Tungsten
VRC takes no other action Wlth the VA (995 sl Autlher EEen e TunEs e Vendor creates Invoice VRC approves and certifies for
28-1905, do not print. payment

Tungsten sends Invoice to IPPS for

Vendor is notified via email e L
certification and payment

Note: School Certifying Official
certifies training hours in VA-ONCE
(nothing changes with this process)
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So, who creates the authorization?  The VRC creates an authorization in IPPS, which replaces the use of the 28-1905 in CWINRS. Tungsten receives the authorization and notifies the Vendor/Facility via email that there is a pending invoice authorization.  As a reminder, the Tungsten Network enables VR&E and its Vendor/Facility to submit, process and approve invoices online. Vendors or Facilities can use their Tungsten Accounting System to submit invoices electronically to VR&E. Therefore the invoice is then created in the Tungsten Network by the Vendor/Facility based on the authorization and sent back to IPPS for the VRC to certify and pay via IPPS.

So now, let’s take a look further at accessing IPPS. 

IPPS is a web-based system that recognizes your credentials if you’re logged into your government computer with your Personal Identity Verification (PIV) card.  A separate user name or password is not required.
 


Log In

s s sommmest - GEPXXKK
Affiliation
Employee

Log in using your PIV card

20115EP30

Go to https://vaww.ipps.fsc.va.gov/

—

ebLDAP1/ZAANDIR28qcDKrEgu_hmelUyQdQielZh O ~ @ & || & VAIPPS | |

- SYSTEM WARNING!

Authorized Use Only

This U.S. government system is intended to be used by authorized VA network users for viewing and retrieving
information only, except as otherwise explicitly authorized VA information resides on and fransmits through computer
systems and networks funded by VA All use is considered to be with an understanding and acceptance that there is
no reasonable expectation of privacy for any data or transmissions on Government Intranet or Extranet (non-public)
networks or systems. All transactions that occur on this system and all data transmitted through this system are
subject to review and action including (but not limited to) monitoring, recording, retrieving, copying, auditing,
inspecting, investigating, restricting access, blocking, tracking, disclosing to authorized personnel, or any other
authorized actions by all authorized VA and law enforcement personnel. All use of this system constitutes
understanding and unconditional acceptance of these terms. Unauthorized attempts or acts to either (1) access,
upload, change, or delete information on this system, (2) modify this system, (3) deny access to this system, or (4)
accrue resources for unauthorized use on this system are strictly prohibited. Such attempts or acts are subject to
action that may result in criminal, civil, or administrative penalties

[ 1M I understand and agree to follow the security procedures stated in the Authorized Use Only agreement.

‘;

Connect with the Financial Services Center

Click the checkbox at
Send us an email or call us at (866) 372-1141

Click here for Frequently Asked Questions, User Guides, and all IPPS related information t h e b Ott O I I I Of t h e

Need login assistance? Contact your local Site Administrators: [Select a station VHA/NCA v Wi n d OW a n d S e I ect
Need login assistance? Contact your local VR&E Site Administrators: | Select a VRAE Station v
“Agree”

:
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To log into IPPS:

Log into your government computer using your PIV card.
Go to https://vaww.ipps.fsc.va.gov/.
a.  An Authorized Use Only warning displays verifying that you understand the security procedures stated above .

NOTE: If you receive a message saying you are using an unsupported browser, we will address this error in the Troubleshooting Turning Compatibility Settings Off section.

b.  Click the checkbox at the bottom of the window and select Agree.

Please note: Access is granted with a provisional 90-day activity window.  If you do not log into IPPS within a 90-day period, your access to the application will be removed and you won’t be able to log in.  To regain access, you will have to contact your Site Administrator to be reactivated. We will go over these steps in the Site Admin section of this training. 

After a few seconds of clicking the Agree button, the IPPS application displays. The interface appears differently based on your role.



https://vaww.ipps.fsc.va.gov/

Screen Components (General)

|% https://vaww.ipps-utest.fsc.va.gov/prweb/PRWebLDAPL /y003QunZhs3alaBoKOrdsDanMDnvl): O ~ @& & || B VRE User

X @Con\rer‘t - [EHSelect

1.5. Department
of Veterans Affairs

Jeremy Barnett

*  Process Work

Select a Station

Invoice Inguiry Systen WorkList

Authorization Form
My Authorizations

Document Locator Number g (Gt
Number
183523400020 217240002
10283400020 217940002
10283400020 217940002
10283400020 217940001

THE UNIVERSITY OF TEXAS
THE UNIVERSITY OF TEXAS

* VendorMame * VendorlD |+ Amount @~ Participant Name
74500020202 42,500.00 TOD TAYLOR
74500020302 5.860.00 TOD TAYLOR
74500020302 5,760.00 TOD TAYLOR

THE UNIVERSITY OF TEXAS
THE UNIVERSITY OF TEXAS

74600020302  43,500.00 HOMINY GRITS

= | Certification Status

Pending-Certification
Pending-Certification
Pending-Certification
Pending-High'ValuelnvoiceReview

* Age¥ ~ Received Date * VA File Number -

13
13
13
13

BME82018
8152018
8152018
8152018

3. Workspace

2. Navigation Bar

[N Adobe Captivate

» Monitor Activity

Export to Excel

T 77T

ki TTIT
555-55-5555

29 Choose VA
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After a few seconds of logging in successfully, the IPPS application displays. The interface appears differently based on your role.

When you log into the system, your screen will typically display several components.

The contents of each screen component depend upon the role you are assigned as indicated earlier, we will provide a brief overview of the various roles in an upcoming slide. The screenshot displayed on the slide is for a VR&E Supervisor. 

No matter what screen or role that you are assigned, upon logging in your screen will have the following general graphic user interface or layout: 
Title Bar
Navigation Bar
Workspace

Now that we have displayed the general graphic user interface, let’s move on to the how to export and print the worklist that are located in the workspace area.



/Print the Worklist

Select the “Export/Print”
button

Select a Station

WorkList S —

| Export / print |

Document Locator Number Auth Number ~ VenderName = VendorlD * Amount Participant Name Certification Status Age ~ Received Date Original CM Name ~ VA File Number
18966200008 301840028 AMERICAM UNIYV OF HLTH SCIENCES 200753381 2.037.60 DOUG ROUHOFF  Pending-Unassigned 108 Trai2018 Dale Sagotsky@va.gov 700-02-0083
18286300002 301840033 ARIZOMNA STATE UNIY 26010688610 2,325.37 DICK SONOSK] Pending-Unassigned 108 Trai2018 Dale. Sagotsky@va gov 700-02-0073

— 18286300002 301840030 FLORIDA ATLANTIC UNIV 350385507 2,885.69 ELICILLIS Pending-Unassigned 231 3412018 Dale. Sagotsky@va.gov 700-02-0061

T
H o" H ”
Click the “Actions —_—

button e Bl o ||

Refrash
Generated
October 21 =9t
as
Filiered by: | StatusWork = Pending-Unassigned and | IPPSUserlD = NULL or IPPSUserlD Is null ) and stationNum = 301 ) LTI
Print
Export to POF
Displaying 3 records
Export to Excel
DLN PONumber VendorName vendorID TotalDue ParticipantName StatusWork Age invoiceReceive " umber
Help
19996300008 301940025 AMERICAM UNIYV OF HLTH SCIENCES 200753581 2037.6 DOUG ROUHOFF Pending-Unassigned 108 Jul 5, 2012 1:00:00 AM  700-02-0063
199963000059 301940033 ARIZOMA STATE UNIV B6019669610 2325.37 DICK SONOSKI Pending-Unassigned 108 Jul 5, 2019 1:00:00 AM  700-02-0073
19996300002 301940030 FLORIDA ATLANTIC UNIV 650385507  2665.69 ELI CILLIS Pending-Unassigned 231 Mar 4, 2019 1:00:00 AM  700-02-0061
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As you can see from the previous slide, a part of the layout includes the Worklist as shown on this slide. Since the worklist displays the certification invoices that need to processed, also known as Pending Certification, you may want to export or print the worklist.  Note, we will be addressing how to authorize and certify invoices later in this training. So to print/export, you must complete the following steps:

From the My Work tab, select the Export/Print button and the Work List redisplays in a different format
To print or export the Worklist, click the Actions button and select the desired option. As you can see on the screen, we usually will select Print, Export to PDF, or Export to Excel. 




Exiting

sc.va.gov/ prweb/PRWebLDAPL/y003QunZhs3alaBoKOrdsDanMNDn,

of Veterans Affairs

Jeremy Barnett Home
*  Process Work
ct & Station
Invoice Inquiry System WorkList
Authorization Form
Export to Excel
Document Locator Number * | Number * VendorMame * VendorlD |+ Amount @~ Participant Name ~  Certification Status * Age¥ ~ Received Date * VA File Number -
10283400020 217940002 THE UNIVERSITY OF TEXAS 74600020202 43,500.00 TOD TAYLOR Pending-Certification 12 ami2018
10282400020 217240002 THE UNIVERSITY OF TEXAS 746000202302 TOD TAYLOR Pending-Certification 132
10283400020 217940002 THE UNIVERSITY OF TEXAS 74600020202 TOD TAYLOR Pending-Certification 12 ami2018 T77- T
10283400020 217940001 THE UNIVERSITY OF TEXAS 74600020202 HOMINY GRITS Pending-HighValuglnvoiceReview 12 ami201e 555-55-5555
» Monitor Activity
[ — | I — I
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Exiting IPPS

1. To log off the IPPS application and prevent a possible error, click Log Off at the top right-hand side of the screen.

Note, if you don’t log off the application, the old session may be stored in cache so that it produces an error when you try to log in again. To fix this error, see Error When Logging In


. Troubleshooting

* Unsupported Browser Error Message (Log In)
— Turn Compatibility Setting Off

[

Select the “Tools Widget”

Print
File

— Zoom (100%:)
Safety

=

Add site to Start menu
View downloads
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility Yiew settings

A -\

k

v w v

Ctrl+]

Select any websites
and click “Remove”

Compatibility View Settings

m Change Compatibility View Settings

Add this website:

<

Internet options

Report website problemns

About Internet Explorer

Select the “Compatibility
View Settings”

Clear all checkboxes

13

Websites you've added to Compatibility View.

l Remaove I

[ Dighlay intranet sites in Compatibility View
[ usl Microsoft compatibility lists
| i h . +

Select “Close” to automatically refresh IPPS and .
load the entry screen
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Now we will discuss some troubleshooting steps for those who may experience issues logging in and/or exiting IPPS.  

It is important to mention that IPPS is compatible with Internet Explorer 11 (IE 11) only and your compatibility settings should be blank. This means IPPS is not compatible with Google Chrome, Mozilla, Fire Fox or iOS for Apple computers.  If your compatibility settings are turned on, you will receive an error message saying you are using an unsupported browser. 

Let’s walkthrough the steps of turning your Internet Explorer 11 compatibility settings off. 

To turn compatibility settings off:

From Internet Explorer, go to the Tools widget.
Select Compatibility View Settings  and the Compatibility View Settings window displays.
If any websites are listed in the Compatibility View area, select them and click Remove.
If any checkboxes are checked, clear them.
Select Close to refresh IPPS and load the entry screen.



Troubleshooting

e User or Access Issues

You do not have access to this application. Please contact your local IPPS Site Administrator for assistance.

— Contact your Site Administrator
Go to https://vaww.ipps.fsc.va.gov/

SYSTEM WARNING!

Authorized Use Only

This U.S government system 1s intended to be used by [authorized VA netwark users] for viewing and retrieving information only, except as otherwise explicitly
authorized. VA information resides on and transmits through computer systems and networks funded by VA. All use is considered to be with an understanding
and acceptance that there is no reasonable expectation of privacy for any data or transmissions on Government Intranet or Extranet (non-public) networks or
systems. All fransactions that occur on this system and all data transmitted through this system are subject to review and action including (but not limited to)
menitoring, recording, retrieving, copying, auditing, inspecting, investigating, restricting access, blocking, tracking, disclosing to authorized personnel, or any
other authorized actions by all authorized VA and law enforcement personnel. All use of this system constitutes understanding and unconditional acceptance of
these terms. Unautharized attempts or acts to either (1) access, upload, change, or delete information on this system, (2) modify this system, (3) deny access to
this system, or (4) accrue resources for unauthorized use on this system are sirictly prohibited. Such attempts or acts are subject to action that may result in
criminal, civil, or administrative penalties.

[0 lunderstand and agree to follow the security procedures stated in the Authorized Use Only agreement.

