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[bookmark: _Toc17712013]Introduction
[bookmark: _Toc17712014]Purpose
This User Guide aids in the use of the Invoice Payment Processing System (IPPS) for the Vocational Rehabilitation and Employment (VR&E) program in the Veterans Benefits Administration (VBA).
[bookmark: _Toc17712015]Assumptions
This guide was written with the following prerequisites in mind:
validated access to the system using Internet Explorer (IE) 11
completion of any prerequisite training
[bookmark: _Toc7006712][bookmark: _Toc7006713][bookmark: _Toc17712016]Service and Support Contact
For assistance, contact VAFSCEnterpriseSupport@va.gov. 
Phone: 866-372-1141
[bookmark: _Toc17712017]System Summary
In IPPS, an authorization is created and sent to the Tungsten-Network (Tungsten).  The Service Provider logs into Tungsten to review the authorization and converts it into an invoice.  The invoice is sent back to IPPS for certification and payment.
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.
[bookmark: _Toc7085108][bookmark: _Toc7085347][bookmark: _Toc7086401][bookmark: _Toc7086570][bookmark: _Toc7086756][bookmark: _Toc7091279][bookmark: _Toc7184866][bookmark: _Toc7085116][bookmark: _Toc7085355][bookmark: _Toc7086409][bookmark: _Toc7086578][bookmark: _Toc7086764][bookmark: _Toc7091287][bookmark: _Toc7184874][bookmark: _Toc17712018]Getting Started
[bookmark: _Ref10456369][bookmark: _Toc17712019]Logging In
To log into IPPS:
[bookmark: _Hlk7085085]Log into your government computer using your PIV card.
[bookmark: _Hlk17320675]Go to https://vaww.ipps.fsc.va.gov/prweb/PRWebLDAP1/.
An Authorized Use warning displays (see Figure 1).
If you receive a message saying you are using an unsupported browser, see procedures in Turning Compatibility Settings Off.
[image: ]
[bookmark: _Ref6988869]Figure 1. Authorization Notice
Click the checkbox at the bottom of the window and select Agree.
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 is removed and you won’t be able to log in.  To regain access, see 6.1 User or Access Issues.
After a few seconds, the IPPS application displays. The interface appears differently based on your role.
If you get an error when logging in, see 6.1 User or Access Issues.
[bookmark: _Toc17712020]Screen Components
When you log into the system, your screen displays several components (see Figure 2).
The contents of each screen component depend on the role you are assigned. The screenshot in Figure 2 is for a Case Manager. See Table 1 for more details.
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[bookmark: _Ref9313042]Figure 2. Home screen layout
[bookmark: _Ref10445804][bookmark: _Ref11140679]Table 1. Screen Components
	Component Number
	Component Name

	1
	Title bar

	2
	Navigation bar (this displays different options depending on the role of the user)

	3
	Workspace


[bookmark: _Toc14764286][bookmark: _Toc14779727][bookmark: _Toc14863056][bookmark: _Toc15300781][bookmark: _Toc15301141][bookmark: _Toc15303298][bookmark: _Toc15361790][bookmark: _Toc15554747][bookmark: _Toc16570187][bookmark: _Ref17196224][bookmark: _Ref17196230][bookmark: _Toc17712021]Exporting/Printing the Work List
To export or print the worklist, complete the following steps:
1. From the My Work tab, select Export/Print.
The Work List redisplays in a different format (see Figure 3).
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[bookmark: _Ref17114845]Figure 3. Work List (redisplayed)
To print or export the Work List, click the Actions button and select the desired option.
For more information on the Actions button, see 4.16 Actions Button.
[bookmark: _Toc17712022]Exiting the System
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 6.1 User or Access Issues.
To log off the system and prevent the error, click Log Off at the top right-hand side of the screen. When you log off, IPPS closes the application tab.  If the application tab is the only one open, your browser window closes.
[bookmark: _Toc10106563][bookmark: _Toc10112013][bookmark: _Toc10443074][bookmark: _Toc10445423][bookmark: _Toc10445601][bookmark: _Toc10445820][bookmark: _Toc10461995][bookmark: _Toc10462607][bookmark: _Toc10465957][bookmark: _Toc10466571][bookmark: _Toc10467185][bookmark: _Toc10467796][bookmark: _Toc10524054][bookmark: _Toc10524666][bookmark: _Toc10546705][bookmark: _Toc17712023]Roles in the IPPS Application
There are several user roles in the IPPS application.  The user can only be assigned one role at a time.
User roles include:
VRE Read Only
Case Manager
Supervisor
Site Admin
RO Director
Director
Each role has a corresponding 508 role for accessibility users.
Figure 4 displays the functionality available for each role.
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[bookmark: _Ref10445802]Figure 4. Role matrix
[bookmark: _Toc17712024]VRE Read Only
VRE Read Only access includes:
Research - see 4.13 Invoice Inquiry System (IIS) 
[bookmark: _Toc17712025]Case Manager 
The Case Manager is responsible for creating an authorization for a Service Provider on behalf of a  Participant.
The Case Manager can approve low dollar invoices. 
Though a Case Manager can recommend approval for high dollar invoices, these invoices are automatically routed to the Supervisor for recommendation or final approval. 
The Case Manager functions include:
Research - see 4.13 Invoice Inquiry System (IIS)
Create an authorization - see 4.7 Authorization Form
View or cancel their own authorizations - see 4.8 My Authorizations
Certify low dollar invoices - see 4.9.1 Low Dollar Invoices
[bookmark: _Toc17712026]Supervisor
The Supervisor can create an authorization for a Service Provider on behalf of a Participant.
The Supervisor 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.
The Supervisor functions include:
Research - see 4.13 Invoice Inquiry System (IIS)
Create an authorization – see 4.7 Authorization Form
View or cancel authorizations - see 4.8 My Authorizations
Certify low dollar invoices - see 4.9.1 Low Dollar Invoices
Certify high dollar invoices - see 4.9.2 High Dollar Invoices
Monitor Activity – see 4.15 Monitor Activity
[bookmark: _Toc10546698][bookmark: _Toc17712027]VRE Regional Office (RO) Director
In IPPS, the main task for an RO Director is to certify high dollar invoices.  The RO Director functions include:
Research - see 4.13 Invoice Inquiry System (IIS)
Certify high dollar invoices - see 4.9.2 High Dollar Invoices
Dashboard - see 4.14 Dashboard
Monitor Activity – see 4.15 Monitor Activity
[bookmark: _Toc17712028]Director
In IPPS, the main task for the Director is to certify high dollar invoices.  The Director can see all authorizations from all stations that require certification.
The Director functions include:
Research - see 4.13 Invoice Inquiry System (IIS)
Certify high dollar invoices - see 4.9.2 High Dollar Invoices
Dashboard - see 4.14 Dashboard
Monitor Activity – see 4.15 Monitor Activity
1.1. [bookmark: _Toc17712029][bookmark: _Toc16751009][bookmark: _Hlk17293374]Site Administrator
In IPPS, the Site Administrator’s primary tasks are managing users and reassigning invoices for review to other Case Managers, if necessary. The Site Administrator functions include:
· Change roles, assign stations, reactivate or delete users - see 4.12.2 User Administration
· Dashboard - see 4.14 Dashboard
· Monitor Activity – see 4.15 Monitor Activity
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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 (see Figure 5).
Your level of access determines the selections available in the navigation bar.
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[bookmark: _Ref9941085]Figure 5. Select Authorization Form
The Authorization form displays (see Figure 6).
[image: ]
[bookmark: _Ref9941099]Figure 6. Authorization Form
[bookmark: _Toc17712031]Search for 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: Can do a search on partial (like Toml for Tomlinson).
Vendor ID (same as the Vendor’s Tax ID): Must include full Vendor ID number.  This number can be found in CWINRS.
Zip: Must include the exact vendor zip code.
Address 1: Vendor address. Can do a search on partial elements (like Plant for Plantation Drive).
To complete a vendor search:
1. Enter one or more fields and click Vendor Search.
The search returns blocked and unblocked vendors (see Figure 7). Expand or minimize each section by clicking the double chevrons ([image: ]) 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 create authorizations on unblocked vendors. 
[image: ]
[bookmark: _Ref9941147]Figure 7. Vendor search results
From the Unblocked Vendors list, click the radio button next to vendor receiving services (see Figure 8).
[image: ]
[bookmark: _Ref9941214]Figure 8. Vendor Selection
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.  
Click OK.
Vendor details are populated in the Selected Vendor Details area (see Figure 9).
[image: ]
[bookmark: _Ref9941228]Figure 9. Vendor Details
A vendor must be selected to submit the authorization; otherwise, an error message displays on the screen. If you can’t find the vendor you are searching for, contact VAFSCEnterpriseSupport@va.gov.
[bookmark: _Toc10547103][bookmark: _Toc17712032]Search for Participant
This search area is used to locate the Participant who is entitled to receive services from the Service Provider. You can search for a Participant based on:
Social Security Number – no dashes or spaces
VA File Number – 8 or 9 character number only with no special characters
Enter one or more fields and click Participant Search.
Search results display (see Figure 10).
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[bookmark: _Ref9941290]Figure 10. Participant Details
A participant must be selected to submit the authorization; otherwise, an error message displays on the screen.
[bookmark: _Toc17712033]Review Authorization Facility/Vendor 
This section provides further information on the vendor or facility.  The following fields are provided in this area:
Name of Services/Assistance (mandatory field)
Facility/Vendor Enrollment Period
1. Enter information into the Name of Services/Assistance field as required.  This includes degree type when applicable (see Figure 11).
[image: ]
[bookmark: _Ref9941299]Figure 11. Name of Services/Assistance
In the Enrollment Period fields, you can either enter the date in mm/dd/yyyy format or use the Calendar to select dates (see 4.7.3.1 Using the Calendar Tool).
The End Date cannot be more than one year from the Start Date. If you select a date range of more than a year, an error message displays 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 you submit the form.
[bookmark: _Toc14863079][bookmark: _Toc15300795][bookmark: _Toc15301155][bookmark: _Toc15303312][bookmark: _Toc15361804][bookmark: _Toc15554761][bookmark: _Toc16570201][bookmark: _Ref12941833][bookmark: _Ref12941839]Using the Calendar Tool
1. Click the calendar to the right of the Start Date/ End Date.
A calendar displays (see Figure 12).
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[bookmark: _Ref9941309]Figure 12. Start/End Date
Select a date on the calendar.
The field is filled with the selected date (see Figure 13).
[image: ]
[bookmark: _Ref9941318]Figure 13. Date field (filled)
The End Date cannot be more than one year from the Start Date. If you select a date range of more than a year, an error message displays when you submit the form (see Figure 14). 

