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Technical Support

Check the ‘Help Menu’ item for online assistance. Additional support is available via the Help Desk.
Help Desk contact information is available on the Supplier Home Page.
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Purpose of This Document

This document is designed for use/reference by suppliers who have already signed up as an
InvoiceWorks user. This document explains how to use InvoiceWorks to create invoices and then
submit these invoices to your customers. In addition, this document explains how to use other
InvoiceWorks Supplier functionality such as searching for invoices, checking on invoice status, and
creating a dispute for an invoice.

If you have not yet signhed up with InvoiceWorks, please refer to the InvoiceWorks Supplier Enroliment
Guide.

1. How to Access the InvoiceWorks Supplier Website and Sign In

Using Internet Explorer, go to the following address https://airlines.invoiceworks.net. If necessary click
on Go to Supplier on the bottom left screen.

Bookmark this page by following the menu path: Favorites > Add to Favorites.

The InvoiceWorks™ Welcome screen will open.

More Information Existing Users Sales and Marketing
Mare Information If vour company already uses Invoice\WWorks. and you have an
InvoiceWorks User D, enter your User ID and Password and
For assistance signing up or signing in to InvoiceWorks, click the "Sign In" button
please contact Support at helpdesk @iataiv.com or . e
1-377-452-2044 (domestic) or 1-512-531-6332 UserID: | |
{international). . e
Password | |
Forgot vour password? Forgot vour User D?
MNew Suppliers

If your company is NOT already using InvoiceWorks and have
received a letter from one of your Customers. click the Sign Up
button below to sign up as an InvoiceVWWorks member

Go to Pawver

Under Existing Users, enter the InvoiceWorks User ID and Password that you chose when you signed
up and click on the ‘Sign In’ button.
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Main Menu  Quick Links My W Home Help Welcome John Smith
Supplier Home

System Messages - =

[ opses moces o |

Mo invoices updated eince laet login. Ust yuui Arfielican Expross
merchant account for faster
payments and less rizk. | o tind out
more about having funds deposited
directly to your merchant account, or
to =ign up for @ merchant account,

_, Invoices :
call American Express at

1-AM-TAKF-CPC nr 1-AMM-AZ7_3272

American Exprese On line
Merchant Scrvices

4 Purchase Orders
American Express Merchants can
track submizsions and pavments on
line via the American Fapres= On lins
Merchant Services (OMS] tool.
Click thie link to enroll and log in.
Amcrican Expreas On fing Merchant

Services

Unpaid Invoices

m Dizpute (0)
W Submitted (1)
Total Unpaid Inveoicas: (1)

Once you have signed into InvoiceWorks Supplier, you will be directed to your home page on

InvoiceWorks Supplier.

» The left hand column lists invoices with updated statuses since you last signed into InvoiceW orks
and draft invoices that have not been submitted which are waiting to be completed and submitted.

* The right hand column contains messages and news about InvoiceW orks.

There are two ways to access the different features of InvoiceWorks:

* Main Menu: By clicking on the Main Menu item, a list of features available to you in InvoiceWorks
will be listed. Simply click on the desired activity.

» Graphical Features: Click on the feature on the graphic and a list of activities will be listed. Simply
click on the desired activity.

Main Menu  Quick Links

Administration

My User Profile [

Manage Users

Company Profile f

™

Invoices
Draft Invoices-Search/List

Draft Invoices
Invoice Entry
Invoice File Upload

Invoice Entry

T

Invoice File Upload

Purchase Orders Invoice Search FI’S
FPurchase Order Search \
Purchase Order Worklist

Reporting

Invoice Search
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2. Create Non-Purchase Order Invoices

2.1  Non-PO Invoice Entry Screen

From the menu, click on:

e Main Menu

* Invoice Entry

* Non-PO: The Non-PO Invoice screen will open
» Select the customer you are billing

» Enter the invoice information

Supplier User Guide

Invoice Entry

| Attachrents ]

