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1.0

Introduction

1.1 Application Overview

Vendor Invoice Processing System (VIPS) is a vendor payment request (PR) submission and tracking application that
records all the details of a transaction, from the upload of the initial invoice through the PR completion. After PR
submission, vendors can review their contract or purchase order (PO) details for each payment request in real time
and view their Check/EFT numbers. In addition, VIPS allows vendor administrators to create and manage their
company’s users.

Users of the application will be assigned the following roles: Vendor Account Administrator, Vendor Viewer or Vendor
Invoice Processor.

User Role

Description

Vendor Viewer

The Vendor Viewer can search and view all contracts, POs and PRs for the vendor
organization(s) linked to them.

Vendor Invoice Processor

The Vendor Invoice Processor can create, edit and cancel payment requests for their
linked vendor organization(s).

Vendor Account Administrator

The Vendor Account Administrator can view, add and update Vendor User accounts in
their vendor organization(s). The Vendor Account Administrator can assign roles and
approve or disable user access to the selected vendor organization.

Table 1: User Roles

1.2 Application Workflow

The following is a list of transitions available in the VIPS application for the vendor user. The Vendor Invoice Processor
or Vendor Account Administrator will be notified by email when their payment request will transition from one status
into another.

Step
#

Workflow
Transition Status

Description

1

Submitted

This status indicates that the invoice payment request has been submitted; all relevant,
required supporting documentation (invoice/payroll roster/timesheet/receipt/supporting
documentation/other) has been uploaded. In this status, the Vendor User can’t perform
any PR or document modifications.

EFT/Check Issued

The system will move the payment request into the "EFT/Check Issued” status when
the vendor payment voucher is issued in NYC Finance Management System (FMS).
The payment request will be completed and will be considered closed. The
Check/EFT/HH information is received from FMS and available for display.

Canceled

The Vendor Invoice Processor or Vendor Account Administrator could cancel the
payment request in the Returned status. Such PR will be closed and cannot be re-
opened for any tasks, but it would be available for viewing.

Rejected

When the PR is initiated by the Vendor User, it could be rejected by the privileged
agency representative. The PR could be rejected at any time. A rejected PR becomes
read-only and cannot be re-opened or processed further.

Returned

The system will issue the Returned status when a PR needs to be returned to the
Vendor User for correction and re-submission. If there is an error that could be
corrected, the payment request will be returned to the Vendor User for correction, with
the explanation message from Health Department staff included in the Notes Section.

6

Check Canceled

The system will move payment request into the “Check Canceled” status when PAYRS
status ‘Payment Canceled’ is issued after an FMS check cancelation.

Table 2: PR Transition Statuses

Last Saved: 2/13/2019 11:36 AM
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Vendor Invoice Processing System’s Navigation Diagram for Vendor Account Administrators

VIPS Log in

t

1

Search

PR Details

Legend:

AU KA h N Log In and validation

Main VIPS tabs/functions

] . ) WRGIEEE Vendor User Profile
View Invoice History

WALV Hidden Functions

5= Payment Request Details

Figure 1: VIPS Navigation Diagram for Administrators

Vendor Invoice Processing System’s Navigation Diagram for the Vendor Invoice Processor

Search Reports

PR Details

Legend:

AR KA Log In and validation
m Main VIPS tabs/functions

WRGIESE Vendor User Profile

View Invoice Histor
Y Hidden Functions

i ==l Payment Request Details

Figure 2: VIPS Navigation Diagram for Vendor Invoice Processor
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Vendor Invoice Processing System’s Navigation Diagram for the Vendor Viewer

VIPS Log in

Reports

Legend:

WIZAGEANN Log In and validation
View Invoice History IR vain vips tabs/functions
WG Vendor User Profile
Hidden Functions
I:I Payment Request Details

Figure 3: VIPS Navigation Diagram for Vendor Viewer

2.0 How Do Vendors Access VIPS?
2.1 VIPS Navigation

To access VIPS, a user must have the current version of one of the following internet browsers installed on their
computer: Microsoft Internet Explorer, Microsoft Edge, Mozilla Firefox, Safari or Chrome

1. Enter NYC Health web address into the internet browser window: http://www1l.nyc.gov/site/doh/index.page

2. Select the Business tab on the NYC Health web page (Figure 4).

. _=-
2D (ST bt/ /ol nyc.govisite/doh/index page ol ™Y Health

File Edit View Favorites Tools Help
311 | Search all NYC.gov websites

INVYEG | Health

Promoting and Protecting the City's Health Pycckun b Translate | ¥ Text-Size

Health

A About Our Health Services Providers Data 2 Search
Figure 4: NYC Health Webpage

Click on the Opportunities section on the Business page (Figure 5).

4. Select the Vendor Invoice Processing System link on the left side of the Contracting Opportunities page
(Figure 5).

Last Saved: 2/13/2019 11:36 AM VIPS User Guide Page: 7 of 47
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Permits & Licenses Health Academy Food Operators Opportunities

contracting Opportunities - Contracting Opportunities

As of July 1, 2016, email is now the default means of communication for City agencies’ Invitations
for Bids (IFBs), Requests for Proposals (RFPs), and their notices of availability. Notifications by
paper mail, fax, hand delivery, or otherwise, are only available upon request to the contracting
agency. Agencies will use the Ordering Email addresses that have been provided by vendors in

Vendor Forms

HHS Acceleretor the Payee Information Portal (PIP) for all upcoming solicitations or notifications

To update your information or register with PIP please visil the NYC Payee Information Portal
MWBE (PIP) section for details

Notice of New RFP Method
NYC Payee Information = HHS Accelerator (PDF)
Portal (PIP) Open-Ended Solicitation(s)

* Request for Proposals - New York/Mew York lll Congregate Supportive Housing for

VENDEX Homeless Individuals and Families

September 2017
endor Invoice 4 + Motice of Solicitation: Request for Proposals Issued Through the HHS Accelerator

Processing Syste System Housing Opportunities for Persons Living With Aids (Hopwa) Rental Assistance

for Low Income Persons Living With HIVIAIDS (PDF)
Figure 5: Health Business Opportunities

5. On the VIPS page, click on the Vendor Invoice Processing System link to log in to VIPS using your NYC.ID

(Figure 6).

Health

f About Our Health Services Providers Data Business Search Q

Permits & Licenses Health Academy Food Operators Opportunities

Contracting Opportunities Vendor Invoice Processing System (VIPS)

Vendor Forms As of [Date), vendors who have supplied goods or provided service for — or on

behalf of — the Department of Health and Mental Hygie able to

HHS Accelerator . i X z X
submit their invoices for payment through t endor Invoice Processing System. 5
MWBE VIPS allows vendors to upload and submit invoices for their contracts and purchase

orders, as well as monitor the status of the payment(s), check(s) and EFT. Before
NYC Payee Information accessing VIPS, vendors must complete the activation process in the Payee
Portal (PIP) Information Portal (PIP).

To access VIPS, vendors need to use their existing NYC.ID account, or create a new
account by registering with NYC.ID. A vendor administrator’s login email address
should match their PIP email address.

VENDEX

Vendor Invoice
Processing System

[F[o]] [=
& Prnt

Figure 6: VIPS Landing Page

If you are experiencing any technical or system issues, please call 311,

Last Saved: 2/13/2019 11:36 AM VIPS User Guide Page: 8 of 47



INVYE | Department of Health and Mental Hygiene
Information and Resources for Your Health m

Health

2.2 Centralized Public User Identity Management - NYC.ID

The VIPS application is integrated with the NYC.ID public user identity management and log in authentication
application. When Vendor Invoice Processing System link is selected, you will be prompted to enter your VIPS
account and password.

1. Enter your VIPS account (email address) equivalent to your NYC.ID account (Figure 7).

Note: A VIPS application’s account must be an email address. If your NYC.ID account is created with the username,
you may change your username to an email address by updating your profile; see 2.2.4 below.

2. Enter your Password, which you created when your NYC.ID account was created. (Figure 7).
3. Click the LOG IN button (Figure 7).

Login

=

Email Address or Username

_ >
Password: € >

N

& oo BE

Figure 7: Log In

When you click the LOG IN button, you will be able to access VIPS if:
e You are a Vendor Account Administrator and you completed the activation process or created a new
payee/vendor code account on the Payee Information Portal (PIP) (2.4.2 below).

e You are a Vendor Viewer or Vendor Invoice Processor and your Vendor Account Administrator created an
account for you in VIPS and granted you vendor access (2.3.1 below).

NYC.ID provides the following capabilities to public users:

¢ One-time registration and self-service account management
¢ Forgot Password Self-Service through email or security questions

o Profile Change Self-Service: Change Email Address, Change Password, Update Security Questions, Change
Name

o Email Validation

e An easy-to-use web interface with a responsive design

e Auser interface translated into six languages — Arabic, Chinese, Haitian Creole, Korean, Russian and Spanish
e Single Sign-on and Logout to many City applications

2.2.1 Create New NYC.ID Account

When you select the Vendor Invoice Processing System link in the body of the VIPS introduction page,
you will be prompted to log in to VIPS using your NYC.ID account.

1. If you don’t have an NYC.ID account, click on the Create Account link on the bottom left side of the
Login page (Figure 8).
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VENDOR INVOICE PROCESSING SYSTEM
(VIPS)

Health

Login

Email Address or Username: | |

Password

Create Account 1

Forgot Password

Figure 8: Create NYC.ID Account or Log In

On the Create Account page:

e Enter a valid Email Address

e Confirm Email Address

e Create a Password

e Confirm a Password

e Select three Security Questions

e Answer three Security Questions

e Select Show or Hide the security question radio button
e Check the box to accept NYC.ID Terms and Conditions
e Click Create Account

For NYC ID registration and login, please use either your business email address or a personal email address.
VIPS does not accept the use of social media accounts such as Facebook, LinkedIn, etc.
On the Confirmation Email Sent page:

o When the account is created, NYC.ID will display an informational message (Figure 9).