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 you submit the form (see Figure 15).
[image: ]
[bookmark: _Ref14764270]Figure 14. Date more than one year error
[image: ]
[bookmark: _Ref14764551][bookmark: _Ref14764550]Figure 15. End Date not before Start Date error
[bookmark: _Toc14764302][bookmark: _Toc14779743][bookmark: _Toc14863081][bookmark: _Toc15300797][bookmark: _Toc15301157][bookmark: _Toc15303314][bookmark: _Toc15361806][bookmark: _Toc15554763][bookmark: _Toc16570203][bookmark: _Toc17712034]Line Item Details
The Line Item Details are the approved goods/services that VBA is funding.  
Click the checkbox next to the Line Item(s) that are being funded.
At least one line item must be selected to submit the authorization; otherwise an error message displays on the screen.
A Notes field displays to the right of all checked line items for optional additional information (see Figure 16).
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[bookmark: _Ref9941329]Figure 16. Line Item Details
[bookmark: _Toc17712035]Authorization Fields
The fields at the bottom of the authorization form include:
Service Provider Email – the email address for the Service Provider point of contact (POC), typically the School Certifying Official (SCO).  
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.  This code can be found in CWINRS.
1. Enter information into all required fields marked with an asterisk (see Figure 17).
[image: ]
[bookmark: _Ref9941334]Figure 17. Authorization fields
Click Submit.
This creates the authorization and sends an email to the Service Provider (see Figure 18). You can view the authorization in My Authorizations (see 4.8 My Authorizations).
Upon selecting Submit, the email address entered for the Service Provider receives the New Authorization Notification email from IPPS.
Only a Case Manager or Supervisor can submit an authorization.
[image: ]
[bookmark: _Ref9941350]Figure 18. Auto-generated email
If any required fields have not been correctly filled, an error message displays.  Click OK, make appropriate corrections, and click Submit again.
[bookmark: _Toc10547108][bookmark: _Ref10100842][bookmark: _Toc17712036]My Authorizations
This selection in the left navigation bar provides the Case Manager or Supervisor a list of authorizations that have been created by you after they have been submitted.  To view your authorizations:
1. Click My Authorizations from the Process Work area of the left navigation bar (see Figure 19).
[image: ]
[bookmark: _Ref9941654]Figure 19. Selecting My Authorizations
A list of your authorizations displays (see Figure 20).
[image: ]
[bookmark: _Ref9941661]Figure 20. My Authorizations Report
[bookmark: _Toc17712037]Filtering Authorizations
At the top of each column in the My Authorizations Report is a downward arrow (see Figure 21).
[image: ]
[bookmark: _Ref12884611]Figure 21. Dropdown arrows
To filter authorizations:
1. 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 (see Figure 22) for an example.
[image: ]
[bookmark: _Ref12884760]Figure 22. Example filter
Select the option you want to filter by (see Figure 23).
[image: ]
[bookmark: _Ref12884904]Figure 23. Filter option
Click Apply.
Only authorizations containing that option display (see Figure 24).
[image: ]
[bookmark: _Ref12885036]Figure 24. Filtered list
[bookmark: _Toc17712038]Searching the Authorization Report
To search your list of authorizations, complete the following steps:
1. From the My Authorizations Report, select the dropdown arrow for the column you want to search. In this example, Participant Name is selected.
A dropdown list displays (see Figure 25).
[image: ]
[bookmark: _Ref12885360]Figure 25. Option list
1. In the Search Text field, enter the text you want to search for (see Figure 26).
[image: ]
[bookmark: _Ref12885461]Figure 26. Search Text field
Click Apply.
The report is filtered by your search text (see Figure 27).
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[bookmark: _Ref12885584]Figure 27. Filtered list
[bookmark: _Toc17712039]Clearing an Authorization Report Filter
If you are in a filter and want to cancel it, you can clear the filter and return to the complete list of authorizations in your Authorization Report.
From the filter list click Clear Filter (see Figure 28).
[image: ]
[bookmark: _Ref12885775]Figure 28. Clear Filter
The complete list of authorizations re-displays.
[bookmark: _Toc17712040][bookmark: _Hlk14172386]Cancelling an Authorized Invoice
[bookmark: _Hlk15554697]You can only cancel your own authorizations.  To cancel your authorization:
1. [bookmark: _Hlk16582373]Click Cancel next to an open authorization you want to cancel (see Figure 29). 
[image: ]
[bookmark: _Ref9941668]Figure 29. Cancelling an Authorization
A dialog box displays asking for you to confirm that you want to cancel the authorization (see Figure 30).
[image: ]
[bookmark: _Ref17187065]Figure 30. Cancel Authorization prompt
Click OK.
The authorization is canceled, the Status changes from Open to Cancel, and the Cancel button no longer displays (see Figure 31).
[image: ]
[bookmark: _Ref10021590]Figure 31. Cancelled Authorization
In addition, an auto-generated email is sent to the Service Provider (see Figure 32).
[image: ]
[bookmark: _Ref10021852]Figure 32. Auto-generated email
[bookmark: _Toc17712041]Viewing a PDF of an Authorization
To view a PDF of an authorization:
1. Complete steps in 4.8 My Authorizations to open the My Authorizations Report.
Click View PDF Image for the PDF you want to view (see Figure 33).
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[bookmark: _Ref9941697]Figure 33. View PDF Image link
The PDF displays (see Figure 34).
[image: ]
[bookmark: _Ref9941703]Figure 34. PDF link results
[bookmark: _Toc10443108][bookmark: _Toc10445462][bookmark: _Toc10445640][bookmark: _Toc10446228][bookmark: _Toc10462403][bookmark: _Toc10463015][bookmark: _Toc10466365][bookmark: _Toc10466979][bookmark: _Toc10467593][bookmark: _Toc10468204][bookmark: _Toc10524462][bookmark: _Toc10525074][bookmark: _Toc10547116][bookmark: _Toc10443110][bookmark: _Toc10445464][bookmark: _Toc10445642][bookmark: _Toc10446230][bookmark: _Toc10462405][bookmark: _Toc10463017][bookmark: _Toc10466367][bookmark: _Toc10466981][bookmark: _Toc10467595][bookmark: _Toc10468206][bookmark: _Toc10524464][bookmark: _Toc10525076][bookmark: _Toc10547118][bookmark: _Toc10105733][bookmark: _Toc10106595][bookmark: _Toc10112045][bookmark: _Toc10443111][bookmark: _Toc10445465][bookmark: _Toc10445643][bookmark: _Toc10446231][bookmark: _Toc10462406][bookmark: _Toc10463018][bookmark: _Toc10466368][bookmark: _Toc10466982][bookmark: _Toc10467596][bookmark: _Toc10468207][bookmark: _Toc10524465][bookmark: _Toc10525077][bookmark: _Toc10547119][bookmark: _Toc10105734][bookmark: _Toc10106596][bookmark: _Toc10112046][bookmark: _Toc10443112][bookmark: _Toc10445466][bookmark: _Toc10445644][bookmark: _Toc10446232][bookmark: _Toc10462407][bookmark: _Toc10463019][bookmark: _Toc10466369][bookmark: _Toc10466983][bookmark: _Toc10467597][bookmark: _Toc10468208][bookmark: _Toc10524466][bookmark: _Toc10525078][bookmark: _Toc10547120][bookmark: _Toc10101503][bookmark: _Toc10105736][bookmark: _Toc10106598][bookmark: _Toc10112048][bookmark: _Toc10443114][bookmark: _Toc10445468][bookmark: _Toc10445646][bookmark: _Toc10446234][bookmark: _Toc10462409][bookmark: _Toc10463021][bookmark: _Toc10466371][bookmark: _Toc10466985][bookmark: _Toc10467599][bookmark: _Toc10468210][bookmark: _Toc10524468][bookmark: _Toc10525080][bookmark: _Toc10547122][bookmark: _Toc17712042][bookmark: _Ref11231610][bookmark: _Ref9315346]Refreshing the Screen
If the Refresh button displays, you can click it to update the screen contents to display the most current information (see Figure 35). For instance, if you had the My Authorizations open in one tab and created an authorization in another tab, the refresh button would update the list to include the newly created authorization.
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[bookmark: _Ref13741692][bookmark: _Ref13741665]Figure 35. Refresh button
[bookmark: _Toc17712043]Certifying Invoices
The certification Work List is a list of all invoices that need to be certified.
The roles that can certify invoices include:
Case Manager – low dollar invoices
Supervisor – low dollar invoices, high dollar invoices
Roles that can approve invoices include:
Supervisor – low dollar invoices, high dollar invoices
RO Director and Director – high dollar invoices
The invoice is routed one of several ways:
If approval is recommended, it goes to the next higher role in the process for approval.
If approval is given, the invoice is paid.
If refusal is given, the invoice is archived, and a notification is sent to the vendor/service provider.
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).
[bookmark: _Hlk11141003]Each invoice works its way through the layers of approval in the system.  When a user submits an invoice for approval, the system considers two factors:
Has the threshold for the BOC subtotal been met or exceeded?
Which role is next in the line for approval?
Low Dollar invoices only require a single approval from the Case Manager or Supervisor.  
The following are thresholds for the two types of invoices to give you an idea of the approvals required:
Table 2. IPPS Low Dollar Thresholds
Table 3. IPPS High Dollar Thresholds
[bookmark: _Ref11140686]Table 2. IPPS Low Dollar Thresholds
	IPPS Role
	Thresholds for Books 