Customer BearingFoint Paymznts  Addresses  MNotes
= Z70 Peachiree Strest, NV 5 - ~
BearingPoint  aiarta G US Status Draft Location IO | Project ID | | =
Businesz Unit Source onfine entry  Department ID | Activity D | |
b Mimbes ! Inv: Type Non-PO e | Customer Or?er |
= m M....
Vo f = Vendor ID 0000004300 1 4
Invoice Date X _I _1 Operating Unit IO | Ship/Service Date ! | i~
Project | 3
[ Cluantity Unit of Meazure Ref#Part# Description Unit Price Line Total
® a1 o] | [l | = | 0.1 0.00
Serial Humber | AzzetTag# A=zt Profile ID | iE|
I - |
ﬁ Emphbyes D _i_racking Nber Respurce Type i | ’|
Rezource Categery | |
—a—
Sub Total 0.00
Higcellaneous Tax 0.00 IE|
Freight D_DD:
Currency' Total Due 0.00 m

Sample Screen

After entering the necessary information on the main screen, additional information can be entered on
the Payment, Address, and Supplier Notes tabs.

Simply click on the tab name to switch to that tab and enter in the necessary information.

V6.0
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Bill To
Hame I | Country | |
Street | | | | State | |
City | | Zip Code / Postal Code |

Header Payments  Addresses

Vendor Motes:

2.2 Enter Invoice Details

Enter the details of the invoice. Below are just some of the fields that are normally required when
creating invoices:

 Company

¢ Invoice Number
* |nvoice Date

e Quantity

e Unit of Measure
» Description

e Unit Price
* Currency
e Customer

specified fields*

*Customers may require different information from suppliers when invoices are submitted. These items
will be flagged as required and InvoiceW orks edits will inform suppliers of any missing or required

information.

Adding additional invoice lines:

« For additional invoice lines, click on the ‘Add a Line’ button E located on the left side of the line

labels.

V6.0
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2.3 Invoice Actions
While creating an invoice there are four main actions that can be done to the invoices:

* Delete Draft — Delete the invoice
» Check Edits — Verify that all required fields on the invoice have been completed
» Save as a Draft — Save the invoice so it can be completed at a later time
e Submit Invoice — Submit the completed invoice for payment
||

i

. . . I . .
Click on the slider icon | on the left side of the screen to access these actions.

When the slider icon is clicked, a part of the screen slides out which lists the available actions for that
screen. To close the slider screen, simply click on the slider icon and it will close.

Delete Draft

Check Editz Busziness

Save Draft

F3E14

Submit Invoice
Invoice

Vendor Nw

d

In addition to the actions on the slider screen, there are easy access actions which are at the bottom
right corner of the Invoice Entry screen. These actions are:

Submit

V6.0 7
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2.4 Check the Invoice

Click on the ‘Check Edits’ action on the Slider screen to verify that all required items on the invoice are
correct.

Delete Draft
Check Edits
Sawve Draft

Submit Invoice

When you click on the ‘Check Edits’ action and certain required fields are blank or incorrect, the invoice
will not pass edits and the fields that are missing or incorrect will be highlighted.

Unit of Measure Ref&Part# De=cription

V6.0 8
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At the same time the ‘Edits’ slider will appear on the right side of
the screen and provide details about each of the fields that did not
pass edits. You will not be able to submit your invoice for
payment until the invoice has passed edits as required by L
your customer. from the drop down list

Line #1

The Lecation - Requestor iz reguired

Line #1

Pleaze make an entry in the Description
field

. . . . Line #2
Once the invoice fields that have issues are corrected and the i

The Unit of Meazure must be selected

‘ ) Recheck [ . . from the drop down list
Recheck’ button |s clicked, a message will appear on = e
the screen that indicates that the invoice has passed edits (see i _ N
. 4 Pleaze make an entry in the Description
below): || e

L E This invoice passes edits,
-

2.5 Save Invoice as Draft

If you are not ready to submit the invoice you can save the invoice as a draft by clicking on the ‘Save

Draft’ action on the slider screen or you can click on the save button in the lower right corner of

the screen.

Delete Draft

Check Edits
Save Draft

Submit Invoice

A message will appear on the screen that indicates that the invoice has been saved as a draft (see
below):

.-1’ ! E Invoice successfully saved,

V6.0 9
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To view draft invoices click on the ‘Main Menu’ item on the menu and choose the ‘Draft Invoices’
feature.