Confirmation Email Sent

Welcome! Your account was created. You cannot log in until your email address is confirmed. To confirm your
email address, click on the link in the email that was sent to you. If you have not received the email, check your
spam/fjunk folder.

Figure 9: Confirmation Message

When you receive email sent by NYC.ID, you can validate your email address. Email confirmation link will
expire in two weeks.
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e You can confirm your address by clicking on link 1 or 2 (Figure 10).
e You can deactivate your account by clicking on link 3 (Figure 10).

You have just created a user account with City of New York. If it was created in erro! 3

1 confirm your email address.
e —— ™

If the above link does not work, paste the following address into your browser:

DAttty STV account/ validate Token.htm?token=

50f9674efe8d5877babce376cc&target=aHROcHM6LYy9hODE2LXBwbC5jc2MubnljbmVOL1BheW1lbnRQb3JOYWwvUOFNTCOMb2dpb,
— %40mailcatch.com

We ask you to confirm your email to ensure our emails will be delivered. This is the address you will log in with, and the address to which we
will deliver all email messages regarding invitations and requests, and other system mail.

You can change your email address at any time, but will only be able to log in with it once you have confirmed the email address by clicking
the link.

Thank you for using NYC.gov.

Do Not Reply - Automatic Email

Figure 10: Email Address Confirmation Email

On the Email Address Confirmed page:
¢ When the email address is confirmed, NYC.ID will display a confirmation message (Figure 11).

e Click Continue (1) (Figure 11).

Email Address Confirmed

Congratulations, we successfully confirmed your email address. You may now log in.

ED :

Figure 11: Email Address Confirmation

2.2.2 Forgot NYC.ID Password

When you select the Vendor Invoice Processing System link in the body of the VIPS introduction page,
you will be prompted to log in to VIPS using your NYC.ID account.

1. If you forgot your NYC.ID password, click on Forgot Password on the left bottom side of the Login
page (Figure 12).

Login

Email Address or Username: ||

Password:

Create Account

Forgot Password 1
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Figure 12: Log in and Reset Password

1. Enter your Email Address in the text box on the Forgot Password page (Figure 13).
2. Click Submit (Figure 13).

Forgot Password

@ Email Address or Username: O 2
susmiT DI

Create Account

Figure 13: Forgot Password page

2.2.3 Reset NYC.ID Password

When you forget your password and have to enter your active email address, you will be prompted to choose
to reset the password either by email or security questions (Figure 14).

1. Select the Reset via email button on the Reset Password page (Figure 14).
2. Click Continue (Figure 14).

VENDOR INVOICE PROCESSING SYSTEM
(VIPS)

Health

Reset Password: = w0

O Reset via security questions.

Click "Continue" below to receive an email with instructions on how to reset your password.

T

@ :

Figure 14: Reset Password page
On the Check Your Email page:

3. Click Continue to receive an email with instructions on how to reset your password (Figure 15). Based
on your request, you will receive an email with a link needed to reset your password.
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VENDOR INVOICE PROCESSING SYSTEM
(VIPS)

Health

Check Your Email

An email has been sent to the email address provided. Follow the instructions in the email to reset your password.

If you have not received the email, check your spam/junk folder.
N covrnue PR

Figure 15: Check Your Email

You can confirm your password reset request by clicking on link 1 or 2 (Figure 16). If you did not request the
password reset, you can click on link 3 (Figure 16) to report the incident.

You requested to reset your password. If this was not auﬂlorized 3
1 Click this link Jo reset vour password.
e

If the above link does not work, paste the following address into vour browser:

s

2 @vrﬂn.csc.nw_net.f'accou.nl-"\'a]idateReset.hl:m'.’token=82c69fbb04ﬂ4f‘fcb02019c18 5 4edaB&emaiMdd:ess=lcoggn%4m
e ——

Thank vou for using NYC zov.

Do Not Reply - Automanic Email

Figure 16: Reset Password Email Confirmation
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Reset Password: « w0

Reset via email

Answers are not case sensitive. If you are on a public computer, we recommend you mask your answers by
selecting "Hide' below.

What was your favorite teacher's © 5

name?

What was the name of the first © L]

street you remember living on?

Display Answers [2] Hide

s

Figure 17: Reset Password via Security Questions
On the Reset Password page:
4. Select the Reset via security questions check box on the Reset Password page and click Continue
(Figure 14).

5. When Reset via security questions check box is selected, enter your answers in the text box next to
the displayed security questions (Figure 17).

6. Check either Show or Hide (Figure 17).
Click Continue (Figure 17).

Reset Password: « « ...« =

@ New Password < > 8
Confirm New Password < > 9

‘ SAVE PASSWORD ’ 10

Figure 18: Reset Password Page
On the reset Password Log In page:

8. Enter your New Password (Figure 18).
9. Confirm New Password (Figure 18).

10. Click on Save Password (Figure 18).
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2.2.4 Change Username to Email Address

You email address is considered to be your VIPS application’s account. If you already have an NYC.ID
account with a username, you can still use this account after changing your username to be your email
address.

e Click on the Vendor Invoice Processing System link on the VIPS lending page to log in to VIPS
(Figure 6).

e Enter your username and password (Figure 7).

e Click on the LOG IN button (Figure 7).

1. A warning message will be displayed when you try to log in to VIPS with your username (Figure 19)

2. Click Continue to Profile (Figure 19).

On the Account Profile page:

3. The Email Address tab will be pre-selected on the Account Profile page (Figure 20).
4. Enter Email Address and confirm it (Figure 20).
5. Click Save Changes (Figure 20).

VENDOR INVOICE PROCESSING SYSTEM
(VIPS)

Health

Email Address Required

e application you tried to access requires an email address. You may change your username to an email 1
ddress by updating your profile.
e —
@ CONTINUE TO PROFILE B, 2
—————

Figure 19: User Update

Account Profile: s e

3 FAssu.--:RD NAME  SECURITY QUESTIONS  DEACTIVATE

New Email Address: © 4
Confirm New Email Address: © a4

Figure 20: Account Profile
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NYEC wyCiD Profile

Visit alpha.nye.gov to help us test out new ideas for NYC's website.

The Official Website of the City of New York m Text Size

Log Out Success

You are now logged out.

NYC.ID-integrated applications
- ACCESS NYC
- AppScan
- Bid Documents Online
- CEQR Access - File Share
. CaseMatters Internet Intake
+ City Record Online (CROL)

< Vendor Invoice Processing System {VIPSi —> 6
- eOrder application
- eVital

Figure 21: Logged Out Page

When your account is updated, click on Log Out in the top right corner to exit the application and log in to
VIPS with your email address.

On the Log Out Success page, you will see a list of applications that are integrated with NYC.ID (Figure 21).

6.

To return to VIPS, click on the Vendor Invoice Processing System (VIPS) link (Figure 21).

2.2.5NYC.ID Account Profile Page

When you are successfully logged in to VIPS, the top right side of the NYC.ID header will have your Profile
link, which can be used to:

a r WNE

Change your Account/Email Address (Figure 22)
Reset your password (Figure 22)

Update your account name (Figure 22)

Update security questions (Figure 22)

Deactivate the account (Figure 22)

Account Profile: » w0
1

EMAIL ADDRESS

2 3 4 S

Figure 22: Profile Options

The Profile link is also available when you are logged in to NYC.ID.
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When the NYC.ID Profile link is selected, you can:
e Reset your password

o Create a new account

2.2.6 Deactivate your NYC.ID Account

To deactivate the account:

1. Select the Deactivate tab on the Account Profile page (Figure 23).

Account Profile: o

RESS | PASSWORD  NAME se:;u,mvr;.,;s’n:-.sl

New Email Address

Confirm New Email Address

SAVE CHANGES

Figure 23: Account Profile

2. A warning message will notify you about the account deactivation; click Deactivate to continue (Figure
24).

Account Profile: » s "

EMAIL ADDRESS PASSWORD NAME SECURITY QUESTIONS DEACTIVATE

Deactivating your account will prevent you from logaging in, but will not delete your account or the data associated with it. You may reactivate your

account by resetting your password via email
DEACTIVATE 2

Figure 24: Deactivate Account Continue

1. A popup warning window will ask for confirmation; Click Deactivate My Account or Cancel (Figure
25).
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Deactivate Warning

Are you sure you want to deactivate your
account? When you click "Deactivate My
Account," you will be automatically logged
out of NYC.ID.

' DEACTIVATE MY ACCOUNT

CANCEL

Figure 25: Deactivate Account Confirmation

2.2.7 Reactivate Deactivated NYC.ID Account

1. To reactivate your account, enter the deactivated account’s email address on the Login page (
Figure 26).

2. Click Forgot Password (Figure 26).

3. Onthe Forgot Password page, type your deactivated account’s email address.

4. Click the Submit button.

5.  An email will be sent to your account’s address. Open the email and click on link 1 or 2 to reset your
password (Figure 16).

6. After you type your new password and confirm it, your account will be reactivated.

7. On the Password Changed page, click Continue (Figure 27).

Log in to VIPS with your reactivated account and new password.
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VENDOR INVOICE PROCESSING SYSTEM
(VIPS)

Health
Login

Email Address or Username © 1

Password:

Create Account

Forgot Password 2

Figure 26: Reactivate Account

VENDOR INVOICE PROCESSING SYSTEM
(VIPS)

m

Health

Password Changed

Your password was changed. Your account was reactivated.

D

Figure 27: Password Changed

2.3 How Do Vendor Invoice Processors and Vendor Viewers

Access VIPS?

2.3.1 Vendor Invoice Processor and Vendor Viewer VIPS Log In

When you select the Vendor Invoice Processing System link in the body of the VIPS landing page (Figure

6), you will be prompted to log in to VIPS using your NYC.ID account (Figure 7).

You will be able to access VIPS when:

e You have a valid NYC.ID account matching the VIPS account, created by your Vendor Account

Administrator; and
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e Your access status is approved by your Vendor Account Administrator to view or create payment
requests for your vendor organization, based on the vendor code.

