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How to navigate the Vendor Portal

Standard Process

How to navigate the Home page of the DC Vendor Portal
Overview

Performed by

Any User

Interface Used

DC Vendor Portal ( www.vendorportal.dc.gov )

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

In a browser, open www.vendorportal.dc.gov

Home page is divided into 3 sections
a. Login/Sign up section

This section allows all registered vendors to use their login credentials to access the portal.
New users can register by selecting “Register Company” button.
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éncg%'graﬁ m Register FAQ's Contact Us

Budd S~ (@0 TS

Ermail
OC Payments View Tutorials
Fiacal Year End Invoice Submmission Gakbeline FAQ's
Password
Quick Payment Act (QPA) Contact Us

DC e-Invoicing implementation Timeline
Forgot Password

1m not a robot

| Supported Browsers | Terms of Usa |

ﬁ Note: The supported browsers and terms for use of the portal can be viewed by
selecting the related button.

b. Info Center Section (No login required)

This section provides a list of DC payments made by the District to vendors starting in FY
2017.

- .Dc Pendor
FPORTAL m Regritar Contact Lis

Budd S~ (@ETENE I I

L] OC Payments Wier Titod ials
Fiscal Year End Invoice Submission Guidelines FAGs

ossward Quikk Payment Act (QFA) Contact Ui
oC

Forgol Password

; 1mnotarobiol

Supported Browsers | Terms of Use

Users can search for payments made by selecting the DC Payments link.
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e e Dc
FORTAI. Home Register FAQ's Contact Us o

# Haome DC Payrments

Search

Use one of the search criterias to find payments
Purchase Order Number Invoice Nurmber ACH/Check # Vaucher Number

DC Payment data as ol: 6/22/2017

Show 10 entries Search [9PDF  BCSy

ACH/ Clwck B Puayrrmnit Arsoent Action

No data available in table

Showing O to O af O entries
Previous Nexrt

e Users may search by Purchase Order Number, Invoice Number, Check Number or
Voucher Number.

e The Info center also provides fiscal year-end submission guidelines, link to Quick
Payment Act (QPA) and other vendor communications.

¢. Quick Links section
This section provides quick links to:

e View Tutorials
e Frequently Asked Questions (FAQs)
e Contact Us (Helpdesk information)

.- Dc )
PORTAL Registes FAQ TN Ui 2
al
i DC Payments View Tutorlats
Fiscal Year End Involce Submission Guidatines FAQ's
LRt Quick Payment Act (QPA) Contact Us

OC e-lnvaice Implamentation Timeline

Forgot Password

1M ot s ronet

Supporied frowsms | Terms of Lise
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Vendor Registration Process

Purpose

To register on the DC Vendor Portal and to create a vendor account.

Overview

Vendors require an account to submit electronic invoices to District of Columbia.
Performed by

District of Columbia Vendors

Interface Used

DC Vendor Portal ( www.vendorportal.dc.gov )

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

¢ Inabrowser, open www.vendorportal.dc.gov

e From the Homepage, select the Register company button or Select the Register tab
from the main menu.

e The vendor must read and agree to the terms of registration to begin the registration
process and select the “Begin Registration Here” button.

The registration form is divided into three sections:

a. Company Information
b. User Information
c. Attachments
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LIJ Note:

If a user tries to re-register using the same email address, following alert messages will
appear:

For fully approved Registrations: “An account is already registered with this email address,
please login or reset your password.”

For registrations in processing or rejected registrations: “Your account registration is
already in process; you will be notified soon via Email.”

Creating a user account on DC Vendor Portal is a free of cost service.

Up to 10 user accounts can be registered for each vendor.

a. Company Information

The vendor must provide the following information: Company Name, Address, City, Postal
Code, State, FEIN Number, DUNS #, a recent DC Purchase Order Number (if applicable). The
CBE (Certified Business Enterprise) number and DC Business License fields should be
provided (if applicable).

The vendor must also provide company email address and phone number. All required fields
are marked with asterisk (*) symbol next to the field must be completed.

/
222 DCHSKH rome [N rec  comanun o
[ 4

® Home  Vendar Reqgistatlen fonin

Vondor Registration Form

W Company Information
Company nome * FEING: - @

Aarress: - OUNS 5: @
Aesctr ez COES f any- @

City: * DC Purchose order 8 (orvy racert): * €
Postat Coe O Dirstress Ucarse 8- 45

Stase Conmpamy Erman -

§
]
K

Company Frone
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The vendor must provide the user’s information and they all are mandatory fields. It contains
First and Last Name, Title, Phone Number, Email address and Password. User email address
will be the login id.

b. User Information

F
4

|
& User Information
First name * Email
Last name Re-eniter emall *
Title: Password
Phone number Confirm password *

c. Attachments

The vendor must attach their most recent W9 and other supporting documents. The vendor
can submit comments (if any).

