INSTRUCTIONS FOR PULLING UP INVOICE INFORMATION IN THE

OAK RIDGE FINANCIAL SERVICE CENTER (ORFSC) VENDOR INQUIRY PAYMENT ELECTRONIC REPORTING SYSTEM (VIPERS)

Once you have received your PIN, click on Logon to VIPERS from the home page.  Enter the company’s tax id number or your social security number if you are an individual, and the PIN that was assigned by ORFSC.  Click Authenticate Me.  
On the left side of the screen choose from one of the following:

The “On Invoice” feature can be used to locate entries by your invoice number.  You will be prompted to enter an invoice number and then click OK.  
The “On Paid Date” feature can be used to locate all invoices associated with a specific payment date.  You will be prompted to enter a date in the YYMMDD format.
The “On All Invoices” feature will bring up all the invoices logged for your company.  A second screen appears where you can request paid invoices, received but not paid invoices, cancelled invoices, and/or rejected invoices.  You may choose one category or up to all four.  You can choose to sort the report by invoice or DOE purchase order/contract number.  You may also choose the current fiscal year or the last fiscal year.  Make your selections and click Generate Report.  This report will show the DOE purchase order/contract number, invoice number, date the invoice was received, invoice amount, amount paid, due date, paid date, and status (i.e. Paid, cancelled, rejected, in process, etc.).  Any item displayed in blue is hyperlinked.  You can click on the contract number and get a listing of all invoices for that contract.  If the invoice number is hyperlinked, you may click on it to see a copy of the invoice.
The “Show PO/Contracts” feature allows you to choose a specific purchase order or contract and see only the invoices related to it.  This will bring up a report showing the invoice number, date invoice was received, invoice amount, amount paid, due date, paid date, and status (i.e. Paid, cancelled, rejected, in process, etc.).  Any item displayed in blue is hyperlinked.  If the invoice number is hyperlinked, you may click on it to see a copy of the invoice.
The “Contacts” feature shows contact information at the ORFSC.  

For questions contact:

Lynda Vinyard (888) 251-3557

vinyardlm@oro.doe.gov
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