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1 Vendor-Customer Self Service

The following chapter will discuss the Vendor-Customer Self Service (VCSS) application and its many
functions. VCSS will provide a single location for customers and financial analysts to view billing
information, link to external websites, and export billing data to comma separated values (CSV).
Additionally, VCSS will allow customers to manage their own accounts by reviewing account history,
outstanding balances, business line totals, submitting new correspondences and submitting disputes.

VCSS Access — From within Pegasys:

VCSS can be accessed by GSA Pegasys users from within Pegasys via the Utilities menu:

Figure 1-1 Pegasys External Applications Menu

J |j Inbox m F
| Inbox | Prefe
1| Sign Qut
n sdrinistration Utilities =
Reports » f;.
Batch Execution »
Inbox l Completed Tasks Manage External Docurnents  »
r = Search Criteria External Applications P Open ORCA b
Task: = Priority: 2582 :i‘:’flw
Iterm: Status:

Open WCEE

Expected Completion
Description: Crate From:

2E
=

&ssiqned Date From:

Search  Clear

Additionally, GSA Pegasys users may associate their Pegasys user 1D with their VCSS user ID. Once
associated, the GSA Pegasys user may launch the VCSS application directly from Pegasys and log in
without entering their VCSS credentials, providing a seamless transition from one application to another.
This “single sign-on” functionality enables GSA Pegasys users to better serve their customers by quickly
accessing VCSS and reviewing the same information as seen by the customer.

To enable single sign-on, launch VCSS from Pegasys using the following path: Utilities > External
Applications > Open VCSS. Enter your Pegasys user ID, VCSS user ID, VCSS password, and select the
Associate flag:

Figure 1-2 VCSS Single Sign-On Page

Enter your Vendor and Customer Self Service User ID and password and choose whether this ID should be as=socisted with your Momentum User 1D for future logins from
fotnertuim.

Momertum Lser I0: jokin.zmith
Wendor and Customer Self Service User ID: john.smith
Pazzword: [ITTTTIYT NS

Aszociste: v

Return to ¥C55 Homepane

VCSS User Guide
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VCSS Access — From GSA Launch Page:
VCSS can also be accessed directly from the GSA Launch page at http://vcss.gsa.gov:
Figure 1-3 GSA VCSS Launch Page

Yendor Sell Service - Microsolt Internet Explorer provided by CGI Federal =101 %]
@‘ - |g http:ijvess. gsa.govf j *9 (X ILive Search Folhs
File Edit Yiew Favorites Tools Help
% o oo 2 1z e iz @ o - Bl - o=h + - page - (0 Took - »
fatu] i ,éHRWeb -P... ,éPhase 1Do... ,éSlgn Qut _éPhase 1Da... ,_é'v'endor om0 £ =1 o |°z Bag o o
-

A
GSA Vendor Self Service

GSA.gov
Home System Requirements Contact Us Reference

Vendor Self Serice (VSS) =» Home

Vendor Self Service

Login to VSS Here ==

If you have not been contacted by GSA, please do not attempt to log in.

The General Services Administration (GSA) is implementing a new Vendor Self Service (VSS) system which is a web-based application that
will allow vendars to create and process their invoices electronically (paperless) and track the status of payments made by GSA

The VS5 electronic invoicing module will

+ Allow GSA's vendors to submit real-time electronic invoices, track the status of submitted invoices and the status of payments generated
from those invoices

& View current orders and payments

o Eliminate the need for vendors to submit paper invoices

VS5 is avoluntary participation program; however any vendor desiring to participate must have a valid DUNS/DUNS+4 number and must
register in the Central Contractor Registration (CCR) database prior to registering in VS5, Please contact the Office of the Chief Financial
Officer. Financial and Payroll Services Division, Financial Operations and Disbursement Branch (BCEB) for more information

“endors can contact Dun & Bradstreet at http //ccr dnb com/cer/pages/CCRSearch jsp to obtain a DUMNS/DUNS+4 number. The vendor must
ensure that the CCR registration remains active at all times

Instructions for CCR registration can be found at www ccr.gov in the CCR handbook

Please note that this page can be used by both GSA users and GSA customer users to launch the VCSS
application and subsequently log in by providing appropriate VCSS credentials.

1.1 VCSS: Accounts Menu

The VCSS Accounts menu contains options for the user to obtain information and balances about their
accounts. The multiple pages of the menu will allow the user to view account information in different
formats, such as by business line and account.

The different pages available from the accounts menu are as follows:
= Account Information
= Account Summary
= Qutstanding Balances By Account

= Business Line Summary

VCSS User Guide
August 2011 1-2
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1.11 VCSS: Account Information

The Account Information page provides users the ability to view accounts information for which they
have access. Once a user drills down to a specific account, they are able to see general information on the
account such as the DUNS/BPN number, account code and any addresses belonging to the account. The
Account Information query should not be used to obtain a financial snapshot of the Account since
information such as outstanding balances or total bill amount are not included.

Accounts > Account Information

Figure 1-4: Navigation to Account Information Page

A
G S"\ Vendor and Customer Self Service

Accounts Statements Correspondence External Applications + Bookmarks +

unt Information

Accourt Summary
m Omgtandlng Balances EY Accourt _

Once the page is loaded, accounts that the user has access to should default. The user will have
the ability to view detailed information by selecting a specific account.

1.1.1.1 Search Parameters and Results

The Account Information page does not contain search criteria and will default the appropriate accounts.

Figure 1-5: Account Information Page
Home | Motices | Personsl Information | Preferences | Site Map | Hela | About
GSA i
Vendor and Customer Self Service \Welcome Test Customer | June 20, 2011 | Sign Out | Contact Lis

Accounts | Statements

YOS5 = Accounts = Account Search @
Account Search

)

Account Marme: Account Code:
DUNS+4/BPM+4:
AGEncy; Burea: Agency Location Code:
[rowencov
Summary ST
r Account Code DUNS+4/BPH+4 Account Hame Agency Bureau Agency Location Code
[~ |aa7o0a DEPT OF EMNERGY aa oo =
[ s1m7 US COURTS OF APPEAL FEDERAL1O 17
[ |asE70000 DEMALI COMMISSION a5 a0 9570000 j
VCSS User Guide
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1.11.2 Account Information Detail

To view the Account information Detail, the user must select an account. The Account Information
Detail page gives general information on the selected account, such as SSN/EIN, Agency, and Bureau.
All the fields on the Account Information page are read only and are not able to be edited.

Figure 1-6: The Account Information Detail Page

Account Information

)

Yendor Registration Mumber; 897009337 003000055

Wendor Cocle: Fa7009

Wendor Address Code: Fa7009
DUMS+4/8PM+4:

Accourt Mame: DEFT OF EMERGY
Daing Business Az DEPT OF EMERGY
SSMIEIN: (EEEEEREED)

CAGE Code:

Parent DURNS Mumber:

AQENCy: 59
Bureau: aa
Agency Location Code:

Phiane Mumber:

Fax Mumber:
Registered in CCR: r
H
Business Type: Large Business ;I
-omall Business Program Representation
HUBZone Small Business: [ Service-Disabled Yeteran: [ Yery Small Business: r
Dizadvantaged Business: [T other veteran: [T “women-Owned Business: [

Emerging Small Business: r

Ethnic Groug: ;I
Previous Contracts And Compliance Reports: | Mot Applicable j 22.220-22
Affirmative Action Compliance: | Mot Applicakle | 5222025

VCSS User Guide
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The Address Information page displays the different addresses that belong to the Account. The fields on
the Address Information page are read only and are not able to be edited.

Figure 1-7: The Address Information Page

Address Infformation

Zxpand Al | Collapse Al

ri= Mailing Address

Address Line 1: LOS ALAMOS MATL LAB ATTM: LIZ City: LOS ALAMOS

Address Line 20 PO BOK 1663 MAIL STOP P240 State: ey Mexico LI

Address Line 3 Tipx: 57545

Address Line 4 Country:  UMITED STATES LI

Address Line o

r = Physical Address

Address Ling 1 LOS ALAMOS NATL LAB ATTH: LIZ City: LS ALAMIS

Address Line 20 PO BOX 1663 MAIL STOP P240 State: Mewy Mexico LI

Address Line 3 Tipr: 57545

Address Line 4 Country:  UMITED STATES ;I

Address Line 3

r - Remitance Address

Address Line 1: LOS ALAMOS MNATL LAB ATTH: LIZ City: L= ALAMOS

Address Line 22 PO BOX 1663 MAIL STOP P240 Shate: Mewy Mexico LI

Address Line 3 Tipx: 57545

Address Line 4; Country, | UMITED STATES ;I

Address Line 5

1.1.1.3 Viewing Account Detail from the Account Information Query

Steps to View Account Detail Notes
Using Account Information Query:

1. In VCSS navigate to Accounts -> Account Information.

The Account Information page is displayed.