Invoice Diraft List

Invoice Number Invoice Date PO Number Creation Date Customer Total Due Currency
Testl23 332005 21412008 Right Management o uso Failed
TestdSs 342008 4/2008 Right Management .00 ush Failed

Draft invoices can be sorted by clicking on the title of any of the columns. For example, clicking on
‘Invoice Number’ or ‘Total Due’ will sort all draft invoices by that column.

Draft invoices that have passed edits will have a ‘Pass’ in the ‘Pass Edits’ column. Draft invoices that
have not passed edits will have a ‘Fail’ in the ‘Pass Edits’ column.

To make changes to draft Invoices or to complete and submit the draft Invoices, click on the
Invoice Number link for the particular invoice.

V6.0 10
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2.6 Submit Invoices

Once an invoice is complete and passes edits, you can submit the invoice by doing one of the following:

* Clicking on the ‘Submit’ button in the lower right corner of the invoice entry screen
» Clicking on the ‘Submit Invoice’ action on the Slider screen

The invoice will now be routed to your customer for approval and payment. A message will appear on
the screen indicating that your invoice was successfully submitted (see below):

Microsoft Internet Explore

V6.0 11
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3. Create Purchase Order-Based Invoices
From the menu, click on:

* Main Menu

* Invoice Entry

* PO: The PO Invoice screen will open

» Select the customer you are billing

e Enter the invoice information

To create a PO Invoice, click on the ‘Purchase Order Search’ option on the Main Menu.
Purchase Order Search \

You will then be presented with the ‘Purchase Order Search’ tab as seen below:

Customsr Name

=

ot

Purchase Order Dates

F‘FZI Total

I Search

Using this search tab enter the PO number or other criteria to find the PO. Then click on the hyperlinked
PO Nbr to open the PO.

PO Mbr Customer
DOO0003SE3 BearingPoint
HI I H TSR] BearingPoint

V6.0 12
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The purchase order will open up as seen below:

Purchase Order Display

Purchase Order |ISIETTN I

Customer BearingPoint Notes
—. 270 Peachiree Street NW/ Business Unt  USAD
Bearingfint  syanta, GA US i
PO Number BODOUOISE3 o St
PO Date 82172004
| ’ Line tibr Quantey UntofMeasure  Refs/Par Descrption Unt Prics Line Total
1 4 Each Moredirect - 4gigabit cards for migration 226.95 §07.80
|
4
)
Currency ush Total Due 807.£80
I
4
Click on the left tab |[l and then click the Create Invoice action. The purchase order will then be

1]
flipped into an invoice as seen below:

V6.0 13
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Invoice Entry

'M Attachments ]

Customer BearingPoint F‘ayments

Addresses  Notes

270 Peachtree Strest, NW

—
Bearingfoint  ptianta, GA US Shaiss Ursit

Source online entry

Businezs Unit |USA01-BearingPoint, Inc.

Inv. Type PO

Inveice Number

|3 Wendor ID 0000004300

Invoice Date |
PO Number 0000003582 [E

Buyer Mame | Famiglistti, Debra A |

Ship/Service Date |

[ PO Quantity Unit of Measure

Line Total
507.80

Description Unit Price

4] [Each (Ea)

e 1)

Moredirect - 4gigabit cards for '3'i

226,95

|| Serial Number |
4

—a—
Sub Total 507.80

WMizcellansous Tax noo| M

Freight 0.00

Currency usp Total Due S07.80

From this point invoicing is similar to a Non-

Sample Screen

PO invoice (see section 2 in this document). Just fill in the

appropriate fields and click the ‘Submit’ button when the invoice is complete.

V6.0
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4. Other InvoiceWorks Supplier Functionality

4.1 Add Attachments to Invoice
Supporting documents can be attached to the invoice by clicking on the ‘Attachments’ tab.

NOTE: The invoice must be saved as a draft before attachments can be added to
the invoice. To save the invoice as a draft, please click on the ‘Save’ button or
‘Save as Draft’ Action.

After you click on the ‘Attachment’ tab, you will be directed to the screen shown below:

Invoice Approval Stops  Issues  History

Customer Right Managsment File Name Upload Date/Time

i <338 1818 Market Street edits.wpg Sample Attachment 5.KB 2006-03-04 18:06:59 Test Vendori
el Philadelphia, P& US

Invoice Number 123

Invoice Date 3/3/2008

Add Attachment

To add an attachment:

* Click on the ‘Add Attachment’ link

» Click on the ‘Browse’ button to select the file(s) to attach to the invoice
» Enter in a description of the document to be attached

» Click on the ‘Upload’ button to attach the document

Add Attachment

Add Attachmentz

File Hame| |[ Browse.. |

De=criptien | |
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View Attachment

To view an attachment, click on the filename EQISWET  gpd the file will either be opened
automatically or you will be asked to save the file or to open it.