G O to t h e “ CO nta Ct yo u r‘ Click here for Frequenty Asked Questions. User Guides, and all IPPS related information
local VR&E Site Admin” and e logn sssance

H Contact your local Site Administrators Select 8 VHA/NCA Station | ¥
click the drop-down.
p Contact your local VR&E Site Admin [SelectaVRGE Station  |w | |
. . ( Agree ) ( Disagree )
Find your stationand a
|ist Of Site admins is S“Pras::;n;addam Suprasena.lé:]:c;lam@va.gov
displayed e Bt b
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If you are trying to access the IPPS application and you continue to experience log-in errors or issues, as indicated by the “You do not have access to this application” you will need to contact your local IPPS site administrator. 

To find out who your local IPPS administrator is:
Go to https://vaww.ipps.fsc.va.gov/ and an Authorized Use warning displays.
Select your station from the dropdown list under Contact your local VR&E Site Admin.
A list of site administrators displays for your station. 
3. Find your Station’s Site Administrator and use the contact information to notify them for assistance. 

Note: All users should know that access is granted with a provisional 90-day activity window.  If you do not log into IPPS within a 90-day period, your account is deactivated.  To reactive the account, please contact your Site Administrator.  



https://vaww.ipps.fsc.va.gov/

National Roll-out Support

* For VR&E IPPS support, please contact the following:
— E-mail: VRE [PPS.VBACO@va.gov
— VR&E Field Liaisons

Northeast VAVBAWAS/CO/VRE/NE

VAVBAWAS/CO/VRE/SE

Continental VAVBAWAS/CO/VRE/CONT

VAVBAWAS/CO/VRE/PA

— Local Change Management Agent
* For Service Provider Support, please contact the
following:

— Email: VAFSCEnterpriseSupport@va.gov
— Phone Number: 1-866-372-1141

e U.S. Department
f\@\: Choose A \\&#,)/ ofVeterans Affairs 11
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If you experience any additional issues or if you have any questions, we have provide the following support options of you: 

1. For VR&E IPPS support, please contact the following IPPS Corporate Mailbox: VRE_IPPS.VBACO@va.gov. The email address is indicated on the screen.
2. VR&E Field Liaisons and; 
3. Your local Change Management Agent

 
 


mailto:VRE_IPPS.VBACO@va.gov
mailto:VAFSCEnterpriseSupport@va.gov
mailto:VAVBAWAS/CO/VRE/NE
mailto:VAVBAWAS/CO/VRE/SE
mailto:VAVBAWAS/CO/VRE/CONT
mailto:VAVBAWAS/CO/VRE/PA

Demonstration
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Now, I we would like to transition to our IPPS Demonstration. During this demonstration, Shelly Sawyer will walk us through the following actions: 
Logging In
General User Screen Layout Options
Exiting IPPS
Trouble Shooting
Unsupported Browser/Turn Compatibility Setting Off and 
User or Access Issues/Site Administrator




Invoice Payment Processing System

User Roles

Briefed by:
VR&E Service
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DALE Now let’s take a dive into the IPPS User Roles. As mentioned earlier, your assigned role determines your functionality or ability to access and process certain IPPS features. We will discuss the specific roles in depth in the upcoming slides. Let’s state our Objective(s). 




. Learning Objective(s)

After this training you will be able to: |

* |dentify the various roles in IPPS

* |dentify the functions associated with each role in IPPS

2\ U.S. Department

of Veterans Affairs 14



Presenter
Presentation Notes
After this training you will be able to:

Identify the various roles in IPPS
Identify the functions associated with each role in IPPS



®  VR&E Roles in the IPPS Application

IPPS User Role Matrix

Access/Run
IPPS User Admin Role ~ Research All CertifyHigh$  ManageUser ~ Reports (Monitor View Create
Labels Stations Certify Invoices  Invoices Administration  Activity) Dashboards ~ Authorizations My Authorizations
\IRE Read Only X
\/RE Case Manager X X X X
VRE Supervisor X X X X X X
VRE Site Admin X X X X
\IRE RO Director X X X X
VRE Director X X X X

A user can only be assigned one role at a time.

e\ U.S. Depa]‘tl‘ﬂent

of Veterans Affairs 15
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Now let’s discuss the various VR&E specific roles in the IPPS application. This is an overview of the various roles and the associated specific functions that can be performed in IPPS. This portion of the training, will simply provide just a brief overview of the roles. 

Note: A user can only be assigned one role at a time. For instance, the personnel that you identify as a site admin cannot also be assigned as a Case Manager.  

VRE Read Only (Support Services Division and all other IPPS Users)

VRE Read Only has access to the following functionality:
Research using the Invoice Inquiry System (IIS)

Note, the IIS enables IPPS users to search for the status and details of invoices based on specific search criteria. The search is restrictive to the station(s) you are assigned access to. We will discuss the IIS research capabilities later in this training. 

2. Case Manager 

The Case Manager is responsible for creating an authorization for services to a Service Provider on behalf of a Participant. The Case Manager can approve low dollar invoices and they can recommend approval for high dollar invoices. The high dollar invoices must and will be routed to the Supervisor for recommendation or final approval. 

A Case Manager has access to the following functionality:
Research using the Invoice Inquiry System 
Create an Authorization Form
View or cancel their own authorizations - My Authorizations
Certify Low Dollar Invoices

3. Supervisor

The Supervisor can create an authorization for services to a Service Provider on behalf of a Participant and they can approve low dollar invoices. Though a Supervisor can recommend approval for high dollar invoices within their threshold, these invoices must be routed to another Supervisor or RO Director for recommendation or final approval if they served as the initial case manager.

A Supervisor has access to the following functionality:
Research using the Invoice Inquiry System
Create an Authorization
View or cancel Authorizations
Certify Low Dollar Invoices 
Certify High Dollar Invoices
Monitor Activity

4. VRE Regional Office (RO) Director

The main function of RO Director in IPPS is to certify high dollar/cost invoices.  The RO Director has access to:
Research using the Invoice Inquiry System
Certify high dollar/invoices - High Dollar Invoices
Access Dashboard
Monitor Activity

5. Director
The main task of the Director in IPPS is to certify high dollar invoices.  The Director can seek all authorizations from all stations that require certification. 
Research using the Invoice Inquiry System
Certify high dollar invoices - High Dollar Invoices
Access Dashboard
Monitor Activity

6. Site Administrator
The site admin role in IPPS differs from site admin in CWINRS in that its more simplistic.  The primary tasks of the Site Administrator (Site Admin) is to manage users and reassign invoices for review to other Case Managers, if necessary.  Therefore, if you lose access, want to change roles, or require reassignment of authorizations when a case manager is out of the office for an extended period of time, like for a vacation, the Site Administrator is the point of contact.
Site Admins have access to:
Change roles, assign stations, reactivate or delete users – User Administration
Access Dashboard – Invoice Inquiry System
Monitor Activity





Invoice Payment Processing System

Functionality: Authorizations

Briefed by:
VR&E Service
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DALE Now that we have provided an overview of the users and their functions, let’s move into the Authorizations module. The Authorization form is created in IPPS so that Service Providers can invoice for services rendered. 



. Learning Objective(s)

After this training you will be able to:

e Describe the steps on how to create an authorization

)\ U.S. Department
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After this training you will be able to:

Describe the steps on how to create an authorization


®  VR&E Roles in the IPPS Application

Authorization Roles

Access/Run
IPPS User AdminRole  Research Al CertifyHighS  ManageUser  Reports (Monitor View Create
Labels Stations Certify Invoices  Invoices Administration  Activity) Dashboards ~ Authorizations My Autharizations
VRE Read Only X
VRE Case Manager X X X X
PRE Supervisor X X X X X X
VRE Site Admin X X X X
\IRE RO Director X X X X
VRE Director X X X X

A user can only be assigned one role at a time.

U.S. Department
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Now let’s discuss the various VR&E specific roles in the IPPS application as it relates to the authorization function. 

Users who have this functionality are the Case Manager and VRE Supervisor. 

1. Case Manager 
The Case Manager is responsible for creating an authorization for services to a Service Provider on behalf of a Participant.
Though a Case Manager can recommend approval for high cost invoices, these invoices must be routed to the Supervisor for recommendation or final approval. 

2. Supervisor
The Supervisor can create an authorization for services to a Service Provider on behalf of a Participant. Though a Supervisor can recommend approval for high dollar invoices, these invoices must be routed to another Supervisor or RO Director for recommendation or final approval.




CWINRS Related Information

! Edit Plan Objective o || B[ £
Objective 1 Anticipated Completion Date
Veteran will complete a Bachelors Degree in Business Administration with a OK ‘

concentration in Human Resources 1212019

e — ¥ Add Facility Authorization e igL Cancel ‘
IB2017

Academic instruction, tuition, T&-

allowance plus medicalidentald Required Senvice: | - :'!‘1'2019 Senvice
Type
Provider Information | Retriave Providers
k Contractor ‘

Provider Name: KElsERUNN|  Service Provider:

Point of Contact Darryl Burt i Facility

Evaluation Criteria

i |
Gompliance wih Grapter 31 gf]  Authorzed Peioa Boes o0 . L
W or I will be accepted. Begin Date: 09/2019 EndDate: 10/2019 Eo
Staternent
Evaluation Procedure 1 Date Processed:  09/17/2019 1 _
Copies of official grades will be| Ened Case SpellCheck ‘
ining

Manager for supervisory campd|
status and a 2.5 GPA Print VAF 1805 ‘ oK | Cancel

Evaluation Schedule: case Manager will review the Veteran's progrdlss by reviewing copies of official grades and through supenvisory vis

Progress Notes
Unsatisfactory progress will result in probationary status and requing a reduction in course load or stop of program.

Do not Click the “Print VAF 1905” Button

U.S. Department
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Before we move into the steps to create an authorization in IPPS, we would like to discuss some CWINRS actions that we do not want you to perform. 

When creating a plan in CWINRS, the VRC must select a facility, by clicking on “Facility” and then selecting the required service, service provider from the list of approved facilities, and adding the authorization period. 

After completing all the fields, the VRC does not have to click on the Print VAF 1905 button because all 1905s will be authorized and certified using IPPS.  

Again, after completing all of the required fields on the Add Facility Authorization widow, click on the OK button.   

It has been brought to our attention that VRCs are printing the 1905 and forwarding to the facility.  However, VRCs should use IPPS to generate all authorizations and certify all invoices.    


Create an Authorization

To create an authorization, select the “Authorization Form”
button

ion & Authorization

U.S. Department

Search For Vendor

» Dashboard

Vendor Name

Vendor 1D : Address 1
*  Process Work

Vendor Search | Clear ]

Invoice Inquiry System

[ Authorization Form ]

Search Far Partisipant

Social Security
Number

My Authorizations @

Review Authorization Facility/Vendor Section

WA File Number

Name of Services/Assistance (include Degree Type When Applicabls)

' Authorization Form
Start Date & —@| End Date . % @

[ Required Books: 4108

[] Required Supplies: 4102

[[] Required Handling Charges: 4112
[] Required Tutorial: 4113

[] Required Equipment: 4150

[ Required One-Time MISC: 4155

Service Provider Facility Code %
Email 4

Case Manager [ Justin GaUpE@Va gov
Email Address EegE

U.S. Department
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As a reminder the Authorization form is created in IPPS so that Service Providers can invoice for services rendered and School Certifying Officials (SCOs) can be notified that training hours should be certified in VA-ONCE. 

To create an authorization, select the Authorization Form button. 

Note: The level of your access determines the selections available in the navigation bar. 

Upon clicking, the Authorization Form button, the Authorization form displays. 