@ Attachments

wWo: - €

|_Choosge File | No file chosen

Other file: &

Choose File | No file chosen n

Comments:

! I'minot a robot

Once all required documents and fields have been attached and completed, select the
“Register” button to complete the registration process.

Once the registration form is submitted, the vendor will receive the email confirmation about
the submission. The registration will be processed by DC Government within 2 business days.

After the registration is approved, users will receive an email with an activation link. Click on
the activation link will activate the account. Vendor account is created. If the registration is
rejected, the vendor will receive an email with reasons for rejection. In this case, vendor must
make necessary changes and resubmit the application.
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Resetting the Password

Standard Process

How to reset your password by using Forgot Password feature on the DC Vendor Portal
Overview

Performed by

Registered DC Vendor

Interface Used

DC Vendor Portal ( www.vendorportal.dc.gov )

Browsers Supported

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

In a browser, open www.vendorportal.dc.gov

LALEL

J\k\li v

DC Payments View Tutorial Is
Fiscal Year Crd involce Sulimission Guideines FAQ's
Quick Payrment Act (QPA) Contact Us

DC e-Invaice Implementation Timelne

e Select “Forgot Password” link
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e Enterregistered email address and select the Submit button

ok nc'}mdcz
PORTAL / Home Register FAQ Contact Us 0

L.

# Homme 5

Forgo) password
To et yor passwerd. enter your emall address.You will receva a link to reset your password
Email

e A confirmation email will be sent to the registered email address with a link to reset
the password.
e Select the reset password link in the email which then opens the Reset Password

page.
2x[) c%ndaz X
— PORTAL Home Register FaQ Contact Us e
# Home
Reset Password
Emait
New Password
Re-enter New Password

e Vendor needs to enter registered email and choose a new password to secure
credentials by selecting “Reset” button.

N

- -~
Q Tip: Password must be at least 8 characters, and include a lower-case letter, one
capital letter, and one number.
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Accessing User Account and Changing the Password

Standard Process

How to view and access the user profile on the DC Vendor Portal
Overview

Performed by

Registered DC Vendor

User Interface

DC Vendor Portal { www.vendorportal.dc.gov )

Browsers Compatible

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

e In abrowser, open www.vendorportal.dc.gov
e Login from the homepage of the portal with user credentials
e On the top right corner of the home page, select the Account tab
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Create Involce

O

Show 10 [w]

entries.

Purchase Omders

Involces

O

Fayrmants

w\ My Accoun

Company Prolile

1‘(W*DBPOI?!TAL

ool Adk Account - Log Out
T
Change Password

@

Last 30 day=

The following options appear in the menu:

Req for partial recewing

GE

Stanreq

ATLAS

standard req

a. My Account
b. Change Password
c. Company Profile

ocTo

ocTo

ocTo

ocTa

ocTo

6/8/20V7
6/8720V7
61672017
67942017
&/5/20%7

$2,300,00
%$2.370.00
$6,500 00
$9,200 .00
B12,210.00

$2,300.00
$2,370.00
$6.500.00
$9,200.00
$12,210.00

Fully invoiced

Fully involced
Fully invoiced
Fully imvosced

Fully imvoicad

L

Note: User information is view only

My Account

Users can view their information. For any profile changes, please contact the help desk.
(see Contact Us tab under Quick links)

* % x NV Fendar
_—DCFORTM.
# Home

& User Information

First Name: Adi
Last Name: Lax
Title: CTO

Home

Create Invaice

Purchase Orders

Invaices

Payments

Phone Number: (635) 482-3582
Email: Adi Lax@gmail.com

Welcome Lax, Adi  Account ~

Log Cut
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Users can change their password by entering current password and new password

b. Change Password

Welcome Lax, Adi  Account v Log Out

ok Vemilor
=Dcpun'mt Home Create Invoice Purchase Orders Invoices Payments 9

# Home
Change Password

Curvent Password

I

New Password

Re-enter New Password

¢. Company Profile
e Users can view list of other users associated with their organization.
e Users can deactivate any user by selecting the “Deactivate” button.