VCSS User Guide
August 2011 1-5
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Steps to View Account Detail Notes
Using Account Information Query:

A
G s"" Vendor and Customer Self Service

Statements 4 Payments Electronic Invoicing Correspondence

WCS5 = Accounts » Accounts @

I 1 e

Summary

Account Hame

US COURTS OF APPEAL FEDERAL CIRCUTS
OFFICE OF THE SECRETARY
LWMELY"S WRECKER SERVICE

GRAPHIC SYSTEMS, INC.

EASTERM RESEARCH GROUP, INC.
ACTION AUTO SERVICES, LLC
HANDY BUSINESS SOLUTIONS, LLC
MERCHANTS LEASING

DEMALI COMMISSION

WA CENTRAL OFFICE

_I_I_I_I_I_I_I_I_I|:_I

14 <1 Page 1 of2 »> |-||1'3' "l

Go to top of page

2. Select an Account and select View.

The Account Information Detail page is displayed.

VCSS User Guide
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Steps to View Account Detail Notes
Using Account Information Query:

Account Informati yn

Expand All | Collapse Al

— =/ General Information m

Account Code: 31017

DUNS+4/BPN+4:

Account Name: US COURTS OF APPEAL F
Doing Business As: US COURTS OF APPEAL T
SSMN/EIN:

CAGE Code:

Parent DUNS Number:
Agency: 10
Bureau: 1r
Agency Location Code:
Phone Number:

Fax Mumber:

Registered in CCR: il

— =/ Representations and Cerifications m

Business Type: ILﬂrgs Business ;I

— Small Business Program Representation
HUBZone Small Business: [ Service-Dizabled Veteran: [T Wery Small Business: il
Dizadvantaged Business: [~  Other Weteran: [T ‘wWomen-Owned Business: [T

Emerging Small Business: [

Ethnic Group: ;I
Previous Contractz And Compliance Reportz: | Mot Applicable LI =2.290-22
Affirmative Action Compliance: | Not Applicable LI =2.220-25

3. Select the Address Information tab.

VCSS User Guide
August 2011 1-7
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Steps to View Account Detail Notes
Using Account Information Query:
The Address Information tab is displayed.
Address Information
Expand All | Collapse Al
— = Mailng Address
SSTSE ATTN: RUTH A. BUTLER ROOM 412 Ciy:  |WASHINGTON
State: District of Columbia ot
&”;g’“ 717 MADISON PLACE, NW I [
Address Zip: 20439
Line : Country: |UNTED STATES =]
Address
Line 4:
Address
Line 5:
— = Physical Address
ad:;‘?ss ATTN: RUTH A. BUTLER ROOM 412 City: WASHINGTON
State: | District of Columbi
AdAIESS 20 1 ADISON PLACE, NW ate:  [District of Columbia [
tine 2 Zip: 20439
Address P
Ling 3: Country: |UNTED STATES =
Address
Line 4:
Address
Line 5:
— = Remittance Address
Ij;”;f“ ATTN: RUTH A BUTLER ROOM 412 City: WASHINGTON
State: | District of Columbi
AdArEss oo ) ADISON PLACE, NW ate: | Ditrict of Columbia [
tne s Zip: 20439
Address B
Line 2: Country: |UNTED STATES =
Address
Line 4:
Address
Line 5:

1.1.2 VCSS: Account Summary Query

The Account Summary Query allows users to search for and view their current account balances. The

query will return results grouped by account code and will provide totals such as outstanding amount and
bill total. The query will also contain action buttons to quickly view any statements or payments

associated with an account.

VCSS User Guide
August 2011
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Accounts > Account Summary

Figure 1-8: Navigation to Account Summary Query

A
G S‘" Vendor and Customer Self Service

m Payments Correspondence External Applications Bookmarks

Site M Account Information

Outstanding Balances By Account

e DUZINESE Ling SUmmary

= To search for account summary information, enter the applicable search criteria and select the Search
button.

1.1.2.1 Account Summary Search Parameters and Results

The Account Summary query contains the search criteria and item collection listed in the table below.
The item collection will include multiple total columns with all the data being grouped by account code.

Figure 1-9: Account Summary Search Criteria and Item Collection

Account Summary

ri= Search Criteria

General Criteria

Account: ¥

Account Code: 397009 Agency: 89 Statement Date

DUMS+4BPMN+4: Bureau: ui} *Erom. 03012011

Account Mame:  DEPT OF EMERGY Agency Location Coce: e DS03E0M

Business Line: ﬂ
 searcn J giar

[vomssmenis | vompomors J o Lowsscsv
Summary @ @
r ‘ Account Code Account Hame DUNS+4BPH+3 ‘ Business Line Bill Total ‘ Paid ‘ Applied Credit ‘ Adjusted ‘ Closed ‘

Totals $132,738.80 $20,300.00 $0.00 $12,549.49 $32,349.49
[ |agroog DEPT OF EMERGY Rent $600.00 $0.00 o $0.00 $0.00
[ |aarong DEFT OF EMERGY ‘ Fleet ‘ $132,138.80 $20,300.00 o §12,549.45 $32,649.49
1 | 1

VCSS User Guide
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Figure 1-10: Accounts Summary Field Descriptions

Search Element

Description

Search Criteria Group Box

Statement Date (From/To)

The Statement Date range, this field is required and the two dates
cannot be over 365 days apart.

Account Code

The unique numeric code for a specific Account.

Account Name

The name of the account

DUNS+4/BPN+4

The DUNS+4/BPN+4 number for a specific Account

Agency Location Code

The Agency Location Code.

Agency

A code identifying the agency for external reporting purposes.

Bureau

The bureau associated with the agency.

Item Collection

Account Code

The unique numeric code for a specific Account.

Account Name

The Account Name.

DUNS+4/BPN+4

The DUNS+4/BPN+4 number for a specific Account.

Business Line

The Business Line associated with the Account’s statements.

Bill Total

A sum of the bill amounts for a specific Account.

Collected

A sum of the paid amounts for a specific Account.

Applied Credit

A sum of the applied credit amount for a specific

Amount Account.

Adjustment A sum of the adjustment amount for a specific Account.
Amount

Closed A sum of the closed amount for a specific Account.
Amount

Outstanding
Amount

The outstanding amount owed for an account.

Outstanding

A sum of the outstanding chargeback amount for a

Chargeback specific Account.

Amount

Credit A sum of the credit statement lines associated with an
account.

Closed A sum of the closed applied credit associated with an

Applied Credit account.

Total A sum of the outstanding credit associated with an

Outstanding account.

Credit

VCSS User Guide
August 2011
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Search Element Description

Action Buttons

View Statements This is a shortcut to the View and Print Statements query; if the user
has selected an account from the item collection then the account
code will be defaulted when the View Statements page is loaded.

View Payments This is a shortcut to the View Customer Payments query; if the user
has selected an account from the item collection then the account
code will be defaulted when the View Customer Payments page is

loaded.
View as CSV Exports the search results to a CSV spreadsheet.
Sort... Sorts the records according to the column header selected.

1.1.2.2 Executing a Query Using the Account Summary Query

The following steps describe how to query the Account Summary.

Steps to Execute a Query Using Account Summary: Notes

1. In VCSS navigate to Accounts -> Account Summary.

The Accounts Summary page is displayed.
2. Enter the desired Search Criteria, including the following required fields:

e Statement Date From: (enter valid date)

e Statement Date To: (enter valid date)

3. Select the Search button.

The results are returned in the Item Collection.

