Certification Instructions


View image of invoice

Project Changes

Certify Invoice

PO Activity Summary Inquiry

Search Features on Certification Page

PopUp Security
ARRA Vouchers will have an ARRA statement at the beginning of the email reminding the certifier to very the Hours and Materials and Services numbers provided by the vendor.   If there is no statement, then the Voucher is not ARRA

To certify or view the image of invoice, click on the link from the certification email.
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ARRA Invoice: Please certify Hours and/or Materials/Services

CERTIFICATION NOTICE

To: Farmer,Donita (Fax:  510/486-5995)

Fro

Farmer, Donita Phone:  510/486-4204 Mail Stop: 937-200
Jccounts Payable

Vendor C OVERLL AND CO
Invoice §: 09/0167

6821114 PO Total: §20,744,561.00

Invoice Date: 2009-05-19 §150,360.00 Voucher§: 00584812
PO Line No. Project 1» Amount. Description
15 P41z §150,360.00 ARRA - ALS User Support Bldg.

Certification and luthorization of Invoice is Requested.

This invoice is over §100,000, it must be approved by an Authorized Signer with
sufficient dollar authority as shown in the Lehoratory’s Signature luthorization System
(55). Additional approval is also required by the Procurement Subcontracts
dministrator.

PLEASE NOTE: If travel costs are included in the invoics, it is the responsibllity of the certifier to have the costs
approved by the Travel Department prior to the certification. For further infarmation refer to the Certification Palicy,

You can navigate directly to the invoice by clicking on the link helo
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oseasiz

Certification and Approval steps

1. Cervifier, please review the invoice and email your certification to the AP staff person
shown sbave.

2. Certifier, please forward this email to the Auchorized Signer. Have the sigmer indicate
their approval and forward the email to the Accounts Payable Staff person shown shove.




[image: image2.png]OR

Have the huthorized Signer sign a copy of the invoice, indicate their approval, and return
it to the Aecounts Payable staff person shown above.

3. Procurement Suscontracts Administrator, please review the invoice and email your
certification to the AP staff person shown above.

For additional information, please refer to
Bttp://vww. 1bl.gov/Uorkplace/CFO/assets/docs/co/ ap/cert_procedures. doc

Thank You





Log into PeopleSoft using your LDAP or FMS User ID and Password. 
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The top section of the page contains invoice information such as invoice number, invoice date, invoice amount, vendor, PO number, the AP staff who entered the invoice and the PO Activity Summary link.

The Certification section contains the certifier, certification rule, certification status and additional instructional information when the invoice is over $100,000.  There’s also a hyper link to the Lab’s Invoice Certification Policy.

The Invoice Accounting section contains PO line, PO project, ARRA Project Indicator, Vouchered Project, Source Type, Resource Category, Quantity, Freight/Misc Amount, Line Amount, ARRA Stat Code and Stat Amount.  The Accounting Details tab also contains the fund code, B +R, department, mars code and account.  The PO Line Info tab contains the PO line description.  

Click on the View button to view image of invoice.
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Note:  If the View button does not open the image of the invoice, be sure to check your browser for popup blocking.  See popup blocking section to enable popups for PeopleSoft.

Opens a new window displaying the image of the invoice.
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For project id changes, update the project id in the Vouchered Project field.
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The Vouchered Project can be updated as follows:

· When the ARRA indicator is marked, then you can only change the Vouchered Project to another ARRA project.

· If the ARRA indicator is not marked, then you can only change the Vouchered Project to another non-ARRA project.

If the Project is ARRA, please verify that the ARRA Stat Code and the Stat Amount are correct.  If not, please update to the correct values.

Note:  For multiple project splits (from one project to multiple projects), email AP for this type of change.  
Note:  If the invoice is entered against the wrong PO line or PO distrib line (example, invoice should have been charged against PO line 3 but, instead AP entered against PO line 2), email AP to have invoice/voucher corrected in the system.

Click the ‘Yes’ radio button and then ‘Save’ button to certify the invoice.
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Click on the PO Activity Summary link to view PO, Invoice and Receipt information for the related PO at the PO line level.
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Opens up a new window to the PO Activity Summary Page
The top section of the page contains the PO #, PO Status, vendor, PO total, PO balance, Superseding PO # and Previous PO #.

The PO Lines section contains the PO line description, line quantity, PO line amount, invoice quantity, invoice amount (for each PO line) and PO line balance. 

Click on the Inv button to view detailed invoice information for the PO line.
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This page contains invoice #, voucher #, certification rule, cert status, retention %, project id, quantity invoiced, amount invoiced and paid amount. 
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Note:  If the paid amount column is blank, then the invoice is yet to be paid.

Note:  Click on the View All link to display all rows.
From the certification page, users can perform various searches to the AP system, such as all invoices by PO, uncertified invoices for a PO, uncertified invoices by certifier, or by invoice #.  Users can use any combination of the following fields to perform searches; voucher #, invoice #, PO #, short vendor name, AP Operator, entered date, certifier id and certified status. 