Welcome Lax, Adl  Account » Log Out

k& D c%/rdw ) )
— PORTAL Home  Creste Invoice  Purchase Orders Imsgices  Payments e
W Home o
B company
AdiLax AdiLax@gmailcom ET=a
Bond Bond bhondi@gmail.com Deactivate
Adt Lak bond@gmail.com Deactivate

Page 13 of 31



Vendor Manual

= DBPORTAL

How to view Purchase Orders

Standard Process

How to view purchase orders on the DC Vendor Portal
Overview

Performed by

Registered DC Vendor

Interface Used

DC Vendor Portal ( www.vendorportal.dc.gov )

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

e |nabrowser, open www.vendorportal.dc.gov
e Login from the home page of portal with user credentials

There are 2 ways to view purchase orders issued in the last 30 days:
a) By selecting the Purchase Orders button or Purchase Orders and,

b) By selecting Purchase Order tab on the menu bar
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PO's can be
found by clickingll a. Purchase Orders button or Purchase Orders on the Dashboard
the select tab

Welcome PASS Team2  Account v Log Out
* PO encdor
nc PORTAL L=l Createlnvoice  Purchase Orders  Invoices  Payments

©
94 250 0
Purchase Orders Invoices Payments
] Invoices Payments

Last 30 days

Show o ¥ entries Search |PDE HCsy
Ordered Date PO Amount IF  Amount invoiced To Dite

POB59763%2  prgfor 10 items (s a1s] 5/8/2017 $3,465,000.00 $3.465,000.00 Fully involced
PC559683 test for ap speciallist [ein(e) 472542017 $2,345,670.00 $2,345,670.00 Fully invoiced
POS59740V2  testtsapo oo 5/3;2017 $2,010,000.00 $2,010,000.00 Fully Invoiced
POIS59742 st sy OCTo 5/3;2017 $1,900,000.00 $1,900,000.00  Fully Invoiced
PC539761 Test ts3 oo 5/8/2017 $1,325,296.00 $1,325,296.00 Fully Involced
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b. Purchase Order Tab on the Menu Bar

Purchase Orders
tab will open

searchoption fI

2 —— Yol ceg PASS Team? e i

=i g ”
a
SeMh P chasi Qe
it (o diy T s Nt e D Oopurad Do O
———————% Sl PO et 37w ned Adly <t mm
O "0 T gy Crerved Darw P Arranard Arvewrd ewesced 1o Duns A
T Py

vow i

wae e

e Vendors can search for purchase orders by following fields: Purchase Order Number,
Invoice Number, Agency or Ordered Date.

... » Vendors can view Purchase Orders that are not fully invoiced (i.e. purchase orders with

balances in the “Amount invoiced to date” field) by checking the box next to “Show

PO’s that are not fully invoiced”.

. o Selecting a Purchase Order Number opens the Purchase Order Details page
e The purchase order details can be exported to PDF or CSV formats. —

Purchase Order Details

Vendors can select the Purchase Order Number to view the details.
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¥ Tip: An invoice can be created for this purchase order by selecting the “Create Invoice”

tab at top of the screen

| x PN Pendor
=ncP°ﬂTAL Home Create Invoice

” B CHEATE povincT

# Home  Purchase Order

Purchase Order Details
Purchase Order Number: PO559803

| Purchase Order Amount: $60,589.00
|
|| Amount Involced To Date: $59,377.22

Amount Remalning to Invoice: $1,211.78
| —

‘ = Line Itenns

Show 1 v erwies

Line ¥ Part/Dexcription
1 6QK-00001 Microsoft Azure Commerciot [EINNY

Shoan o lafdeolnes

BilL To

2001 Street SE
Washington. DC 20003

il
“ OCTO Central Recelving

Purctase Crders

Invoices Payments

|

Contract Number: CW47643

Ordered Date: 5/10/2017

Welcome PASS Team2

Suppller: DELL COMPUTER CORP

Quantity (Unit)

50

Deliver To

e

Name: Anthony Watkis

Search:

Price

$121.78

Comments ||

Account v

Log

Out

o

Line Total 1

$60,5892

Involces |]

00

e All the fields on Purchase Order details page are pre-populated from DC procurement
system (PASS) and are not editable.
e This page can be printed or exported to PDF or CSV format.
e Section 1 contains Purchase Order Number, Purchase Order Amount, Amount Invoiced
To Date, Amount Remaining to Invoice, Contract Number, Ordered Date and Supplier

name.