	Thresholds for Supplies 

	Thresholds for Tuition Payments 

	Case Manager
	<=$5,000
	<=$5,000
	<=$25,000

	Supervisor
	<=$5,000
	<=$5,000
	<=$25,000


[bookmark: _Ref11140747]Table 3. IPPS High Dollar Thresholds
	IPPS Role
	Thresholds for Books 

	Thresholds for Supplies 

	Thresholds for Tuition Payments 

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

	RO Director
	>$10,000 but <= $15,000
	>$10,000 but <= $15,000
	>$50,000 but <= $100,000

	Director
	>$15,000
	>$15,000
	>$100,000


For example, 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.
If an invoice comes in for books for $6,000, the Supervisor provides the final approval, and it does not go to the next level.
[bookmark: _Ref11239087][bookmark: _Toc17712044]Low Dollar Invoices
Only the Case Manager or Supervisor approves low dollar invoices.  To process a low-dollar invoice, complete steps in the next sections.
[bookmark: _Hlk15559080]Opening an Invoice
To process low dollar invoices:
1. Log into IPPS (see 3.1 Logging In).
The Case Manager or Supervisor My Work tab displays (see Figure 36).
[image: ]
[bookmark: _Ref11145052]Figure 36. Case Manager/Supervisor My Work tab
If you have access to multiple stations, select the station for which you are processing invoices (see Figure 37).
[image: ]
[bookmark: _Ref11145064]Figure 37. Stations dropdown
Click the invoice you want to process.
The certification details screen displays (see Figure 38). The invoice image opens in a separate window (see Figure 39).
[image: ]
[bookmark: _Ref11145071]Figure 38. Certification screen
[image: ]
[bookmark: _Ref16844841][bookmark: _Ref16844831]Figure 39. Sample Invoice Image
Certification Screen
Parts of the Certification screen include:
[bookmark: _Hlk17308965]Audit Link – provides a history of the invoice (see 4.10 Viewing Audit Information). This is hidden by default, but can be seen by selecting the link.
Invoice Summary – contains metadata submitted from IPPS and is collapsed by default. You can view this information by clicking on the chevrons. This includes:
Document Locator Number (DLN) Number - the unique ID of every invoice in IPPS 
Status of the invoice (see Appendix A List of Status Conditions for a list of possible statuses)
Authorization Details – this area is pre-populated from the invoice and authorization. There are also links to open the Authorization and Invoice images.
Invoice Line Details – this area displays the items that were entered by the service provider in Tungsten, a dropdown list for their Budget Object Code (BOC), and the amount for each line item.
If there’s 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. If you see one, click the plus sign (see Figure 40) and add the amount using the appropriate BOC (see Figure 41).
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[bookmark: _Ref17711418]Figure 40. Line Details - plus sign
[image: ]
[bookmark: _Ref17711423]Figure 41. Line Details – Handling and Tax line added
Provide Certification Decision – this area allows you to Accept or Refuse the invoice (or return it to the reviewer for high-dollar invoices).
Notes and Attachments – these areas allow for additional notes or attachments to be filed with the invoice.  See also 4.9.3 Notes and Attachments.
Accepting an Invoice
If the invoice is within the threshold for approval, the certifying official 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:
1. From the open invoice screen, ensure that the amounts are correct for each item (see Figure 42). Select a BOC from a list of possible entries and update amounts to apply, as needed, directly into the Amount to Apply field.  You can also delete a line item by selecting the trashcan to the right of the Amount to Apply field.
[image: ]
[bookmark: _Ref11145081]Figure 42. Budget Object Code and Amount entry
Select Accept in Provide Certification Decision.
Depending on the condition of the invoice, additional fields may display (see Figure 43). If it’s late or if amounts mismatch and so on, you are asked to provide further information. At a minimum, you are asked for the Date of Acceptance and a checkbox is provided if this is the final invoice to be approved for this authorization.
[image: ]
[bookmark: _Ref11141061]Figure 43. Accepting an Invoice
Enter all mandatory fields.
Date of Acceptance: this field auto populates with the current date, but you can also enter the date in mm/dd/yyyy format or use the Calendar to select dates (see 4.7.3.1 Using the Calendar Tool).
Verify the total certified amount.
If this is a final invoice and no further invoices should be received from the service provider for the authorized time period, select the checkbox next to “Is this a final invoice” (see Figure 43). This prevents the vendor from sending any further invoices under the same authorization.
Authorizations can be based on various criteria (for every semester, for every fiscal year, and so on.  If you select final, you are saying that this is the final invoice for the semester or fiscal year or other criteria upon which the authorization was based.
After submission, a status of Final shows when My Authorizations is selected (see Figure 44 ).
[image: ]
[bookmark: _Ref11141078]Figure 44. Final Status
If displayed, enter a Late Payment Reason from the dropdown list (see Figure 45). This will display for any invoice over 56 days.
[image: ]
[bookmark: _Ref11144250]Figure 45. Late Payment Reason
If displayed, enter required notes in Amount Billed and Amount Certified do not match field (see Figure 46). This field only displays if you edit the Amount to Apply for any line item.
[image: ]
[bookmark: _Ref11144255]Figure 46. All fields entered
Select Submit.
You are asked to verify that you are authorized to certify this invoice (see Figure 47).
[bookmark: _Hlk15560709]If you are overriding an error or if you’ve selected Final Invoice, a warning displays in this authorization window.
[bookmark: _Hlk15560790][image: ]
[bookmark: _Ref11144259]Figure 47. Authorized to certify
Click OK.
The system processes the certification and the invoice no longer displays in your Work List.
Refusing an Invoice
1. From the open invoice screen, select Refuse in Provide Certification Decision.
The refusal reason field displays (see Figure 48).
[image: ]
[bookmark: _Ref11144271]Figure 48. Refuse invoice
Select a reason from the dropdown list for refusing the invoice. If you select Other, you are asked for further information (see Figure 49). Enter the other reason in the Reasons text field.
[image: ]
[bookmark: _Ref11144298]Figure 49. Other reason comments
Click Submit.
The invoice is archived, and a notification is sent to the vendor. It no longer displays in your Work List.
[bookmark: _Ref11238918][bookmark: _Toc17712045]High Dollar Invoices
Only the Supervisor, the RO Director, and the Director roles can certify high-dollar invoices.
Opening an Invoice
To process high dollar invoices:
1. Log into IPPS (see 3.1 Logging In).
The Supervisor or RO Director/Director My Work tab displays (see Figure 50).
[image: ]
[bookmark: _Ref11144308]Figure 50. Supervisor My Work tab
The RO Director and Director won’t see a Pending-Certification status as they don’t handle certifications.
If you have access to multiple stations, select the station for which you are processing invoices (see Figure 51).
[image: ]
[bookmark: _Ref11144343]Figure 51. Stations dropdown
Certification Status for high dollar invoices shows Pending-HighValueInvoiceReview.
Click on the invoice you want to process.
The certification details screen displays (see Figure 52). 
[image: ]
[bookmark: _Ref11144351]Figure 52. Certification screen
Certification Screen
Parts of the Certification screen include:
Audit Link – provides a history of the invoice (see 4.10 Viewing Audit Information). This is hidden by default, but can be seen by selecting the link.
Invoice Summary – contains metadata submitted from IPPS and is collapsed by default. You can view this information by clicking on the chevrons. This includes:
Document Locator Number (DLN) Number - the unique ID of every invoice in IPPS 
Status of the invoice (see Appendix A List of Status Conditions for a list of possible statuses)
Authorization Details – this area is pre-populated from the invoice and authorization. There are also links to open the Authorization and Invoice images.
Authorization Details – this area displays pre-populated information from an invoice or authorization.
Reviewer History – this area displays actions taken by previous reviewers.
Invoice Line Details – this area displays the items that were entered by the service provider in Tungsten, a dropdown list for their Budget Object Code (BOC), and the amount for each line item.
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 actions described in Table 4.
Notes and Attachments – these areas allow for additional notes or attachments to be filed with the invoice.  See also 4.9.3 Notes and Attachments.

