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PREFACE

1.1. Introduction

This is a user manual for Government Personnel (COTR/CO/FCO).  It includes step by step instructions on how to use the Electronic Invoicing System (EIS).

1.2. System Requirements

· Pentium processor with a minimum of 16MB of RAM (166 MHz with 32 MB of RAM recommended) 

· Microsoft Windows 95, Windows 98 or Microsoft Windows NT 4.0 
· Color graphics monitor with a video card supported by Microsoft Windows 95, Windows 98 or Windows NT 

· Free space required on your hard disk: 100MB

· End-users require Internet browser software such as Microsoft Internet Explorer 4.x or above and Adobe Reader 3.x to view/print PDF format.   Also, end-users require an application such as MS Office 97 on their computer to fill print and route Excel Spreadsheets, MS Word documents, etc.

1.3. Audience

Government Personnel (COTR/CO/FCO)

1.4. Scope

This manual only covers how to use the EIS system.  The users for this manual are assumed to have accounts set up already; namely, he/she should have user name and password for login as COTR/CO/FCO.  The instruction for setting up the account is not covered in this document.  However, one may contact the EIS system administrator or the Accounting Office (AO) to set up the account.

1.5. Symbols

· Indicates instructions or actions the Government Personnel need to perform.

· Indicates the description and/or explanation of the actions.

2. GENERAL NOTES:

· There are three group of approval officers, such as Contract Officer Technical Representative (COTR), Contract Officer (CO) and Fund Control Officer (FCO).  Approval officers log in the EIS as Government Personnel.  
· COTR is the first level approver; CO is the second level approver; and FCO is the third level approver.  
· After a Contractor submits an invoice, the invoice will be placed in the COTR’s approving bin.  After COTR approves an invoice, the invoice will be moved to the CO’s bin. After CO approves an invoice, the invoice will be moved to the FCO’s bin.
· The current version of EIS (version 2.0) allows the COTR, CO and FCO of that region to view and approve all invoices associated with that region

· For security reasons, the system will time-out after a user leaves the EIS page idol for 30 minutes.   In other words, the system will log out the user, and the user will need to re-login in order to continue.
· To approve an invoice, approval officers must complete all the fields in the approval screen (Figure 5, 5.1, 5.2) except “Add your Comments”.

3. INSTRUCTIONS

3.1. User Login

· Bring up Internet Explore and type “https://www.marad.dot.gov/eis/” at the Address box to start the EIS web application.

· On the EIS home page (Figure 1), there are three buttons.

· “Contractor” button is for Contractors to use.

· "Government" button is for Government Personnel (COTR/CO/FCO) to use.
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"Instructions" button is for both Contractors and Government Personnel (COTR/CO/FCO) to view the EIS user manuals.

Figure 1 (EIS Home Page)

· Click “Government” button to go to “Government Login” screen (Figure 2).
· Enter username and password.

· The user name and password are case sensitive.
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Click “Submit” button.

Figure 2

· After logging into the system, the Government user has three options, such as “Approval”, “Search” and “Home” on the government’s main page (Figure 3).

3.2. Approval

· Click "Approval" to approve invoices.  

· The drop down menu (Figure 4) appears and it allows users to select each contractor number or all contractor numbers to list all the invoices in the user’s bin

· Select each contractor number, then click “Submit” button, the approval screen of that contractor number appears

· Select “All Contractors Numbers”, then click “Submit button, the Approval List Screen (Figure 5) appears and it lists all the invoices in the user’s bin

[image: image5.png]


Figure 3 (Government’s Main Page)
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Figure 4 (Government’s Contractor Numbers Selection Page)
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Figure 5 (Approval List Screen)
· Click the invoice number to go to the invoice approval screen (Figure 5).   

· COTR, CO and FCO’s approval screens look very similar.  The top part of the screen is the invoice information, and this information can not be changed by the approval officers.  The invoice total in this section is the original amount submitted by Ship Managers (AKA Contractor).  

· Click the file name to view the contents of the attached file.

· Click Back on menu tab to go back to the invoice.

· The bottom part is the approval officers’ working section where approval officers fill in information for approving invoices.  The working section for COTR, CO and FCO are slightly different.  Figure 5 exhibits COTR’s working section.  Figure 5.1 exhibits CO’s working section, and figure 5.2 exhibits FCO.

3.2.1.   Instructions for COTR’s working section

· Skip over the first row, “INVOICE AMOUNT $”.

· COTR’s name will be filled automatically for COTR

· COTR approving amount will be filled automatically for COTR

· Click “Full” or “Partial” or “Disapproval/Rejected” radio button indicating full approval or partial approval or rejected approval.

· If “Partial” or “Disapproval/Rejected” radio button is selected, a comment would be mandatory.
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Figure 6 (COTR’s Approval Screen)

· Click “Yes” if this invoice is the final payment for the task order; otherwise click “No”.

· Skip over “APPROVAL DATE”.  The system automatically fills in the current date for this field. 

· Click “Add your comments” to add comments (Figure 6).  

· Adding comments is optional, and the steps to add comments are the same for all Approval Officers (COTR, CO and FCO).

· When finished entering comments, click submit.  The system accepts the comments and replies with a confirmation screen (Figure 7).  This screen will close after a few seconds.