Search for a Vendor/Facility

Enter one or more fields in the “Search For Vendor” Form

Search For Vendor

Vendor Name : | University of Texas Zip

Vendor 1D : Address 1

) THE UNIVERSITY OF TEXAS 74600094905 MEDICAL BRANCH PO BOX 660120 DEPT 730 DALLAS T 752660120 BNOTICE NM/C 061617
) THE UNIVERSITY OF TEXAS 74600094925 MEDICAL BRANCH 301 UNIVERSITY BLVWD GALWVESTON TX 775501035 BNOTICE NM/C 061617
H " n
ic endor Searc © It unvesaer o vessalestrecsa s seorca cesreale sox ssess oosz |mx rransomasier aoo sessaem e
() THE UNIVERSITY OF TEXAS 756002868 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD DALLAS ™ 753908575 BNOTICE NM/C 021617
() THE UNIVERSITY OF TEXAS 75600286802 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD MCS020 DALLAS ™ 753807208 CP1313 UPDATED 021617 DON
() THE UNIVERSITY OF TEXAS 75600286807 SOUTHWESTERN MEDICAL CENTER PO BOX 845347 DALLAS ™ 752845347 CP1313 UPDATED 021617

UNIVERSITY OF TEXAS 756002865819 SOUTHWESTERN MEDICAL CENT 5323 HARRY HINES BLVD DALLAS ™ 752355072 CP1313 UPDATED 021678

UNIVERSITY OF TEXAS 75600286822 SOUTHWESTERN MEDICAL CENTER 000 HARRY HINES BLVD ND6 504 DALLAS ™ 753308814 CP1313 UPDATED 021678

¥ Blocked Vendors

12 Next
Vendor Name Vendor ID Address 1 Address 2 City State Zip Comments Contact
THE UNIVERSITY OF TEXAS 75600286805 SOUTHWESTERN MEDICAL CENTER PO BOX 844430 DALLAS ™ 752844430 BLOCKED 090513 ZDB REF PAY 75600286804
THE UNIVERSITY OF TEXAS 75600286806 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD DALLAS ™ 752357208 BLOCK CCR 020711 NW1 PAY 75600286802 DUP
THE UNIVERSITY OF TEXAS 75600286840 SOUTHWESTERN MEDICAL CENTER PO BOX 841765 DALLAS ™ 752841765 CP1313 UPDATED 021617 REF PAY 75600286802
THE UNIVERSITY OF TEXAS 75600286841 SOUTHWESTERN MEDICAL CENTER PO BOX 841765 DALLAS T 752841765 BLOCKED 082411 ZDB REF PAY 75600286802
THE UNIVERSITY OF TEXAS 75600286842 SOUTHWESTERN MEDICAL CENTER  LOCK BOX 845477 DALLAS ™ 752845477 BLOCK 051012 NW1 REF PAY 756002868
UNIVERSITY OF TEXAS HEALTH 741586031W2 SCIENCE CENTER SAN ANTONIO PO BOX 1898 SAN ANTONIO TX 782971898 BLOCKED 120911 KB1 REF PAY 741586031
UNIVERSITY OF TEXAS HEALTH SC 741586031AC DIV OF DIABETES 7703 FLOYD CURL DR MC 7866 SAM ANTONIO TX 782293900 BLOCKED 021611 ZM6 REF PAY 741586031
UNIVERSITY OF TEXAS HEALTH SC 741586031AZ GREEHEY CHILDRENS CANCER RESEA 7703 FLOYD CURL DR MC 7784 SAN ANTONIO TX 782293900 BLOCKED 022213 ZDB REF PAY 741586031AX
UNIVERSITY OF TEXAS HEALTH SC 741586031KL  OPTHALMOLOGY P O BOX 528 SAN ANTONMIO TX 7820920528 BLOCKED CCR 110711 KB1 REF PAY 74158603116
UNIVERSITY OF TEXAS HEALTH SC 741586031R1 OFFICE OF THE PRESIDENT 7703 FLOYD CURL DR MC 7834 SAM ANTONIO TX 782293900 BLOCKED 053012 ZDB REF PAY 741586031R
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Now let’s identify the steps needed to search for a vendor. 

This search area is used to locate the service provider that will receive an authorization to provide services to a Participant. You can search for a vendor based on:
Vendor Name
Vendor ID, which is the same as the Vendor’s Tax ID: Note, you must include the full Vendor ID number, which can be found in CWINRS. We will go over the steps to locate this number in CWINRS in the upcoming slides. 
Vendor Zip Code
Vendor Address

To complete a vendor search:
Enter one or more fields, and 
Click Vendor Search.�


Searching with Tax ID

Search For Vendar

Enter
“Vendor ID”

Wendor Name : Zlp :
endor 1D 546000403 I Address 1
Vendor Search m
= Unblocked\Yendors
Vendor Name Vendor ID Address 1 Address 2 City Stake Zip Comments Contact

() EAST CAROLINA UNIVNGGEE000403

1000 E 5TH 5T M5 203 GREENWILLE MNC 27858 ASC 053017

Click “Vendor Search”
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As we mentioned earlier, there are several ways to conduct a Vendor Search. Here we will discuss how to Search for Vendors using the Tax ID. We will also discuss the simple steps of using CWINRS and Microsoft Excel to create a quick "cheat sheet" workbook to easily capture your specific Vendors/Service Providers, Tax ID and Facility Codes.  


To search for a Vendor by their unique ID:
1. Enter the Vendor’s Tax ID without the dash
2. Click the "Vendor Search” button 
Notice only one result for the vendor was yielded based on their Tax ID

 

 
 



Locating Tax ID and Facility Code in CWINRS

Data Carrection

Log in to CWINRS e WS

Jurisdictions

Mileage Table GED Processing Setup and Admin.

(AutoGED Processing - Regional Office Settings
Local Templates ; I Setup and I

Local Canned Statements

Update Weblinks Case Management ' Awards Processing

Select Folders. vl IVlew Avwards
Awards

Mar\._agement Processing

= Corporate WINRS
Ele Edit Wew GED Folders Payments Awards Il indow  Help

Use

Spedialists

RO Settings
National Limits

é Voucher Processing

Contract Payments vI

Voucher
Processing

a ﬂ Exit Corporate

WINRS

Exit Corporate WINRS

“Admin”

Select “Facilities”
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Now let’s pivot from IPPS to CWINRS and go over the steps of locating a Vendor's Tax ID and Facility Code in CWINRS. As you can tell, by the previous Vendor Search, having this information can expedite your search

Note: VR&E Service will provide a frequently used facility spreadsheet as an alternate to searching via CWINRS

To locate the Tax ID and Facility Code in CWINRS you must do the following: 
1. Log in to CWINRS
2. Go to Admin on the Access Tool Bar
3. Then select "Facilities"




® Locating Tax ID and Facility Code cont’d

[l View Facility Service Providers

| Station: [317 5t Petersburg [ Retrieve |
i 27 St Petersburg -
| 318 Winston-Salem > 4
3139 Columbia I I - I
320 Nashville | Address | City [ Vnd +]
321 Mew Orleans ? Sunken Road Fredericksburg, VA 20411 =
. ' | Bergen ¢ 322 Montgome 13988 Horseshoe Trail St Petersburg, FL 90908 F
Your aSSIgned Ch33toch| 325 Rpo One OF Four Usa, OK 20015 [
. Indianapolis -
Statlon ShOUld be CW 397 Lovisville 708 Royal Gorge Blvd. Canon City, CO 81212 -
Bicsel Tn| 228 Chicago 7130 ELDER LANE PO Bax 558 Sun Prairie, W1 53590 (i
- 1329 Detroit B —
v
t h e d efa u |t Embry Rig 3% 0 P ocee 242 Main Street Dahlgren, VA 22477 ¥
Florida Ain 331 St. Louis 4420 Georgia Avenue West Palm Beach, AK 33405 [l
Franco In| 522 Des Moines 234 Happy Day Way Tampa, FL 33609 ~
334 Lincoln
. | New Jersq335 st Paul CA0 Academic Jersey City, NJ 07057 4
New Repi gig EIE”VET 1000 Testy McTest Way Hosrian Prime, DC 20006 i
Albuguerque
Futgers 341 Salt Lake City 333 Eddie Collins Dr Boston, MA 33334 |7 -
343 Oakland
344 Los Angel b
it oo Export | Add | Edit | Delete View | Close |
346 Seattle
347 Boise
To choose 40 as

350 Little Rock

another station, 551 luskoges
select and click
“Retrieve”
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Next we will need to select the appropriate assigned Station. To do this: 

4. If your Station is not selected as a default, you can select the dropdown icon to select your Station. 
5 Then click "Retrieve
 
 




*® Locating Tax ID and Facility Code cont’d

Enter facility name or
scroll through facility list
and select the
appropriatefacility

5! View Facility Service Providers

Station: | 318 Winston-Salem

East Carolina

'] Retrieve

Provider Name
EC P | College Of Technology - Greensboro
ECP | College Of Technology Va Beach

East Carolina Uni. {Cont. Ed. Studies)
East Carolina Uni. - Transportation
East Carolina Uni. Bookstore

East Carolina Uni. Registrar

East Miss Comm College-Scooba
East Tennesses St. Uni

Eastem Kentucley Uni. (Online

Address.
7015 G. Albert Pick Road
5555 Greenwich Road

G120 Old Cafeteria Complex
Ewrin Room 202
305 East Tenth Strest

Ecu Bookstore- Dowdy Stu. Str
Attri Josh Dail

PO Box 158

P O Box 70732

Bumam House

City Vnd -
Greensboro, NC 27403
Va Beach, VA 23462

Greenville, NC 27858
Greenville, NC 27858
Greenville, NC 27858
Greenville, NC 27858
Scooba, MS 39358

Johnson City, TN 37614
Richmond, K 40475

I\EEpurl | SR

?

Click the “View”
button

Facility Tax
ID/Code are
displayed

View Facility Service Provider

= 2 )

=}
85 View Facill  £4cility Information

Station: E e LIRS EERRS

TaxID: 56-6000403

G120 OId Cafeteria Complex

ECP ‘CUHEE Cashier's Office
ECP | Colleg
ESRI-{Ch
Greenville

e
Fast Camhna_ Programs and Facility Code(s)
East Carolina

1 Facility Code for Selected Pro
East Carolina

Facility Contact 2
MName: Rebecca Porch
FSledi Phone: 2523286747 |
[7] Foreign Address Fax
vnd

NC ~| 27858

gram: EA|

East Carolna Faciity Code
L ED M\ssbﬂ EINEEE ML | Insttutions of Higher Leaming
NCD

East Tennes!
Eastem HKent

Type Program Type -

Non-College Degree E

QT Onthe Job Training/Apprerticeship
SRS/IL | Special Rehab Service/Independent Living
SRS/M | Special Rehab Service/Medical o
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Next we will have to find the appropriate facility. You can do this by: 

6. Typing the facility name in the text box or by scrolling through the list of providers. 
7. Click on the facility you would like to select; and   
8. Click the "View" button

As you can see the Facility Tax ID and the Facility Code are displayed
 
 

 
 





Microsoft Excel Work Aid

| A B C
Faclity Name TaxID Facility Code
East Carolina University 566000402 118058133

Wayne Community College 560792849 14915433 IHL
14915533 NCD

Pitt Community College 560793335 14950433

Morth Carolina Wesleyan 560686603 31809533

Lo TN 1y [N S T Y L [

Create a work aid to collect and save Tax IDs and Facility Codes
for easy entry when creating new Authorizationsin IPPS.
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You then can use the Vendor's Tax ID and Facility Code information from the previous screen in CWINRS to create an MS Excel Worksheet, similar to the screenshot on the slide, to capture all the vendors/service providers that you may use. This worksheet can be used to easily access the various vendors that you will be searching for in IPPS when creating an authorization.