Liemstscmrt | i roments J sor. ] wewsn s
Summary @ @
| | Account Code | Account Hame | DUNS+4BPH+4 | Business Line Bill Total Paid ‘ Applied Credit ‘ Adjusted | Closed |
Totals $132,738.80 $20,300.00 $0.00 $12,549.49 $32,849.49
[ |agrong DEFT OF ENERGY Rent $500.00 $0.00 0 $0.00 $0.00
™ |sgrong DEFT OF ENERGY Fleet $132,138.80 $20,300.00 0 $12,549.49 $32,349.49
4 | 3

Note: If an account is selected and either the View Customer Payments or View
Statements buttons are selected, the user will be directed to that particular query
with the selected account defaulted.
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1.1.3 VCSS: Outstanding Balances by Account

The Outstanding Balances by Account page offers a quick snapshot of the accounts a user has access to
along with their outstanding balances. The page also offers a number of easily accessed actions such as
viewing recent and outstanding statements as well as sending account correspondence.

Accounts > Outstanding Balances by Account

Figure 1-11: Navigation to Outstanding Balances by Account Page

A
G S‘" Vendor and Customer Self Service

m Payments -+ Correspondence External Applications Bookmarks

Site b Accournt Information

Accourt Summary

Cutstanding Balances B

e OLIEINEES LiNg SUmmary

1.1.3.1 Outstanding Balances by Account Search Parameters and Results

The Outstanding Balances by Account page does not contain any search criteria but includes the fields
and action buttons listed below.

Figure 1-12: Outstanding Balances by Account Page

N ) [ T [T

WSS = Accountz = Outstanding Balances By Account

Outstanding Balances By Account

View Outstanding Statements View Recent Statements (3 Months) Send Correspondence m

Summary IE IE
r ‘ Account Code ‘ Account Hame ‘ Outstanding Amournt | Ommanlil:l?oil::rgehack ‘ uestanding Credit Amount |
Totals $2,000,751,391.03 $0.00 ($282,727.04
v |89?DDQ |DEPT OF EMERGY | $2,000,751,391 .03| $0 .DD| ($282,?2?.D4]|
Page 1 off x| Rows1-10f1

Figure 1-13: Outstanding Balances by Account Field Descriptions

Search Element Description

Item Collection

Account Name The name of the specific account.

Account Code The unique numeric code for a specific Account.

VCSS User Guide
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Search Element Description
Outstanding Balance A sum of the outstanding balance for the specific Account.
Outstanding Chargeback A sum of the outstanding chargeback amount for the specific
Account.
Outstanding Credit Amount A sum of the outstanding credit amount for the specific
Account.

Action Buttons

View Outstanding Statements When a specific Account is selected, clicking this button will
direct the user to the View Statements query and perform a
pre-populated search for the specific vendor and all
statements with an outstanding amount > 0.

View Recent Statements (3 When a specific Account is selected, clicking this button will
months) direct the user to the View Statements query and perform a
pre-populated search for the specific vendor and all
statements within the last three months.

Send Correspondence When a specific Account is selected, clicking this button will
direct the user to the Account Correspondence page with all
the vendor information pre-populated. The full

correspondence steps will be covered later in the document.

View as CSV Exports the search results to a CSV spreadsheet.

Sort... Sorts the records according to the column header selected.

1.14 VCSS: Business Line Summary

The Business Line Summary query will allow users to search for and view balances for the Accounts they
have access to with all the data sorted by business line. The query will also contain action buttons to
enable the user to view statements and payments associated with the selected business line.

Accounts > Business Line Summary

Figure 1-14: Navigation to the Business Line Summary Query

A
G Sf"\ Vendor and Customer Self Service

s | smmen | pomens | coremarsen | et opcns | v

Site b Accourt Information

Account Summary

= To search for business line summary information, enter the applicable search criteria and select the
Search button.

VCSS User Guide
August 2011 1-13



BAAR VCSS User Guide | August 2011

1.14.1 Business Line Summary Search Parameters and Results

The Business Line Summary query is used to search for business line information using criteria listed in
the table below. The Item Collection will include multiple totals columns with all the data being grouped
by business line.

Figure 1-15: Business Line Summary Search Criteria and Iltem Collection

o | mers | romrs | carammaees | oy | o

WCES = Accounts = Business Line Summary @

Business Line Summary

= Search Criteria

General Criter),

Statement Date Busines= Line: LI
From: 03/01/2011
Too 05/03/2011

" Account:

Acocourt Code: 897009 Agency Location Cocde: DUNS+4BPMN+4:

Ly sumers [ onromers Jsr L vewes o

Summary IE IE
[~ | Business Line Bill Total Paid Applied Credit Adjusted Closed outstanding G AL ]
Chargeback
Totals $132,738.80 $20,300.00 $0.00 $12,549.49 $32,849.99 $99,889.31 $0.00
I |Rent $600.00 $0.00 o $0.00 $0.00 $600.00 0.0~
I |Fleet $132,138.80 $20,300.00 0 $12,549.49 $32,549.49 $39,289.31 5005
< | »
Page 1 of1 0 x| Rows1-20f2

Figure 1-16: Business Line Summary Field Descriptions

Search Element Description

Search Criteria Group Box

Statement Date (From/To) The Statement Date range, this field is required and the two
dates cannot be over 365 days apart.

DUNS+4/BPN+4 The DUNS+4/BPN+4 number for a specific Account.

Agency Location Code The Agency Location Code.

Business Line The specific Business Line the query will search for.

Item Collection

Business Line The specific Business Line the query will search for.
Bill Total A sum of the bill amounts for a specific business
line.
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Search Element

Description

Collected

Adjustment
Amount

Applied Credit
Amount

Closed Amount
Total Outstanding
Amount
Outstanding
Chargeback
Amount

Credit

Closed Applied
Credit

Total Outstanding
Credit

View Statements

View Payments

A sum of the paid amounts for a specific
business line.

A sum of the adjustment amount for a specific
business line.

A sum of the applied credit amount for a specific
business line.

A sum of the closed amount for a specific
business line.

The amount owed for a business line.

A sum of the outstanding chargeback amount for
a specific business line.

A sum of the credit statement lines associated
with an account.

A sum of the closed applied credit associated
with an account.

A sum of the outstanding credit associated with
an account.

Action Buttons

This is a shortcut to the View and Print Statements query; if
the user has selected a business line from the item collection

then the business line will be defaulted when the View

Statements page is loaded.

This is a shortcut to the View Customer Payments query; if the
user has selected a business line from the item collection then
the business line will be defaulted when the View Customer

Payments page is loaded.

View as CSV Exports the search results to a CSV spreadsheet.
Sort... Sorts the records according to the column header selected.
1.1.4.2 Executing a Query Using Business Line Summary

The following steps describe how to use the Business Line Summary query in VCSS.

Steps to Execute a Query Using Business Line Summary: Notes

1. In VCSS navigate to Accounts -> Business Line Summary.

VCSS User Guide
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Steps to Execute a Query Using Business Line Summary: Notes
The Business Line Summary page is displayed.

[ T [ [ [ g

WCES = Accounts = Buziness Line Summaty @

Business Line Summary

- Search Criteria

General Criteri;

Statement Date

Business Line: LI
From: 030172011

Too 05032011

Account Code: | §97009 Agency Location Code: DUNS+4EPH+4:

e

Lyowstemars L onvomans L sr Lo v c]

" Account: y

Summary ===
[ | BusinessLine Bill Total Paid Applied Credit Adjusted Closed Outstanding L ]
Chargeback
Totals $132,738.30 $20,300.00 $0.00 $12,549.19 $32,849.49 $99,889.31 $0.00
I~ |Rert $600.00 $0.00 o $0.00 $0.00 $600.00 0.0~
I~ |Fleet $132,138 80 $20,300.00 ] $12,549.49 $32,849.49 $99,269.31 0.0+
4| | »
Page 1 of 1 o R 1-20f2
fi] LI OWYE o g

Enter the desired and appropriate Search Criteria.

Select the Search button.
The results are returned in the Item Collection.