To log in:
1. Enter a valid NYC.ID email address matching the VIPS account’s email address (Figure 7).
2. Enter your password (Figure 7).
3. Click LOG IN (Figure 7).
4. If your email address does not match the email address in VIPS, a warning message will be displayed

on the Introduction page (Figure 28).

Click the Vendor Invoice Processing System link to log in with another email address (Figure 28) or
exit by clicking on Log Out.

b1 farch ol NV gow webailes Poolile [ Log Ol

Espafed » Select Linguags | ¥ Text-Sam
ey

Vendor involce Processing System

WIPS alkrevi vesndors o uplosd and wubmil invosces Sor thair conteacts srad puarcPude orden, a5 well o maonitor the Watun of 1he payrmentfs], check(s]
and EFT. Bedore acoessing VIS, vendors mant complete the actheation process in the: Payes Infoemation Portal [PIP).

To scoess VIPS, vendors need 1o wie their existing NYC.ID sccount, or create a new account by regitering with NYCID, A vendor sdminstrator's login
emnal addneas ihouild match thew PIP email addriss

i you ane having techeecal problems using VIPS, call 347 356-T956.

Directory of City Agencies Comtact NYC Government City Employees

Hodify NYC Ciby Store Stay Conmsched

WYL Mobile Apps Maps Resident Toolkit

Figure 28: Login Email Validation Warning Page

2.4 How Do Vendor Account Administrators Access VIPS?

2.4.1 PIP Registration

Before accessing VIPS, the Vendor Administrator should complete the activation process or create a new
payee/vendor code account on the Payee Information Portal (PIP) (Figure 29). The person setting up the PIP
account becomes the PIP Primary Account Administrator.

While creating the PIP account, you will enter additional information to capture the address and contact
details for each of your different address types. You may enter the same address and contact for all
Administrative, Ordering, Payment and Billing account types. Please note, only the contact information for
Payment account types will be considered as the VIPS administrator. Multiple addresses and contacts are
allowed for each account type.
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PIP Activation eLearning #3 — Account Maintenance (Figure 30) training in the PIP will allow you to update
the PIP account, addresses and contacts.

Comptrotier noe NYCgou

Welcome to the Payee Information Portal of the City of New York Help  Contact Us
Privacy Report

The Payee Information Portal is  service that allows you, as a payee/vendor for the City of New York, to manage your own account information, view your financial transactions with the City of New York and much more. Click on the
Activate button to begin filing out an electronic application to become a payee/vendor for the City of New York

Announcements New York City Department Contact Listing
User ID
08/0172017 Where can | find contact information for a New York City department? Click on the "Department Contacts” link
New process to Manage Commodities and Seif-Identified Business Types
Password
As of August 1t 2017 MOGS has implemented the Gity's Procurement and Sourcing Solutions Portal (PASSPort)
Vendors will no longer be able to manage Commedity Codes or Self-Identified Business Types on the City's Payee Depariment Contacts
Information Portal (PIP).
Eorgotnzsssom To manage the commodity codes and self-identified business types on file with the City of New York, vendors Forms
should create an account with the City's Procurement and Sourcing Solutions Portal (PASSPort) and select all
relevant commaodity codes.
Listed below are quick links 1o frequently used Vendor forms and PIP reference materials.
Click the Activate Learn more at www.nyc.govipassport
button to activate a
new or existing 06/27/2017 m
account. The Password Reset featurs was upgraded. IPIP Activation el earning #1 - New Vendor
Activate Log in'to PIP and set up new security questions. Afterward, you will be able to conveniently reset your own

d IPIP Activation el eaming #2 - Existing Vendor
password by answering the same questions. Please contact PIP@fisa-opa.nyc gov should you need assistance.

04202017 M3 1P Actvation el cerning £3 - Account
If you are registering solely to do business with the Department of Education (DOE), do not register via PIP. 7
Registration will be completed for you upon award of a DOE contract or upon a schooliofice request. Ifyouare g
seeking DOE opportunities, register on the DOE's Bidders List at: y:
P porial.nycenet jster.aspx. If you are already a DOE vendor looking to -
modify your information, fax a 2014 WS and Change Letter to the DOE at 718-228-8873. Your changes will be
processed by the DOE in FMS and the DOE database, FAMIS. Click on the "View All Documents” link for a fulllsting of the documents available.

Activation Quick Start Guide for Payee/Vendor

Vendor_Direct_Deposit_Information

View All Documents

Figure 29: PIP Login Page

Table Of Contents.

N slide Title

Welcome

PIP Activation Guidelines

Introduction

Please Note: The user who establishes an Account in PP will become the “Primary Administrator” and will be
for access rights for additional users.

Begin Activation

During the PIP Activation process use the "Back™ and "Next” buttons on the bottom of each screen instead of your
Terms & Conditions browser,

A. An email address is required for activation. If you do not have one, several online websites offer them for free
Activation Guidelines
B. If you are a City vendor but not activated in PIP, you need the following information to complete the activation
process:
Search Options

Taxpayer D Number — either Employer Tax ID Number (EIN) or Social Security Number (SSN)

Legal Business Name or Individual Name (must match the Social Securty Administration (SSA) or IRS
records)

Contact information for each address

A New York City Check/EFT number and amount issued from the City’s Financial Management System (FMS)
and payable to you or your business, OR a Contract or Purchase Order Transaction ID, OR a 12 digit
Activation Code

Results Found

Results Not Found

User Information

C. If you want to be a new vendor for the City and want to be activated in PIP you need
Password Entry
® The first three bullet items above
Security Question Entry. e Ifyou snlng.oale receiving payments or awards from the City, you aiso need an e_}gclrom.cery signed
Substitute W-9 form which you will be asked to sign at the end of this process. The City's review and

Figure 30: PIP Account Activation Tutorial

2.4.2 Administrator VIPS Log In

When you select the Vendor Invoice Processing System (VIPS) link in the body of the VIPS landing page
(Figure 6), you will be prompted to log in to VIPS using your NYC.ID account (Figure 7).

If you have a valid NYC.ID account matching the PIP Payment account type contact's email address, you
will be able to access VIPS.

VIPS receives contact information from PIP daily and uses it to validate your login information.

1. Enter a valid NYC.ID email address matching the PIP Payment account type’s email address (Figure
7).

2. Enter your password (Figure 7).
3. Click LOG IN (Figure 7).
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4. If your email address does not match the email address in VIPS, a warning message will be displayed
on the Introduction page (Figure 28).

5. You can select the Log Out link to log in with another email address (Figure 28).

3.0 VIPS Vendor User Management

3.1 How Do Administrators Create and Maintain VIPS Vendor
Accounts?
If you are a Payment account type administrator in PIP and have successfully logged in to VIPS, you will be able to

create a Vendor Viewer and Vendor Invoice Processor for your vendor company by clicking on the Settings tab from
the top bar navigation (Figure 31).

NYC Health 311 | Search all NYC.gov websites | Profile | Log Out

Promoting and Protecting the City's Health Espariol b Text-Size
Health

Vendor Invoice Processing System

n Search Invoice Report Help Q & My Roles 1+ Settings

Figure 31: VIPS Home with Settings tab

3.1.1 Filter Information by Vendor Name/FMS Vendor Code

Vendor Name/FMS Vendor Code is a drop-down list of all Vendor Names, along with the corresponding
Vendor Codes that are associated with your account.

1. If you need to add or display vendor users for one or multiple Vendor Names/FMS Vendor Codes,
you may filter the selection by highlighting one or multiple names from the drop down list (Figure 32).

2. Click Apply (Figure 32). To reset your vendor selection, highlight another vendor name (or all vendor
names) from the drop-down list.

3. If you have existing users already defined for the selected vendors, they will be listed on the Settings
page and the total number of records will be displayed (Figure 33).

NYC Health - 311 | Search all NYC.gov websites | Profile | Log Out

Promoting and Protecting the City's Health Esparnol » Text-Size
Health

Vendor Invoice Processing System

ﬁ Search Invoice Report Help Q i& My Roles 1 Settings

Settings

Vendor Name/FMS Vendor Code

ALL
CITY UNIVERSITY OF NEW YORK HUNTER COLLEGE / 0000944348
HUNTER COLLEGE CITY UNIVERSITY OF NEW YORK / 0002592897 1

&

Figure 32: Select Vendor on Settings page
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Update User Roles / Approve / Disable User Access

Total number of records: 1 3

First Name  Last Name

Email Address Country Code  Contact Phone Number Extension  Vendor Name/FMS Vendor Code Role Status Modified By  Submit/EditiCancel
lee bad 718 7696873 avSgxrHs / 0000984516 Vendor Viewer Approved Vips Test82 m

=+ Administrators' Contact Information

Directory of City Agencies
Notify NYC

Figure 33: Defined Users Table

Contact NYC Government
CityStore

City Employees

Stay Connected

3.1.2 Add Vendor User Account

1. Click Add User to display an empty row where you can enter user information, assign Role, and Grant
VIPS access (Figure 34).

2. Select Submit to add the new user, or select Cancel to remove the empty row (Figure 34).

NVC | Heamn

311 | Searchall NYC.gov websites | Profile | Log Out

Promoting and Protecting the City's Healt

Espanol » SelectLanguage | v Text:Size
Health

Vendor Invoice Processing System
" Search Invoice Report Help.

= HyRae
Settings

Vendor Name/FMS Vendor Code
aVSgxrHs / 0000084516
—
) 1
Click the Add User button to display an empty row where you can enter user information, assign Role and Status

Update User Roles / Approve / Disable User Access

Total number of records: 1

Contact Phone Vendor Name/FMS Vendor Modified
First Name Last Name Email Address Country Code Number Extension Code Role Status By Submit/Edit/Cancel
lee bad 718 7696873

aVSgxrHs / 0000984516 Vendor Viewer Approved Vips Test82 m

= Administrators' Contact Information

aVSgxrHs / 0000984516

Directory of City Agencies
Notify NYC

Figure 34: Add New User Button

Contact NYC Government
CityStore

City Employees

Stay Connected

3.1.3 Update Vendor User Account

When vendor users are defined (by you or other PIP Payment account administrators) you will see a table of

those users sorted by the Vendor Name/FMS Code and the Last Name. You will be able to toggle between
the ascending and descending order of all columns (Figure 35).