Search for a Vendor/Facility cont’d

Search For Vendor

Vendor Mame © University of Texas zip

Vendor ID : Address 1:

S D

| Unblocked Vendors,

12345678 Next
Vendor Name Vendor ID Address 1 Address 2 City State Zip Comments Contact
THE UNIVERSITY OF TEXAS 74600020302 240% UNIVERSITY AVE STE A1904 AUSTIN ™ FB712 ADD 090616

) THE UNIVERSITY OF TEXAS 74600094901 MEDICAL BRANCH 301 UNIVERSITY BLWD GALVESTOMN TX 775555302 BNOTICE NM/C 061617

) THE UNIVERSITY OF TEXAS 74600094905 MEDICAL BRANCH PO BOX 660120 DEPT 730 DALLAS ™ 752660120 BNOTICE NM/C 061617

() THE UNIVERSITY OF TEXAS 74600094925 MEDICAL BRANCH 301 UNIVERSITY BLWD GALVESTON TX 775501035 BNOTICE NM/C 061617

THE UNIVERSITY OF TEXAS 7531754

FT ADD 11311505 1P

c Unblocked Vendors
DO u b | e h evro n ) THE UNIVERSITY OF TEXAS 756002 RN MEDICAL CENTER S 3 HARRY HINES BLVD DALL. TX MM C 021617
I C : n S ) THE UNIVERSITY OF TEXAS 75600286802 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD MCS020 DALLAS ™ 753907208 CP1313 UPDATED 021617 DON
THE UNIVERSITY OF TEXAS 75600285807 SOUTHWESTERN MEDICAL CENTER PO BOX 845347 DALLAS ™ 752845347 CP1313 UPDATED 021617
) THE UNIVERSITY OF TEXAS 75600286819 SOUTHWESTERN MEDICAL CENT 5323 HARRY HINES BLVD DALLAS ™ 752359072 CP1313 UPDATED 021678
) THE UNIVERSITY OF TEXAS 75600286822 SOUTHWESTERN MEDICAL CENTER 6000 HARRY HINES BLVD NDE 504 DALLAS ™ 753908814 CP1313 UPDATED 021678
¥ Blocked Vendors I
|
Vendor Name Vendor ID Address 1 Address 2 City State Comments Contact
THE UNIVERSITY OF TEXAS 75600286806 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD DALLAS ™ 752357208 BLOCK CCR 020711 NW1 PAY 75600286802 DUP
THE UNIVERSITY OF TEXAS 75600 8¢ T E ERN ME TE O E 41 BLOCKED| 082411 ZDB REF PAY 75600286802
UNIVERSITY OF TEXAS HEALTH 74158 EMN E NTOR E L I 8 BLOCKED 120911 KB1 REF PAY 741586031
UNIVERSITY OF TEXAS HEALTH SC 7415 + - + - - e deld 021611 ZM6E REF PAY 741586031
UNIVERSITY OF TEXAS HEALTH SC 741586031AZ GREEHEY CHILDRENS CANCER RESEA 7703 FLOYD CURL DR MC 7784 SAN ANTONIO TX 782293900 BLOCKED 022213 ZDB REF PAY 741586031AX
UNIVERSITY OF TEXAS HEALTH SC 741586031R1 OFFICE OF THE PRESIDENT 7703 FLOYD CURL DR MC 7834 SAN ANTONIO TX 782293900 BLOCKED 053012 ZDB REF PAY 741586031R
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The search returns blocked and unblocked vendors. Expand or minimize each section by clicking the double chevrons to the left of the column. Information in the comments section of blocked vendors may point you to the correct unblocked vendor.  You can only perform authorizations on unblocked vendors. 

Note: Blocked vendors are vendors whose address or banking information is incorrect in the system (so they are unable to be invoiced).  If there is an issue, have the vendor log into SAM.gov and update their information.  




Search for a Vendor/Facility

To authorize services
for a vendor, click the
radio button next to
it

Search For Vendor

Wendor Name : University of Texas Zip -

Wendor ID Address 1:

¥ Unblocked Vendors

Vendor Name Vendor ID  Address 1 Address 2

TEXAS 74600020302 2409 UNIVERSITY AVE STE A1904

THE UNIVERSITY OF TEXAS 74600054501 MEDICA 301 UNIVERSITY BLVD

THE UNIVERSITY OF TEXAS 74600054505 MEDICAL BRANCH PO BOX 660120 DEPT 730

City

AUSTIN

GALVESTON TX

DALLAS

State Zip

™ 78712

Comments

ADD 090616

Contact

775555302 BNOTICE NM/C 061617

™ 752660120 BNOTICE NM/C 061617

Click “OK”

THE UNIVERSITY OF TEXAS 74600094525 MEDICAL BRANCH 301 UNIVERSITY BLVD

") THE UNIVERSITY OF TEXAS 75600286822 SOUTHWESTERN MEDICAL CENTER §000 HARRY HINES BLVD MD6& 504 DALLAS

GALVESTON TX

775501035 BNOTICE NM/C 061617

UNIVERSITY OF TEXAS HEALTH 741586031V2
UNIVERSITY OF TEXAS HEALTH SC 741586031AC
UNIVERSITY OF TEXAS HEALTH SC 741586031AZ
UNIVERSITY OF TEXAS HEALTH SC 741586031KL
UNIVERSITY OF TEXAS HEALTH SC 741586031R1

SCIENCE CENTER SAN ANTONIO
DIV OF DIABETES

PO BOX 1898

OPTHALMOLOGY
OFFICE OF THE PRESIDENT

P O BOX 528

SAN ANTONIO TX
7703 FLOYD CURL DR MC 7866 SAMN ANTOMIO TX
GREEHEY CHILDRENS CANCER RESEA 7703 FLOYD CURL DR MC 7784 SAN ANTONIO TX
SAN ANTONIO TX
7703 FLOYD CURL DR MC 7834 SAMN ANTONIO TX

782971898 BLOCKED 120911 KB1
782293900 BLOCKED 021611 ZM6
782293900 BLOCKED 022213 ZDB

™ 753908814 CP1213 UPDATED 021678
¥ | Blocked Vendors

12 Next
Vendor Name Vendor ID Address 1 Address 2 City State zip Comments Contact
THE UNIVERSITY OF TEXAS 75600286805 SOUTHWESTERN MEDICAL CENTER PO BOX 844430 DALLAS ™ 752844430 BLOCKED 090513 ZDB REF PAY 75600286804
THE UNIVERSITY OF TEXAS 75600286806 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD DALLAS T 752357208 BLOCK CCR 020711 NW1 PAY 75600286802 DUP
THE UNIVERSITY OF TEXAS 75600286840 SOUTHWESTERN MEDICAL CENTER PO BOX 841765 DALLAS ™ 752841765 CP1313 UPDATED 021617 REF PAY 75600286802
THE UNIVERSITY OF TEXAS 75600286841 SOUTHWESTERN MEDICAL CENTER PO BOX 841765 DALLAS ™ 752841765 BLOCKED 082411 ZDB REF PAY 75600286802
THE UNIVERSITY OF TEXAS 75600286842 SOUTHWESTERN MEDICAL CENTER  LOCK BOX 845477 DALLAS ™ 752845477 BLOCK 051012 NW1 REF PAY 756002868

REF PAY 741586031
REF PAY 741586031
REF PAY 741586031AX

782920528 BLOCKED CCR 110711 KB1 REF PAY 74158603116

782293900 BLOCKED 053012 ZDB

REF PAY 741586031R

Vendor details are

populated in the “Selected

Vendor Details” field

Selected Vendor Details

Vendor Name Address 1 Address2

City

THE UNIVERSITY OF TEXAS MEDICAL ERANCH PO BOX 660120 DEPT 730 DALLAS TX

State

Zip
752660120
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3. From Unblocked Vendors, click the radio button next to the vendor you are authorizing services to. 
4. Click OK.
5. Vendor details are populated in the Selected Vendor Details area.

Note, a Vendor must be selected to submit the authorization; otherwise an error message displays on the screen. If you can not find the vendor you are searching for contact VAFSCEnterpriseSupport@va.gov



Search for Participant

e )| € https://vawwipps-utest fsc va.gov/ prweb/PRWebLDAPL/y003QunZhs3alaBokOrdsDanhDnv): O = @ € | € VRE User ‘ ‘

et v [ Select

Invoice Payment Processing System

Search For Participant
O n t h e Sea rc h fo r Social Security 123456789 VA File Nummber i
. e Number
PartICIpant pOd' [Paﬂlclpant&earch]
enter the
Participant’s i e
Soc|a I Sec u rity Partigpant Name TESTERA TESTER Participant ID L
N u m be r a n d/o r Socid Security 123-45-6788 A File Number
VA File Number

o Activity

Click “Participant Search”

Verify the Participant’sinformation
in the “Participant Details” field
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After selecting the correct vendor/facility, you must search for the correct participant, which in this case is the Veteran/SM. So this search is used to locate the Veteran/SM that will receive the services by the Vendor that you just selected in the previous steps.  

You can search for a participant based on the social security number (with no dashes or spaces or the VA File Number (with no special characters).
Enter one or more of these fields and click Participant Search.
The Participants information is displayed in the Participant Details section, verify this information.

Note: A participant must be selected to submit the authorization;  otherwise an error message displays on the screen. 


® Review Authorization Facility/Vendor

In the “Review Authorization Facility/Vendor Section”, enter the
Name of Services/Assistance field

Mame of Services/Assistance (Include Degree type when Applicable)

Review Authorization FacilityVendor Section

In the “Review Authorization Facility/Vendor Section”, click the calendaricon to
the right to enter the Start/End Date of the Authorization

Enroliment Period :

Start Date : % ﬁ End Date - % ﬁ
. May —

| 4 2018 >

F il i il
Line ltem Details '
—om e 12 3 4
5 6 7 8 9 10 11 ——— B
. T

12 13 14 15 16 17 18 — 5]
19 20 21 22 23 24 25
26 27 23 20 B 3
" Today = Close l

Select the dates of the Enrollment Period on this calendar
Note: The End Date cannot be more than one year from the Start Date or before

the Start Date. The Start Date can not be after the End Date
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After searching and selecting a facility and participant, you must review the authorization. This section provides further information on the vendor or facility.  The following fields are provided in this area:

Name of Services/Assistance: 
1. Enter information into the Name of Services/Assistance field as required.  This includes degree type when applicable.

Note: In this section and in other open remarks or notes sections, please do not copy and paste information from other sources into these areas.   Particularly bulleted and/or numerical lists.  Anything in this format, going back to Tungsten will not transfer properly.

Facility/Vendor Enrollment Period
Then use the calendar icon to the right of the Start Date/End Date to select the enrollment period. 

Note: The End Date can not be more that one year from the Start Date on the authorization. If you select a date range of more than a year, an error message will display when you submit the form. If you select an End Date before the Start Date or a Start Date after the End Date , you will also get an error message when us attempt to submit the form. 


Line Item Details

Click the checkbox next to the Line Item(s) that are being funded
(authorized)

Line Item Details |

/] Tuition and Fees: 4107 Notes : Fees ps of D1/01/2019

Notes : The Beauty of Butterflies
How to Have Your Cake and Eat it Too

<>

/| Required Books: 4108

] Required Supplies: 4109
|:| Required Handling Charges: 4112
[[]Required Tutorial: 4113

[] Required Equipment: 4150

[] Required One-Time Miscellaneous: 4155

Optional Notes field displays to the right of all checked Line
ltem(s) for additional specificities, such as dollar limits or specific

books or supplies
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The next section on the Authorization page is the Line Item Details section. The Line Item Details are the approved goods/services that VBA is funding. Note: In order to submit the Authorization Form, at least one line item must be selected, if not an error message will appear on the screen.

To select the approved goods/services that VBA is funding do the following: 

Click the checkbox next to the Line Item(s) that are being funded.

Line Item(s) listed in IPPS are the following: 

Tuition and Fees
Required Books
Required Supplies
Required Handling Charges
Required Tutorial
Required Equipment
Required One-Time Misc

An Optional Notes field displays to the right of all checked line items for additional specificities, such as limiting a dollar amount on supplies.



Authorization Fields

Provide the Service Provider/Vendor
Email Address

"E;r:f Provider [ info@utexas.edu I

(Case Manager
Email Address

Facility Code %

12343678 I

Provide the Case
Manager Email
Address

Provide the
Facility Code

Click “Submit”
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The fields at the bottom of the authorization form include:

Service Provider Email – the email address for the Service Provider point of contact (POC), which is typically the School Certifying Official.  �Upon selecting Submit, the email address entered here receives the New Authorization Notification email from IPPS.
Case Manager Email Address – the authorizing case manager. The Case Manager Email Address field is auto-populated. The field is still editable to allow for an alternative VA POC who has an IPPS account configured as a Case Manager or Supervisor. 
Facility Code – 8-digit code assigned to the facility (What if you cant find this?) You can use CWINRS to find the Facility Codes and enter them here in IPPS.  In a future instance, hopefully the Facility Codes will be automatically imported from Web Enable Approval Management System or WEAMS. In the interim, we encourage users/stations to create a local spreadsheet that lists the facility codes for the services providers. 
Enter information into all required fields marked with an asterisk and click the Submit button.
 



generated Email

------ Forwarded message ——

From: <VAFSCINVOICEPROCESSING @va.govs

Date: Thu, Aug 15, 2019, 3:34 PM

Subject: Autharization for Chapter 31, Chapter 18, and Certain Chapter 35 Services - Auth# 301940167

To: <glisonorosen@email.com:>

<! This is an auto generated email. Please do not respond !>

An Authorization for payment of training, services, books, and/or supplies at your facility for a Department of Veterans Affairs (VA) Vocationzl Rehabilitation & Employment (VREE) participant is available in the Tungsten Network Support. If this is the first
Authorization you are receiving, you will need to register using this link. The Tungsten Network is an electronic invoicing service that the VA uses to authorize and pay &l invoices.

Chapter 31

The authorization approves required costs for Chapter 31 training including tuition, fees, books, and supplies for the program identified in the “Name of Service” section of the authorization. Please note that VA will pay all invoices for the reguired tuition, fees, books,
and supplies directly to the institution in arrears. The authorization also serves as notification to the School Certifying Official that training time should be certified for Chapter 31 daimants. In addition, this notification, if applicable, must be forwarded to the
responsible party at your facility to alert them of the available authorization in the system to initiate the certification process using VA-ONCE.