[vcw suamens | o romens J s L vewesco

Summary @ =[El
[ | Business Line Bill Total Paid Applied Credit Adjusted Closed Outstanding AL T
Chargeback
$132.738.00 120.300.00 50,00 12,5490 $32.349.49 $90.088.31
I |Rert ‘ $600.00 $0.00 o $0.00 $0.00 $500.00 0.4
[~ |Fleet $132,138.80 $20,300,00 0 $12,549.43 $32,549.49 $99,269 31 5005
< ] o
Page 1 ofd 10 Rows1-2012
fi] LI (L o ‘A

Note: If a business line is selected (as above) and either the View Customer Payments
or View Statements buttons are selected, the user will be directed to that particular
query with the selected business line defaulted.
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1.2 VCSS: Statements Menu

The Vendor-Customer Self Service Statements menu contains options for the user to obtain information
and status about their statements as well as dispute a statement that they feel is in error. The different
pages available from the accounts menu are as follows:

= View or Print Statements
= View Details
= Dispute Statement/Details

121 VCSS: View and Print Statements

The View and Print Statements page enables the user to search for, and view, the statements they have
access to as well as view their statement as a PDF to assist with printing. The page also allows the user to
drill down on a specific statement to view detailed information about that statement.

Statements > View and Print Statements

Figure 1-17: Navigation to the View and Print Statements Query

A
G S"\ Vendor and Customer Self Service

Statements

Correspondence

Site Map = VCSS nd Print Statements |

wWiewy Details
Dizpute StatementDetails

1.2.1.1 View and Print Statement Search Parameters and Results

The View and Print Statements query contains the search criteria and item collection listed below. The
Item Collection will include multiple totals columns.
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Figure 1-18: View and Print Statements Search Criteria and Item Collection

o | s | ramens ] corspnsna | cxeot siars | e

YOS5 = Statemerts » Statement Search S

Statement Search

r Search Criterls

General Criteria

Statement Mumkber:

Statement Date

Statement Type: hd| From: D3/ 2011
Business Line: hd Too  0SMF2011
Account: &

Accourt Code: 357009

DUNS+48PM+4:

Agency Location Code:

If the: Statement contains information for multiple vendors, the search results contain the Statement Balance that applies to your vendor anly.

o L e

Summary [ P= |
r ‘ 51;::?;2? ‘ Statement Date | Business Line Account Code Account Hame Total Billed | Paid
I Totals $124,688.48 $20,300.00
™ |Fooooozs 03M 82011 Fleet 97009 DEPT OF EMERGY F100.00 $0.00
™ |pTEOOZ13 031972011 Fleet 897009 DEPT OF ENERGY Fa57 12 $0.00
[ |pTEOOZ18 031972011 Fleet 897003 DEPT OF EMERGY Fas712 $0.00
" |pTECOZ17 031972011 Fleet 897009 DEPT OF EMERGY Fa57.12 $0.00
™ |pTECOZ18 03M 972011 Fleet 97009 DEPT OF EMERGY Fas712 $0.00
[ |pTEOOZ13 031972011 Fleet 897003 DEPT OF EMERGY Fa57.12 $0.00
™ |pTEOOTOM 03M 972011 Fleet 897003 DEPT OF EMERGY Fas7T12 F0.00
" |pTECO108 031972011 Fleet 897009 DEPT OF EMERGY Fa57.12 $0.00
™ |pTEDO107 031972011 Fleet 897003 DEPT OF EMERGY Fas712 $0.00
[ |pTECO109 031972011 Fleet 897003 DEPT OF EMERGY Fa57.12 $0.00
1| | »

Page 1 of 12 s> w1 10 ¥ |

Figure 1-19: View and Print Statements Field Descriptions

Rows 1 -100f 111
&

Search Element

Description

Search Criteria Group Box

Statement Date (to/from)

The Statement Date range.

Statement Number

The specific statement number for an individual statement.
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Search Element Description
Statement Type Whether the statement is IPAC or Non-IPAC.
DUNS+4/BPN+4 The DUNS+4/BPN+4 number for a specific Account.

Account Code

The unique numeric code for a specific Account.

Agency Location Code

The Agency Location Code.

Business Line

The specific Business Line the query will search for.

Item Collection

Statement Number

The specific statement number for an individual statement.

Statement Date

The date the statement was billed.

Business Line

The specific Business Line the query will search for.

Account Code

The unique numeric code for a specific Account.

Account Name

The name for the specific Account.

Total Billed The amount of the statement.

Paid Amount The paid amount of the statement.
Adjustment The adjustment amount for the statement.
Amount

Applied Credit
Amount

The amount of applied credit for the statement.

Closed Amount

The closed amount of the statement.

Outstanding
Amount

The outstanding amount of the statement.

Outstanding
Chargeback

The outstanding chargeback amount for the statement.

Credit

A sum of the credit statement lines associated with a
statement.

Closed Applied
Credit

A sum of the closed applied credit associated with a
statement.

Total Outstanding

A sum of the outstanding credit associated with a

Credit statement.
Action Buttons
View Will take the user to the statement information page for
the selected statement.
View PDF Will open the selected statement in PDF format.
View as CSV Exports the search results to a CSV spreadsheet.
Sort... Sorts the records according to the column header selected.
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1.2.1.2 View and Print Statement Query Details

The View and Print Statement Information page gives more detail of the selected statement than what was
in the Item Collection. The Statement Information page contains action buttons to create statement
correspondence and dispute the statement. Note the Statement Correspondence and Dispute functionality
is described in later sections. The page also includes a View Referencing Payments action button, which
will open a new window. The View Referencing Payments action button takes the user to the Customer
Payments query with the statement number field defaulted.

Figure 1-20: Statement Information Page

s | stemens | romers ] conepmares | crm s | romts

WCSS = Statements = Wieww and Prirt Statements = Billing Statement Information: FODO7SE16

Statement Information

Exzpand Al | Collapse Al

r = General
Statement Mumber: FOOO7316 Bill Type: MonlPAC LI
Statement Print Crte: OSi22i2011 Business Line:  Fleet

Statement Collection Due Date: 06521 52011

ri=  Account Information

Account:

Account Code: 897009 Agency: g9
DUMS+48PN+4: Bureau: oo
Account Mame:  DEPT OF EMERGY Agency Location Code:

r- Statement Amounts

r Blifed Totals
Paid Applied Credit Adjusted Closed Outstanding
Principal $0.00 F0.00 F0.00 $0.00 $17 597 .76
Imterest $0.00 F0.00 F0.00 $0.00 $0.00
Admin Charges 000 F0.00 F0.00 $0.00 $0.00
Penatty $0.00 F0.00 F0.00 $0.00 $0.00
Tatal $0.00 F0.00 F0.00 $0.00 17 597 .76
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Figure 1-21: Statement Information Page Continued

Amaunt
Biifed Amount Credit Amount
Principal Amount: $17,697.76 Total Amount:  ($330.04)
Interest Smourt: $0.00

Clozged Credi Amourt: F0.00

Admin Charges Amount: - $0.00 Outstanding Credit Amourt  (5550.04)

Penalty Amount: $o0.00 Mote: The Credit Total Field is calculated by adding the Sum of all CREDIT line Principal

Total Amourt: F17 89776 Amounts.

Total Outstanding Amount.  §17 897 .76

Mote: The Billed Total Field is calculsted by adding the Principal, Interest, Penaltty and &dmin Charges
Amounts.

The Details tab shows all the detail records that are associated with the billing documents within the
specific statement. The details tab includes search criteria to enable the user to search for and view detail
billing records.