Price and Line Total of the purchase order.

e_ Section 2 contains Line Item details such as Line Number, Part/Description, Quantity,

———a-—Section 3 contains Ship To, Bill To, Deliver To, Point of Contact (POC), Comments and

Invoices tabs.
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_fé Note: The invoices tab in section 3 allows the vendor to obtain a list of invoices

related to the purchase order.

How to view Invoices on Vendor Portal

Standard Process

How to view invoices on the DC vendor portal
Overview

Performed by

Registered DC Vendor

Interface Used

DC Vendor Portal ( www.vendorportal.dc.gov )

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

¢ Inabrowser, open www.vendorportal.dc.gov
e Login from the home page of the portal with user credentials

There are two ways to view the invoices:

a. By selecting the Invoice button or Invoices on the Dashboard.

b. By selecting the Invoice tab on the Menu bar.

Page 18 of 31



Vendor Manual

***DGPORTAL

‘\ Welcome PASS Team2  Account - Log Out

——
L7

unnc‘lrﬂ./s‘: —
PORTAL Create tnvoice Fuwchase e ermlre', Payments

Invoices can befl a. Invoice button or Invoices on the Dashboard

found by selecting
‘-._\-‘-
any tab "

| =
223 ‘ Q
Invoices Payments

I [, ] [—

Last 30 days

Show 10 v eniries Search ™POF DSV
Irvolcn Armount Irrvoice Status ik O C Cormuments

ocTo PO559707 1v2 v POSS9707 57142017 S1,124 75 Estimated Payment da +iiore copy

QCTo POS559707 13 inv POS559707  5/1/2017 $1.4461.90 Estimated Paymentda  EEEEEE  copy

e Dashboard will display details of invoices for the last 30 days

e Vendor can sort by Agency, Invoice Number, PO Number, Create Date, Invoice
Amount, Invoice Status (Approved, Rejected, Pending and, In Review).

e Details can be exported into PDF or CSV formats.

e Vendor can search historical data of invoices by Purchase Order Number, Invoice
Number, Agency and Invoice Create Date.

b. By clicking the Invoice tab on Menu bar (to view historical invoices)

Welcome PASS Team2  Account » Log Out
- ncmz = og
==00ror7AL Home  Crestelnvoice  Purchase Order| |G |Favments Py
& Home fnvoices
| Search Involces
Purchase Order Number Invoice Number Agency @ Invoice Create Date &
P Select an agency La%t 30 Days =
I m m |
— —all
Show 10 v entres SESIEI:
Croate Data Involcs Amount 14 irvolcs Seatus DO Comirnts
ocTO Ad POS59696 54272007 $6.93  In Review copy
ocTo A3 PO559695 57272017 BHAB 10 Heview copy
ocTOD A%aT POSS9876-VA  523/2017 $1000 Rejecred PO Changed duri Edit
Copy
oCcTO 1 POS559876-V4  5/23/20V7 $1000 Rejected PO Changed duri Edit
Copy
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How to create and submit invoices

Standard Process

How to create and submit an invoice on the DC Vendor Portal
Overview

Performed by

Registered DC Vendor

Interface Used

DC Vendor Portal { www.vendorportal.dc.gov )

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

e Ina browser, open www.vendorportal.dc.gov

e Login to the home page of portal with user credentials obtained from the

e vendor registration process

e Vendor can create an invoice

e Three ways to create an invoice. (A) from the home page, (B) from the “Create
Invoice” tab, and (C) from the “Purchase orders” tab.
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Invoice can be

A. Create Invoice from the Home page

created by
selecting
‘create invoice
button

Welcome minds, creative  Account -
o N nc Yewdor
PORTAL m Create Inveoice Purchase Orders invoices Payments

55 1
Purchase Orders Involces Payments

* entries

FO Numbar Ordated Dato PO Ameunt 1L Action

Amount Involced to Date

FO561247 Req for tne items rv to re verfying KL OCTO 615/2017 %3,850.00 F000  Create Involce
FO561403-v5  Reguisition for contraczors f32016 EREDE ©CTO 6422017 3,850.00 $860.44 D
POS61478 req for Une Items rv to reduce EEN ocTo 6/2:2017 $3,850.00 $3,850 00 Fully Invoiced

e Select “Create Invoice” from any purchase order listed on the Dashboard
e The “Create Invoice” form will be opened

B. Create Invoice from “Create Invoice” tab

Invoice can be
created by typing at

Welcome minds, creative Account - Log Out

least 3 characters Of "(m{‘" fome Purchase Drders Invarces Payments [7 )
a PO in search PO \
b . Search P.O
OX ﬁ
( Type at least 3 charactlers ; oy