1. You also will be able to see who last created or updated the user. If you are the only PIP Payment

account type administrator for the current vendor company, then only your name will be listed in the
Modified By column (Figure 35).

If you need to update Vendor User Contact Information (Cl), Role or Status, select Edit (Figure 35).
Modify user Contact Information or update user role or status (Figure 36).

Update User Roles / Approve / Disable User Access

Total number of records: 3

FirstName LastName Email Address

Country Code  Contact Phone Number  Extension Vendor Name/FMS Vendor Code

Role Status Modified By 1 Submit/Edit/Cancel
718 7696873

aVSgxrHs / 0000984516 Vendor Viewer  Approved [ |
Nahid Milky 101 7185896521 12

aVSgxrHs / 0000984516 Vendor Viewer ~ Approved  Vips Tests2 @ 2
Figure 35: Display User Information in Edit Mode

lee bad
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4. When all entered information is correct, click Submit, or Cancel to revert updated information to the
original values. Click Cancel again and you will return to View mode without any changes (Figure 36).

5. When changes are submitted, you name will be reflected in the Modified By column (Figure 36).

Update User Roles | Approve / Disable User Access
Total number of records: 3 m
Contact Phone Vendor Name/FMS Vendor 5 Modified
First Name Last Name Email Address Country Code Number Extension Code Role Status =1 Submit/Edit/Cancel
lee bad 718 7696873 avSgxrHs / 0000984516 Vendor Viewer  Approved Vips m
Test82
3o ey = Pe— ” weptarooomaiss v || Svencorvemw | 3 aomovews || Vips 4
Test82

Figure 36: Update User Contact Information, Role, Status

Note: If you selected a single vendor, you will not be able to update the Vendor Name/FMS Vendor Code

column. If you need to re-assign the selected user to another vendor, you must disable the current vendor
access and define this user for another vendor.

When Vendor Name/FMD Vendor Code filter is not applied, or multiple vendors are selected, you can re-
assign users to another vendor without disabling their access.

3.1.4 View Administrators Contact Information Table

1. Click the “+” button to expand the Administrator's Contact Information table (Figure 37).

Click the Add User button to display an empty row where you can enter user information, assign Role and Status

Total number of records: 0

First Name Last Name Email Address Country Code Contact Phone Number Extension Vendor Name/FMS Vendor Code Role Status Modified By Submit/Edit/Cancel

1 ‘ = Adr iistrators’ Contact Information

Figure 37: Administrators Table

There can be multiple PIP Payment account type administrators and multiple Vendor Names/FMS Vendor
Codes.

2. Your name, as an Administrator, will be listed first for each Vendor Name/FMS Vendor Code (if you
are associated with multiple Vendor Codes) (Figure 38).

3. You will see additional administrators for your vendor company(s), if they are defined in the PIP FMS
(Figure 38).

= Administrators' Contact Information

Name Email Address Phone Number Vendor Name/Code

2 999 999 9999 WESTCHESTER COUNTY/0000944257

3 999 999 9999 WESTCHESTER COUNTY/0000944257
CAdminTwo ) 3 999 999 9999 WESTCHESTER COUNTY/0000944257
Figure 38: Expanded Administrators Table

3.2 How Do Vendor Users View their VIPS Profiles, Roles and
Statuses?

Vendor Viewers, Vendor Invoice Processors and Vendor Account Administrators will be able to access the My Roles
page to see their profiles by clicking on the My Roles tab.
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3.2.1 My Profile as the Administrator

1.

If you are a PIP Payment account type administrator for one or multiple Vendor Names/FMS Vendor
Codes, your VIPS Vendor Account Administrator role will be assigned by the system automatically,
and you will see “System” in the Modified By column (Figure 39).

My Profile

Total No. of Records: 2 e
Name Phone Number Vendor Name/FMS Vendor Code Role Status Modified By
Colleen Kim 999 999 9999 CITY UNIWERSITY OF NEW YORK HUNTER COLLEGE/ODD0944348 Vendor Account Administrator Approved 1
Colleen Kim 999 999 9999 HUNTER COLLEGE CITY UNIVERSITY OF NEW YORK/00025%2897 Vendor Account Administrator Approved System

Figure 39: Administrators My Roles Page

2.

Home / My Roles

Itis possible that for other Vendor Names/FMS Vendor Codes, you do not have the administrator rights,
but your role, as a Vendor Viewer or Vendor Invoice Processor for the vendor, was granted by that
vendor’s administrator. In this case, you will be able to see the name of the administrator who created
your account in VIPS in the Modified By column (Figure 40).

Click the “+” button on the My Roles page to expand the Administrator's Contact Information table.
There could be multiple PIP Payment account type administrators associated with multiple Vendor
Names/FMS Vendor Codes (Figure 40).

If you are an Administrator for one or multiple Vendor Names/FMS Vendor Codes, then you will see all
additional administrators, if any, associated with those vendors (Figure 40).

Vendor Names/FMS Vendor Codes for which you are a Vendor Viewer or Vendor Invoice Processor
will have their Administrators’ Contact Information on the My Roles page (Figure 40).

Espaiol » Transiate v

PR# Search  Q @ings

Text-Size
Health

Vendor Invoice Processing System

fn Search  Invoice Reports | Help

My Email Address:

My Profile
To update your Contact Information, notify your Vendor Account Admantstrator
Name Phone Number |  Vendor Name/Fis Role Status Modified By
Goi Mogdl 1(718) 476022 ABC CoVC00115430 Vendor Account Administrator |
 Mog 2 Approved - Y
Gii Mogdl 1(718) 347-6022 Vendor Account Administrator Approved System Admin

- + Administrators' Contact Information

Name Email Address Phone Number Vendor N’E‘::ems Vendor

Contact NYC Government
CityStore

Directory of City Agencies City Employees

Notify NYC

Stay Connected

Figure 40: My Roles Page for Administrator and Vendor Viewer
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3.2.1 My Profile as the Vendor Viewer or Vendor Invoice Processor

If your account was created by the administrator for one or multiple Vendor Names/FMS Vendor Codes
with the Approved status, then you will be able to access VIPS and the My Roles page.

1. You will be able to check and verify your Contact Information, Role and Status.

Promoting and Protecting the City's Health Espafiol » Select Language | ¥ Text-Size
Health

Vendor Invoice Processing System

ﬂ Search Invoice Report Help ] Q m

My Roles

My Profile

T update your Contact Information, please contact your Vendor Account Administralor—> 3

Total number of records:1

Name Phone Number Vendor Name/FMS Vendor Code Role Status Modified By ) 2

1 ¢ AnnMoore 2125555555 aVSgxrHs/0000984516 Vendor Processor Approved 2
-l = Administrators' Contact Information

Name Email Address Phone Number Vendor Name/Code

Vips Testa2 999 999 9999 aVSgxrHs/0000984516

Figure 41: Vendor Users My Roles Page

2. The name of the administrator who created/modified your account will be available in the Modified By
column (Figure 41).

3. To change your Contact Information, contact your Vendor Account Administrator (Figure 41). Your
administrator’'s Contact Information will be listed in the Administrators’ Contact Information table.

4. Click the “+” button to expand the Administrator's Contact Information table. There could be multiple
PIP Payment account type administrators associated with multiple Vendor Names/FMS Vendor Codes.

4.0 VIPS Main Functionality
4.1 Accessing the VIPS Banner

The VIPS banner is displayed on each screen and contains the VIPS Functions’ tabs (1-5), PR# Quick Search box,
and My Roles and Settings tabs (if you are the vendor account administrator) (6-8) (Figure 42).

NVYC Health 311 | Search all NYC.gov websites  Profile  Log Out

Promoting and Protecting the City's Health Espaiiol » Select Language | ¥ Text-Size
Health

Vendor Invoice Processing System

{saawh Invoice Rep@ ( Q & My Roles E
8

1 2 3 4 5 6 4

Figure 42: VIPS Banner
e ——
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The PR# Quick Search (6) box is available for a quick Payment Request (PR) search if the whole PR number is
entered.

The My Roles (7) tab is available for viewing your roles and accessing statuses for the vendors associated with you.
You can also view your and your administrators’ contact information.

The Setting (8) tab is available for you, as an administrator. You can add a new user and update existing user Contact
Information, Role, and Status. You can also view your vendor organizations’ additional administrators’ Contact
Information.

4.1 Accessing Supporting Information on VIPS

4.1.1 Accessing the NYC.ID Header

The VIPS header, integrated with NYC.ID, will have the following Official Website of the City of New York
links:

1. The NYC 311 link provides you access to non-emergency City services and information about City
government programs (Figure 43).