[bookmark: _Ref11156355][bookmark: _Ref11156352]Table 4. Certification actions
	[bookmark: _Hlk17704152]IPPS Role
	High Dollar Invoice Certification Action

	VR&E Supervisor
	Accept
You only see Accept if you are the final approver or if this is the original review when the invoice status is Pending-Certification.
Refuse - archives the invoice and sends a notification to the vendor with the reason for refusal.
or
Recommend Accept
Return to Reviewer – the invoice is returned to the original invoice reviewer.

	VR&E RO Director
	Accept
You only see Accept if you are the final approver or if this is the original review when the invoice status is Pending-Certification.
Refuse
or
Recommend Accept
Recommendation for approval must always be routed directly to the Director role.
Return to Reviewer 
Return to Reviewer must always be returned to the original invoice reviewer. Invoice status is Pending-HighValueInvoiceReview.

	VR&E Director
	Accept
Refuse 
Return to Reviewer
Return to Reviewer must always be returned to the original invoice reviewer. Invoice status is Pending-HighValueInvoiceReview.



Processing a High Dollar Invoice
To process an invoice with a value over the threshold for a certifying official, the invoice must first be recommended for acceptance which sends the invoice upward in the approval chain. If the next certifying 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 certifying official that does have authority over this amount.  For the amounts each role can certify up to, see Table 3. IPPS High Dollar Thresholds.
Recommending Accept
If this is out of the certifying 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 complete the following steps:
1. Review the invoice and ensure the Invoice Line details are correct (see Figure 53).
[image: ]
[bookmark: _Ref11139981]Figure 53. Invoice Line Details
Select Recommend Accept in Provide Certification Decision.
Some additional information displays (see Figure 54).
[image: ]
[bookmark: _Ref11131179]Figure 54. Additional Approval Information
Review the information displayed, and if there are no changes click Submit.
If changes are required, see 4.9.2.5 Return to Reviewer.
The system processes the invoice and routes it to next higher role in the system.  The invoice no longer displays in your Work List. It is listed as Pending-HighValueInvoiceReview in the Work List of the approver.
Accepting the Invoice
To accept a high dollar invoice, complete the following steps:
1. [bookmark: _Hlk17704208]Every invoice is in Pending-Certification or Pending-HighValueInvoiceReview status.  If the invoice is in Pending- Certification status, it is editable. If the invoice is Pending-HighValueInvoiceReview it’s read only.  If the fields are editable, select from a list of possible entries for the BOC and update amounts to apply into the Amount to Apply field.  You can also delete a line item by selecting the trashcan to the right of the Amount to Apply field (see Figure 55).  
[image: ]
[bookmark: _Ref17092285]Figure 55. Budget Object Code and Amount entry
Select Accept in Provide Certification Decision.
Depending on the condition of the invoice, additional fields may display (see Figure 56). If it’s late or if amounts mismatch and so on, you are asked to provide further information. At a minimum, you are asked for the Date of Acceptance and a checkbox is provided if this is the final invoice to be approved for this vendor.
[image: ]
[bookmark: _Ref17092438]Figure 56. Accepting an Invoice
Enter all mandatory fields.
Date of Acceptance: this field auto populates with the current date, but you can also enter the date in mm/dd/yyyy format or use the Calendar to select dates (see 4.7.3.1 Using the Calendar Tool).
Verify the total certified amount.
If this is a final invoice and no further processing will be done, select the checkbox next to “Is this a final invoice” (see Figure 60). This prevents the vendor from sending another invoice under the same authorization.
Authorizations can be based on various criteria (for every semester, for every fiscal year, and so on.  If you select final, you are saying that this is the final invoice for the semester or fiscal year or other criteria upon which the authorization was based.
After submission, a status of Final shows when My Authorizations is selected (see Figure 57).
[image: ]
[bookmark: _Ref17097918]Figure 57. Final Status
If displayed, enter a Late Payment Reason from the dropdown list (see Figure 58).
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[bookmark: _Ref17097919]Figure 58. Late Payment Reason
If displayed, enter required notes in Amount Billed and Amount Certified do not match field (see Figure 59).
[image: ]
[bookmark: _Ref17097920]Figure 59. All fields entered
Select Submit.
You are asked to verify that you are authorized to certify this invoice (see Figure 60).
If you are overriding an error or if you’ve selected Final Invoice, a warning displays in this authorization window.
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[bookmark: _Ref17097921]Figure 60. Authorized to certify
Click OK.
The system processes the certification and the invoice no longer displays in your Work List.
[bookmark: _Toc12951551][bookmark: _Toc13224001][bookmark: _Toc13224963][bookmark: _Toc13225091][bookmark: _Toc12951553][bookmark: _Toc13224003][bookmark: _Toc13224965][bookmark: _Toc13225093][bookmark: _Toc12951556][bookmark: _Toc13224006][bookmark: _Toc13224968][bookmark: _Toc13225096][bookmark: _Toc12951559][bookmark: _Toc13224009][bookmark: _Toc13224971][bookmark: _Toc13225099][bookmark: _Toc12951560][bookmark: _Toc13224010][bookmark: _Toc13224972][bookmark: _Toc13225100][bookmark: _Toc12951563][bookmark: _Toc13224013][bookmark: _Toc13224975][bookmark: _Toc13225103][bookmark: _Toc12951566][bookmark: _Toc13224016][bookmark: _Toc13224978][bookmark: _Toc13225106]Refusing the Invoice
To refuse a high dollar invoice, complete the following steps:
1. From the open invoice screen, select Refuse in Provide Certification Decision.
An additional field displays (see Figure 61).
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[bookmark: _Ref17097929]Figure 61. Refuse invoice
Select a reason from the dropdown list for refusing the invoice. If you select Other, you are asked for further information (see Figure 62). Enter the other reason in the Reasons text field.
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[bookmark: _Ref17097944]Figure 62. Other reason comments
The Refusal Reason and any notes are displayed in the email sent to the service provider.
Click Submit.
The invoice is archived, and a notification is sent to the service provider. It no longer displays in your Work List.
[bookmark: _Toc12013628][bookmark: _Toc12013687][bookmark: _Toc12013747][bookmark: _Toc12014438][bookmark: _Toc12014527][bookmark: _Toc12338149][bookmark: _Toc12338214][bookmark: _Toc12339650][bookmark: _Toc12340068][bookmark: _Toc12342092][bookmark: _Toc12343483][bookmark: _Toc12886108][bookmark: _Toc12951569][bookmark: _Toc13224019][bookmark: _Toc13224981][bookmark: _Toc13225109][bookmark: _Ref11132648]Return to Reviewer
If the next level approver feels the invoice needs to be adjusted, complete the following steps.
1. From the certification screen, select Return to Reviewer in Provide Certification Decision.
A Return to Reviewer text field displays for comments (see Figure 63).
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[bookmark: _Ref11132448]Figure 63. Return to Reviewer
[bookmark: _Hlk17704758]List the reason the invoice is being returned in the text field.
Click Submit.
The system processes the invoice and routes it to the original reviewer.  It no longer displays in your Work List.
[bookmark: _Ref526829198][bookmark: _Toc17712046]Notes and Attachments
At the bottom of the Certification screen is an area for Notes and Attachments (see Figure 64).
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[bookmark: _Ref526423048]Figure 64. Notes and Attachments
Adding Notes to an Invoice
This area allows you to provide comments. To add notes:
1. Enter comments in the Notes field.
1. Click Add. 
Notes are added to the invoice (see Figure 65).
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[bookmark: _Ref11133924]Figure 65. Notes added
Advanced Notes
To add a subject to your notes, complete the following steps:
1. Click the Advanced… link just under the Add button (see Figure 66).
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[bookmark: _Ref11134066]Figure 66. Advanced Link
You are prompted for further information (see Figure 67).
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[bookmark: _Ref11144455]Figure 67. Add Note Information
Enter a subject for the note in the Subject field and contents of the note in the Note field.
Click OK.
The note is added to the invoice (see Figure 68).
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[bookmark: _Ref11133748]Figure 68. Notes added
[bookmark: _Ref16744518][bookmark: _Ref16744529]Adding Attachments to an Invoice
This area allows you to upload documents. To upload a document:
1. From the Attachments section, click Upload file. 
1. Browse to the file you want to upload (read only .pdf or TIFF files with no password restrictions).
1. Enter a description for the file (see Figure 69).
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[bookmark: _Ref11134326]Figure 69. Attach Support Documents
1. Click OK.
The file is uploaded and saved to the Invoice (see Figure 70).
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[bookmark: _Ref11134455]Figure 70. File Uploaded
[bookmark: _Ref14766141][bookmark: _Toc17712047][bookmark: _Ref11238629]Viewing Audit Information
1. From the Certification screen, click Audit (see Figure 71). 
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[bookmark: _Ref14766479][bookmark: _Ref14766470]Figure 71. Audit Link
The audit details basic view displays (see Figure 72).  This screen shows a detailed outline of when the action was taken, what action was taken, and who took the action. 
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[bookmark: _Ref15560995]Figure 72. Audit Details
To view attachments or upload files, click the double chevron ([image: ]) next to Attachments to expand the listing (see Figure 73).
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[bookmark: _Ref15303228]Figure 73. Attachments
From this listing you can add, view, or delete attachments.
When finished viewing the Audit tab, click Close.
[bookmark: _Ref16744588][bookmark: _Ref16744595][bookmark: _Toc17712048]Viewing Case Narrative
To see comments left by the Certifying Official, select the Case Narrative tab (see Figure 74).
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[bookmark: _Ref15303245]Figure 74. Case Narrative tab
When finished viewing the Case Narrative tab, click Close.
[bookmark: _Toc17712049]Site Administration
This section discusses features available to the Site Administrator.
[bookmark: _Toc17712050]My Work
The Site Administration 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.
1. If you are a site administrator, log into IPPS (see 3.1 Logging In).
The Site Administrator screen displays with the unassigned invoices listed in the My Work tab (see Figure 73).
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Figure 75. Site Admin My Work tab
To export or print the information in the My Work tab, see 3.3 Exporting/Printing the Work List.
[bookmark: _Toc17294386][bookmark: _Toc17294547][bookmark: _Toc17294624][bookmark: _Toc17294387][bookmark: _Toc17294548][bookmark: _Toc17294625][bookmark: _Toc17294716][bookmark: _Toc17294388][bookmark: _Toc17294549][bookmark: _Toc17294626][bookmark: _Toc17294389][bookmark: _Toc17294550][bookmark: _Toc17294627][bookmark: _Toc17294390][bookmark: _Toc17294551][bookmark: _Toc17294628][bookmark: _Toc17294391][bookmark: _Toc17294552][bookmark: _Toc17294629][bookmark: _Toc17294392][bookmark: _Toc17294553][bookmark: _Toc17294630][bookmark: _Toc17294393][bookmark: _Toc17294554][bookmark: _Toc17294631][bookmark: _Toc17294394][bookmark: _Toc17294555][bookmark: _Toc17294632][bookmark: _Ref15301048][bookmark: _Ref15301049][bookmark: _Toc17712051]User Administration
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
To get to the User Management screen, click User Administration from the left navigation pane.
The User Management screen displays (see Figure 76).
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[bookmark: _Ref526835033][bookmark: _Ref10443324]Figure 76. User Management screen
[bookmark: _Toc16570233][bookmark: _Toc17712052]Adding a User
To add a new user:
1. From the User Management screen (Figure 76), click New User.
The User Details window displays (see Figure 77).
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[bookmark: _Ref10443497]Figure 77. User Details window
Enter the user’s VA email address in the Email Address field 
Click Search User.
[bookmark: _Hlk17704839]Data is retrieved from the VA’s global address listing (GAL). This populates the user’s name and user ID fields.  In addition, any authorizations assigned to the user display (see Figure 78).
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[bookmark: _Ref526835898]Figure 78. User Details window
Confirm the user’s details are correct.
Complete steps in 4.12.3.1 Assigning a Role, 4.12.3.2 Adding Authorizations, and 4.12.7 Re-assigning an Authorization Number as needed.
Click Submit.
The user is added to the IPPS User Administration screen.
[bookmark: _Hlk16582752]If a user already exists in the system, a notification displays (see Figure 79).
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[bookmark: _Ref16582931]Figure 79. User Already Exists notification
[bookmark: _Ref14774174]Assigning a Role
Users can only have one role even if assigned to two different stations. If you are changing the role of the user, the station number carries over to the new role.
To assign a role to a user:
1. Select the role the user is to perform from the dropdown menu in the Assign a Role field of the User Details window (see Figure 80).
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[bookmark: _Ref10438379]Figure 80. Role field dropdown list
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.
Select Submit to complete the entry.
[bookmark: _Ref14774186][bookmark: _Hlk17188549]Adding Authorizations
To add an authorization assignment, complete the following steps:
Authorization Number is an optional field unless you are reassigning an authorization to a user.
1. From the bottom of the User Details screen, select the plus sign (see Figure 81).
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[bookmark: _Ref13655550][bookmark: _Ref13655530]Figure 81. Plus sign
A new line displays at the bottom of the screen (see Figure 82).
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[bookmark: _Ref526838464]Figure 82. Authorization details
Authorization number is read only for the roles of VRE Director, VRE RO Director, and for corresponding 508 roles.