1

Purch Invoices Payments
Last 30 days
Show 10 = entrl Search: LTS N T
PO Murmibser L - - Iy Ordared Date PO Amoumt L Amount irvoloed to Date
PD561447 Req for Une items rv to re verfying EXEL®  OCTO 6/5/2017 $3,850 00 S0 00 Crasts invoice
FOS561403-VS Requisttion fo( contractors fy2016 EXEZ®  OCTO 64272017 $3,850 00 $860 44 Create (rmvolce

o Select the “Create Invoice” from the Menu bar
o The user will be prompted to enter the Purchase Order Number.
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e Enter the Purchase Order Number

e The “Create Invoice” form will be opened SHient Cragta il

button from
Purchase Orders tab
on menu bar
H H a“ n
C. Create invoice from the “Purchase Orders” tab
) Walcome minds, craative Arcennn = Lag Out
==DCESFL Pt R Payments ©
- Horme 1 o
Search Purchase Orders
Purchase Order Numbar Involce Number Agency @ Ordered Date @@
[T A EPE L T Selech MY ey Last 3000 bays
! » Show PO's that ara not fully involced m
Show W - entres Searls

Qrdwred Durter POy Asvwoart Th Arnount ivsolcnd 10 Diate

Ll Keq for tine ttems v to re veityimg BERIED  OC o 67572017 $3,850 00 6 OO Craste Imoice

PUOS61403 Requisition for contactors fy2016 OCTO Gr272O0N7 $32,55000 BHA0 44 Create Invoice

Vs

POS6GIAIR ey P s T p T pee o e ECIE  OCTO 6r2/2017 93,850 00 53,850 00  Fulty invoicad
amaunt

CO561371-V2  req for Une items rv changing OCTO 62/ 2017 $3,B50 00 64,000 00  Fully Invoicad

(R TS LW B AT B ALl D 2 Rt AL b g b e EBOITE OocTo 642372017 4,000 00 $2.000 00 Cruate Invaice

e Select the “Purchase Orders” tab from the Menu bar

¢ Identify the Purchase Order for which an invoice is to be created.
e Then select the “Create Invoice” button

e The “Create Invoice” form will be opened

e The create invoice form is divided into three parts: Invoice Details, Line Items, and
Remit to/Bill to.

Page 22 of 31



Vendor Manual

= DGPDRTAL

Welcome minds, creative  Account + Log Out

22 ncPORTAL Home Create Invoice Purchase Orders Payments e
# Home te Invor
Create Invoice m * Required
Vendor Invoice Number: * € Purchase Order Number: PO561447
Contract Number: 56789 PO Amount: $3,850.00
Involce Create Date: 643072017 Amount Invoiced to Date: $0.00
DC POC Emalt €@ DA O oty Amount Remaining to Invoice: $3,850.00
Tracking Number: @ Invoice Status: Open
Payment Note: €@ Packing Slp ID: @
Ship Date: @ - ]
Shipping Documents: (Max: 1GB) Additional Attachments: (Max: 1GB) @
File(s) to upload + Flle(s) to upload +
Choose File | No file chosen n Cpgqnglle| No file chosen n
=Line ltems
Line # PO Line Referance Part/Description Quantity (Unit) Price Line Total
1 1 line 2 o of 10 $500.00 $0.00
2 2 line 2 0 of 10 $1,000.00 $0.00

Total amount: $0.00

Supplier Name:

creative minds rv

Supplier Address:
xyz
herndan, va 56789

255 characters left

Invoice Details:

e Vendors must enter a unique Vendor Invoice Number (which is a mandatory field. All
other fields may be required). Supporting shipping documents and other documents
can be uploaded by clicking on “browse” and selecting the file.

Pre-populated fields from DC procurement system (PASS) include Contract number,
Invoice Create Date, Purchase Order Number, Purchase Order Amount, Amount
Invoiced to Date and Amount Remaining to Invoice.
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e Portal will display all the line items from purchase order. Vendor must enter the
quantities per line item. Portal automatically updates the total amount based on line
item quantities entered.

Line Items:

Remit to / Bill to:

e Remit to and Bill to sections are pre-populated from DC procurement system (PASS).
The vendor can enter comments in the “Comments” section. Once the invoice is
submitted, portal will generate a message of its successful submission and processing.