Chapter 35

This authorization approves training, education, and services for Chapter 35 dlaimants under Specialized Vocational Training or Special Restorative Training. VA will pay only for the Special Restorative Training services listed in the “Name of Service” section of the
authorization for Chapter 35 claimant. If applicable, detailed information for specific training courses and services during the authorized period may be listed under the specific “Notes” section of the authorization.

Chapter 18

The authorization approves required costs for Vocational Training for Certain Children with Spina Bifida or Other Covered Birth Defects under Chapter 18, which include tuition, fees, books, and supplies for the program identified in the “Name of Service” section of
the authorization.

If you have any questions regarding the authorization, you may contact the case manager listed in the “VREE Case Manager Email” section of the authorization. For procedures on electronic invoice processing, you may contact Tungsten directly at 1-877-752-0900
and notify the VR&E Case manager about your concerns.

Thank you.
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Upon completing the required fields at the bottom of the Authorization Form and clicking the Submit button, the authorization is created and the following email is generated and sent to the Service Provider/Vendor. 

Note, only a Case Manager or Supervisor can submit an authorization and if any required fields have not been filled, you will receive an error message.   If you receive an error message, click OK, then make appropriate corrections, and click the Submit button again.



Demonstration
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Now, I we would like to transition to our IPPS Demonstration. During this demonstration, Shelly Sawyer will walk us through the following: 
How to create an Authorization. 




Invoice Payment Processing System

Functionality: My Authorizations

Briefed by:
VR&E Service
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LAMOYD Now let’s move to the My Authorizations function. This function allows you to view the details surrounding the authorizations that you have created. It also allows the option to cancel an authorization after it has been submitted.



. Learning Objective(s)

After this training you will be able to:

* Describe the steps to access the My Authorizations Module
* Describe the steps to cancel an Authorization
* Describe the steps to view a PDF of an Authorization
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After this training you will be able to:

Describe the steps to access the My Authorizations Module
Describe the steps to cancel an Authorization
Describe the steps to view a PDF of an Authorization


My Authorizations

fst fec.va.gov/prweb/PRWebLDAP] /y003QunZhs3al aBoKOrd6DanNDnv): O ~ @ & Hmvk{ User ‘ ‘

_ ' U.S. Department
\: J-/ of Veterans Affairs

SRR 5

£)

Click “Process
Work” from the
Navigation Menu

Click the “My
Authorizations”
button

My Authorizations Report

v v L4 v - v L4 v - - - v
- |

Created DateTime ¥ Authorization #  SSN Participant Name  Participant ID  File # Enrollment Start  Enrollment End  Vendor Name Facility Code  Status

04/23/2019 3:38 PM 101940000 920-10-0813 RONNY JON HILLY 623636 920-10-0813 04/25/2019 04/28/2019 THE UNIVERSITY OF TEXAS 12345678 Open View PDF Image
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Now let’s go over the steps of how to view your authorizations. The selection in the left navigation menu provides the Case Manager or Supervisor with a list of authorizations that have been created by you after they have been submitted. Again to view your authorizations, 

Click Process Work from the Navigation Menu.
Click My Authorizations from the left navigation bar.
A list of your Authorizations is displayed in the workspace entitled My Authorizations Report.


Filtering Authorizations

Select the
dropdown
arrow for the
columnyou
want to filter

Only
authorizations
containing
that option
displays

My Authorizations Report

3 E,

Created DateTime"  Authorization #  S5N

06/03/2019 10:48 AM 101940037 123-45-6789

06/03/2019 10:38 AM 101940036 123-45-6789

Participant Name  Participant ID VA File # Enrollment Start Enrollment End
TESTERA TESTER 41 09/01/2019 12/31/2019
TESTERA TESTER 41 09/01/2019 12/31/2019

D D

Vendor Name Facility Code  Status

UTMB HLTHCARE SYSTEMSINC 12345678 Open

BAYLOR SCOTT & WHITE MEDICAL 12345678 Open

View PDF Image
View PDF Image

\ '_|
| v
]

In the list option window,
select the checkbox option
you want to filter by

Clear Filter

101 _Il'H"lI'I-FI‘}

123-45-6789

920-10-0813

Search Text

Click “Apply”

Created DateTime ¥

SSN

Participant Name Participant ID VA File # Enrollment Start Enrollment End

07/01/2015 2:54 PM 101340098
06/10/2019 11:32 AM 101940066
06/03/2019 10:48 AM 101340037
06/03/2019 10:38 AM 101940036
05/28/2015 1:51 PM 101340025

TESTERA TESTER 41 07/01/2018 07/01/2019
SATESTERA TESTER 41 06/07/2019 08/30/2018
TESTERA TESTER 41 03/01/2019 12/31/2018
SATESTERA TESTER 41 09/01/2019 12/31/2019
TESTERA TESTER 41 05/21/2019 05/31/2019

— I Apply I Cancel

- v v
Vendor Name Facility Code  Status
THE UNIVERSITY OF TEXAS 41 Cancel
BAYLOR SCOTT & WHITE MEDICAL 1 Cancel
UTME HLTHCARE SYSTEMS INC 12345678 Open
BAYLOR 5CQTT & WHITE MEDICAL 12345678 Open
AMERICAN NATIONAL UNIVERSITY 12345678 Cancel

View PDF Image

View PDF Image

View PDF Image
View PDF Image

View PDF Image
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Now let’s discuss how you can filter your authorizations in the My Authorizations Report workspace. 

To filter authorizations:

From My Authorizations Report, select the dropdown arrow for the column you want to filter by.�A list of information displays specific to that column.
In this example, we are filtering social security numbers.  Select the option you want to filter by.
Click Apply.
Only authorizations containing that option will display. 



Authorizations Report

— [
. - v

Select the
dropdown
arrow for the
columnyou
want tofilter

Searching the Authorization Report

D D

Created DateTime¥  Authorization #  SSN Participant Name  Participant ID VA File # Enrollment Start Enrollment End Vendor Name Facility Code  Status
06/03/2019 10:48 AM 101940037 123-45-6789 TESTERA TESTER 41 09/01/2019 12/31/2019 UTMB HLTHCARE SYSTEMS INC 12345678 Open Cancel View PDF Image
06/03/2019 10:38 AM 101940036 123-45-6789 TESTERA TESTER 41 09/01/2019 12/31/2019 BAYLOR SCOTT & WHITE MEDICAL 12345678 Open Cancel View PDF Image

ICIear Filter I
e —— <

JOHM HALL
RONMY JOM HILLY

HEEEN

TESTERA TESTER

Enter the text
you want to
search forin
the “Search
Text” field

Search 1 ext
[J nn|

Cancel
A [ oot ] concer

N
0

Click “Apply”

Click “Clear
Filter” to clear
the filter and
return to the
Authorizations
Report
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Searching throughout the Authorization Report is very similar to filtering, 

Except after you select the dropdown arrow for the column that you want to search and the dropdown list displays. 
Enter the text you want to search for in the Search Text field. 
Click Apply and the report is filtered by your search text. 
Note, if you are in a filter and you want to cancel the filter, you can clear the filter and return to the  complete list of authorizations by clicking Clear Filter.


Cancelling an Authorization

Locatethe Authorization and click the “Cancel” button

My Authorizations Report

i v v v v - v v

......

v v L4

Created DateTime ¥ Authorization #  SSN Participant Name  Participant ID ~ File # Enrollment Start  Enrollment End  Vendor Name Facility Status

~
04/23/2019 3:38 PM 101540000 520-10-0813 RONNY JON HILLY 823656 520-10-0813 04/25/201% 04/28/2019 THE UNIVERSITY OF TEXAS 12343678 Open iew POF Image

Click “Submit” in the dialog X
box to confirm thatyou

Cancel Authorization 1019401?5/.
want to Cancel the

Authorization tnck | [ Submt |

11:26,

v

Department of Veterans Affairs
Financial Services Center

PO BOX 149971

Austin TX 78714-9970

An auto-generated
email is sent to the
Service

Provider/Vendor

Case Manager: joy.owen@va.gov

Date: 05/29/2019

Regards,
Department of Veterans Affairs

«I--Please do not reply to this email as it is a system-generated notification from an unmaonitored mailbox--1>

U.S. Department

of Veterans Affairs 40



Presenter
Presentation Notes
Now let’s discuss canceling an authorization invoice. From the My Authorizations Workspace, the Supervisor and Case Manager roles are the only roles that can cancel authorizations and remember, you can only cancel your own authorizations. 

In order to cancel your authorization: 

Find the Authorization that you would like to cancel and click the Cancel button. 
A dialog box will then be displayed and it will ask you to confirm that you want to cancel the Authorization.  Click Submit. 
In addition to the status changing from Open to Cancel, the Cancel button no longer is displayed and an auto-generated email will be sent to the Service Provider. 



Viewing a PDF of an Authorization

Locatethe Authorizationto view and then click “View PDF Image” (hyperlink)

My Authorizations Report

Created DateTime ¥ Authorization # 55N Participant Name  Participant ID  File # Enrollment Start  Enrollment End  Vendor Name Facility Code  Status

04/23/2019 3:38 PM 101840000 920-10-0813 RONNY JON HILLY 823656 920-10-0813 04/25/2018 04/28/2015 THE UNIVERSITY OF TEXAS 12345678 Open L=LUE Bl iew POF Image|

The PDF displays in a separate window

Department of Veterans Affairs
Vocational Rehabilitation & Employment Authorization

Identifying Data

Participant Name BAZOOKA BUBBLE GUM Authorization # 347940011
SSN XXX-XX-3232 VR&E Case Manager Email vafscchowdstest10@va.gov
VA File Number XXX-XX-3232

Authorization to Facility/Vendor Details

Service Provider COFFIE JOSHUA Service Provider Address 14001 AVERY RANCH BLVD ; #1902
Enroliment Period 04/22/2019 - 04/22/2019 AUSTIN, TX 78717

Service Provider Email sabbir.chowdhury@va.gov
Name of Services afa afsdsa

Line tem Details

Line # Description Notes
1 Tuition and Fees: 4107 adfs
2 Required Books: 4108 afs asdfas

U.S. Department
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Now after you create an authorization and you would like to view it. In order to view a PDF of an authorization you must: 

1. Complete steps in My Authorizations to open the My Authorizations Report. These steps were described on the previous slides in this section. 
a. Click the View PDF Image link for the PDF you want to view from the My Authorizations Report workspace.
2. The PDF displays in a separate window. 




Refreshing the Screen

Click the “Refresh” button to update the screen contents

My Authorizations Report

J b v

v v v v v
Created DateTimeY  Authorization#  SSN Participant Name ~ ParticipantID  VAFile # Enrollment Start Enrollment End Vendor Name Facility Code  Status

06/03/2018 10:48 AM 101940037 123-45-6789 TESTERA TESTER 41 09/01/2019 12/31/2019 UTMB HLTHCARE SYSTEMS INC 12345678 Open View PDF Image
06/03/2019 10:38 AM 101940036 123-45-6789 TESTERA TESTER 41 09/01/2015 12/31/2019 BAYLOR SCOTT & WHITE MEDICAL 12345678 Open View PDF Image

Export to Excel I Refresh I
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If the Refresh button is displayed, you can click it to update the screen contents to the most current information.  For instance, if you had the My Authorizations open in one tab and created an authorization in another tab,  clicking the refresh button  would update the list to include the newly created authorization. 


Demonstration



Presenter
Presentation Notes
Now, I we would like to transition to our IPPS Demonstration. During this demonstration, Shelly Sawyer will walk us through the following actions: 
How to access the My Authorizations Module
Filter the list
Searching for the Authorization Report
Cancelling an Authorization Invoice
Viewing a PDF of an Authorization
Refreshing the Authorization Screen



Invoice Payment Processing System

Functionality: Certifying Invoices

Briefed by:
VR&E Service

W7\ US. Department

of Veterans Affairs


Presenter
Presentation Notes
DALE Now we will cover how to certify invoices. Certification occurs when the facility/service provider creates the invoice and we are notified via email or by looking in our work list that an invoice is ready to process. Let’s start off by identifying our Objective(s). 