From the certification page, click on the Return to Search button.
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Enter the values into any combination of search fields and then click on the Search button to retrieve search results.  The example below shows a search for all invoices for a specific PO #.

Click on any row from the Search Results section to go into the certification page.  
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00378316 47878 6800866 09/08/2005 TEKNOVA H001 09/09/2006 408506
00378329 47864 6800866 09/08/2005 TEKNOVA H001 09/09/2005 408506
00378499 47338 6800866 09/08/2006 TEKNOVA F001 09/09/2006 408506
00378792 48041 6800866 08/30/2008 TEKNOVA 1001 KFPHOEN 09/09/2008 (blank)
00378833 48047 6800866 08/30/2006 TEKNOVA 1001 KFPHOEN 09/11/2008 (olan)
00378835 48016 6800866 09/06/2005 TEKNOVA 1001 KEPHOEN 091172006 408506
00380207 48324 6800866 09/16/2008 TEKNOVA 1001 TLEE 09/16/2006 408506
00380298 48281 6800866 09/16/2008 TEKNOVA 1001 TLEE 09/16/2005 408506
00380300 48238 6800866 09/16/2008 TEKNOVA 1001 TLEE 09/16/2006 408506
00380302 4844 6800866 09/16/2008 TEKNOVA 1001 TLEE 09/16/2005 408506
00380304 48451 6800866 09/16/2008 TEKNOVA 1001 TLEE 09/16/2006 408506
00381423 48578 6800866 09/19/2008 TEKNOVA 1001 TLEE 09/19/2005 408506
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The example below shows a search for all invoices for a specific PO # that was entered into the AP system after 12/31/2006 that have not been certified.
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ind an Existing Value

Business Unit: -~
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PO Number: begins with v |6809865
‘Short Vendor Name:| pegins with

Operator Assigned: | begins with
Entered on: - BREEED
AP Certifier D: | hegins with
AP Certiied: B v [Mo

_ssann | _clear | pastcseann g same searncrter

Search Results

17 017 [y] Last
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00401058 6800866 01/02/2007 TEKNOVA F001 01/06/2007 408506
00401059 6800866 01/02/2007 TEKNOVA H001 01/06/2007 408508
00401060 6800866 01/02/2007 TEKNOVA F001 01/06/2007 408506
00401246 6800866 04/08/2007 TEKNOVA H001 0413012007 512496
00401247 6800866 04/06/2007 TEKNOVA F001 0413012007 408508





The example below shows a search for all invoices for a certifier that have not been certified yet.
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00368501 WES209 6802838 07/12/2008 REGENTS OF THE LMOSHIRO  07/20/2006 812496
00371793 WES212 6802838 07/20/2006 REGENTS OF THE LMOSHIRO 0&/07/2006 812496
00375850 WES216 6802838 382220 0823/2008 REGENTS OF THE LMOSHIRO 08/28/2006 812496
00376342 WE4164 6802838 150807 0823/2008 REGENTS OF THE LMOSHIRO 08/31/2006 812496
00376912 142935 6703865 107.4 08/30/2006 ELIM BIOPHARMA  TJAMES 09/06/2006 812496
00382809 PAYD111 6803195 390208 09/21/2008 REGENTS OF THE LMOSHIRO 09/22/2006 812496
00382812 PAYD117 6803106 1170111 09/21/2008 REGENTS OF THE LMOSHIRO  09/22/2006 812496
00382814 PAYD122 6803195 390207 09/21/2008 REGENTS OF THE LMOSHIRO 09/22/2006 812496
00385686 2175283 6703867 13.28 09/27/2008 INTEGRATED-002 LMOSHIRO 10/13/2006 812496
00387029 25070-27921 6717441 1349915 10/19/2008 REGENTS OF THE LMOSHIRO  10/20/2006 812496
00389696 144907 6703865 7.2 1053172008 ELIM BIOPHARMA  TJAMES 1110372008 812496
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The following are steps to enable your browser to allow PopUps for PeopleSoft.

For Mozilla, go to the Edit menu to the top left and select Preferences.

Click on the Privacy & Security category and select Popup Windows.
Click on the Allowed Sites button.
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Type fmssrv2.lbl.gov in the allow popups dialog box and click Add.  The web site should be added to the allow popup site list.  Click on the OK button when done.  Go back to the certification page and click on the View button to see image of invoice.
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For Firefox, go to the top menu bar and select Tools, then Options.
Click on the Allowed Sites button.
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Type fmssrv2.lbl.gov in the allow popups dialog box and click Allow.  The web site should be added to the allow popup site list.  Click on the Close button when done.  Go back to the certification page and click on the View button to see image of invoice.
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For Internet Explorer, go to the top menu bar and select Tools, then Internet Options.

Go into the Security tab and click on the Sites button. 
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Type fmssrv2.lbl.gov in the dialog box and click Add.  The web site should be added to the trusted site list.  Click on the OK button when done.  Go back to the certification page and click on the View button to see image of invoice.
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For Safari, go to the top menu bar and select Safari, then de-select Block Pop-Up Windows (no check mark next to Block Pop-Up Windows).