If this is a new user, select the station and leave the Authorization Number to the defaulted value. The only exceptions to this are: a) if you are a VRE Director, VRE RO Director, and for corresponding 508 roles, you must enter an Authorization Number and b) if the user doesn’t have any authorizations assigned yet, one must be assigned.
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.
[bookmark: _Toc528822828][bookmark: _Toc17712053]Removing a User
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.
To remove a user from the IPPS user list:
1. From the User Management screen, click the trashcan icon next to the user you want to remove (see Figure 83).
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[bookmark: _Ref526839703][bookmark: _Ref526839676]Figure 83. Remove User
You are asked to confirm the deletion (see Figure 84).
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[bookmark: _Ref526839809]Figure 84. Confirm Deletion
Select Yes.
The user is deleted from the list.
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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. If this is the case, when you view the user in User Management, the Enable button is active rather than grayed out.  For the user to regain system access:
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[bookmark: _Ref11151178]Figure 85. Enable User
Click OK.
The user is now able to access IPPS.
[bookmark: _Toc13744073][bookmark: _Toc13744925][bookmark: _Toc13745234][bookmark: _Toc13745500][bookmark: _Toc14079639][bookmark: _Toc14079896][bookmark: _Toc14172499][bookmark: _Toc14173228][bookmark: _Toc14764368][bookmark: _Toc14779811][bookmark: _Toc14863149][bookmark: _Toc15300865][bookmark: _Toc15301225][bookmark: _Toc15303382][bookmark: _Toc15361874][bookmark: _Toc15554831][bookmark: _Toc16570272][bookmark: _Toc13744076][bookmark: _Toc13744928][bookmark: _Toc13745237][bookmark: _Toc13745503][bookmark: _Toc14079642][bookmark: _Toc14079899][bookmark: _Toc14172502][bookmark: _Toc14173231][bookmark: _Toc14764371][bookmark: _Toc14779814][bookmark: _Toc14863152][bookmark: _Toc15300868][bookmark: _Toc15301228][bookmark: _Toc15303385][bookmark: _Toc15361877][bookmark: _Toc15554834][bookmark: _Toc16570275][bookmark: _Toc13744079][bookmark: _Toc13744931][bookmark: _Toc13745240][bookmark: _Toc13745506][bookmark: _Toc14079645][bookmark: _Toc14079902][bookmark: _Toc14172505][bookmark: _Toc14173234][bookmark: _Toc14764374][bookmark: _Toc14779817][bookmark: _Toc14863155][bookmark: _Toc15300871][bookmark: _Toc15301231][bookmark: _Toc15303388][bookmark: _Toc15361880][bookmark: _Toc15554837][bookmark: _Toc16570278][bookmark: _Ref16570120][bookmark: _Toc17712055][bookmark: _Hlk12006665]Deleting User-Assigned Authorizations
To delete authorizations for a user:
1. Double click the user’s name from the IPPS User Administration screen (see Figure 86).
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[bookmark: _Ref13744266]Figure 86. IPPS User Administration screen
A User Details window displays.
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Figure 87. Authorization list
Click the trashcan to the right of the authorization you want to remove from the user.
The Authorization is deleted from the window.
Select Submit.
Your changes are saved.
[bookmark: _Ref17190321][bookmark: _Ref17190331][bookmark: _Ref17190417][bookmark: _Ref17190423][bookmark: _Toc17712056][bookmark: _Hlk16583015][bookmark: _Hlk17188576]Re-assigning an Authorization Number
To re-assign an authorization number to another user, complete the following steps:
1. Double click the user’s name from the IPPS User Administration screen (see Figure 88).
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[bookmark: _Ref17187311]Figure 88. IPPS User Administration screen
A User Details window displays (see Figure 89).
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[bookmark: _Ref17187344]Figure 89. Authorization list
Click the “+” icon at the bottom of the window.
A blank line appears for the authorization you want to add (see Figure 90).
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[bookmark: _Ref15362040]Figure 90. New Authorization Number entry field
Choose the Station number associated with the Authorization Number from the dropdown list.
Enter the Authorization Number in the Authorization Number Field.
Click Submit.
The new Authorization Number is added to the list of Authorizations for this user (see Figure 91).
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[bookmark: _Ref15362041]Figure 91. New Authorization included
[bookmark: _Ref14862734][bookmark: _Ref14862751][bookmark: _Toc17712057][bookmark: _Toc8295974][bookmark: _Ref12340108][bookmark: _Ref12340109]Invoice Inquiry System (IIS)
The IIS component is used to run searches for payment history, work in process, or invoices that are resolved or archived.  To get to IIS, click Invoice Inquiry System from the Process Work section of the left navigation bar.  The IIS tab displays (see Figure 92).
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[bookmark: _Ref14779551]Figure 92. IIS tab
The following search options are available from IIS:
Authorization #
Vendor ID
Invoice DLN (unique number in IPPS)
Check #
VA File #
Invoices Paid After 30 Days 
1. Once the Invoice Status search type is selected, enter the following additional query parameters:
a value for the selected type (required)
Additional fields may display depending on the option type you select.
a Beginning Date for the check number (optional)
an End Date for the check number (optional)
To clear the search entry fields, click Clear.
Click Search.
Search results display (see Figure 93).
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[bookmark: _Ref526229457]Figure 93. Invoice Status Search Results
See Table 5 for a description of the information on the screen.
[bookmark: _Ref15558888]Table 5. Invoice Results
	Column Title
	Entry/Description