. Learning Objective(s)

After this training you will be able to:

* |dentify the User Roles that can certify invoices
* Describe how to certify a Low Dollar Invoice

* Describe how to certify a High Dollar Invoice

U.S. Department
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After this training you will be able to:

Identify the User Roles that can certify invoices
Describe how to certify a Low Dollar Invoice
Describe how to certify a High Dollar Invoice




®  VR&E Roles in the IPPS Application

IPPS User Role Matrix

Access

IPPS User Admin Role ~ Research All CertifyHigh$ ~ Manage User Ilqmrtf:[mmitnr View Create
Labels Stations Certify Invoices  Invoices Administration  Activity) Dashboards ~ Authorizations My Authorizations
\IRE Read Only X
VRE Case Manager X X X X

RE Supervisor X X X X X X
VRE Site Admin X X X X
VRE RO Director X X X X
VRE Director X X X X

A user can only be assigned one role at a time.
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Now let’s discuss the various VR&E specific roles in the IPPS application as it relates to certifying invoices. This is an overview of the various roles and the associated specific functions that are performed in the certification of invoices.

The roles that can certify invoices include:
Case Manager – low dollar invoices
Supervisor – low dollar invoices and high dollar invoices

The roles that can approve invoices include: 
Case Manager – low dollar invoices
Supervisor – low dollar invoices and high dollar invoices
RO Director and Director – high dollar invoices



Invoice Certification Routes

Low Dollar Invoices High Dollar Invoices
Invoice
Invoice
1
| | Recommend R
efuse
Approval
Approved Refuse
Back to
Supervisor Service
Provider
Recommend Return to
Backto S i A PPREE Approval Reviewer ACTH:
Invoiceis Paid SISk e SISV
Provider
Back to Back to
Invoiceis Paid RO Director Original Service
Reviewer Provider
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Certification routes the invoice one of several ways:
If the invoice certification is recommended for approval, it goes to the next higher role in the process for approval.
If the invoice certification is not recommended for approval, it goes back to the reviewer.
If approval is given for the invoice certification, the invoice is paid.
If refusal is given for the invoice certification, the invoice is not processed and the vendor/service provider is notified via email.
The amount of the invoice determines the approval path it must take, and which selections are seen by the approver (either approve/refuse or recommend approve/refuse).

For instance, for a Low Dollar Invoice, the CM receives and approves the invoice and the invoice is paid. If the CM refuses the invoice, the invoice is then routed back to the service provider with an explanation. 

For a High Dollar Invoice, the CM receives and approves an invoice, but since it is above the dollar threshold, the CM has to recommend approval of the invoice. The high dollar invoice then goes to the Supervisor, who then will either Approve the invoice; Recommend Approval if it is above the Supervisor’s dollar threshold; Refuse the invoice and send it back to the service provider; or Return to Reviewer to send the invoice to the original reviewer.

These are just two examples of the routes that certification invoices may take. We will discuss the Dollar Thresholds on the next slide. 



Dollar Thresholds

IPPS Low Dollar Thresholds

IPPS Role Thresholds | Thresholds | Thresholds
for Books for Supplies | for Tuition
Payments
Case Manager <S5,000 <S5,000 <$25,000
Supervisor <S5,000 <S5,000 <$25,000

IPPS High Dollar Thresholds

>$5,000 but < >$5,000 but < >$25,000 but <
Supervisor $10,000 $10,000 $50,000

>$10,000 but < >$10,000 but < >$50,000 but <
RO Director $15,000 $15,000 $100,000
VR&E Service Director >$15,000 >$15,000 >$100,000
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The amount of the subtotal per Budget Object Code (BOC) determines the approval path for tuition, books and supplies. It also determines which selections are seen by the approver (either approve/refuse or recommend approve/refuse).

Each invoice works its way upward through the system.  When a user submits an invoice for approval, the system looks at two things:
Has the threshold for the invoice line item been met or exceeded?
Which role is next in the line for approval?

Low Dollar invoices do not require as many approval levels as high-dollar invoices.  

The slide indicates the dollar thresholds for the two types of invoices to give you an idea of the approvals required:

Let’s give a couple examples: 
Example 1: If an invoice comes in for books that exceeds $15,000, the Supervisor can recommend approval, then the RO Director can recommend approval, but the Director has the final approval.

Example 2: If an invoice comes in for books for $6,000, the Supervisor provides the final approval and does not go to the next level.

Please note the high cost memo is different from the IPPS Dollar Thresholds. The High Cost Memo is completed during plan development and relates to the total cost of tuition, books, fees and supplies per calendar year when cost exceed $25,000. Please continue to follow guidance in M28R.IV.C.1.04.b.3. 




Invoice Payment Processing System

Functionality: Low Dollar Invoices

Briefed by:
VR&E Service
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LAMOYD As a reminder, only the Case Manager or Supervisor approves low dollar invoices.  To process a low-dollar invoice, complete steps in the next sections.


Opening an Invoice

Log into IPPS (discussed earlier) and the “My Work” tab displays in the
Workspace

Select a Station

v
~
Select a Station
w— WorkList
Select the LB Locnmlv LD ~ VendorName ~ VendorlD ~ Amount ~ |P| EER ~ Certification Status ™ Age¥ ™ B v ke hdl

Pending-
19853400020 317940001 THE UNIVERSITY OF TEXAS 74600020302  43,500.00 HOMINY GRITS HighvaluainvoiceReview 21 B/6/2019 555-55-5555

ROMNNY JON Pending-

station

35483400003 101940035 QST, INC 522175314 139,00000 Ly HighValuelnoiceReview 189 12/20/2018 920-10-0813

14983400039 101940065 SDV CONSTRUCTION 203225361 200,000.00 _ JOHM HALL Pending- 833 3/16/2017 101-10-0002
CULPEPPER & ASSOCIATES Pending-

1 00038 101940073 SECURITY SERVICES, INC. 582027627 1,000,000.00 CRSC B SIXTEEN HighValuelnvoiceReview 833 3162017 144-12-3888

Click on the invoice you want to process
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To process low dollar invoices:

1. Log into IPPS.
The Case Manager or Supervisor My Work tab displays.

2. If you have access to multiple stations, select the station for which you are processing invoices.

3. Click on the invoice you want to process.



Certification Screen

Audit Link

Authorization Details -

Invoice e
Summary

ao

Invoice Line Details et

2 DIN: 31975010144 - ntam=: Buplorer

o Invoice Image (Opensin a | —
; separate window) Provide Certification Decision
: ;;‘:?Ié?\];;;l:lfl;;]‘r:}‘]ﬁgf Systﬂgé;m*.tations - Intire Invoice May Not Appear - At

Notes and Attachments

New Charges Due Date 10/16/17

Account Number Totel Amount Due §21,638.15
DEPT OF VETERAN AFFAIRS UploadFil e
Amount Paid
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Upon clicking the invoice that you would like to certify, the Certification Details screen displays. The invoice image opens in a separate window.

Let’s provide a quick overview of the parts of the Certification Screen. 
Parts of the Certification screen include:
Audit Link – Provides a history of the invoice.
Invoice Summary – Contains metadata submitted from IPPS. This includes:�the DLN Number - The unique ID of every invoice in IPPS status of the invoice and the status of the invoice. 
Authorization Details – This area displays pre-populated fields from the invoice and authorization. There are also links to open the Authorization and Invoice images.
Invoice Line Details – This area displays items that are brought in from Tungsten, a dropdown list for their Budget Object Code (BOC), and the amount for each line item. We will specifically address how to add handling and/or tax charges on the next slide. 
Provide Certification Decision – This area allows you to Accept or Refuse the invoice (or return it to the reviewer).
Notes and Attachments – These areas allow for additional notes or attachments to be filed with the invoice.  See also Notes and Attachments.





Invoice Line Item (Handling and Taxes)

If you see handling charges and/or taxes are included on the invoice, click
the “Plus sign”

Invoice Line Details

Line Description BOC Amount to Apply
1 BUR TN40RFL TRANSMASAL 4MM RND FLUTED | Required Books: 4108 W | 1529.80 | |v1
1 BUR THN40RFL TRANSMNASAL 4MM RND FLUTED |Tuiﬁon and Fees: 4107 W | 1529.80 | ¥

)

Add the appropriateamount(s) using the appropriate BOC

Invoice Line Details

Line Description BOC Amount to Apply

1 BUR. TN40ORFL TRANSHASAL 4MM RND FLUTED [Reguired Books: 4103 v| 1529.80 | | 1

1 BUR TH40RFL TRANSNASAL 4MM RND FLUTED Tuiion and Fees: 4107 W 1529.80 | |

Required Handling Charges and Taxes Reguired Handling Charges and Taxes: 4112 00l
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This is the Item Line Details section of the Certification screen. 
Note, if there is a difference between the payment amount and the total of the line amounts, open the invoice image to see if there’s a handling charge and/or tax amount included.  Handling charges and taxes are included as approvable fees for the Department of Veteran Affairs to pay under 38 USC 3104(a)7 authority to pay fees. 

If you see one, click the plus sign, and 
Add the appropriate amount(s) using the appropriate BOC as displayed on the slide. 



Accepting an Invoice

Ensure a BOC is selected for each line item and that the amounts are correct
in the “Amount to Apply” field for each item. Note: You can select a list of
possible BOC entries and update the Amounts to Apply as needed

Invoice Line Details \

Line Description \ T Amount to Apply

Selectone ..
1 Progress billing for Little Rock Medical Center Interim payment 8 Tuition and Fees: 4107 1150.00) ﬁ
Required Books: 4108 “e—
1 Progress billing for Little Rock Medical Center Interim payment 8 Required Supplies: 4109 4000.00| | it
Required Handling Charges and Taxes: 4112
Required Tuforial: 4113
9 Required Equipment: 4150
Required One-Time Miscell - 4155

You can also delete a line item by selecting the “Trashcan lcon” to the right
of the Amount to Apply field
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If the invoice is within the threshold for approval, the case manager sees the Accept/Refuse radio buttons on the certification screen.

If the books or supplies subtotal amounts are <=$5000 (or tuition <= $25,000), no approvals are needed after certification.

To accept a low dollar invoice, complete the following steps:

From the open invoice screen, ensure that a Budget Object Code (BOC) is selected for each line item and that the amounts are correct for each item. Select from a list of possible entries for the BOC and update amounts to apply as needed directly into the Amount to Apply field.  
1a. You can also delete a line item by selecting the “Trashcan Icon” to the right of the Amount to Apply field.



Accepting an Invoice cont’d

Select Accept in the Provide Certification Decision

Provide Certification Decision

) Provide Certification Decision

(@) Accept () Refuse

) Refi
‘ Date Of Acceptance ﬁ
Date Of Acceptance# m
‘TUEICeHmedAmoum
Total Certified Amount 55,754.70
Is this a Final Invoice? ] June
Is this a Final Invoice? O « 2019
Late Payment Reason#
Late Payment Reason % |Selec1 Late Payment Reason...

Amount Billed and Amount
Cerfified do not match

Please enter comments: %

9 10 11 12
16 17 18 19
23 4 2% B
30

Y Today

Amount Eilled and Amount
Certified do not match.
Please enier comments: %

» Notes

Enter all mandatory fields,
(a) Such asthe Date of Acceptance by clicking on the calendar icon

(b) Verify the “Total Certified Amount”

(c) If final invoice and no further processing, select the checkbox next to “Is
this the Final Invoice?”

(d) Click “Submit”
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2. Now after entering the BOC and certifying or adjusting the amounts on the Invoice Line Details, Accept in Provide Certification Decision.

Depending on the condition of the invoice, additional fields may display. For instance, if it’s late or if the invoiced amounts are not the same and so on, you will be asked to provide further information.  This will be discussed further on the next slide.

3. Enter all mandatory fields, at a minimum you will be asked for the Date of Acceptance. 
Enter the Date of Acceptance by clicking on the calendar icon.
Verify the “Total Certified Amount”.
If this is the final invoice and no further processing will be done, select the checkbox next to “Is this the Final Invoice?” This prevents the vendor from sending another invoice under the same authorization.