2. The Search all NYC.gov websites link allows you to find information available on the NYC.gov websites
(Figure 43).

3. The Profile link displays the NYC.ID profile maintenance page, integrated with the VIPS application
(Figure 43). You will be able to update your NYC.ID Email Address, Password, Name and Security
Questions, as well as deactivate your NYC.ID account:

4. The Log Out/Log In link allows you to exit VIPS (Figure 43). When you click Log Out, the VIPS
application window will close. The system will check for any tasks that have not been saved by you and
prompts you to save before logging out.

e
NYC | Heaih 311 |/ Search all NYC.gov websites. _ Profile | (Log Out

Promoting and Protecting the City's Health Espafiol » Select Language | ¥ Text-Size
Health

Vendor Invoice Processing System

n Search Invoice Report Help Q 4% My Roles & Settings

Figure 43: Header

4.1.2 Accessing the NYC.ID Footer

The following Official Website of the City of New York links are available in the Footer (Figure 44) on every
VIPS page:

NYC.gov Search

Directory of the City Agencies
Notify NYC

NYC Mobile Apps

Contact NYC Government
CityStore

Maps

City Employees

. Stay Connected

10. Residents Toolkit

© XN O A~A®DPRE
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Directory of City Agencies Contact NYC Government City Employees

Notify NYC CityStore Stay Connected
NYC Mobile Apps Maps Resident Toolkit

Figure 44: Footer

4.2 When Will | Be directed to the Vendor Select Page?

After you log in to VIPS, you will be directed to the Vendor Select page if:

e You are a Payment account type administrator for multiple vendor organizations and your contact information in
PIP (email address in particular) is the same for each vendor organization associated with you; or

e You are the VIPS Vendor Invoice Processor or Vendor Viewer for multiple vendors, and your Vendor Account
Administrator created your accounts and granted access.

There could be multiple Vendor Names/FMS Vendor Codes for a single vendor organization. Those vendor hames
and their corresponding vendor codes are grouped by the Taxpayer Identification Number (TIN). On the Vendor Select
page, you would need to select one unique TIN to work with during the current session.

1. Select the Check Box next to the vendor organization you wish to work with during this session (Figure 45).

2. Click Apply (Figure 45).

3. After vendor selection, you will be rerouted to the Home page with the enabled VIPS top functional bar navigation
(Figure 46).

NYC Health 311 Search all NYC.gov websites  Profile Log Out

Promoting and Protecting the City's Health Espaiiol » Select Language | ¥ Text-Size
Health

Vendor Invoice Processing System

Vendor Selection

Select Vendor Organization you wish to access

Vendor Code Legal Name Business Name (Alias/DBA)

N
IOOSeyASLX 0000941979 dmofUAaQ
WAYAMBH 0000944257 aRprJwGO

-

Figure 45: Vendor Selection
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NYC | Heatn

311 | Search all NYC.gov websites | Profile  Log Out

Announcements

Promoting and Protecting the City's Health Espafiol » SelectLanguage | ¥  Text-Size

Vendor Invoice Processing System
3 @ Search Invoice Report Help Q & My Roles £ Settings

VIS Your current Vendor is: aVSgxrHs

Select Vendor Organization you wish to access

TIN endor Code Legal Name Business Name (Alias/DBA)
5 ® DNwQUFdD 0000984516 aVSgxrHs
6 BXWTIpX 0001026707 Qpbquev

Health

7 @D

Figure 46: Home Page with Selected Vendor Organization

4. The VIPS application will be available for you to work with the selected vendor (Figure 46).

The selected vendor organization will remain checked in the vendor selection window on the Home page (Figure

46).

6. When you need to work with another vendor company, select a different check box, and your Home page will be

refreshed (Figure 46).
7. Click Apply (Figure 46).

4.3 What Is a Home Page?

The Home page is the VIPS application’s landing page. It is the first page you will see after logging-in to VIPS, and it
will be available from the top bar navigation on every screen. The top bar navigation has all available VIPS functions.
When you hover your cursor over the tab, the function’s short description will be displayed.

VIPS Function Tab Short Description

Home symbol Landing Page with Announcements

Search Search for Payment Requests, Invoices, POs, Contracts
lnvoice Create Payment Request, View Invoice History

Reports Payment Request Details

Help User Guide for DOHMH Vendors

My Roles View User and Administrator Contact Information, Role, Status
Settings Update User Contact Information, Role, Status

Table 3: VIPS Functions' Short Description

4.3.1 View Announcements

1. The Home page shows the five latest system and agency generated announcements. You can see an
announcement’s title link and two lines of the announcement text or letter, schedule, or note summary.
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Announcements are posted in chronological order, starting two weeks before the date when the
described event will take place (Figure 47).

NYEC | Health

311 Search all NYC.gov websites  Profile Log Out

Promoting and Protecting the City's Health Espariol » Translate ¥ Text-Size
Health

Vendor Invoice Processing System

‘n Search | Invoice | Reports Help PR Search @ | My Roles Settings

Announcements

AT :00pm - 1:00pm for system maintenance and upgrades. Please plan accordingly prior to
the downlime
For PATS Application related questions, please feel free to contact the DOHMHAT Service Request Center

h led Mainter for the Fid i 0 pod

FISA Wwor If Service on 344 - 36
Please be advised that due to a major system upgrade, the FMS Application portal will not be available on Friday March 4, 2016 and
will remain offline for the entire weekend.

=During the scheduled downtime, the FISA Password Self-Service utility tool will not be avaiiable for self-service password resets on
the

3

Your Current Vendor Is :
TIN Vendor Code

112217789 VCO0477620

Legal Name Business Name (Alias DBA)

Barry K Douglas MD LI Plastic Surgical Group

Figure 47: Home Page and Announcements

2. To display a full text of the announcement, click on the title link (Figure 47).

3. If there are more announcements than can fit in the announcements area, click on the More link (Figure

47) to display other current and historical announcements. When you select More, the Home page will
expand to show all announcements.

4.4 Getting Help

For VIPS application support, or to view the User Guide, access the Help page on the VIPS main menu bar. The Help

page lists VIPS main functionality questions, which are links to the VIPS User Guide document and FAQs (
Figure 48).

NYC | tieamn

m

Search all NYC.gov websites | Profile | Log Out

Promoting and Protecting the City's Health Espariol » Select Language | ¥ Text-Size
Health
Vendor Invoice Processing System
ﬂ Search Invoice Report Q & My Roles 12 Settings
Help

VIPS Access

dors access VIPS

How do Administrators access VIPS
Administration
fow do Administrators create and maintain VIPS Ve nts
User Profile
How do Users view their VIPS Profiles, Roles and Statuses

—
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New Irvalce
Invodce History
Report
2
3
—
4 T c Ard ExpErnd iy army hsthondal of SySiem Ssuis. ploate call hielp desk al 347 3a5-To5s []
——

Figure 48: Help Page

1. Click the VIPS Functionality Question link to read the answer, displayed for you on the VIPS User Guide (Figure

48).

2. Click the FAQs link to see frequently asked questions and answers (Figure 48).
Click the VIPS User Guide link to read full VIPS user guide (Figure 48).
4. If you are having technical problems using VIPS, call 347 396-7956 (Figure 48).

4.5 How to Search for Payment Requests?

The VIPS Search is used to look up your PRs, Invoices and Contracts/POs. The Search box is displayed on all VIPS

pages.

1. Select the Search tab from the VIPS top navigation bar (Figure 49).

2. Apply any of the Search Criteria (Figure 49) to select payment requests for your vendor:

a)
b)

c)
d)

e)

f)

Enter the numeric whole PR # (the payment request number associated with the payment request).

Select one or multiple PR Status(s) from a drop-down list, which includes all the available payment
request transition statuses your PRs have.

Enter at least the first three characters of the Invoice # associated with the payment request.
Enter any part of the FMS Registration number:

e FMS Doc Type (three exact characters)

e FMS Agency ID (three digits; the exact number is required)

e FMS Doc ID (at least the first four characters of the FMS document ID for the contract or PO)
Select one or multiple Vendor Name/FMS Vendor Code combinations from a drop-down list.

Enter the MHY Contract # (Available for Mental Hygiene contracts only). You must provide the exact
number, up to four digits.
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NYEC | Healih 311 | Search all NYC.gov websites  Profile | Log Out
Promoting and Protecting the City's Health Espaiiol » Select Language | v Text-Size
Health
1 : :
Vendor Invoice Processing System
ﬁ nvoice Report Help Q i& My Roles 1 Settings
Search
pA( Search Criteria
PR # PR Status
All selected
Invoice # Vendor Name / FMS Vendor Code

aRpxJwGO / 0000944257

FMS Registration # MHY Contract #

3 @aess:

Contrak PIN / PO Log #

Figure 49: Search Criteria

3. Click Apply (Figure 49).

If you click Apply without the selected Search Criteria, all payment requests in all available statuses, existing
for all vendor organizations associated with you, will be displayed in chronological order according to the invoice
submission date. All PR Statuses and Vendor Name/FMS Vendor Code combinations are pre-selected by
default.

4. You can clear the search criteria by clicking Reset (Figure 50).
5. You can change the order of the results by clicking on the header to toggle between ascending and descending
order (Figure 50).

6. You can click on the PR # link (Figure 50) displayed in the results set to go to the Payment Request Details
(PR Details) page.

7. If your payment request is returned by the agency for correction, you can modify or cancel the returned PR
(Figure 50).

8. If the search returns one or more records, you can export your search results into an Excel or PDF file (Figure
50).

NYE | Heamn 311 Search all NYC.gov websites | Profile | Log Out

Promoting and Protecting the City's Health Espanol » SelectLanguage ¥ Text-Size
Health

Vendor Invoice Processing System

. 0 ﬂ Invoice Report Help Q & My Roles & Settings.

Search

Search Criteria

PR# PR Status
All selected
Invoice # Vendor Name /| FMS Vendor Code

aRpxJwGO / 0000044257

FMS Registration # MHY Contract #

B 4

Total number of records: 114 8 @
Contract PIN | PO Log Invoice Invoice Invoice Submission MHY Contract
Vendor Name / FMS Vendor Code PR# PR Status 5 FMS Registration # ) # Invoice # Amount Date Date Service Period # Action

Contrak PIN | PO Log #

WESTCHESTER COUNTY / 91622 7 ropsis DISA-18-0551-N0O0 NEWL-24-Aug-17-  $120.00 00242017 10/02/2017 08232017 - 7
0000944257 20182003741 58 08/30/2017

WESTCHESTER COUNTY / G u'.)mn[ed POD 816 DISA-18-0551-N0O NEWL-28-Jul-17-64 %8000 07/28/2017 101022017 0772772017 -

0000944257 20182003741 07/28/2017
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Figure 50: Search Page

If you click Cancel (7) on the Search page (Figure 50), a Payment Request Cancel Confirmation pop-up widow will be
displayed (Figure 51).