~

Q Tip: System will not allow duplicate invoice numbers

# Note:
Invoices must be submitted upon creation; they cannot be saved for later submission

Vendors cannot create an invoice if the “amount to be invoiced to date” is equal to $0.00
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How to view rejected invoices and edit the invoices

Standard Process
How to view and edit the rejected invoices and re-submit on vendor portal

Overview

Performed by
Registered DC Vendor
User Interface

DC Vendor Portal (www.vendorportal.dc.gov)

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

e Inabrowser, open www.vendorportal.dc.gov

e Login from the home page of portal with user credentials.

e Select Invoices tab on menu bar at top of the page.

e |dentify the rejected invoice by using Purchase Order Number, Invoice Number,
Agency or Invoice Create Date.

The results can be sorted by the following field names: Agency, Invoice number, Purchase
Order number, Create Date, Invoice Amount, Invoice Status by selecting the up/down arrow
buttons next to the field names.

e Users can view comments for the rejection reasons.
e Select the “Edit” button in the Action column to resubmit the rejected invoices.
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¥ Tip: Only rejected invoices can be edited.

Invoices must be submitted upon creation; they cannot be saved for later
submission.

Welcome minds, creative Account - Log Out

e Dc?’é«dat )
— PORTAL Home Create Invoice Purchase Orders Payments o
® Home I

Search Invoices

Purchase Order Number Involce Number Agency € Involce Create Date €@
B H Select an agency Last 30 Days -

Shows 10 v entries Search: LaPDF  [HCSY

Agency Involce # Croate Date Ik Armornt | trvolce Status BC Comments = Action

oCcTo VING549 POB61A35-  6/26/2017 $10,3901 || In Review copy
V3

ocTa VIN3435 POSE1403-  6/26/20V7 5200 00 || In Review Copy
Vs

QCTO splt2chand rv-¥3  PO561565  6/22/2017 $700.62 | In Review Copy

ocTo sput 2 mvprud POS61524  6/22/2017 $2,43100 | Rejected rejecting second  EXEGE Edt | Copy

ocTo saku dup inv-v2 POS561483-  6/26/2017 54,039.32 || Approved Estimated Payment copy
v2 - -
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The following screen appears when the user selects the edit button.

Welcome minds, creative Account - Log Qut
P Pemder
=DCPORTAI. Home Create Invoice Purchase Orders

Payments e

* Home re n

Create involce m m

Vondor Involce Number * &8 froe 1o iirl'j and verfysurv-v3 Purchase Order Number: PO561584-V3

Contract Number: €245678 PO Amount: $10,500,00

Invoice Create Date: 74542017 Amount Invoiced to Date: $10,500.00

DC POC Emall: € Amount Remalning to Invoice: $0.00

Tracklng Number: 9 Involce Status: Open

Payment Note: € Packing Slp ID: €0

Ship Date: € m

Shipping Docurments: (Max: 1GE) i Additionasl Attachmunts: (Mo 1GB) i

| Cnoose File | No hle choten B u | Shoose Fue | No file chosen u

E A3 Mo (Hes Taawes bos D upbogseioad S04 o thiy voesions -|

E Line ltems.

Una & PO Line Refursnca et/ Dascription Crumntity (L

1 2 Lire 2 () of 2 51,000.00 ‘$0.00

Totali amount: $0.00

Supplier Name:

Cheative PIRGS 1V

Suppliar Address:
wyz
herhdan, va 54789

255 characters teft

e A new version of the invoice will be created.

e Users must complete all the mandatory fields and make necessary changes to
address the comments.

_Lé Note: When re-submitting the invoices, please attach all the supporting documents.
Earlier submitted supporting documents will not be available in the system.

e Comments can be added in the vendor “Comments” section.

e After comments, have been made, select submit button.

¢ Once submitted, a new version of invoice will appear on the dashboard with the
invoice status as “Pending” as highlighted in the screen below.
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N ncPOITAL Hame

Create Invoice Purchase Orders Payments

# Home  Invoices
Search Involces

Agency @
Select an agency

Purchase Order Number Involce Number

- Purcbase Orecer Munbe frowo g b na

C Sestch

1‘”.”'(DGPORTAL

Welcome minds, creative  Account » Log Out

o

Invoice Create Date @)
Last 30 Days =

Search: APDF  @HCSV

DC Comments

Create Date | Involce Amount Ivolce .‘:tatus

QCTo0 INV55434 PO561481-  345/2017 $3,463.37 Pending
L— . a2 !