Additional Mandatory Fields

Late Payment Reason Select Late Payment Reason...
System Impediment
P Amount Billed and Amount Routing lssue
Ceriified do not match. Delinquent Approval
Please enter comments; % Unresolved Dispute with Invoice
Payment Hold for Investigation
(d) If displayed, enter a “Late Payment Reason” from the
dropdown list
Provide Certification I}ecisio\
Date Of Acceptance * FRTTS e . . .
(e) If displayed, enter the required notes in the “Amount
Is this a Final Invoice? D ) . . . .
N S Billed and Amount Certified do not match" field and click
x o “Submit”

~

(f) Goto “My
a n d t h e Created DateTime"  Authorization # 55N Participant Name Participant 1D VAFile # Enrollment Start Enrollment End Vendor Name Facility Code Status
05302013 12:04 M 304340003 333-33-3333 JOHN JAMES EEERERELE] 0313012019 15312018 FEDEX FREIGHT E 131312 Ogen w Vi FOF Image
our: 144
S h OWS a F I n a I D5/24/2019 .38 304340002 335-55-3535 HOMINY GRITS L1 35555055 1572012019 m—TE FEDEX FREIGHT E 12345678 Ogen @ View POF Image
T
St at u S 05/22/2013 10:20 AM 304940001 335-35-3553 HOMINY GRITS L1 355-35-5559 03/29/2019 15312018 FEDEX OFFICE CLPERTIND s 3 Final Vel POF Image
S
DS/1/20192:35P0 383940004 555-35-5335 HOMINY GRITS i 555-5-9559 15/21/2019 05/24(2019 ABET UNIVERSAL 12343678 Cancel Vil POF Image
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Note, these are some of the additional mandatory fields based on the various conditions of the invoice. 

If the Late Payment Reason field is indicated with an asterisk (see screenshot), enter a late payment reason from the dropdown list. This field will be displayed if you certify the invoice beyond the 30 days upon receipt. 

If the Amount Billed and Amount Certified do not match field is indicated with an asterisk *(see screenshot), enter comments in the text entry field.

Once you have made the corrections or notes, click the Submit button.  Once submitted, you may go to My Authorizations and the authorization shows a status of Final. 



Accepting an Invoice cont’d

Select “OK”, to verify the authorization of the
invoice

Certification Alert b4

I am authorized to certify this invoice

Warnings:

Certified amount does not match the invoice (payment) amount

You have selected Final invoice, are you sure to close out the authorization?

— B3 @ %

Note: If overriding an error, a warning message displays in the Certification Alert
Authorization Window
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After entering all mandatory fields and clicking the Submit button, you will be asked to verify that you are authorized to certify the invoice as shown by the screen capture. 

Note, if you are overriding an error, the error displays in the this authorization window. For instance if you have updated the Amount to Apply, therefore changing the Total Amount to Certify you will receive a warning on this screen. 

Once you verify that you are authorized to certify the invoice by clicking the OK button, the system processes the payment and it is no longer displayed in your work list. 

Note, as the certifying official for the invoices you are the last reviewer of the invoice before payment is made. Please, please ensure that the invoice is correct. It is your responsibility to do your due diligence to verify the dollar amounts that you are approving are correct. 


Refusing an Invoice

Provide Certification Decision

s ———

Select the “Refuse” radio button from
the Provide Certification Decision pod

() Accept

Refusal Reason

Select the appropriaterefusal reason from
the drop down

Unauthorized Training, Outside of Approved Degree Program
ltems/Services outside the authorization peried
ltems/Services do not match Veteran record
Other
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Now let’s discuss the steps to refuse an invoice. 

From the open invoice screen, Provide Certification Decision Pod, select the Refuse radio button. 

Notice an additional field displays, where you can select the Refusal Reason. 


Refusing an Invoice cont’d

() Accept (®) Refuse
Refusal Reason & |C'.her ~| | Reasons.. ‘

Note, if you select Other, e —
enter the additional

reasons in the Reasons
text field.
Click “Submit”
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If you select Other for the Refusal Reason, you are asked for further information. Enter the other reason in the Reasons text field and click the Submit button. 

After clicking the submit button, the invoice will be rejected and an auto generated email will be sent to the vendor that created it. 



Demonstration



Presenter
Presentation Notes
Now, I we would like to transition to our IPPS Demonstration. During this demonstration, Shelly Sawyer will walk us through the following: 
How to certify low dollar invoices



Invoice Payment Processing System

Functionality: High Dollar Invoices

Briefed by:
VR&E Service
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DALE Now that we have covered how to process Low Dollar Invoices, let’s move into discussing processing High Dollar Invoices. Only the Supervisor, VR&E Services Director and RO Director can certify high-dollar invoices.  To approve a high-dollar invoice, these specific user roles must complete the steps in the upcoming sections.


Opening an Invoice

Log into IPPS (discussed earlier) and the Home tab displays in the
Workspace

Select a Station
Select a Station
—

S
WorkList i-—
Documen t - .
Locator = i =  WVendorName ¥ - WVendorlD -~ AmountW¥ -~ SEAEE SRR - |vA File |~
Number ¥ Name Date Number ¥
Humber ¥
SIEMENS
34759000002 101940041 HEALTHCARE 139,000.00 JOHM HAL 3Me2017 101-10-0002

DIAGNOSTICS

Select the AMAERICAN BET
INSURANMCE DBA 743211948 100.00 TESTERA

19883400003 101940043 3M62017
TRUPANION TESTER

. DELOITTE SILVIA
st a t I O n 14673400039 101940072 CONSULTING LLP 051454513 49,000.00 SHRUBBER 3Me2017 933-93-1045
SUNWIZE
17096300001 101940080 TECHMOLOGIES IMNG G11311327 132,000.00 JOHM HAL 3IMe2017 101-10-0002

Certification Status Header:
Pending High Value Invoice Review status

Click on the invoice you want to process
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To process high dollar invoices:

Log into IPPS. 
The Supervisor, RO Director or VR&E Service Director home tab displays.

2. If you have access to multiple stations, select the station for which you are processing invoices. Note, the Certification Status for high dollar invoices shows as “Pending-High Value Invoice Review”. 

3. Click on the invoice you want to process.



Certification Screen

Audit Link —

enromment o] || 2 | Erenr History

Reviewed By Date Time Action

0E/11/2015 8:42 AM

Invoice Summary

Amount to

BOC e

Tuition and Fees: 4107 $105,000.00
. Ll .
~ InvoiceLine Details
oo3 Required Suppliest o $16,000.00

Authorization Details

) Recommend Refuse [[] Return to Reviewer

Provide Certification Decision

nnnnnnnnnnnn

Notes and Attachments

UploadFile

File Name Description

Mo items
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Upon clicking the invoice that you would like to certify, the certification details screen displays. If you notice, the certification screen is used for both low and high dollar invoices.  We saw this previously under the low dollar invoice section.
 
The invoice image opens in a separate window. 

Let’s provide a quick overview of the parts of the Certification Screen. 
Parts of the Certification screen include:
Audit Link 
Invoice Summary 
Authorization Details 
Reviewer History 
Invoice Line Details 
Provide Certification Decision – This area allows you to Accept or Refuse the invoice (or return it to the reviewer for high-dollar invoices). Based on your role, and the dollar value of the invoice you will see the various actions that we will describe on the next slide. 
Notes and Attachments




"Role Specific Certification Actions (High Dollar)

VR&E
Supervisor

If you are the final
approveror if this
is the original
review whenin
Pending-
Certification Status

Archivesthe
invoice and sends
a reasonfor
refusal notification
to the vendor

Recommendation
for approval must
always be routed
directlyto the RO
Directorrole

Returnto
Reviewer must
always be
returnedto the
original invoice
reviewer

Accept

Refuse

Recommend
Accept

Returnto
Reviewer

If youare the final
approveror if this
is the original
review whenin
Pending-
Certification Status

Recommendation
for approval must
always be routed
directlyto the
Director role

Returnto
Reviewer must
always be
returnedto the
original invoice
reviewer. Invoice
status is Pending-
High Value Invoice
Review

RO Director VR&E Service
Director
Accept L )
[ < Accept
| @ )
Refuse
Y N
[ Refuse
Recommend
Accept \. J
Returnto o N
Reviewer must
Return to always be Return to Reviewer
Reviewer returnedto the
original invoice
L _J

reviewer. Invoice
status is Pending-
High Value Invoice
Review
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Now let’s discuss the role specific certification actions for high dollar invoices at-a-glance. To process an invoice with a value over the threshold for an approving official which can include the Supervisor, RO Director and/or VR&E Service Director, the invoice must first be recommended for acceptance which sends the invoice upward in the approval chain. If the next approving official does not have authority to approve the dollar amount, they recommend acceptance as well until the invoice finally ends up on the desk of the approving official that does have authority over this amount.  

For instance, a VRC accepts an high dollar invoice that needs to be certified and it is forwarded to the VR&E Supervisor to review. The VR&E Supervisor reviews this certification invoice and due to cost, the Supervisor has to recommend acceptance of the certification invoice. The certification invoice then goes to the RO Director for review. After review, the RO Director is prompted to Accept the invoice because it is indicated that he is final approval official based on the dollar threshold amounts. 

Note: For the amounts each role can certify up to, please refer to the Dollar Threshold slide. 


Recommend Accept

Review the invoice and ensure the Invoice Line Details are correct

Invoice Line Details
Line Description BOC fonckic
Apply

001 Tuition Tuition and Fees: 4107 $105,000.00
002 Shakespeare, The Complete Collection Required Books: 4108 $18,000.00
003 Pens Required Supplies: 4109 $16,000.00

Select “Recommend Accept” in Provide Certification Decision section and

review the additional information

(®) Recommend Accept () Recommend Refuse [[] Return o Reviewer
Date Of Acceptance % 05/3172019
Total Cerified Amount $139,000.00
: inal Invoice? False
Select “Submit”
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If an invoice is out of the approving official’s threshold for acceptance, the “Recommend Accept” radio button displays. To recommend a high dollar invoice for approval, the Supervisor and (potentially) the RO Director must complete the following steps:

Review the invoice and ensure the Invoice Line details are correct.

Select Recommend Accept in the Provide Certification Decision section and information displays.

Review the additional approval information that is displayed, and if there are no changes, click Submit. 

Note, if changes are required, select Return to Reviewer






. Recommend Accept

Click “OK”
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Upon clicking the Submit button, you are greeted with the Certification Alert window, confirming you are authorized to certify the invoice. 

Click OK

The system processes the invoice and routes it to the next higher role in the system. The invoice no longer displays in your work list. It is listed a Pending-High Value Invoice Review in the Work List of the approver. 



. Accepting the Invoice

Frovda {eridcabion oo

Click
“Accept”
and

“Submit”

Certification Alert

Click
IIOKH
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If the invoice is within the threshold for approval, the RO Director sees the Accept/Refuse radio buttons on the certification screen. 

1. Click Accept to accept the invoice and then Submit.
You are asked to confirm you are authorized to certify the invoice. 

2. Click OK.
The system processes the invoice.  It no longer displays in your work list. 


Refusing the Invoice

Provide Certification Decision

Select the “Refuse” radio
button. Select a reason
from the dropdown

() Accept

Refusal Reason %

m—— (@) Refuse

Select Refusal Reason...

Unautharized ltem

Unauthorized Service

Unauthorized Training, Outside of Approved Degree Program
ltems/Services outside the authorization period

I$,

Services do not match Veteran record
Other

\ Provide Certification Decision

Note, if you select
“Other”, provide further

(W) Refuse

Other

Reasons..

information.

Click
“Submit”

e
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Refusing the Invoice. To refuse a high dollar invoice, complete the following steps: 

1. From the open invoice screen, select the Refuse radio button in the Provide Certification Decision section.
Note an additional field displays.

2. Select a reason from the dropdown list for refusing the invoice. If you select Other, you are asked for further information. Enter the other reason in the Reasons text field.

3. Click Submit.
The system archives the refused invoice, returns it to the vendor and it no longer displays in your work list.





Return to Reviewer

On the
Certification
Screen, select
“Return to
Reviewer”

Click “Submit”

———

Provide Certification Decision™
—
e —— T
() Recommend Accept () Recommend Refuse — ¥ Return to Reviewer I T comments ]I

Submit I Cancel

An additional text field displays, enter the reason
the invoice is being returned

Certification Alert

1'am authorized to certify this invoice

Click “OK”

U.S. Department

of Veterans Affairs 68



Presenter
Presentation Notes
If the next level approver feels the invoice needs to be adjusted by the initial reviewer, he/she must complete the following steps:

1. From the certification screen, select Return to Reviewer in the Provide Certification Decision section.
An additional text field displays for comments.

2. Enter the reason the invoice is being returned in the text field.

3. Click Submit.
You are then asked if you are authorized to certify the invoice.

4. Click OK.
The system archives the invoice and routes it to the original reviewer.  It no longer displays in your work list.



Demonstration
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Now, I would like to transition to our IPPS Demonstration. During this demonstration, Shelly Sawyer will walk us through the following: 
How to certify high dollar invoices



Invoice Payment Processing System

User Administration: Site Administrator Role

Briefed by:
VR&E Service

W7\ US. Department

of Veterans Affairs
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LAMOYD Now we will discuss the primary roles and functions of the Site Administrator. 