1. Check the “I confirm the payment request cancelation” check box (Figure 51).

2. Click Submit to cancel the PR (Figure 51).

3. Click Return to terminate the cancelation (Figure 51).

Payment Request Cancel Confirmation

Canceled Payment Request will be closed and cannot be re-opened for performing any tasks, but will be
available for viewing.

1 @I confirm the payment request cancelation

2 (Gmi D) 3 Goewm D

Figure 51: Cancel PR Confirmation Pop-up

When a PR’s cancel is confirmed, the results set will be reloaded and the canceled request will be displayed with the
Canceled status. The PR will be closed and cannot be re-opened for performing any tasks, but it will be available for
viewing.

4.6 How to Perform Quick PR# Search?

The PR# Search is used to bring PR details screen quickly. The PR# Search box is displayed on all VIPS pages, along
with the functional tabs.

1. Enter the whole PR number into the PR# Search box (Figure 52).
2. Click the PR # Search icon (magnifying glass) (Figure 52).

NYC Health 311 | Search all NYC.gov websites  Profile | Log Out

Promoting and Protecting the City’s Health Espaiiol » Select Language | ¥ Text-Size
Health

Vendor Invoice Processing System

n Search Invoice Report Help 3 O @ 2@ My Roles £ Settings

Figure 52: PR# Quick Search

4.7 How to See My Contracts or Purchase Orders?

1. Selectthe Invoice tab (Figure 53) from the top navigation bar.

2. Alist of existing contracts or POs for all vendors currently associated with you will be pre-populated by the
Vendor Name/FMS Vendor Code and ConTrak PIN or PO Log Number, in ascending order. You can change
the order of the results by clicking on the header, allowing you to toggle between ascending and descending
(Figure 53)

3. From the Invoice page, you can create a new invoice by clicking on New Invoice. This is only available for
the Vendor Invoice Processor and Vendor Account Administrator VIPS roles (Figure 53).

4. The Action column of the results on the Invoice page has New Invoice and View Invoice History buttons. (
Figure 53).
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he City's Health Espanol » SelectLanguage ¥  Text-size
Health

Vendor Invoice Processing System

. Search mMon Help Q 4 My Roles 2 Settings

Invoice

Y Search Criteria

VendoriCode FMS Registration #
aRpxIwGO / 0000944257
Contrack PINIPO Log Number MHY Contract #
- @~
Total number of records: 20 m
Vendor/Code FMS Registration ConTrak PIN/PO Log Number» 2 MHY Conract # Start Date (Contract/PO) End Date (Contract/PO) Action
aRpxJwGO 10000944257 CT1 816 20020017223 (02RWO51601ROX00 04101106 03/31/09 3
aRpxJWGO /0000944257 CT1 616 20020017223 02RWO51601R0X00 08/08/07 06/30/08 N imcice  View Ice sty ) 01
——

Figure 53: Invoice Page

5. Enter any of the Search Criteria to narrow down the Contracts/POs list (Figure 53):

a) Select one or multiple Vendor Name/FMS Vendor Code combinations from a drop-down list.

b) Enter at least the first three characters of the ConTrak application PIN, which uniquely identifies a
contract, or the PO Log Number, which uniquely identifies a PO.

c) Enter any part of the FMS Registration number:

e FMS Doc Type (three exact characters)
¢ FMS Agency ID (three numeric values, exact number must be entered)
e FMS Doc ID (at least the first four first characters of FMS document ID for the contract or PO)

g) Enter MHY Contract # (Available for Mental Hygiene contracts). You must provide the exact number
up to four digits.

6. Click Apply (Figure 53).

4.8 How to View Invoice History?

1. Select Invoice tab from the top navigation bar menu (Figure 53).

2. On the Invoice page click View Invoice History next to your contract/PO in the results set under the Action
column

OR

1. Enter the whole PR number into the PR# Quick Search box (Figure 52).
OR

1. Select the Search or Reports tab from the top navigation bar menu.

2. Locate a specific payment request and click the PR # link, which will bring you to the PR Details page with the
View Invoice History on the top right side, above the Contract/PO section (Figure 58).

3. When you click on View Invoice History, the list of payment requests will be displayed in the Invoice
Submission Date chronological order, starting with the latest (Figure 54).

On the View Invoice History page:

1. Select the Group BY PR Status check box (Figure 54) to display payment requests grouped by the PR
Status.

OR
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2. Enter at least three characters, or the whole invoice number, in the Invoice # text box (Figure 54) to filter
payment requests by Invoice Number.

View Invoice History
= Purchase Order
Vendor Name/FMS Vendor aRpxJwGO / 0000944257
Code:
PO Log Number: DISA-18-0551-N0O0O
FMS Registration # POD 816 20182003741
Payment Request (PR)
ToewmrreaD 1 el > e[ oo e
Exports
Total number of records: 2
Invoice # Invoice Total
PR - Sub Invoice Service Submission Invoice Adjustments Adjusments  Authorization
PR# Status Invoice # Date Period Date Amount (Disallowance) (Partial) Amount
Total $200.00 $0.00 $0.00 $200.00
916256 Submitted NEWL-28- 07/28/2017 07/27/2017 -  10/02/2017 $80.00 $0.00 $0.00 $80.00
Jul-17-64 07/28/2017
91622 Submitted NEWL-24- 09/24/2017 08/23/2017 -  10/02/2017 $120.00 $0.00 $0.00 $120.00
Aug-17-58 08/30/2017

Figure 54: View Invoice History

4.9 How to View Payment Request Details Report?

1. Selectthe Search or Reports tab from the top navigation bar (Figure 55).
2. Click Apply (Figure 55).
3. Click the PR# link to view PR Details (Figure 55).

Vendor Invoice Processing System
ﬁ @ Invoice Report Help 2 Q 48 My Roles £ Settings

Search 1

Search Criteria

PR# PR Status

| All selected

Invoice # Vendor Name / FMS Vendor Code

aVSgxrHs / 0000984516

FMS Registration # MHY Contract #

@Reset 2

Contrak PIN / PO Log #

Total number of records: 1025 m

Invoice
Vendor Name / FMS Vendor FMS Contract PIN / PO Invoice Invoice Submission Service MHY
Code PR# PR Status Registration # Log # Invoice # Amount Date Date Period Contract# Action
QUEST DIAGNOSTICS 3 (88315) Check/EFT POD 816 ADMA-18-0227-N00  170703362A $626.78 07/26/2017  08/03/2017 07/05/2017 -
INCORPORATED / Issued 20180002281 07/24/2017
10000084516

Figure 55: View PR Detailsl

OR
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1. Enter the whole PR number into the PR# Search to view PR Details (Figure 56).

Vendor Invoice Processing System

ﬁ m Invoice Report Help 1 © Q & My Roles £ Settings

Search

Figure 56: View PR Details2

OR

1. Select the Invoice tab from the top navigation bar (Figure 53).
2. Click View Invoice History.

3. Click the PR# link to view PR Details.

The VIPS PR Details page consists of multiple sections that enable all tasks related to processing payment requests
to be performed. All sections will be expanded by default (Figure 58).

4.10 How to Create New Payment Request?

1. Select the Invoice tab from the top navigation bar menu (Figure 53).

2. Click New Invoice, next to your contract/PO in the results set under the Action column.

Total number of records: 15 m
Vendor/Code FMS Registration ConTrak PIN/PO Log Number MHY Conract # Start Date (Contract/PO) End Date (Contract/PO) 2
NEW YORK CITY HEALTH AND HOSP /0000782592 CT1816 20070021616  0SAX047601R0X00 10/01/05 09/30/08 2 ‘ New invoice JJ - few Invoce History

Figure 57: New Invoice Button
Note: New Invoice is available only for users with Vendor Invoice Processor and Vendor Account Administrator roles.
When New Invoice is selected, the VIPS PR Details page will be displayed in the edit mode (Figure 59):

1. Enter the Invoice number and all the required information, upload necessary documents (Figure 59).
2. Click Submit (Figure 59).

Promoting and Protecting the City's Health Espafiol » SelectLanguage | ¥  Text-Size
Health

Vendor Invoice Processing System

n Search Invoice Report Help Q & My Roles 4+ Settings

Invoice /| Payment Request Details

PR# 100460 - Submitted - VIPS
== Contract Vender Name/FMS Vendor Code: SPANIER BUILDING MAINTENANCE CO INC / 0000941579
Vendor Name/FMS Vendor SPANIER BUILDING MAINTENANCE CO INC / 0000941979 FMS MRA: $88,708.00
Code Contract 07/01/2011 - 06/30/2013
Contrak Number Term:
FMS Registration # CT1816 20121417581
MHY Contract #
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= Invoice / Memo Invoice #: V1153000202 Invoice Amount: $5,000.00
Invoice #: - inv1159000202 Payment Address: 1 - SPANIER BUILDING
i MAINTENANCE CO INC,PO BOX
Sub Invoice #: 549, SYOSSET.NY
Invoice Amount: * $5,000.00 Attention To:
Invoice Date: - 02/02/2018 Adjustments $0.00
(Disallowance):
Invoice Submission Date: 02/02/2018
Adjustments(Partial): $0.00
Service Period From: - 07/01/2011
Total Authorized Amount: $0.00
Service Period To: - 06/30/2013
Voucher #:
Invoice Type: * Regular
Invoice Description: test
= Documents
Total number of records: 1
Category File Name Description Date Upload Date Modified Action
Invoice nvoice_eamtest01 jpg test 2/2/2018 12:08:46 PM 2/2/2018 12:08:47 PM
= Notes
Total number of records: 0
Notes Created By Date Created Context

Back to top

Figure 58: View PR Details Page
On the Payment Request Submit Confirmation pop-up window:

3. Select the check box to certify that the goods or services in this PR have been in accordance with the
Contract/PO terms and agreement (Figure 60).

