INSTRUCTIONS FOR USING THE ELECTRONIC INVOICING FEATURE IN THE OAK RIDGE FINANCIAL SERVICE CENTER (ORFSC) VENDOR INQUIRY PAYMENT ELECTRONIC REPORTING SYSTEM (VIPERS)

Vendors have the capability to create and submit an invoice electronically using VIPERS.  This helps to expedite invoice payments as well as save time preparing, copying, and mailing invoices.  In addition to the invoice, you are able to attach up two backup files in PDF, DOC, WDP, XLS, or TXT formats.  This information will be forwarded to the payment office and the appropriate approving official(s).

For those already signed up to use VIPERS, you will log on the same way, using the password identification number (PIN) already assigned to your company.  If you are a new VIPERS user, please following the registration instructions to request a PIN.

The only software requirement for using the new electronic invoicing feature is Internet Explorer V.5 or higher.

Once you are logged on to VIPERS, click on Show PO/Contract found on the left side of your screen.  Choose the contract/purchase order number you are billing.  Once you have chosen a contract or purchase order number, the Electronic Invoicing feature will become active.  Click on the Electronic Invoicing button.  Address, banking, TIN, and other related payment information will be displayed.  If all the information is correct, click Verify.  Otherwise, make corrections and then click Verify.  This will send an e-mail to ORFSC with the corrections and our system will be updated.  Once you have verified your vendor information, the correct form for your contract type will be brought up.  Contracts use SF 1034, grants use SF 270, and purchase orders use the generic purchase order invoice form.   

Use the tab key to enter information on the form.  There are two dropdown boxes.  One to choose the correct DOE office where the goods/services were delivered, and another to choose any applicable discount terms.  The default is net 30.  If you have any supporting documentation, click on Browse to pull in the document(s) to be attached.  Then click on Submit.  You will get a message that an invoice is being submitted to ORFSC for the dollar amount entered is this ok?  Click Yes and your invoice and any supporting documentation will be submitted to the ORFSC.  You will get another message that the invoice has been sent.  After sending the invoice, you will be asked if you want to print.  Click Yes to print.
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