	Authorization #
	Authorization ID number  

	SP
	This is a two-digit alphanumeric number that is unique for each payment. It  translates to the reference number.  For example, if the reference number is IT 595C9000010, then SP = 10.

	DLN
	Document Locator Number, the unique identifier for the invoice in IPPS

	Vendor ID
	Assigned number for the vendor

	Vendor Name
	Name of the vendor assigned to the authorization.

	Ref #
	This is an alphanumeric accounting reference number that tells which invoice the payment came from and which section it came from.

	Invoice Number
	Invoice Number associated with the Authorization

	Amount
	Amount of the invoice

	Check #
	If an invoice has been paid, a seven-digit Check Number is displayed. A check date should also display in the Check Date field. A check number beginning with a “Z” means the payment was fully offset by an FSC Bill of Collection. The invoice should be considered paid in full.

	Participant Name
	Name of the participant associated with the Purchase Order (PO)

	Participant ID
	Unique ID assigned to the participant

	Case Manager
	The Case Manager associated with the PO

	[bookmark: _Hlk532213755]Work Status
	This column displays the status of processing

	Age in Days
	This is the number of days since IPPS received the Invoice.
This only displays in results for Invoices Paid After 30 Days.  


[bookmark: _Toc14764387][bookmark: _Toc14779830][bookmark: _Toc14863168][bookmark: _Toc15300884][bookmark: _Toc15301244][bookmark: _Toc14764394][bookmark: _Toc14779837][bookmark: _Toc14863175][bookmark: _Toc15300891][bookmark: _Toc15301251][bookmark: _Toc13744093][bookmark: _Toc13744945][bookmark: _Toc13745254][bookmark: _Toc13745520][bookmark: _Toc14079659][bookmark: _Toc14079916][bookmark: _Toc14172519][bookmark: _Toc14173248][bookmark: _Toc14764398][bookmark: _Toc14779841][bookmark: _Toc14863179][bookmark: _Toc15300895][bookmark: _Toc15301255][bookmark: _Toc13744096][bookmark: _Toc13744948][bookmark: _Toc13745257][bookmark: _Toc13745523][bookmark: _Toc14079662][bookmark: _Toc14079919][bookmark: _Toc14172522][bookmark: _Toc14173251][bookmark: _Toc14764401][bookmark: _Toc14779844][bookmark: _Toc14863182][bookmark: _Toc15300898][bookmark: _Toc15301258][bookmark: _Toc14764406][bookmark: _Toc14779849][bookmark: _Toc14863187][bookmark: _Toc15300903][bookmark: _Toc15301263][bookmark: _Toc15303399][bookmark: _Toc15361892][bookmark: _Toc15554849][bookmark: _Toc13744104][bookmark: _Toc13744956][bookmark: _Toc13745265][bookmark: _Toc13745531][bookmark: _Toc14079670][bookmark: _Toc14079927][bookmark: _Toc14172530][bookmark: _Toc14173259][bookmark: _Toc14764412][bookmark: _Toc14779855][bookmark: _Toc14863193][bookmark: _Toc15300909][bookmark: _Toc15301269][bookmark: _Toc15303405][bookmark: _Toc15361898][bookmark: _Toc15554855][bookmark: _Toc13744144][bookmark: _Toc13744996][bookmark: _Toc13745305][bookmark: _Toc13745571][bookmark: _Toc14079710][bookmark: _Toc14079967][bookmark: _Toc14172570][bookmark: _Toc14173299][bookmark: _Toc14764452][bookmark: _Toc14779895][bookmark: _Toc14863233][bookmark: _Toc15300949][bookmark: _Toc15301309][bookmark: _Toc15303445][bookmark: _Toc15361938][bookmark: _Toc15554895][bookmark: _Toc13744152][bookmark: _Toc13745004][bookmark: _Toc13745313][bookmark: _Toc13745579][bookmark: _Toc14079718][bookmark: _Toc14079975][bookmark: _Toc14172578][bookmark: _Toc14173307][bookmark: _Toc14764460][bookmark: _Toc14779903][bookmark: _Toc14863241][bookmark: _Toc15300957][bookmark: _Toc15301317][bookmark: _Toc15303453][bookmark: _Toc15361946][bookmark: _Toc15554903][bookmark: _Toc13744155][bookmark: _Toc13745007][bookmark: _Toc13745316][bookmark: _Toc13745582][bookmark: _Toc14079721][bookmark: _Toc14079978][bookmark: _Toc14172581][bookmark: _Toc14173310][bookmark: _Toc14764463][bookmark: _Toc14779906][bookmark: _Toc14863244][bookmark: _Toc15300960][bookmark: _Toc15301320][bookmark: _Toc15303456][bookmark: _Toc15361949][bookmark: _Toc15554906][bookmark: _Toc13744180][bookmark: _Toc13745032][bookmark: _Toc13745341][bookmark: _Toc13745607][bookmark: _Toc14079746][bookmark: _Toc14080003][bookmark: _Toc14172606][bookmark: _Toc14173335][bookmark: _Toc14764488][bookmark: _Toc14779931][bookmark: _Toc14863269][bookmark: _Toc15300985][bookmark: _Toc15301345][bookmark: _Toc15303481][bookmark: _Toc15361974][bookmark: _Toc15554931]Double-click the invoice you want to view.
The invoice certification details display (see Figure 94) as well as an image of the invoice.
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[bookmark: _Ref16743879]Figure 94. Invoice Certification Details
From this screen, you can:
View Invoice Details
Click Audit Trail/Attach Notes & Files. From here, you can:
View Audit Details
View Case Status by clicking the double chevrons to expand the area
View History by clicking the double chevrons to expand the area
View Attachments by clicking the double chevrons to open the area
Upload attachments by clicking Upload file (see 4.9.3.3 Adding Attachments to an Invoice for more information)
View Case Narrative (see 4.11 Viewing Case Narrative for more information)
Click Close to return to the previous screen
[bookmark: _Toc13744181][bookmark: _Toc13745033][bookmark: _Toc13745342][bookmark: _Toc13745608][bookmark: _Toc14079747][bookmark: _Toc14080004][bookmark: _Toc14172607][bookmark: _Toc14173336][bookmark: _Toc14764489][bookmark: _Toc14779932][bookmark: _Toc14863270][bookmark: _Toc15300986][bookmark: _Toc15301346][bookmark: _Toc15303482][bookmark: _Toc15361975][bookmark: _Toc15554932][bookmark: _Toc16570289][bookmark: _Toc13744193][bookmark: _Toc13745045][bookmark: _Toc13745354][bookmark: _Toc13745620][bookmark: _Toc14079759][bookmark: _Toc14080016][bookmark: _Toc14172619][bookmark: _Toc14173348][bookmark: _Toc14764501][bookmark: _Toc14779944][bookmark: _Toc14863282][bookmark: _Toc15300998][bookmark: _Toc15301358][bookmark: _Toc15303494][bookmark: _Toc15361987][bookmark: _Toc15554944][bookmark: _Toc16570301][bookmark: _Toc13744199][bookmark: _Toc13745051][bookmark: _Toc13745360][bookmark: _Toc13745626][bookmark: _Toc14079765][bookmark: _Toc14080022][bookmark: _Toc14172625][bookmark: _Toc14173354][bookmark: _Toc14764507][bookmark: _Toc14779950][bookmark: _Toc14863288][bookmark: _Toc15301004][bookmark: _Toc15301364][bookmark: _Toc15303500][bookmark: _Toc15361993][bookmark: _Toc15554950][bookmark: _Toc16570307][bookmark: _Toc13744201][bookmark: _Toc13745053][bookmark: _Toc13745362][bookmark: _Toc13745628][bookmark: _Toc14079767][bookmark: _Toc14080024][bookmark: _Toc14172627][bookmark: _Toc14173356][bookmark: _Toc14764509][bookmark: _Toc14779952][bookmark: _Toc14863290][bookmark: _Toc15301006][bookmark: _Toc15301366][bookmark: _Toc15303502][bookmark: _Toc15361995][bookmark: _Toc15554952][bookmark: _Toc16570309][bookmark: _Toc13744209][bookmark: _Toc13745061][bookmark: _Toc13745370][bookmark: _Toc13745636][bookmark: _Toc14079775][bookmark: _Toc14080032][bookmark: _Toc14172635][bookmark: _Toc14173364][bookmark: _Toc14764517][bookmark: _Toc14779960][bookmark: _Toc14863298][bookmark: _Toc15301014][bookmark: _Toc15301374][bookmark: _Toc15303510][bookmark: _Toc15362003][bookmark: _Toc15554960][bookmark: _Toc16570317][bookmark: _Toc13744217][bookmark: _Toc13745069][bookmark: _Toc13745378][bookmark: _Toc13745644][bookmark: _Toc14079783][bookmark: _Toc14080040][bookmark: _Toc14172643][bookmark: _Toc14173372][bookmark: _Toc14764525][bookmark: _Toc14779968][bookmark: _Toc14863306][bookmark: _Toc15301022][bookmark: _Toc15301382][bookmark: _Toc15303518][bookmark: _Toc15362011][bookmark: _Toc15554968][bookmark: _Toc16570325][bookmark: _Toc13744219][bookmark: _Toc13745071][bookmark: _Toc13745380][bookmark: _Toc13745646][bookmark: _Toc14079785][bookmark: _Toc14080042][bookmark: _Toc14172645][bookmark: _Toc14173374][bookmark: _Toc14764527][bookmark: _Toc14779970][bookmark: _Toc14863308][bookmark: _Toc15301024][bookmark: _Toc15301384][bookmark: _Toc15303520][bookmark: _Toc15362013][bookmark: _Toc15554970][bookmark: _Toc16570327][bookmark: _Toc13744221][bookmark: _Toc13745073][bookmark: _Toc13745382][bookmark: _Toc13745648][bookmark: _Toc14079787][bookmark: _Toc14080044][bookmark: _Toc14172647][bookmark: _Toc14173376][bookmark: _Toc14764529][bookmark: _Toc14779972][bookmark: _Toc14863310][bookmark: _Toc15301026][bookmark: _Toc15301386][bookmark: _Toc15303522][bookmark: _Toc15362015][bookmark: _Toc15554972][bookmark: _Toc16570329][bookmark: _Toc13744222][bookmark: _Toc13745074][bookmark: _Toc13745383][bookmark: _Toc13745649][bookmark: _Toc14079788][bookmark: _Toc14080045][bookmark: _Toc14172648][bookmark: _Toc14173377][bookmark: _Toc14764530][bookmark: _Toc14779973][bookmark: _Toc14863311][bookmark: _Toc15301027][bookmark: _Toc15301387][bookmark: _Toc15303523][bookmark: _Toc15362016][bookmark: _Toc15554973][bookmark: _Toc16570330][bookmark: _Toc13744225][bookmark: _Toc13745077][bookmark: _Toc13745386][bookmark: _Toc13745652][bookmark: _Toc14079791][bookmark: _Toc14080048][bookmark: _Toc14172651][bookmark: _Toc14173380][bookmark: _Toc14764533][bookmark: _Toc14779976][bookmark: _Toc14863314][bookmark: _Toc15301030][bookmark: _Toc15301390][bookmark: _Toc15303526][bookmark: _Toc15362019][bookmark: _Toc15554976][bookmark: _Toc16570333][bookmark: _Toc13744228][bookmark: _Toc13745080][bookmark: _Toc13745389][bookmark: _Toc13745655][bookmark: _Toc14079794][bookmark: _Toc14080051][bookmark: _Toc14172654][bookmark: _Toc14173383][bookmark: _Toc14764536][bookmark: _Toc14779979][bookmark: _Toc14863317][bookmark: _Toc15301033][bookmark: _Toc15301393][bookmark: _Toc15303529][bookmark: _Toc15362022][bookmark: _Toc15554979][bookmark: _Toc16570336][bookmark: _Ref14079297][bookmark: _Ref14079304][bookmark: _Toc17712058]Dashboard
The dashboard provides users with the status of payment processing in the system. There are three categories displayed:
Invoices Pending Certification Over 14 Days
Invoices Pending Certification Greater Than or Equal to 30 Days
All Pending Invoices
1. To view the Dashboard, select Dashboard from the left navigation panel.
The charts display (see Figure 95).
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[bookmark: _Ref525623078]Figure 95. Dashboard
You can hover over the images to show the percentage of invoices in that category (see Figure 96).
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[bookmark: _Ref526844675]Figure 96. Percentage of Invoices
The charts have a dropdown menu selection.  See the following section for more information.
[bookmark: _Toc17712059][bookmark: _Toc8295975][bookmark: _Hlk16758331]Chart Actions
To show chart data, complete the following steps:
1. Select Show Data from the Chart Actions dropdown (see Figure 97).
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[bookmark: _Ref526845043]Figure 97. Show data
Fields associated with the chart display (see Figure 98). This is the number of days since IPPS received the Invoice.
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[bookmark: _Ref526845112]Figure 98. Show data fields
Click an entry in the first column to drill down further into details (see Figure 99).
[image: ]
[bookmark: _Ref526845239]Figure 99. Drill down report
Click the Action button to print or export the report (see 4.16 Actions Button).
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The Monitor Activity section of IPPS, like the Dashboard, allows users to retrieve data to monitor the health of a station’s invoice processing. 
Results are filtered to the station(s) the user has access to.
1. To use this option, click Monitor Activity from the left navigation pane.
A report list displays (see Figure 100).
[image: ]
[bookmark: _Ref526845784]Figure 100. Monitor Activity listing
Reports available include:
All Pending Invoices
Invoice Paid Over Thresholds
Invoices Pending Certification Over 30 Days
Invoices Pending Certification Over 14 Days
Invoices Refused by Certifying Official
Throughput in the Past Week by Work Type 
[bookmark: _Toc17712061]Viewing a Report
To view a report, complete the following steps:
1. Double-click the report you want to view.
After a minute or so, the report displays in a new window on your screen (see Figure 101 for an example).
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[bookmark: _Ref15301903]Figure 101. Sample report
You can drill down into the report by double-clicking the heading in the Work Status area for the desired detailed report.
The detailed report displays (see Figure 102).
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[bookmark: _Ref15302197]Figure 102. Example of a detailed report
To export or print the report (or perform other functions related to reporting), see 4.16 Actions Button.
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When the Action button displays (see Figure 103), it allows for further report manipulation.  
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[bookmark: _Ref17180778]Figure 103. Actions button
Features available are described in Table 6.
[bookmark: _Ref15362579]Table 6. Action Button Options
	Selection
	Action