4. Click Submit (Figure 60).

The PR# will be generated by the system and the status of your payment request will be submitted. Remember
the generated PR#, as you can use it later for a quick search (Figure 61).

Budget allocation will be performed by the agency based on your contract/PO and your uploaded documents.
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PR# View Invoice Histor ¢ || Submit | )]
= Contract Vendor Name/FMS Vendor Code: COUNTY OF WESTCHESTER / 0000944257
Vendor Name/FMS Vendor COUNTY OF WESTCHESTER / 0000944257 FMS MRA: $6,671,411.00
Code
Contract 04/01/2006 - 03/31/2009
Contrak Number 02AE068801R1X00 Term:
FMS Registration # CT1 816 20070025124
MHY Contract # 0
= Invoice / Memo Invoice #: Invoice Amount:
Invoice #: * ’C} 1 Payment Address: Select v
Sub Invoice #: Attention To:
Invoice Amount: - Adjustments
(Disallowance):
Invoice Date: =
Adjustments(Partial):
Invoice Submission Date: 211312018 .
Total Authorized Amount:
Service Period From: * = Voucher #:
Service Period To: * & Invoice Type: " ot 5
Invoice Description:

Figure 59: Submit New Invoice

Payment Request Submit Confirmation

3D
| certify that the goods and/or services in this payment request have been
provided in accordance with Contract/PO terms and agreement.

Figure 60: Submit Confirmation

' PRASITT2. Submited - VIPS

Figure 61: PR Submitted

4.10.1 What Is the Contract or Purchase Order section?

The Contract or Purchase Order Expandable/Collapsible section displays the details pertaining to the
Contract or PO depending on the payment type.

1. The Section and Section’s title bar/header are Read-Only. Section’s title bar displays the Vendor
Name/FMS Vendor Code (Figure 62).
2. This section contains the ConTrak PIN for Contract or PO Log number for PO (Figure 62).

3. This section contains the FMS Registration # (Figure 62).
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Verify the pre-populated FMS Registration number, Contract or PO information of the Contract/PO section.

NYC Health 311 | Search all NYC.gov websites Profile Log Out

Promoting and Protecting the City's Health §12 (Y » SelectLanguage | ¥ Text-Size
Health

Vendor Invoice Processing System

n Search Invoice Report Help Q & My Roles £ Settings

Invoice = Payment Request Details

PR# 91167 - Submitted - VIPS

™ Purchase Order @endor Name/FMS Vendor Code:) 1 bgnZkmJP / 0001098275

Vendor Name/FMS Vendor bgnZkmJP / 0001098275
Code:

PO Log Number: 2 ADMA-17-4642-N00
S Registration’® 3 POD 816 20182000740

+ Invoice / Memo Invoice #: 1-36607137936A Invoice Amount: $5,983.56

+ Documents
+ Notes

Figure 62: Contract/Purchase Order Section

4.10.2 What Is the Invoice / Memo section?

The PR Details Expandable/Collapsible Invoice / Memo section captures the details of the invoice or memo
document. If you click on New Invoice, the Invoice / Memo section is expanded and displayed in the edit
mode (Figure 63).

1. The Section’s title bar/header is read-only. It provides the following key information about the invoice
(Figure 63):

a) Invoice #

b) Invoice Amount

Note: Until invoice is successfully submitted, these fields have no values.

2. Enter the Invoice number for your Invoice document. Invoice # is unique, with up to 30 characters and
no spaces between characters (Figure 63).

3. If the Invoice number is entered and is unique, you will then be able to enter all other fields. Enter all
the following required fields in the Invoice / Memo section on the PR Details page:
b) Invoice Amount from your Invoice document (must be more than $0.00)
¢) Invoice Date from your Invoice document (must be earlier than or equal to the Current Date)

d) Service Period From date from your Invoice document, which is the first date you rendered services
(must be earlier than or equal to the Service Perion To date)

e) Service Period To date from your Invoice document, which is the ending date of the service

e |If the invoice has only one date for the service period, From and To dates will be the
same.

e From and To dates need to be within a single Fiscal Year (FY) (i.e., between July 1 and
June 30). Note: FY2018 = 07/01/2017 — 06/30/2018
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e A warning message will be displayed when the Service period entered for the new
Invoice overlaps with the existing invoices for the same contract/PO.

e The service period of the invoice should fall within the Contract Term.

PR# © Collaspe All || View Invoice History || Submit |

+ Contract Vendor Name/FMS Vendor Code: bgnZkmJP | 0001088275

= Invoice | Memo 1 Invoice Amount: 1
Invoice #: - 2 | 2018 v-Tour

Sub Invoice #: Attention To:

3 Adjustments

(Disallowance):

Payment Address: 5 - bQnZKmJP GLENhOPR KTOSLYWRNG v

Invoice Date: - =
Adjustments(Partial):
Invoice Type:* Select
P et ™ Total Authorized Amount:
Invoice Submission Date: 11112018

Voucher #:

Eisice Description™> 4

Service Period From: -

m

Service Period To: *

+ Documents
+ Notes

Back o top

Figure 63: Add New Payment Request

4. Enter any of the below optional fields (Figure 63):

a) Invoice Description (up to 255 characters).

b) Select the Payment Address from the pre-populated drop down list of the all addresses associated
with the Vendor Code (the details of Vendor are populated only if the Contract/PO is registered in
FMS and values are available. The values are displayed in the following format: Street 1, Street 2,
Zip Code, City, State, and Country).

c) Attention To (up to 60 characters long), which is the contact name that will be printed on the issued
check.

4.10.3 How to Upload the Invoice Document?

The Documents Expandable/Collapsible PR Details section is used to display and upload documents
associated with the payment request.

1. Use the Documents section on the PR Details page to upload required documents (Figure 64).

o > 1
e —

 (DED:
e

Total number of records: 0

Category File Name Description Date Upload Date Medified Action

Figure 64: Documents Section
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2. Click Copy Documents to copy a document from the previous payment requests that belong to the
selected vendor and the Contract/PO. The Document section’s Copy Documents button is available for
the Vendor Invoice Processor and Vendor Account Administrator roles before the “Payment Request
Submitted” and during the “Returned” statuses of the PR (Figure 64).

On the Copy Documents pop-up window:

3. select from a drop-down list one or multiple previous payment requests from which a new document needs
to be copied from or click Cancel to close the pop-up (Figure 65).

4. Click Get Documents (Figure 65).

Copy Documents
PRs: 24523 - 1 - Submitted, 12675 - 1 - Submitted . 4

= Bl a A

Select Date Uploaded

1

1

CR2521 -1

(127649 - 1 - Submitted
1
1
1

- Submitted

[[J30445 - 1 - Submitted
130581 -

[(R5915-

- Submitted
- Submitted

30474 - 1 - Submitted

O 1=
! v ;
[}45280 - 1 - Submitted

Figure 65: Copy Documents Pop-upl

On the next Copy Documents pop-up window:
5. Select desired document(s) (Figure 66).
6. Click Get Documents, Click Copy Documents (Figure 66).

Copy Documents

PRs: 24523 - 1 - Submitied MR cetoocumens PIT
Document Date
Select PR# Document Category New Document Name Description Uploaded
5 @ 24523 jnwsice v Invoice_INV JOHNSON CONTROLS 1-10150650855 pdf 02/12115
O 24523 SupportingDocument  Supporting Document_ SUPPDOCS JOHNSON CONTROLS 0211215

1-10150650855. pdf

U@ 24523 9 Email_EMAIL JOHNSON CONTROLS 1-10150650855. pdf 02112115

Figure 66: Copy Documents Pop-up2

On the Documents section:
7. Click Add New (Figure 64) to upload new or additional document. An empty row will be added to the grid.

Note: Add New button is available for the Vendor Invoice Processor and Vendor Account Administrator roles
before the “Payment Request Submitted” and during the “Returned” statuses of the PR.

8. Select the document’s Category from a drop-down list (Figure 67).
9. Click Browse to select your document for upload (Figure 67), and choose File/Document to upload.

10. Enter document’s Description (optional) (Figure 67).
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11. The Date Uploaded is system generated values that will reflect your name and the current date. When the

document is uploaded, it will be scanned for viruses. Until the scan is finished, the Submit and Delete
buttons will be disabled (Figure 67).

12. After the scan is done, click Delete (Figure 67) to delete the document, if necessary. You will be able to
delete uploaded documents only before the PR submission.

PR O Gotaspe
+ Contract Vendor Name/FMS Vendor Code: bqnZkm.JP / 0001098275
+ Invoice | Memo Invoice #: Invoice Amount:
= Documents
Crsaven
Total number of records: 0 -
Category ) 8 File Name 10 Date Upload) Date Modified  Action
— T 11 = 12
Supporting Docu af —
Payroll R r { Tirme a1

Figure 67: Add Documents

Notes:

e You should upload the required document(s) before entering the invoice details in the Invoice/Memo
section. You will not be able to click the Submit button until the document scan is competed.

e You must upload either the Invoice or the Payment Authorization Memo.
e A document’s name should be unique within the PR.

¢ The maximum size of each file that you can upload in the VIPS Documents section is 5 MB. If your
file is bigger, you may split it into smaller parts and send each part separately.

e VIPS supports the following file types: “pdf”; “doc”; “docx”; “xIs”; “xIsx”; “txt”; “html”; “htm”; “jpg”;
“JPEG”; "bmp”; “xml”; “ppt”; “pptx”; “rtf".

¢ Multiple documents can be uploaded for the same Category.

4.10.4 What Is the Notes section?

The Notes section provides a list of notes created for you by the agency during the PR processing. Your

Notes section will have notes when your PR is Returned (Figure 68) or Rejected, or when you have notes
with Disallowed/Partial types of context.