When attachments have been successfully added to the invoice, the ‘Attachment’ tab will have papers

attached: E Each invoice can have documents attached by the supplier and/or by the customer’s
approver(s).

Delete Attachment

The ‘Delete Attachment’ icon El will delete the associated attachment. Attachments cannot be
deleted once an invoice has been submitted.

4.2 Invoice Approval Stops

Invoice Approval Stops

A list of the customer’s approvers, when they were notified, and if the invoice has been approved can
be seen on this screen.

Invoice Display

Invoice  Attachments [EEGWGTEIRSGIEN |ssues  History

Cusztomer Right Management Diate Motified

“% 1818 Market Street foly 3mith Epoenicle
& Philadelphia, PA US

Invoice Number Test123

3472006 6:28 PM

John Roberts §00-999-8959

Invoice Date 332006

V6.0 16
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4.3 Dispute or Create an Issue for an Invoice
From the ‘Invoice Display’ screen, an invoice can be disputed by creating an issue using the ‘Issues’

tab. Invoice Display
Invoice  Attachments  Approval Stops History
Customer Right Management | There are no ssues on ths nvoice
nvoice Number
nvoice Date 37372006
| w
Wessage
..t |
[ pace invorce in Dispute

Click on the ‘New Issue’ button to create a dispute/issue. A pop-up box will be displayed

on the screen where the dispute/issue can be entered. Click done when the dispute/issue has been
completed. One or more customer approvers will be notified that an issue has been posted for this
invoice. The supplier who posts an issue will receive an e-mail notification of any issues or issue
responses posted by the customer’s approvers.

Invoice  Attachments  Appreval Stops History

Customer Right Management

@ 1312 Markst Strest Nike Jones 3472008 1018 PN Pleaze srovids suppoting documen-ation
L Phiadelphia, P4 US

Invoice Humber Test123

Invoice Date /2006

@ Supporting loc
Started: 3/4/2006 10:156 PM
Started By: Mike Jones
Lest Post: 3/4/2008 10:16 PM
# of Postz: 1

V6.0 17



InvoiceWorks

Supplier User Guide

Click on the ‘Reply’ button to create a response to a dispute/issue. A pop-up box will be
displayed on the screen where the reply can be entered. Click ‘Done’ when the reply has been

completed. One or more customer approvers will be notified that a reply has been posted for this
invoice.

Post Reply

lMeszage

[] Place Inveice In Dizpute (] Make Meszage Private

4.4 Invoice History

Invoice History
A history of the invoice to date is available by clicking on the ‘Invoice History’ tab.

Invoice Display

Invoice  Attachments  Approval Stops  Issues

Customer Right Management Date/Time
. Y 1518 Markst Strest /42008 10:24 AM HMike Jonez InvoiceWorks.azpx Invoice Created by VWendor Online Entry
Sl Philadslphia, PA U3 3412006 10:28 AN Mike Jones InvoiceWorks.azpx Invoice Submitted
Invoice Number Test123

Invoice Date 332006 H

V6.0 18
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45 Search for Invoices and Check Invoice Status Online

Once an invoice has been submitted, it is available for review.

Click on the ‘Main Menu’ item on the menu and select the ‘Invoice Search’ feature.

» The Invoice Search window will open
* This window will give you the option to search for one or
more invoices

One or more invoices will be displayed that match your criteria with
summary information about the invoice. The list of invoices can be sorted
by clicking on the title of the column. Click once to sort in ascending order
and again to sort in descending order.

If you are not able to obtain the status of an invoice on the website, please
contact your customer for further information.

Click ‘Search’ to see all submitted invoices. No invoices will be found if no
invoices have been sent. To search for all approved invoices submitted to
a specific customer, enter the customer’s name in the ‘Customer Name’
field, select ‘Approved’ from the drop down box in the ‘Status’ field, and
click on the ‘Search’ button.