	Refresh
	Refreshes data on the screen

	Print
	Allows you to print the report

	Export to PDF
	Allows you to export to PDF

	Export to Excel
	Allows you to export to Excel

	Help
	Provides context-sensitive help


[bookmark: _Ref14779585][bookmark: _Toc17712063]Exporting to Excel
You can export data to Excel whenever the Export to Excel button displays on a page.  
1. If you see the Export to Excel button, click it (see Figure 104).
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[bookmark: _Ref526234558]Figure 104. Export to Excel
You are asked if you want to open or save ExportData.xls (see Figure 105).
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[bookmark: _Ref526234578]Figure 105. Open or Save prompt
Click Open to view the document or Save to save the document to your computer.
Another way to export to Excel is by selecting Export to Excel from the dropdown list for an Action button (see 4.16 Actions Button).
[bookmark: _Toc17712064]Troubleshooting
In this section, you’ll find troubleshooting procedures for system errors.
[bookmark: _Ref11144999][bookmark: _Toc17712065]User or Access Issues
[bookmark: _Toc17712066]Error When Logging In
If you fail to log off, you may encounter a screen error when you try to re-enter IPPS.  
To clear the error, select File > New Session from your IE11 browser and try again.
[bookmark: _Toc17712067]Log-in Error Persists
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.  Contact your Site Administrator.  
To locate your local IPPS administrator:
Go to https://vaww.ipps.fsc.va.gov/prweb/PRWebLDAP1/.
An Authorized Use warning displays (see Figure 106).
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[bookmark: _Ref7085423][bookmark: _Ref7085134]Figure 106. Authorization Notice
From the “Select a VR&E Station” dropdown box, select your station.
[bookmark: _Hlk16583897]A list of site administrators displays for your station (see Figure 107).
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[bookmark: _Ref6988715][bookmark: _Ref7085330]Figure 107. Example list of administrators
[bookmark: _Ref6985612][bookmark: _Toc17712068]Turning Compatibility Settings Off
IPPS must be used with IE 11, and your compatibility settings should be blank. If your compatibility settings are turned on, an error message displays saying you are using an unsupported browser.
To turn compatibility settings off:
1. Close IPPS.
1. From Internet Explorer, go to the tools widget and select Compatibility View Settings.
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.
Open IPPS.
[bookmark: _Toc10462584][bookmark: _Toc10463196][bookmark: _Toc10466546][bookmark: _Toc10467160][bookmark: _Toc10467774][bookmark: _Toc10468385][bookmark: _Toc10524644][bookmark: _Toc10462585][bookmark: _Toc10463197][bookmark: _Toc10466547][bookmark: _Toc10467161][bookmark: _Toc10467775][bookmark: _Toc10468386][bookmark: _Toc10524645][bookmark: _Toc10462586][bookmark: _Toc10463198][bookmark: _Toc10466548][bookmark: _Toc10467162][bookmark: _Toc10467776][bookmark: _Toc10468387][bookmark: _Toc10524646][bookmark: _Toc10462587][bookmark: _Toc10463199][bookmark: _Toc10466549][bookmark: _Toc10467163][bookmark: _Toc10467777][bookmark: _Toc10468388][bookmark: _Toc10524647][bookmark: _Toc10462588][bookmark: _Toc10463200][bookmark: _Toc10466550][bookmark: _Toc10467164][bookmark: _Toc10467778][bookmark: _Toc10468389][bookmark: _Toc10524648]The screen should display correctly without error.
2. [bookmark: _Toc534889481][bookmark: _Toc15298665][bookmark: _Toc17712069]Acronyms
	Acronym
	Description

	BOC
	Budget Object Code

	DLN
	Document Locator Number

	EFT
	Electronic Funds Transfer

	FAQ
	Frequently Asked Questions

	FSC
	Financial Services Center

	GAL
	Global Address Listing

	IE11
	Internet Explorer 11

	IIS
	Invoice Inquiry System

	IPPS
	Invoice Payment Processing System

	PDF
	Portable Document File format developed by Adobe 

	PIV
	Personal Identity Verification

	POC
	Point of Contact

	RO
	Regional Office

	SCO
	School Certifying Official

	TIFF
	Tagged Image File Format – one of several formats for digital graphics

	VA
	Veterans Affairs

	VA-ONCE
	VA-ONCE is an application used by SCOs to submit VA Forms 22-1999, 22-1999b, and 22-6553c.

	VBA
	Veterans Benefits Administration

	VR&E or VRE
	Vocational Rehabilitation and Employment





[bookmark: _Ref17186236][bookmark: _Toc17712070]List of Status Conditions
Pending-Certification
Pending-HighValueInvoiceReview
Pending-Unassigned
Pending-PaymentConfirmationFMS
Pending-ScheduledPayment
Pending-VREFMSRejectionResolution
Resolved-PaymentConfirmed
Resolved-Archived
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) THE UNIVERSITY OF TEXAS 74600094901 MEDICAL BRANCH 301 UNIVERSITY BLVD. GALVESTON TX 775555302 BNOTICE NM/C 061617

O THE UNIVERSITY OF TEXAS 74600094905 MEDICAL BRANCH PO BOX 660120 DEPT 730 DALLAS X 752660120 BNOTICE NM/C 061617
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() THE UNIVERSITY OF TEXAS 75600286822 SOUTHWESTERN MEDICAL CENTER 6000 HARRY HINES BLVD ND6 504 DALLAS  TX 753908814 CP1313 UPDATED 021678
| Blocked Vendors

2 Next

Vendor Name VendorID  Address 1 Address 2 city State  Zip Comments. Contact
THE UNIVERSITY OF TEXAS 75600286805 SOUTHWESTERN MEDICAL CENTER PO BOX 844430 DALLAS ™ 752844430 BLOCKED 090513 Z0B  REF PAY 75¢
THE UNIVERSITY OF TEXAS 75600286806 SOUTHWESTERN MEDICAL CENTER 5323 HARRY HINES BLVD  DALLAS ™ 752357208 BLOCK CCR 020711 NW1  PAY 756002
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UNIVERSITY OF TEXAS HEALTH 7415860312 SCIENCE CENTER SAN ANTONIO PO BOX 1898 SAN ANTONIO TX 782971898 BLOCKED 120911 KB1  REF PAY 74;
UNIVERSITY OF TEXAS HEALTH SC 741586031AC DIV OF DIABETES 7703 FLOYD CURL DR MC 7866 SAN ANTONIO TX 782293900 BLOCKED 021611 ZM6  REF PAY 74;
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 74;
UNIVERSITY OF TEXAS HEALTH SC 741586031KL OPTHALMOLOGY P 0 BOX 525 SAN ANTONIO TX 782920526 BLOCKED CCR 110711 KB1 REF PAY 74:
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 74;
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) THE UNIVERSITY OF TEXAS 74600094925 MEDICAL BRANCH 301 UNIVERSITY BLVD. GALVESTON TX 775501035 BNOTICE NM/C 061617
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From: "VAFSCINVOICEPROCESSING@VA.GOV" <VAFSCINVOICEPROCESSING@VA.GOV>
To:

c
Sent: Wed, Aug 21, 2019 at 8:20 PM

Subject: Authorization for Chapter 31, Chapter 18, and Certain Chapte

This is an auto generated email. Please do not respond -

An Authorization for payment of training, services, books, and/or supplies at your facilty for a Department of
Veterans Affairs (VA) Vocational Rehabilitation & Employment (VR&E) 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 Networl invoicing service that the VA uses to authorize and pay all invoices.

an electros

Chapter 31

The authorization approves required costs for Chapter 31 tr
the progras the “Name of Service” section of the authori
invoices for the required tuition, fees, books, and supplies directly to the
also serves as notification to the School Certifying Official that training time should be certified for Chapter 31
claimants. In addition, this notification, if applicable, must be forwarded to the responsible party at your facility to
n in the system to initiate the certification process using VA-ONCE.

ing including tuition, fees, books, and supplies for
ion. Please note that VA will pay all
stitution in arrears. The authori

identified i

alert them of the available authoriz:

Chapter 35

This authorization approves training, education, and services for Chapter 35 claimants 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

ed under the specific

information for specific training courses and services during the authorized period may be
“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
ide

ied 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 “VR&E 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.




image21.png
\ U.S. Department

of Veterans Affairs

> Dashboard

' Process Work

Authorization Form




image22.png
MyWork | A-1333 | MyAuthorizat.. I

e torsons ot o]

Crasted DatTimeY  Autnoiations  san FartcpontI> VAFs  Mwolmestsirt  Snoimentind  Vendormame Facity Code  stas
i i s53e3-i00s S suRUBSERY s oo owioans owsuanie pres— e

os/t4rz019 00 M 101840174 532-53-1045 SILVIA SHRUBBERY 22248208 sa3-s3-10e5  oaiaszots 08312019 RONALD ToWNSEND. 101 open




image23.png
=1 52) K4) K4) = ) = K4) K4) o O

Created DateTimeY  Authorization #  SSN Participant Name  Participant ID VA File # Enrollment Start Enrollment End Vendor Name. Facility Code  Status




image24.png
Giea Fillsi
O 101-10-0002
O 123456789
O 20100813

Search Text

oo [ conce ]




image25.png
Clear Fiter
O 101-10-0002
M 123456789
O 20100813

Search Text

coen




image26.png
Created DateTimeY  Authorization #  SSN Participant Name Participant ID VA File # Enroliment Start Enrollment End Vendor Name Facility Code  Status





image27.png
Giear Fillei
[0 0N HAL
] RONNY JON HILY
[]  TESTERATESTER

‘Search Text





image28.png
Clear Fiter
[0 0N HAL
] RONNY JON HILY

[]  TESTERATESTER





image29.png
Created DateTimeY  Authorization #  SSN

pant Name  ParticipantID VA

Enrollment Start Enrollment End Vendor Name Facility Code  Status

04/23/2019 3:38 PM 101940000 920-10-0813 RONNY JON HILLY 823656 920-10-0813 04/26/2013 04/29/2013 THE UNIVERSITY OF TEXAS 12345678 Cancel View PDF Image
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VAFSCINVOICEPROCESSING@VAGOV | @ owen, Joy s292019

Cancelled Authorization - Authorization Number 101940025 o

Department of Veterans Affairs
Financial Services Center

PO BOX 149971

Austin TX 78714-9970

Date: 05/29/2019

Dear Service Provider,

This notification is to inform you that the Authorization 101940025 has been cancelled. Please contact the Case Manager via email if you have any questions.

Case Manager:

Regards,
Department of Veterans Affairs

<i-Please do not reply 1o tis email as it s  system-generated notification from an unmonitored mailbox-—1>
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Service Provider Email
Name of Services afa afsdsa
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Line # Description Notes

1 Tuition and Fees: 4107 adfs

2 Required Books: 4108 afs asdfas
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