PR# 93772 - Submitted - VIPS

© Collaspe All || View Invoice History

+ Contract Vendor Name/FMS Vendor Code: dmofUAaQ / 0000941979
+ Invoice / Memo Invoice #: newinvoice Invoice Amount: $1,000.00

+ Documents

CEred1

Figure 68: Notes Section
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When an internal authorized agency representative initiates your payment request’s budget adjustment, you
will see notes in the “Comments for Vendor” column that will contain the explanation and the reason for the
adjustment. A Disallowance Letter will be generated;

1. Click the “+” button to expand the Notes section of your Returned or Rejected PR (Figure 68).

4.11 How to Update the Returned Payment Request?

When your PR is Returned to you by the agency for correction, the Notes section will contain notes with the return
reason. The Edit button in the Invoice / Memo section of the PR Details (Figure 69) will be available for the Vendor
Invoice Processor and Vendor Account Administrator roles.

PR# 100460 - Returned - VIPS © Collaspe Al | View Invoice History |[Edit| I

= contract Vendor Name/FMS Vendor Code: SPANIER BUILDING MAINTENANCE CO INC / 0000941979

Vendor Name/FMS Vendor SPANIER BUILDING MAINTENANCE CO INC / 0000941979 FMS MRA: $88,708.00

Code Contract 07/01/2011 - 06/30/2013
Contrak Number Term:

FMS Registration # CT1 816 20121417581

MHY Contract #

Invoice / Memo Invoice #: inv1159000202 Invoice Amount: $5,000.00
Invoice #: - inv1159000202 Payment Address: 1 - SPANIER BUILDING
. MAINTENANCE CO INC PO BOX
Sub Invoice #: 549 SYOSSET, NY
Invoice Amount: * $5,000 00 Attention To:
Invoice Date: - 02/02/2018 Adjustments $0.00
(Disallowance):
Invoice Submission Date: 02/02/2018
Adjustments(Partial): %000
Service Period From: - 07/01/2011
Total Authorized Amount: $0.00
Service Period To: - 06/30/2013
Voucher #:
Invoice Type:* Regular
Invoice Description: test
+ Documents
+ Notes

Backlo top

Figure 69: Update PR Data
1. Click Edit to modify Invoice information or a Document’s Description, or to upload a new document (Figure 69).

When Edit is selected, the Invoice / Memo and Documents sections will be available for updates.
Note: Only Vendor Invoice Processor or Vendor Account Administrator can update the returned payment request.

2. Check the Notes section to see the returned reason (Figure 70).

= Notes

Export~
Total number of records: 1
Notes Created By Date Created Context
Flease correct the Invoice amount based on the invoice document—> 2 Niasha Franklyn ~ 2/13/2018 11:23:21 AM Return

Figure 70: Returned Reason in Notes
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3. Modify required fields and click Submit to re-submit the PR after correction (Figure 71).

4. Or click Cancel to revert all updates back to the original values (Figure 71).

PR 100710- Retuned VIS [0 Cotspn ) vow o i) conce s | [

= Contract Vendor Name/FMS Vendor Code: SPANIER BUILDING MAINTENANCE CO INC / 0000941979
Vendor Name/FMS Vendor SPANIER BUILDING MAINTENANCE CO INC / 0000941979 FMS MRA: $88,708.00
Code
Contract 07/01/2011 - 06/30/2013
Contrak Number Term:
FMS Registration # CT1816 20121417581
MHY Contract #
= Invoice / Memo Invoice #: inv1312160202 Invoice Amount: $5,000.00
Invoice #: - inv1312160202 Payment Address: 1- SPANIER BUILDING MAINTENANCE CO | v
Sub Invoice #: Attention To:
Invoice Amount: * 5000.00 Adjustments $0.00
(Disallowance):
Invoice Date: - 021022018 -
Adjustments(Partial): $0.00
Invoice Submission Date: 2/13/2018 s
Total Authorized Amount: $0.00
Service Period From: * 07/0172011 = Voucher #
Service Period To: * 06/30/2013 = Invoice Type:* Reguiar o
Invoice Description: test

Figure 71: PR Details in Edit Mode

4.12 How to Create a Sub Invoice?

Sub Invoice # is a system generated number and applicable only to partial payments. When there is an amount retained
or amount not paid on account of liquidated damages for a contract/PO, you will be able to create an additional PR with
the same invoice number as in the original payment request and a sub invoice.

PR# © Collaspe All| [View Invoice History I ubmit 4

+ Purchase Order Vendor Name/FMS Vendor Code: dmofUAaQ / 0000941979
== Invoice / Memo Invoice #: Invoice Amount:

Invoice #: + 1 Payment Address: Select v
Sub Invoice #: Attention To:

Invoice Amount: - 3 x Adjustments

. (Disallowance):
Invoice Date: -

&
Adjustments(Partial):
Invoice Submission Date: 1122018 .
Total Authorized Amount:
Service Period From: - & Voucher #:

Service Peried To: - Invoice Type:*
Regular
Invoice Description: Retainage Payback > 2

Figure 72: Create PR with Sub Invoice
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Enter the same Invoice # as in the original payment request (Figure 72).
Select the Retainage Payback or Liquidated Damages Payback invoice type from the drop-down list (Figure 72).

Enter the remaining balance from the prior submitted invoice into the Invoice Amount field (Figure 72).

AP wDd P

Enter the rest of the required and optional data, upload required documentation and submit the payment request
by clicking on Submit (Figure 72).

4.13 How to Submit an Advanced PR?

When you need to receive some payment in advance, you may create an “Advanced” type of payment request. Enter
the Invoice number and select Advanced from the Invoice Type drop-down list. Advance payments are made to the
vendor or service providers and are applied to the Budget Total or Budget Bottom line.

4.14 How to See the Voucher and the Date When Check/EFT Was
Issued for My Payment Request?

1. Select the Reports tab from the top navigation bar (Figure 73).

ik} Search all NYC.gov websites | Profile  Log Out

Promoting and Protecting the City's Health Espafiol » SelectLanguage | ¥  Text-Size
Health

Vendor Invoice Processing System

A Search Invoice ‘ Report . Help ) Q & My Roles £ Settings

Report 1
2 ELEEE
PR # PR Status
| All selected
FMS$ Registration # Vendor Name / FMS Vendor Code

avSgxrHs / 0000984516

3 @ Reset

Figure 73: Report Filter

2. Apply any of the following Report Filter(s) to display selected PRs (Figure 73):

a) Enter the numeric whole PR # associated with the PR.

b) Select one or multiple PR Statuses from a drop-down menu listing all your available PR transition
statuses.

c) Enter any part of the FMS Registration number:

e FMS Doc Type (three exact characters)

e FMS Agency ID (three digits, you must enter the exact number)

e FMS Doc ID (at least the first four characters of FMS document ID for the contract or PO)
d) Select one or multiple Vendor Name/FMS Vendor Code combinations from a drop-down list.

3. Click Apply (Figure 73).

Last Saved: 2/13/2019 11:36 AM VIPS User Guide Page: 45 of 47



INVYE | Department of Health and Mental Hygiene
Information and Resources for Your Health m

Health

Vendor Invoice Processing System

. ] Search Invoice m Help Q & My Roles & Settings.

Report
Report Fiter
PR¥ PR Status
Al selected
FMS Registration # Vendor Name | FMS Vendor Code

QpbaWWVTY / DD01028707

Rese

Contract Invoice Total

Vendor Name | FMS PINIPO  Invoice Invoice Submission ) Service Invoice Adjustments Adjusments  Authorized CheckiEFT CheckEFT  CheckEFT
FMS Vendor Code PR# PR Status  Registration # Log # # Date Date Period Amount (Disallowance)  (Partial) Amount Voucher # Payee  Number Issued Date  Amount
utn':en CT1816 sk 0971272017 09M3RMT 0713172017 - | $318.50 $0.00 $0.00 $0.00
20151410582 97382 o312017
5
90335 Submitted  CT1816 El 090772017 0812017 O3201T - $561.48 $0.00 $0.00 $0.00
20151410582 97264 0713172017
90329 Submitted  POD 816 EHSC-18-  SI- 08/31/2017 09082017 08312017 - $1,028.00 $0.00 $0.00 $1.028.00 Vendor
20182006487  0506-NDO 97009 0813112017
90328 CheckEFT  POD 816 EHSC-18- Sk 08/30/2017  DSIDBR01T 08/30/2017 - $985.00 s0.00 $0.00 $985.00 PRCZ 816 Vendor 201709182837762 0182017  §985.00
Issued 20182008497  0S96-ND0 97045 08730/ P2018002481

Figure 74: PR Details Report

4. If you click Apply without the applied Report Filters, you will be able to see the PR Details Report, which will list all
PRs and their statuses for vendor organization(s) associated with you, in chronological order according to the
Invoice Submission Date (Figure 74). You can change the order of the report columns by clicking on the header,
toggling between ascending and descending.

5. You can click on the PR # hyperlink displayed in the results to get to the PR Details page (Figure 74).

If filtering returns one or more records, you can export your search results into an Excel or PDF file by clicking
Export (Figure 74).
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5.0 Glossary

Glossary for Acronyms
Acronym Definition
ACCO Agency Chief Contracting Officer
ATIN Adoptive Taxpayer ldentification Number
BFY Budget Fiscal Year
Cl Contact Information
CPU Contract Payment Unit
EFT Electronic Funds Transfer
EIN Employee Identification Number
FAQ Frequently Asked Questions
FMS NYC Finance Management System
IFY Intended Fiscal Year
ITIN Individual Taxpayer Identification Number
NYC.ID - CPIM Authentication Directory - Centralized Public User Identity Management
OES DOHMH OTPS Encumbrance System
PA Payment account type administrator contact
PAYRS DOHMH Payment Request System
PFA Public Facing Application
PIP Payee Information Portal
PO Purchase Order
PR Payment Request
SSN Social Security Number
TIN Taxpayer Identification Number
Vendor Vendor Organization
Vendor User Vendor (Viewer, Invoice Processor, Account Administrator)
VIPS Vendor Invoice Processing System

Table 4: Glossary
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