. Learning Objective(s)

After this training you will be able to:

* Describe the steps to add users

e Describe the steps to reassign authorizations

* Describe the steps to change User Roles

e Describe the steps to assign Stations

* Describe the steps to reactivate disabled users

e Describe the steps to delete users
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After this training you will be able to:

Describe the steps to add Users
Describe the steps to reassign Authorizations
Describe the steps to change Roles
Describe the steps to assign stations
Describe the steps to reactivate Disabled Users
Describe the steps to delete Users


®  VR&E Roles in the IPPS Application

IPPS User Role Matrix

Access/Run
IPPS User Admin Role ~ Research All CertifyHigh$  ManageUser ~ Reports (Monitor View Create
Labels Stations Certify Invoices  Invoices Administration  Activity) Dashboards ~ Authorizations My Authorizations
\IRE Read Only X
\/RE Case Manager X X X X
VRE Supervisor X X X X X X
VRE Site Admin X X X X
\IRE RO Director X X X X
VRE Director X X X X

A user can only be assigned one role at a time.
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This is an overview of the various roles and the associated specific functions that are performed in user administration by the Site Admin.

User Administration is only available for the Site Administrator role. In this role, you can:

Add a new user
Reassign authorizations
Change roles
Assign stations
Reactivate disabled users
Delete users

In addition, as you can see by slide, the Site Administrator will have access to research all stations (read-only mode), access/run reports and view dashboards. We will delve into these functions in future specific training modules. 



Site Admin: My Work Tab

Site Administration “My Work” tab

Select a Station
WaorkList
Export [ Print
Document Locator Number ~ Auth Number ~ VendorName ¥ VendorlD ¥ Amount * Participant Name ¥ Certification Status * Age ~ Received Date™ Original CM Name ~ VA File Number ¥
23296300001 304940004 BOISE STATE UNIV 82029070108 139,000.00 JOHN JAMESMILLERJR  Pending-Unassigned 45 62019 ©333-33333
19096300003 304940002 THE UNIVERSITY OF TEXAS 74600020302 139,000.00 HOMINY GRITS Pending-Unassigned 75 61612019 ' 555-55-5555
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Before we go into how to add users, let’s first discuss the Site Admin IPPS User Layout. As you log into the IPPS, you will be greeted with the following screen, 

1. The Site Administration, My Work tab screen. The My Work tab provides information on invoices that require administrative action.  The Site Administrator does not have security permissions to open the invoices, but they can reassign unassigned invoices on the My Work tab, which is one of the functions mentioned on the previous slide and that we will be discussing later in this section. 


Invoice Payment Processing System

User Administration: How to:
Add a User
Assign a Role
Adding/Reassignment Authorizations

Removing, Reactivating and Deleting a User
Briefed by:

VR&E Service
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LAMOYD Next we will go over adding users, assigning user roles, adding/reassigning authorizations, and removing, reactivating and deleting users. 


User Administration Screen

Click “User Administration” fromthe Navigation Pane

3 US. Department

AT Invoice Payment Processing System
Haripal Mamilla My Work | IPPS User Adm...
» Dashboard

”}‘OU have access to murtiple Stations, Select to Change
¥ Process Work
Select a Station 101"

I User Administration I m
Invoice Inquiry System

FirstName LastName UserID Role

Justin IPPS: Administrators I.r’ m
Haripal 1PPS: Administrators |7 W
Justin VRE:CaseManager |7 W
Haripal VRE:CaseManager ||| W
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1. To get to the User Management screen, click User Administration from the left navigation pane.

The User Management screen displays.

Note: The default station and assigned users for that station will be displayed. You can click on the Station # Dropdown, to select a different station that you site manage/administer. 



Adding Users

3\ US. De : . .
ey Invoice Payment Processing System

. “ Joy Oeg Home | IPPS User Adm...
Click “New
» Dashboard
” User Management
U S e r *  Process Work

Station # 101

User Administration I m User Details x
s = s
Invoice Inquiry System =rimckName Eli»"
Email Address:
e 1 Jeff Adams
Authorization Form
Bri Cuthbert
My Authorizations 2 it Selected User Details

Enter the 3 Nathan /astillc et
userls VA First Name: | ast -

Last
Mam
Assign a Role
.
el I Ia I | ™ | |IPPS:VRECaseManag
Station Authorization ber (Opti n
‘ 101 1234567891 '("f
528 7334783473 '("f
101 TBTBETETTH '("f

Click “Search User”
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To add a new user:
1. From the User Management screen, click New User. The User Details window displays.

2. Enter the user’s VA email address in the address field. Note: Anyone with a va.gov address can be added, so please use your discretion. 

3. Click Search User.
Data is retrieved from the Active Directory. This populates the user’s name and user ID fields. In addition, any authorizations assigned to the user is displayed. 





Adding Users cont’d

| User Details X

Search For User

Email Address

Selected User Details

Confirm the User’s details

=i
=]
i

=
£
)
3

Assign A Role

Select the Role _ l>

) . IPPSVRECaseManager b
User’srolein

the dropdown — B
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4. Next, confirm the user’s details are correct such as the Email Address, User ID, First Name and Last Name. 

5. Select the role the user is to perform from the dropdown menu in the Role field. Here you can Assign a Role and Add or Reassign Authorizations. 





Assigning a Role

Select the
User’srolein
the dropdown

Assign A Role

Role

IPPSVRECaseManager

b

Select ..
IPP5:VRECaseManager
IPPS:VRECaseManagers(a
IPPS:VRERCDirector
IPPS:VRERODirector508

IPPS:VRESiteAdmin503
IPPS:VRESupervisors0d
IPPS:VRESupervisor
IPPS:VREDirector
IPPS:VREDirectors0a
IPPS:VREReadOnly

IPPS:VREReadOnly505
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To assign a role to a user:

Select the role the user is to perform from the dropdown menu in the Assign a Role field.

If a user has transferred from a different VA station, they must be deleted from their previous station and added by their new site admin to their correct User ID.

After assigning a role to the user, we must add the user to a station. 



Adding a User to a Station

| user Details X

Search For User

Email Address

Selected User Details

User

D

First Last
MName Name

Select the IIPlus | Assign A Role

Role

S ig n V24 IPP5:VRECaseManager b

Enter authorization Details

Authorization Number Station

8

P
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Now let’s discuss how to add a user to a station. To add a user to station you must complete the following steps:

From the bottom of the User Details screen, select the Plus Sign.

Note, you can also use the Plus Sign to assign and reassign authorization numbers to users. We will discuss this step later in the presentation.



Adding a User to a Station cont’d

Authorization Number |

Field

Select the Station
number from the
dropdown list

| User Details

Search For User

Email Address

Search User

Selected User Details

User
D:

First Last
MName

Assign A Role

Role
|PPS:VRECaseManager hd

Enter authorization Details
N

Email Address:

)Choose VA

User already exists in the system. To update the users access, select a new role.

Click “Submit”

<« User Already Exists Error

Message
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After clicking the Plus Sign, 

An orange Authorization Number field is populated with a new line. 

To assign a station to a user, complete the following steps:�Select a Station number from the Station dropdown list. You can leave the Authorization Number field blank, unless you are reassigning an authorization to the user. 

Select Submit to complete the entry.

Note, if a user already exists in the system, an error message is shown.






Add or Reassigning Authorization

Select the Station
number from the
dropdown list

Authorization Field

Enter the
Authorization
Number

First

Assign A Role

Click “Submit”
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As we mentioned earlier the Plus Sign can also be used to add or reassign authorization numbers.  After you click on the Plus sign, you will be greeted with:

An orange Authorization Number field which is populated in a new line.

To reassign, complete the following steps:�Select a Station number from the Station dropdown list.

Enter the Authorization Number in the blank field to the right of the Station Number.

Select Submit to complete the entry.

Note: Authorization number is read only for the roles of VRE Director, VRE RO Director, and for corresponding 508 roles.






Removing a User

Click the “Trashcan” Icon
next to the user you want to
remove

Click “Yes” and the user is
deleted from the list

If you have access to multiple Stations, Select to Change

lect a Station

FirstName LastName UserID
Justin

Haripal

Justin

Haripal

Role

IPPS:Administrators | ¥t
IPP5: Administrators

VRE:CaseManager

VRE:CaseManager

Confirm Deletion

This action will delete the user from all stations you have in common.

Do you want to continue?
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Before starting the Removing a User section, please note that if a user has transferred from a different VA station, they must be deleted from their previous station and added by their new site admin to their correct User ID.

In order to remove a user from the IPPS user list, complete the following steps: 

From the User Management screen, click the Trashcan icon next to the user you want to remove. 

You are then asked to confirm the deletion, select Yes and the user is deleted from the list. 






Reactivating a User

If you have access to multiple Stations, Select to Change

Select a Station

Click Enable button | New User |

FirstName LastName UserlD

Justin IPPS: Administrators r’
Haripal 1 IPPS: Administrators |§T
Justin VRE:CaseManager |}
Haripal VRE:CaseManager |}/
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If a user has not logged into IPPS in the last 90 days, that user no longer has access to the system and needs to be reactivated. Also, when you view the user in User Management, the Enable button is no longer grayed out, but is active. 

For the user to regain system access do the following: 

From the User Management screen, click the Enable button next to the user you want to enable. You are asked to confirm.

Click OK and the user is now able to access IPPS.




“ Deleting User — Assigned Authorizations

U.S. Department . ® User Details X
et Invoice Payment Processin S —
earc or user
Haripal Mamilla My Work IPPS User Adm... Email Addreszs:
» Dashboard

If you have access to multiple Stations, Select to Change

~  Process Work
Select a Station

User Administration m
1 R ] Selected User Details
S FirstName LastName UserID Role

Justin IPPS:Administrators User
1D

’ My Authorizations

Haripal IPPS:Administrators

Justin VRE:CaseManager | First Mame: | Last

i MName:
Haripal VRE:CaseManager

I Assign a Role

IPPS.VRECaseManag

101 (123456706 ' (iR
528 7834783478 [
s 101 7876678776 , (i5)

Double click the
u Serls name Station Authorization Number (Optional)
>

Click the “Trashcan
icon” toremove the Click
user “Submit”
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To delete authorizations for a user:

Double click the user’s name from the IPPS User Administration screen and User Details window displays. 

Click the Trashcan icon to the right of the authorization you want to remove from the user. The Authorization is deleted from the window.

Select Submit and your changes are saved.


 


Demonstration
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Now, I we would like to transition to our IPPS Demonstration. During this demonstration, Shelly Sawyer will walk us through the following: 
Site Administrator Roles to include
Roles
Adding Users
Assigning a Role
Adding a User to a Station
Adding/Reassigning Authorizations
Removing, reactivating, and deleting a user



= Conclusion

* For VR&E IPPS support, please Next Steps
contact the following:

— E-mail: VRE IPPS.VBACO@va.gov

— VR&E Field Liaisons OCTOBER 201 9
m_ Sunday | Monday | Tuesday |Wednesday| Thursday | Friday | Saturday

27 28 Assign 129 30 31 1 2
Northeast VAVBAWAS/CO/VRE/NE user
roles
Southeast VAVBAWAS/CO/VRE/SE
Continental VAVBAWAS/CO/VRE/CONT

NOVEMBER 2019

Sunday | Monday | Tuesday |Wednesday| Thursday | Friday | Saturday
— Local Change Management Agent = e % 0 o 1 :
e For Service Provider Support, please
contact the following: ” Tk p - . 5
— Email: ;Stz:s

VAFSCEnterpriseSupport@va.gov
— Phone Number: 1-866-372-1141
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Please utilize this training, the IPPS User Guide, VR&E Cheat Sheets and other additional resources as references when you are processing and/or certifying awards, adding users, viewing reports and any other IPPS functions that you maybe performing based upon your user-specific role. 

As another reminder, if you should experience any issues or have any questions, please do not hesitate to contact IPPS corporate email, using the email address indicated on the slide, field liaisons, or your local change management agent. 

Before we conclude we also would like to draw your attention to some important upcoming dates or next steps. Oct 28th the site administrator will assign all user roles for your jurisdiction.  On November 4th, authorizations for Jan 2020 can be created. Additional information will be forthcoming. 

Upon completing this training, please log into TMS and complete the feedback survey for this training. The TMS # for this training is 4528353 and it is already assigned to the identified personnel on the training announcement and it should be located on your TMS “To Do”  or  “My Learning” list. 
 
 Again thanks for attending this training and have a good day. 



mailto:VRE_IPPS.VBACO@va.gov
mailto:VAFSCEnterpriseSupport@va.gov
mailto:VAVBAWAS/CO/VRE/NE
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