[image: image7.png]Invoice Number

Cortract Nurnber
Task Order Nurnber
|Accounting ID Nurber
Vessel Name
Contractor

Date Received

Search|

Clear

" Awaiting COTR Approval
" Awaiting CO Approval
" Awaiting FCO Approval

 Expected Date Payment On
Al Active Invoice
 In History Bin




[image: image8.png]APPROVAL LIST

[ ivoioE o | Task oRoER 0. | _comTRacTho. | mvaiceTvee 0ate rEcenveD Contracton wvoice ToraL

DTMA-91-93- Cape MORMAC Marine
R-200D 1234 00052 FIXED Alesarder 11701 Transport, Tnc $50000

DTMA-91-93- Cape MORMAC Marine
R-500C 500 00052 FIXED Alesarder 1178101 Transport, Tnc $100000








Figure 6




Figure 7

· Click “Submit” to submit approval.  The system replies with a confirmation message (Figure 8).
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 Figure 8
3.2.2. INSTRUCTIONS for CO’s working section

· The instructions for CO are almost the same as COTR (Figure 9).

· CO’s name will be filled automatically for CO

· CO approving amount will be filled automatically for CO

· Click “Full” or “Partial” or “Disapproval/Rejected” radio button indicating full approval or partial approval or rejected approval.

· If “Partial” or “Disapproval/Rejected” radio button is selected, a comment would be mandatory.

· Click “Yes” if this invoice is the final payment for the task order; otherwise click “No”.

· Skip over “APPROVAL DATE”.  The system automatically fills in the current date for this field. 

· Click “Add your comments” to add comments (Figure 6).  

· After entered comments, clicks submit.  The system accepts the comments and replies with a confirmation screen (Figure 7).  This screen will close after a few seconds.

· Now the CO can rejects an invoice or disagreed with the COTR's approval, and send that invoice back to COTR.  A comment would be mandatory if this option is checked.  Moreover, if the CO disapproved/rejected that invoice, it will be moved to the History Bin for review at a later time.  And the CO will contact a contractor of that invoice via email

· Click “Submit” to submit approval.  The system replies with confirmation message (Figure 8).
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Figure 9 (CO’s Working Section)

3.2.3. INSTRUCTIONS for FCO’s working section

· The instructions for FCO are almost the same as COTR and CO (Figure 10).

· FCO’s name will be filled automatically for FCO

· FCO approving amount will be filled automatically for FCO

· Click “Full” or “Partial” or “Disapproval/Rejected” radio button indicating full approval or partial approval or rejected approval.

· If “Partial” or “Disapproval/Rejected” radio button is selected, a comment would be mandatory.

· Click “Yes” if this invoice is the final payment for the task order; otherwise click “No”.

· Skip over “APPROVAL DATE”.  The system automatically fills in the current date for this field.

· Click “Yes” if this invoice is the final payment for the task order; otherwise clicks “No”.

· Skip over “APPROVAL DATE”.  The system automatically fills in the current date for this field. 

· Skip over “DUE DATE”. The system automatically fills in the date for this field. 

· The due date is 30 days after the invoice creation date.

· FCO needs to record the due date and make sure the invoice is paid on or prior to the due date.

· Select “Transaction Code” and input Suffix No. 
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Figure 10 (FCO’s Working Section)

· Click “Add your comments” to add comments (Figure 6).  

· After comments have been entered, click on the submit button.  The system accepts the comments and replies with a confirmation screen (Figure 7).  This screen will close after a few seconds.

· If the FCO disagrees with the COTR's or ACO's approval, she/he can send that invoice back to COTR/CO for re-approved.  A comment would be mandatory if this option is checked.  

3.3. Details for the Search engine (Figure 11)

· Select a category from the drop down menu.

· Enter the category information.

· For example, search by Contract Number.

· Select Contract Number from the drop down menu,

· Enter the Contract Number,

· Select from the radio button by the status of the invoices you want to see.  The default is “All”.
· Click “Search!” button to search (Figure 11).
· The search result reflects all the invoices that have the provided Contract Number and status. 
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Figure 11 (Search Screen)
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Figure 12 (Search Result)

· Click the “Back” button to go back to the Search page (Figure 8).
· Click the “Home” button to go back to Government’s main page (Figure 3).
· Click the invoice number to see the status and detail information of the invoice (Figure 13).  
· All the invoices in the Search area are "read-only", and approval officers can not modify the invoices.

· Click the file name of attached file to view the content of the file.

· Click Back on menu tab to go back to the invoice.

· Click “Home” button to go back to Government’s Main Page.
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Figure 13 (View Invoice Detail Page)

3.4.  Additional Information

The following table lists the information for each field.  The length shows the maximum length for the particular field.

· Data type: 



· Navarchar represents any symbol and alphanumeric characters.  The length is not fixed

· Char represents any symbol and alphanumeric characters.  The length is fixed

· Datetime fills in the date as mm/dd/yyyy only
· Float is a number.  It doesn’t take “,” and “$” sign.

	
	Datatype
	Length

	COTR
	nvarchar
	30

	COTR_APPV_Amount
	float
	10

	COTR_APPV_DATE

	datetime

	8

	COTR_Comments

	nvarchar
	4000

	Contracting_Office

	nvarchar
	30

	CO_APPV_Amount

	float
	10

	CO_APPV_DATE

	datetime

	8

	CO_Comments

	nvarchar
	4000

	FINANCIAL_Office

	nvarchar
	30

	FCO_APPV_Amount

	float
	10

	FCO_APPV_DATE

	datetime

	8

	FCO_Comments
	nvarchar
	4000

	TransCode
	char
	10

	SuffixNo
	char
	10


END OF THE FILE

--------------------------------------------
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