Figure 1-22: Statement Detail Page

s | saeman | roman | o | cxmm oo ] e

O35 = Statements = Wiew and Print Statements = Biling Statement Information: FOODTE16 = Details

roedrch Criteria
r Detail Search Criteri:

Reference ID: Title:
Charige Periodd: Record Type: LI
Aricles!Services Description: Dizputed LI

From: From:

Bt D t Dat: Entry Date Dietaif Arnount
’r ’V ’V From:

Too To To

Account: F
’V DUNS+4BPN+4: Account Code:

l— +  Additional Criteria

(s v et

Summary @ @

r | Reference I | Entry Date | Record | Code Hame Record Type | Title | Disputed | FedCode | Regio
Totals $17.047.72

[ |FLTOB0S201 1024516044 452011 $318.46 537009 DEPT OF EMERGY  |Mormal False a7

[ |FLTO3052011024516| 044 452011 ‘ $6.00 (597009 DEPT OF EMERGY  |Mormal ‘ False ‘ o7

If the user wants to view the expansive set of information included on detail record they are able to select
a record and then select Detail.
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Figure 1-23: Statement Detail Record Page
0007816  view PoF

Statement Information | Details | Aftachments | Review Correspondence |

bem: 1234567891011 1213 141516171819 20 p | tem 1 of 63
r General
Reference I FLTO30520110249166 Record Date: 0451472011 Recard Type: Marmal LI
Record Amourt: 31846 Source Mumber:  FLTE970092011 Invaice Number:
r Peviod of Performance
Start Date: 040142010 Enci Date: 0473072010
r DVapibe
Disputed:  False ;I Disputed Date;

rAccadnt

Account Information: m

Accourt Cocle: 897009 Accourt Mame:  DEPT OF ENERGY

DUNS+4/BPRN+4: Agency: g9

r Header information

- FPavment information
Overdue Status:

Overdue Status Date:

r Remitto Ofice Address
Address Format:  US ;I Phone Mumber:  §16-926-7037

Mame; GEA Payment for MOM-IP - Fax Mumber; §16-523-5507

Address Line 10 Lockbox 979083 Email: ke-accts-receivable finance@yyygsa.goy
Addrezz Line 2 Contact:

Address Line 3 Title:

City: =t Louis

State: Lle]

Zip: E3197-9000

Country:
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Figure 1-24: Statement Detail Record Page

r Dunning

Dunning Court: 0 Last Dunning Cate:

rAdditianal Criteria

------------ SHORT TERM REMT AL ﬂ
VEHICLES--mmemee--
Irtrocucing GSA Fleet's Short Term Rental Program.,

Prirted Message: Have seasonal or surge wehicle needs? Have a vehicle
dowvyn for repair?

Special ACC Equipment: Accessories Charge Amourt:  $0.00

=
r Fleet infarmation
Yehicle Class: 62 Yehicle Tao: 09210 Biocly Type: B275
Starting Mileage: §,566.00 Encling Mileage: §,568.00 Mileage Rate Amaunt.  §0.23
Days Used: 0.00 Est. Mileage Indicator:

FedCode: 28511838

r Adcfitional ihfarmation
Region: a7 FriZ: 212
Sales Code: A1 Description:  SMO00A XAG20005

The Review Correspondence tab shows all the correspondence records that are associated with the
Statement. The tab includes search criteria to locate a correspondence record. When selected, the Review

Correspondence shows the details of the record in the item collection.
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Figure 1-25: Review Correspondence Tab

WCES » Statementz = View and Print Statements = Biling Statement Information: FOO0D0475 = Mezzages

(&
F00004?5 View Referencing Payments Dispute Statement View PDF
Review Correspondence
— Search Criteriz
Record Mumber: Type Of Correzpondence: I ;I
Grested Date First Name: Account Information: #
From: Last Name: ’7Accuunt Code: Agency Location Code:
To:
Subject:
Correzpondence:
e
Use the wildcard (*) character to search if needed.
Attachments m View as C5V
Summary @ @

|l |Rec:ord Humb | Created Date | First Hame

I ‘12 04/01/2011  |troy

Last Hame

Statement Hu |Account Code T Of Corre Subject Has Attachmen
FOOOD4TS 517 Dizpute Charges referel

of 1 m= w10 =] Ruws‘l—‘luf‘lé
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Figure 1-26: Correspondence Details

— Contact Person
Firgt Mams: troy Last Name: loney Email Address: michelle thompeon@cgife

Title: Phone Number: |355-555-5555 International Phone Number:

— 554 Contsct
Name: Title: Phone Email

Number: Address: testé@gsa.gov

’7 Account Information:

Account Code: (51017 Account Name: Agency Location Code:

— Correspondsnce

- aumher o Communication [——— Created [ Statement e
Record Number: |12 smurce: I_.ncn: vl Date: 04/04/2011 Number: FOO0047S

Type Of = —
Correspondence: 1 LI

Subject: Charges reference an incorrect LOA

Dizpute Status: New ;I
Dizpute Explanation: attachment test

Correzpondence:

1.2.1.3 Executing a Query Using View and Print Statements

To view and print Statements, follow the steps below.

Steps to Execute a Query Using Notes
View and Print Statements Query:

1. In VCSS navigate to Statements => View and Print Statements.

The View and Print Statements page is displayed.
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Steps to Execute a Query Using
View and Print Statements Query:

Notes

Statement Search

— Search Criteriz

General Criteria

Statement Number:
Statement Type:

Business Line:

I jv
I jv

Statement Dats

From:

o

Account: ¥

Account Code:

DUNS+4/BPN+4:

Agency Location Code:

If the Statement containz information for multiple customers, the 2earch resuliz centain the Statement Balance that applies to vour custemer cnly.

=

2.

3.

Enter the desired Search Criteria.

Select the Search button.

The results are returned in the Item Collection.

= o [

Summary @ @
[~ |Statement Humbe | Statement Date Business Line Account Code Account Hame Total Billed Paicl A
Totals §1,242,732.58 $34,065.07
[T |Foooonoo 03/232011 Flest 297005 DEPT OF ENERGY 512,000.00 s1mem| =
[T |Fooooszs 02172011 Flest 31017 US COURTS OF APP $100.00 30.00
[T |Foooos3o g2MTizon Flest 297005 DEPT OF ENERGY $120,000.00 50.00
[T |Foooosa4 02N 72011 Fleet 1017 US COURTS OF APP $125.00 20.00
I ¥ [Foooos3s 02172011 Flest 51017 US COURTS OF APPE $125.00 £0.00 I
[~ |Foooos4n 02nazon Fleet 51017 US COURTS OF APP $100.00 30.00
[T |Foooos4z 02M&201 Flest S10M7 US COURTS OF AP 540.00 50.00
[T |Foooos43 02nazon Fleet 297009 DEFT OF ENERGY $100.00 30.00 |
[ |Foooossz 02M&2011 Flest 297009 DEPT OF ENERGY £100.00 50.00 =
i | of”
14 =4 Page | ef27 > m IE Rows 1-10 |:|1"261"5&g

VCSS User Guide
August 2011

1-26



BAAR VCSS User Guide | August 2011

Steps to Execute a Query Using Notes
View and Print Statements Query:

4. Select a Statement.

5. Select View as PDF.

A new window with the PDF is displayed, close the PDF.

(A Prsscial Bfornston Cooto: prasa, B EA Fleet

L500 En Bussssner Ras

GSI{". Fomna Cxy. MO G411

Address Customer Information

Statement Information

03102011

Statement Summary

ﬁ:usa\am‘ S st Nt FOMZ42S sl (e (e ]
ALARCH HATL ATTH
PO B0 1643 MALL STOR B0 At Toim £ T Tuscomx 0
Licrs ALAMDS, 104 7565 Dot Do L0000 L Sacharpe o
Loww: Chxpe ]
Customer Codes Comtnet Us Pamalry (P 0
A (e i 0
Accomt Code 000 HOT000
) L= L prp— T
Fax Hemmber coll B
Apphed Cree o
Adpa e 1]
Roemdr re Addrews Jrr—— [T
Credin Summary
Appbed Credr 500
Tmapplied ekt o
Tetal Conit [T
Insrracnens Fay By IPAC
T ERAE PIODE T Pidvh BTIN VOUT FIMTM DD 00 Yo ALC AT0001s
v docemet TAS 4THATHL

B DRNS - P 15

6. Select View.
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Steps to Execute a Query Using
View and Print Statements Query:

Notes

F0000635

Statement Information

View Referencing Payments Dizpute Statement View PDF

Expand All | Cellapze Al

— = General
Statement Mumber: FOOO0835 Bill Type:
Statement Print Date: 02M7iz011 Business Line: Flest
Statement Collection Due Date: |12/01/2010

I NonlPAC 'I

— = Account Information

Account:
Account Code:  |S10MT Agency; 10
DUNS+4/BPN+4: Bursaw: il

Account Mame:  |US COURTS OF APPEALE  Agency Location Code:

— = Statement Amounts
— Eilled Totalz
Paid Applied Credit Adjusted Clezed Cutstanding
Principal 50.00 50.00 50.00 50.00 $125.00
Interest £0.00 £0.00 £0.00 £0.00 £0.00
Admin Chargss  gp g 50.00 50.00 50.00 50.00
£0.00 £0.00 £0.00 £0.00 £0.00
Penalty
50.00 50.00 50.00 50.00 5125.00
Total
— Amounts
— Billed Amounts — Cradit Amounts
Principal Amount: 5125.00 Total Amount: |20.00
Interest Amount. B Clozed Credit Amount: £0.00
Admin Charges Amount: 50,00 Qutstanding Credit Ameunt: 5000
Penalty Amount: sb.0o Note: The Credit Total Field iz calculated by adding the Sum of all CREDIT
Total Amount: 2125 00 line Principal Amounts.
Total Qutztanding Amount: |$125.00
Note: The Billed Total Fisld iz calculated by adding the Principal, Interest, Penalty
and Admin Charges Amounts.
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Steps to Execute a Query Using Notes
View and Print Statements Query:

7. Select the Details Tab.

The Details Tab is displayed.