Download Search Results

Supplier User Guide

Customer Name

Payment Ref Nbr
i

Invoice Nbr

PO Nbr

Invoice Type

Invoice Dates

! -]
= &

Statu 2

Payn]c—nt Dale

[ @

Search I

Note: Wildcards (*) are acceptable in Customer Name, Invoice Number, PO Number and Check

Number fields.

Invoice Nbr Customer Business Unit Invoice Status Due Date Total Due Payment Ref Nbr

Invoice Type | PO Mbr | Invoice Date

Test133 Right Management Right Management Nen-PO N32008 Submitted 332008 &,120.00

123 Right Managsment Right Management Non-PO 33iz008 Submitted 343/2006 375.00

V6.0 19
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Invoice Details
Click on the ‘I nvoice Num ber ' to see the details of the invoice.
A separate ‘Invoice Display’ window will open with the invoice details. See below:

Attachments I Approval Stops I Issues [ History [

Customer BearingPoint Payments Addresses Supplier Notes  Status

— 270 Peachires Street, NW Status Approved Location D USADDE Project D
BearingPRoint  ananta, G4 US

Source oniine entry Depariment D 8130010 Activity D
i t US4 o [
Business Unk USA1E-BearingPoint USA. nc. | L0 s poap0 GL Accounts 16000010 Customer Order libr BES37830
Invoice Number CRPMPMD22_1012074
Vendor D DO00004300 Operating Unt D 400000 ShiprService Date 08/01/2008

Invoice Date &/1/2008
Progct Busness Unk USADY

# Quantity Unk of Measure Ref*/Part® Cescrption Unit Price Line Total
" o1 1 Each (EA) 310-5807 :ﬂ?ﬁaﬁﬂﬁ;ﬂﬁ PR 5203 5203
1 H 1 Each (E4) 310-5810 S100CN CY.AN TONER 176.93 176.93
ll M2 1 Each (EA) 310-2803  5100CN TONER MAGENTA 176.93 17693
o s 1 Each (E&) 310-5808 S100CN TONER YELLOW 176.92 176.83
e/
Sub Total 58282
Miscelaneous Tax e @B
Freight 3269
Currancy uso Total Due 68651

Sample Screen

V6.0 20
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5.1 Edit My User Profile

Supplier User Guide

To change your user information, click the ‘My User Profile’ from the Main Menu. This will take you to
the ‘User Profile’ screen. You may change any of your user information by clicking on the tab with the

information that you want to update, entering the changes into the appropriate boxes, and pressing the

‘Done’ button. Each of the different ‘User Profile’ tabs is listed below.

User Profile

Change Password
Change ldentity O & A

Email Options  Locale Options  Security  History
Change Password Skt A e
R Logon I testwendori
First Name | Wik |
Last NamelJunss |
DepﬂrtmentlAF‘. |
Title | Analyst |
Phane Number |BBS-£§E§—§EBB |
Email Address |mjunas@v&ndur1.com |
|
Locale Options  Security  History

Email Adl:lressjl mjones@vendor.com

Receive Email Notifications for:

Invoice Denial
Inveice Total Change

Dizpute Resolution

V6.0
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User Profile

General Email Options EEGEEROGGES Security  History
Change Passward
Change Identitv O & A
Language
| English v
Lacale
| English (United States) v
Time Zone
| (GMT-08:00) Pacific Time (US & Canada); Tijuana |
=
4 General Email Options  Locale Options  Security
Change Password Status  Active
Change dentity 0 & A Last SignIn 3/4/2008 10:44:19 PM (GMT)
DateTime User Action Description
3/4/2006 2:03:12 PM Mike Jones r Modifi

| caoce | oone |

| A General Email Options  Locale Options History

Changes Passwaord
Change dentiv 0 & A i

User

Admin

V6.0 22
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6. Support Information

V6.0

Check the ‘Help Menu’ item for assistance with that screen and for additional links to more
extensive help.

If you would like to submit invoices through InvoiceWorks by uploading a file of invoices or if you
would like to transmit invoices via automated FTP, please contact the Help Desk. Help Desk
information is available on the Supplier Home page under messages.

InvoiceWorks Submission Methods
Once you have completed this process, you will immediately be able to submit invoices through
InvoiceWorks™ via the online entry method (i.e., keying in the invoice online).
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