QcTo iny 2 PO561595  775/2017 $6,500.00 1n Review

QCTO iy ey PO561595  7/3/2017 $7,500.00 In Review

oCTo PO561505-¥2 inv1  POS561505-  7/3/2017 $10,000.00 In Review

V2
acCTo inv sb2 PO561584-  7/3/2017 $407.72  in Review

2

Copy

Copy

Copy
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How to view payments

Standard Process

How to view the payments on the DC vendor portal
Overview

Performed by

Registered DC Vendor

Interface Used

DC Vendor Portal ( www.vendorportal.dc.gov )

Supported Browsers

The following Internet browsers: IE, Chrome, Edge, Firefox or Safari

Procedure Steps

e Inabrowser, open www.vendorportal.dc.gov
e Login from the home page of the portal with user credentials

Vendors can view payments made in the last 30 days.
(a) by selecting the payments button or payments on dashboard, and

(b) by selecting the payments tab on the menu bar
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***DBPORTAI.

Payments button or Payments on the Dashboard

Payment
button or

payments o H-_‘h‘“‘"““-w-. Wetcome minds, craative  Account w Log Out
on (o OrffErs— e . o : ©
— i i

dashboard D “‘m,w!

Purchane oo P o
- — — E— Last 30 days

Search

Show 17 x| entries

LR T P T

oCTo FPOEoydz0-w2 FOSE1320 e | 5:30/2017 VOETIIIP 75605 90R6 Ortiths
ocTo POSEIZ543 [L-ETIELERYS ] 553072017 VOENOZE 75581 902 Detaits
ol o) POS61328-v3 PRI EEE e 2 e 5¢2£°2017 WOE7O945 75173 8096 Detaia

Shawing 119 3 of 3 envries

Payments tab
b. Payments tab on the Menu bar from menu

: !
<A *Dc?iwa’nx
_— PORTAL m Create Invnice Puichase Orders Inveices ||

Welcome minds, creative ACCTOUNL Log Out

—
- @

a7 90 3

Purchase Orders Invoices Payments
Pt e — E—T—
Last 30 days
Show 11 | enmies Search:

Chack #/ACH R

QcTo POS61270-02 PO EE12TO e | 530 2017 WOE7I029 75605 9086 Details
[=lg g POGSGI35205 FO361352.53 5¢30:2017 VOE71028 TS558 2031 Details
ocTo FOS613268-w3  #3361328 1w 2 v 5/2272017 VOET0945 75173 80%6 Details

Showing 1to 3 of 3 entsies

e Vendors can search payments by the following fields: Purchase Order Number,

Invoice Number, ACH/Check #, Voucher Number or Payment Date.
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AN Fender
=ncPDRTAI. Home Create Invoice Purchase Orders

A Home Payments
Sea rch Payments

Purchase Order Numbher

Paymem Date @
Last 30 Days

Show - entries

livwouce Create Date

***DGPORTAI.

ACH/Check 8 Voucher Number

Search:

AL Chaeck #

Farrrmaent Arront Action

ocTo PO561450 INVinve561450-v2-1517G32 &/21/2017
ocTo PO561514 INVinv561514-1516884 6/13/2017
OCTO PO561501 INVIn561501-1516856 61272017

VOE71423 76535 $1,200.00  petans
VOE71267 65464 $100.000.00  paails
VOE71238 75944 $50,00000  pagans

e By selecting the Details button under Actions, vendor can view payment details as

per screen below

$ Payment Details

Payment Detalls

Agency: OCTO

Purchase Order number: PQ561483-v2
Payment date: 6/26/2017

Payment Amount: $4,039.32

Paymaent type: DIRECT DEPOSIT - CTX
Estimated payment date: 7/26/2017

Invalce number: INVsaku dup inv-V2-1517095
Involce create date: 6/26/2017

Voucher number: VOE71492

ACH/Check Number: 65464

Creditad ACC number (Last 4 digits): 7465

e Vendors can view the Agency Name, Purchase Order Number, Invoice Number, Invoice
Create Date, Voucher Number, ACH/Check #, last 4 digits of bank account for ACH

payments.

e Vendor can export the details to PDF or CSV formats.

- END OF DOCUMENT -
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View Rejected Invoices, Edit and Re-submit

***DGPORTAL

Standard Process

How to view and edit the rejected invoices and re-submit on vendor portal
Overview

Performed by

Registered DC Vendor

User Interface

DC Vendor Portal (www.vendorportal.dc.gov)

Supported Browsers
The following Internet browsers: IE, Chrome, Edge, Firefox or Safari
Procedure Steps

1. Inabrowser, open www.vendorportal.dc.gov

2. Login from the home page of portal with user credentials.
3. Select Invoices tab on menu bar at top of the page.

4. |dentify the rejected invoice by using Purchase Order Number, Invoice Number, Agency or
Invoice Create Date.