I Detail= I

— Search Criteriz

— Detail Search Criteria

Reference I0: Title:

Charge Pericd: Record Type: I VI

ArticleziServices Dezscription: Dizputed: I VI

— Bill Document Date Entry Date —— — Detail Amount
From: From: From:
To: To: To:

— Account: #
DUNS+4/BPH+4: Account Code:

C + Additional Criteria

[ | L o

Summary @ @
Il Reference ID Entry Date Record Amount Account Code Account Name Record Type Title Disg
Totals §125.00
I ¥ |MOMOZFPO001YSTBI 021712011 $125.00/S117 US COURTS OF APPENormal Falze I
8.  Select a detail record and select Detail.
The detail record is displayed.
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Steps to Execute a Query Using Notes
View and Print Statements Query:

Statementlnfurmatiun ftachments | Review Correzpondence

tem 1 0f 1

=Eehe
Reference ID: MOMOZFPO001YS7BFPO0 Record Date: 021772011 Record Type:  [Normal =]
Record Amount: $125.00 Source Number: |12345573 Invoice Number:
— Period of Performance
Start Date: | 01/01/2011 End Date: 0143142011
— Dispute
Dizputed: Im Dizputed Date:
— Account
Account information: m
Account Code: | 51017 Account Mame: |US COURTS OF APPEAL f
DUNS+4/BPN+4: Agency: 10
— Header infarmation
— Payment Information
Owverdue Status:
Owverdue Status Date:
— Remit to Office Address
Address Fermat: [ US et Phone Number: |818-828-T037
Name: GSA; Payment for NON-IP, Fax Mumber: 818-323-5507
Address Line 1. Lockbox 973083 Email: kc-acctz-receivable finance@yyygsa.gov
Address Ling 2: Contact:
Address Line 3: Title:
City: St Louis
State: MO
Zip: £63197-8000
Country:
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Steps to Execute a Query Using Notes
View and Print Statements Query:
— Dunming
Dunning Count: |4 Last Dunning Date: |0301/2011

— Additional Critsriz

-—————3HORT TERM RENTAL WEHICLES——— ﬂ

Printed Mes=age: | Introducing GSA Fleet's Short Term Rental
Program. Hawve seazonal or 2urge vehicle nesde?
Have a vehicle down for repair? _*Q

— Fieet Information

Wehicle Clazs: an Wehicle Tag: Gs4512 Body Type: WAN

Starting Mileage: 125,000.00 Ending Mileage: 150,000.00 Milsage Rats

g
Amount: cled

Days Used: 145.00 E=st. Mileage Indicator:  |784

FedCode:
Special ACC

Radar Acceszoriez Charge
Equipment:

Amount: L

— Additional Information

Region: il FMC: A2

Sales Code: 47 Dezcription: |test

r Feneral

Reference ID: MOMOZFPO001 v STBFPOD Record Date: 024 72011 Record Type: Mormal j

Recard Amount: $125.00 Source Mumbet: 12345678 Irvoice Mumber:
r Period of Perfarmana

Start Date: 0140122011 End Date: 0143142011

r Dispate
Disputed: Falsej Dizputed Date:

rAccodnt

Account infarmation: @

Accourt Code: S10M7 Account Mame:  US COURTS OF APPEAL F

DUMNS+4BPM+4: Agency: 10

Note: Selecting the More button provides more information about the vendor.
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Steps to Execute a Query Using Notes
View and Print Statements Query:

Expand &1 | Collapse Al

r= “endor Address

endar: Phone Mumber:
Address Code: S1017 Fax Mumber:
Code; S1017 Email:
Contact:
Address Format:  US j
Title:
Marme: US COURTS OF APPEAL F
. DUME:
Address Line1:  ATTM: RUTH A. BUTLER |
. DUME+4BPM+4-
Addresz Line 2. 717 MADISON PLACE, M
. TIN (SSMEIMY:
Addresz Line 3
City: WA SHIMNGTOMN
State: D
Zipx: 20439
Courntry: s

9.  Select the Review Correspondence hyperlink.
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Steps to Execute a Query Using
View and Print Statements Query:

s | s | o coresie | caeo epenrs ] soema

WICEZ = Statements = Yiew and Print Statements = Biling Statement Information: FOO00023 = Detsils = Detail

Notes

Statement Information | Details | Aftachments
Detail

| Review Correspondence |

r Genera
Reference D MOMOZFPO00T SJ5%PPOO Record Date: 0272252010 Recard Type: Martmal LI
Record Amaount: $100.00 Source Numbet: Irvoice Mumber:
r Period af Perfarmanc
Start Date: 1200172010 Encd Date: 011502011

r Dispuie

Disputed: False;l Disputed Date:

The Review Correspondence Tab is displayed.
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Steps to Execute a Query Using Notes
View and Print Statements Query:
F0000535 View Referencing Payments Dispute Statement View PDF
Review Correspondence
— Search Criteria
Record Number: Type Of Correzpondence: I LI
rested Date First Hame: Account Information: 4
Erom: Last Name: ’iﬁccuunt Code: Agency Location Code:
To;
Subject:
Correspondence:
Ex
Use the wildcard (*) character to search if nesded.
Attachments m View as C5V
Summary IE @
[~ |Record Numbe | Created Date First Hame Last Hame |Statement Nur|Account Code | Type Of Corre Subject Has Attachment:
[¥ |Pending As=ignm 05/08/2011 Jahn Smith FOO00G35 S1017 Communication |Question about
1 <4 Page ! of 1 = bll'-!) vl Ruws1-1uf1ﬁg
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— Contact Perzon

Steps to Execute a Query Using

Notes
View and Print Statements Query:

Firzt Mame: |John

Last Mame: Smith Email Addrezs: john.zmithi@usagency.cor
Title: Purchasing Manager Phone Number: |555-555-5555 International Phane Number:
— 554 Contact
Name:

Title: Phaone Number: Email Addrezs:

Account information:
’i&ccnunt Code:

S1M7 Account Name: Agency Location Code:
— Correspondsnce
- ' - S Communication Created - Statement 55
Record Mumber: Pending Az=ignment Shurce: Date: 05/09/2011 Humber FO000635
Type Of ————
Correspondence: | -0 HEane LI
Subject: Question about my 02/2011 Statement
Dear GSA, ;I
Can you pleaze provide the following information regarding my February 2011 biling statement:
il
2.
3.
Sincerely,
John Smith
Correzpondence:
b
1.2.2 VCSS: View Details

The View Details query enables users to search for and view Detail Billing Records. The user will have
the ability to search for DBRs across all the statements for which they have access, using a variety of

search criteria.