5. The results can be sorted by the following field names: Agency, Invoice number, Purchase
Order number, Create Date, Invoice Amount, Invoice Status by selecting the up/down arrow
buttons next to the field names.

6. Users can view comments for the rejection reasons.

7. Select the “Edit” button in the Action column to resubmit the rejected invoices.

A%
S Tip: Only rejected invoices can be edited.
Invoices must be submitted upon creation; they cannot be saved for later submission.




View Rejected Invoices, Edit and Re-submit

Peader

***DGV

PORTAL

Welcome minds, creative  Account » Log Out

*
= ncPORTAI. Horne Ceadte nvoice Purchase Orders - Payments e

#Home  lwoiges

Search Invoices

Agency @ Invoice Create Date €
Select an agency Last 30 Days X

Search: (APDF  (HC5Y

Involcs Status

Purchase Order Number Invalce Number
Putatiiec Onder Nanabies
Show 10 v entries
fmvolce 8 | Create Date

OCTO VIN6549 PO561435-  6/26/2017
V3

OCTO ViN3435 PO561403-  6/26/2017
\'E)

OCTo spit2chand w3 PO561565  6/22/2017

OCTO spbt 2 wnwvprud PO561524  6¢22/2017

0OCTO saku dup inv-v2 PO561483- 642672017

vz

$10,390. Tll In Review Copy
2200 n Review Copy
5700, In Review Copy
|
52.?-31.00|J Rejected rejectng second  ELERE Edit || Copy
SA.O!‘?.?)J Appraved Estimated Payment [ sore | Copy
! =

8. The following screen appears when the user selects the edit button.

Q e c/rn,/ur

PORTAL Home  Create lnvoice  Puichase Orders m Payments @

A Home Create hwvone

Create Invoice

e ion ol 1his invoice will be created

Walcome minds, creative Account - Log Out

“ A3 Ny Dlod hove to b

¢ lnvelce B v to ro] and verfysurv-v3
Contract Number: cz45678
Involce Create Date: 7/5/2017

DC POC Email: €@
Tracking Number: @
Payment Note: €p
Ship Date: €p

Shipping Documents: (Max: 1G0) €3
Fllais) to vplosd

o Choode Fiie  Na file choven

Masiedisdd agpaiis o) Uhbe ussrebipen [l

B L iterns

Linwe # O Line Roforence Praart) Dhasripticn

Purchase Order Number: POS61584-v3
PO Amount: $70,500.00
Amount invoiced to Date: $10,500.00
Amount Remalining to Involce: $0.00
Involce Status: Open

Packing SUp iD: @

Additonal Attachiments: (Max: 169)i

| Choose Fie | No file chasen n

Quartity (Unity = Linvs Totael

2 une 2

Supplier Name:

creative iminds rv

Supplier Address:

nyz
hern

dor, va 546789

B8iILTo

M of 2 $1,000.00 $0.00

Total amount: $0.00

255 characker s af
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10. Users must complete all the mandatory fields and make necessary changes to address the
comments.

! Note: When re-submitting the invoices, please attach all the supporting documents.
Earlier submitted supporting documents will not be available in the system.

9. A new version of the invoice will be created.

11. Comments can be added in the vendor “Comments” section.
12. After comments have been made, select submit button.

13. Once submitted, a new version of invoice will appear on the dashboard with the invoice
status as “Pending” as highlighted in the screen below.

Welcome minds, creative  Account v Log Out

* * P Hender
=ncPORTAI. Home  Createlnvoice  Purchase Orders Payments 9

»*

# Home  Invoi
Search invoices

Purchase Order Number Invelee Number Agency @ Invoice Create Date @
Porciones gl Nendnes Select anagency Last 30 Days v

Search:

Create Date I Invoice Amount Involce Status
oCTo INV55434 POB61481-  7/5/2017 $3,46337 Pending Copy
L = e -
OCTOo inv 2 POS61595  7/5/2017 $6,500 00  in Review Copy
0oCTo invire FO561595  7/3/2017 $7,50000 inReview Copy
oCTo PO561505-%2inv | POS561505-  773/2017 $10.000 00  In Review Copy
V2
oCTo inv sh2 POS61584- 74372017 $407.72 inReview Copy

3

- END OF DOCUMENT -