Statements > View Details
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Figure 1-27: Navigation to View Details Query

Home | Motices | Perzonal Information | Preferences | Site b

A
GSA Vendor and Customer Self Service elcome Test Customer | 1ay 8, 2011 |

arements ayments AOrrespo nce ermal Applicatons marks
Statements + | P ts | © ndence + | External Applications + | Bookmarks +

VLSS = Accountz = Qy View and Print Statements
I View Details I

n Dizpute Statement/Detailz
Outstanding Baiz > Dy ACLUL

1.2.2.1 View Details Search Parameters and Results

The View Details query searches for details using criteria listed in the table below. The Item Collection
will include detailed information located in the Statement, including specific business line items. The
item collection fields will change based on the detail records returned. For example, if all the detail
records are for Fleet only, Rent specific fields will not be displayed. If the detail records returned are for
both Fleet and Rent, all fields will be displayed in the item collection.
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Figure 1-28: View Details Query Search Criteria and Item Collection

Detail Record Search

— Search Criteriz
— Detail Search Criteriz
Statement Number: i Businesz I—_I' Record I—_I'
Line: Type:
Tt il I vl Dizputed: I vl
Type:
Reference ID:
— Statement Date Entry Date —— — Detail Amount ———  — Collsction Dus Dats
From: From: From: From:
To: To: To: To:
— Account: &
DUNS+4/BPN+4. Account Code:
— = Additional Criteria
Charge Period: Article=/Services Dezcription:
IPAC
Funding Document: Related Statement Mumber:
Purchaze Order Number: Customer Treazury Symbol:
Accounting Clazsification Reference Number:
— = Fleet Search Criteria
Dezcription: Vehicle Tag:
Wehicle Clazs: Sales Code:
=l Rent Search Criteria
Building Name: Source Number:
View Statement View as CSV
Summary @ IE
I Reference 1D Statement Numbe | Statement Date Account Code Account Name Business Line Record Type Bill Type Dis
Totals
I ¥ [MOMOZFPODOTY IABA FOOD0G4S 0218201 897009 DEPT OF ENERGY  |Flest Normal NonlPAC FaiseI;
[ [MOMOZFPODOIEJABR AADDO311 02182011 S1017 US COURTS OF APPERent Normal NenlPAC Falze
[ [MOMOZFPOD014WEB] AAD00312 02M&z011 S1017 US COURTS OF APPERent Normal NenlPAC Falze
[ [MOMOZFPODOIMTEER FOODOEZT 02172011 S1017 US COURTS OF APPE Flest Normal NenlPAC Falze
[ [MOMOZFPODOIDPTBR FOOD0G32 0zMTizom 857009 DEPT OF EMERGY  |Flest Normal NenlPAC Falze
[ [MOMOZFPODOI CSOXA FOODOTTO 02/25/2011 857009 DEPT OF EMERGY  |Flest Normal NenlPAC Falze
[T [MOMOZFPODDI CVWOX] GOO2B6SS 02/28/2011 857009 DEPT OF EMERGY  |Flest Normal IPAC Falze
[T [MOMOZFPODOILNRW AADDO3TE 02/24/2011 9567 DENALI COMMISSION Rent Credit IPAC Falze
[ [MOMOZFPODO1406CH FOODOTOZ ozzIzom 857009 DEPT OF EMERGY  |Flest Normal NonlPAC Falzs
-
< | 3
M = Page 1 of 100 == Hl"l? 'l Ruws1—1ﬂ-uf999‘é
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Figure 1-29: View Details Query Search Criteria Field Descriptions

Search Element

Description

Search Criteria Group Box

Detail Criteria

Statement Number

The statement number associated with the record.

Business Line

The Business Line associated with the record.

Bill Type

The type of transfer method for the record, IPAC and Non-IPAC.

Record Type

The type of Accounting line the record is associated with options are
Advanced, Credit, Normal.

Disputed

The dispute status of the detail record.

Title

The title of the transaction. Can be up to 50 characters in length.

Reference ID

The reference ID associated with the record.

Statement Date (To/From)

The day the Statement was printed.

Entry Date

The date the Statement was created.

Detail Amount (To/From)

The total amount on the record.

Account Criteria

DUNS+4/BPN+4

A unique numbering system that is used to identify a business.

Account Code

The account code on the record.

Additional Criteria

Charge Period

Date of the charge related to the Detail billing Record.

Articles/Services Description

Indicates the items or services on the transaction.

IPAC

Purchase Order Number

The Purchase Order Number associated with the record.

Related Statement Number

Previously billed Statement Number’s on BD Credit line types.

Accounting Classification
Reference Number

The accounting classification reference number used for interagency
transfers.

Customer Treasury Symbol

The Customer Treasury Symbol that represents the other party
affected by transactions.

Fleet Detail Billing Elements

Description

The Description of the Detail Billing Record.

Vehicle Tag

The Vehicle Tag of the Detail Billing Record.

Vehicle Class

The Vehicle Class of the Detail Billing Record.

Sales Code

The Sales Code of the Detail Billing Record.
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Search Element

Description

Rent Detail Billing Elements

Building Name

The Building Name associated with the Detail Billing Record.

OA Number

The OA number associated with the record.

Item Collection

Related Statement Number

Identifies the related statement number that credits are crediting.

Reference ID

The reference ID associated with the record.

Statement Number

The unique number representing the statement.

Statement Date

The date the statement was billed.

Account Code

The account code on the record.

Account Name

The name of the account associated with the record.

Business Line

The Business Line associated with the record.

Record Type

The type of Accounting line the record is associated with options are
Advanced, Credit, Normal.

Bill Type

The type of transfer method for the record, IPAC and Non-IPAC.

Disputed

The dispute status of the record, true or false.

Payment Due Date

The payment due date of the record.

Currency The type of currency of the detail record.
Amount The amount of the detail record.
Vehicle Tag The Vehicle Tag of the Detail Billing Record.

Est. Mileage Indicator

The estimated mileage indicator of the detail record.

Body Type The body type associated with the detail record.
Building Address The Address of the Building associated with the detail record.
Record
OA Number The OA number associated with the record.
Action Buttons
View Will take the user to the detail information page.

View Document

Will open the document associated with the selected
Detail record.

View Statement

Will open the statement associated with the selected
Detail record.

View as CSV

Exports the search results to a CSV spreadsheet.

Sort...

Sorts the records according to the column header selected.
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1.2.2.2 Detail Record Detail Page

The View Details detail page provides the information that is contained on the selected detail record. The
detail page also contains action buttons to view the statement associated with the detail record.

Figure 1-30: View Details Detail Page

=

— General

— Statement Information
Statement Number: |FOO00G46 Buginess Line: Fleet

Bill Type: IchIP;;-l: vl Payment Due Date:

Detail information

Reference ID:  |MOMOZFPOOOYIABFPOO Record  omnny Record |”crmﬂ| -]
Date: Type:
Record Amount:  |$100.00 i
Suurce. 12345578 In '."IJICBI
. Number: MNumber:
— Period of Performance
Accounting
Start End
Date: 01/01/2011 Date: 0143442011 Clazzification
Reference Number:
— Dispute
Disputed: IFElEE "I Disputed
Date:
— Account
Account Information:
Account Code: | 897009 Account Name: |DEPFT OF ENERGY
DUNS+4/BPN+4; Agency: 29
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Figure 1-31: View Details Page Continued

— Dunning
Dunning Count; |0 Last Dunning Date:
— Additional Criteria
SHORT TERM REMTAL WEHICLES il
Printed Mes=zage: | Introducing GSA Fleet's Short Term Rental
Program. Have seazonal or 2urge vehicle nesds?
Have a vehicle down for repair? _YA
— Flest Information
Vehicle Clags: “ehicle Tag: Body Type:
starting 0.00 Ending Misags:  [0.00 Mieage Rate o
Mileage: Armount: =
Ezt. Mileage
Days Used: 0.00 Indicatar: FedCode:
Special ACC 4 coeszories
Equipment: /ACCESSOTES  Igp pp
Guipment Charge Amount:
— Additional Information
Region: il FRC: A12
Sales Code: T De=scription:
1.2.2.3 Executing a Query Using View Details
To use the View Details Query in VCSS, follow the steps below.
Steps to Execute a Query Using View Details Query: Notes

1. In VCSS navigate to Statements -> View Details.

The View Details page is displayed.
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Steps to Execute a Query Using View Details Query: Notes

Detail Record Search

— Search Criteriz

— Detail Search Criteria

Statement Number: & Business Iﬁ Record lﬂ
Line: Type:

tle: _Bi" I 'l Dizputed: lﬁ
ypE

Reference ID:

— Statement Dats Entry Date Detail Amount —— — Collection Dues Date
From: From: From: From:
To: To: To: To:

— Account: 4
DUNS+4/BPN+4: Account Code:

= Additional Criteria

Charge Period: Articles/Services Description:

1PAC
Funding Document: Related Statement Number:

Purchase Qrder Number: Customer Treasury Symboel:

Accounting Clazssification Reference Number:

=/ Fleet Search Criteria
Description: Vehicle Tag:

Wehicle Clazs: Sales Code:

= Rent Search Criteria

Building Name: Source Number:

o

2. Enter the desired Search Criteria.

3. Select the Search button.

The results are returned in the Item Collection.
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Steps to Execute a Query Using View Details Query: Notes
o
Summary @
;L Reference 1D Statement Numbe | Statement Date Account Code Account Hame Business Line Record Type Bill Type Disp
Totals

[V |MOMO2FPO0D1YIABF FOOD0646 02182011 897009 DEPT OF ENERGY  |Flest Narmal NenlPAC Falze =
[ |MOMO2FPO0D1EJABR AADDO311 02182011 S1017 US COURTS OF APPE Rent Narmal NenlPAC Falze

[ |MOMOZFPODD14WEB| 44000312 02182011 51017 US COURTS OF APPERent Narmal NonlPAC Falze

[ |MOMO2ZFPODD1M7EBH FOOD0E27 02172011 S1017 US COURTS OF APPE Flest Narmal NonlPAC Falze

[ |MOMOZFPODD1DPTBA FOO00632 021742011 857009 DEPT OF ENERGY  |Flest Narmal NonlPAC Falze

[ |MOMOZFPODD1CSOXA FOODOTTO 027252011 857009 DEPT OF ENERGY  |Fleet Narmal NonlPAC Falze

[ |MOMOZFPODD1 CWOX] GO028595 02/28/2011 857009 DEPT OF ENERGY  |Flegt Narmal IPAC Falze

[ |MOMOZFPODD1LNRVY AA000378 0272412011 9567 DEMALI COMMISSION Rent Credit IPAC Falze |
[ |MOMOZFPOD01406CHFOO00TO2 027232011 857009 DEPT OF ENERGY  |Flegt Narmal HonlPAC Falze =
1 | of

14 w1 Page ! of 100 »> =1 IE Rows1-10 Dfm,,g

4. Select a Detail Record.

5. Select View.

The Detail Record is displayed.
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Steps to Execute a Query Using View Details Query:

Notes

=

— Gensral

— Statement Information

Bil Type:

Statement Number: |FO000545

Business Line: Fleet

Payment Due Date:

— Detail Information

Reference ID: MOMOZFPO001 Y IABFPO0 Recerd Date: 02/18/2011 TRECUFU | Normal vI
VR
Record Amount: £100.00 Source Mumber: |12345878 Invaice
. . o Number:
— Period of Performance Accounting Clazzification
Reference Mumber:
St 2011 End 112011
Date: Date:
— Disputs
Disputed: [False v] Dizputed
Date:
— Account
Account information:
Account Code: | 857009 Account Nams: | DEPT OF ENERGY
DUNS+4/BPN+4: Agency: 89
— Dunning
Dunning Count: |0 La=t Dunning Date:
— Additional Criteriz
- SHORT TERM RENTAL VEHICLE S e i’
Printed Mezzage: | Introducing GSA Fleet's Short Term Rental
Program. Hawve seazonal or surge vehicle nesds?
Hawe a vehicle down for repair? o
— Flzet Information
Wehicle Clazs: ‘Vehicle Tag: Body Type:
Starting Mileage: 0.00 Ending Mileage: 0.00 Wileage Rate =0.00
Amount: :
Days Used: 0.00 Est. Mileage Indicator:
. FedCode:
Special ACC Accessories Chargs
Equipment: Ameunt: sb.oo
— Additional Information
Region: ()] FMC: o
Sales Code: T De=cription:
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1.2.3 VCSS: Dispute Statement/Details

The Dispute Statement/Details page is where the user is able to dispute an entire statement or specific
details of a statement. The purpose of the dispute wizard is for users who believe they have been billed
incorrectly, to bring the error to the attention of GSA. The dispute wizard will walk users step by step

through the entire process of disputing.
Statements > Dispute Statement/Details

Figure 1-32: Navigation to Dispute Statement Details Page

Home | Notices | Perzonal Information | Preferences | Site Ma

A
CRY2Y vendor and Customer Self Service Wielcome Test Custoer| iay 3, 2011 Si

m m Payments + Correzpondence External Applications Bookmarks

VLS55 = Accountz = Qu| View and Print Statements

View Detailz

atement/Details

Outstanding Baemces oy mocomme————

1.231 Executing the Dispute Process at the Statement Level

To create a Statement level dispute in VCSS, follow the steps below.

Steps to Execute the Dispute Process at the Statement Level: Notes
1. In VCSS navigate to Statements => Dispute Statement/Details.

The Dispute Wizard page is displayed.
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Steps to Execute the Dispute Process at the Statement Level: Notes

VLSS » Statementz = Enter Statement Humber to Dizpute @

Enter Statement Number to Dispute

HIae ¥ N S I
Billing Statement: 4

Statement Number: m

Account Code:

2. Enter the desired Statement Number.

Note: The Statement Number field is a reference link so if the user does not know the
statement number they can select the link and search for the statement using the
View/Print Statement query.

3. Select Next.

The Type of Dispute page is displayed.

I Pleazs identify the type of dizpute vou would like to request below and then zelect the Next button to cnntinu&.l
=

— Siatement Information

Account Name: DEPT OF ENERGY

Statement Amount: |31,500.00

— Disputs Type
C Dizpute Entire Statement

" Choose Which Detail Records to Dizpute
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4.

5.

Steps to Execute the Dispute Process at the Statement Level:

Notes

The user confirms the Dispute Entire Statement button is selected and chooses Next.

The Supplementary Dispute Information page is displayed.

Pleaze provide all required contact information joelow:

I I I

Expand All | Collapse All

= | Customer Contact Infnrmatinnl

* First Nams:

“Last Mame:

Phone Number:
Internatienal Phene Number:

“Email Address; jehn.smith@uzagency.gov

Title:

= | Supplementary Dizputs Infurmﬂtiunl

Pleaze zelect a Dizpute Reazon from the dropdown
and include a description of vour dizpute in the Dizpute Explanation field.
Then =elect Next to continue.

- Digpute Reazon Code; I ;I

* Dizpute Explanation:

-

The user fills out the required fields (First Name, Last Name, Email Address, Phone

Number, Dispute Reason and Dispute Explanation) and selects Next
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Note: If the user wishes to add an attachment to the dispute record they will select the
Attachments button and add the attachment before selecting Next.

The General Dispute Information page is displayed

Steps to Execute the Dispute Process at the Statement Level:

Pleaze review vour contact information and dizpute reazon/explanation for accuracy.
U=ze the Back butten to navigate to the previous page should vou nesd to make any ug

If not, select the Next button to continue.

6. The user reviews the information that has been entered and confirms that it is correct

cxpand All | Collapse All

datez.

— = Customer Contact Information

Firzt Name: John
Lazt Name: Smith
Phone Number: 555-555-5555

Internatienal Phone Number:
Email Addrezs: jehn.zmithi@uzagency.gow

Title: Purchaszing Manager

— =/ Supplementary Dizpute Information

Dizpute Reason Code: | Services are over billed

Thiz =tatement iz an overkilling.

Dizputs Explanation:

-

and selects Next.

The Disputed Items Review page is displayed.
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Steps to Execute the Dispute Process at the Statement Level: Notes

Pleaze review the zelected dizputed itemz for accuracy. Use the Remove Details button to remove an item from the list.
Uze the Back button te navigate back through the wizard =hould you chooze to include additional dizputed items.
If not, 2elect the Submit Dispute Request button to submit.

e e

Summary @ @
- Reference Id | Entry Date | Detail Amount Account Code Account Name Record Type | Title |
Totals
r £800.00 Bil
|l £700.00 Bil
4 | i
1= oo Page | of 1 == i Iﬁ Row=1-2 Uf2§

7. The user reviews the items and confirms that everything is correct and selects Submit
Dispute Request.

Note: If the user finds an item is incorrectly listed they are able to remove it by selecting
that item’s flag and selecting Remove Details.

The Dispute is sent to GSA and will appear on the Disputed Billings Query in Pegasys.
The system provides an information message stating that the dispute request has been

submitted successfully.

@ 50002 Dizpute request haz succez=fully been =ubmitted.

1.2.3.2 Executing the Dispute Process at the Detail Level

To create a detail level dispute in VCSS, follow the steps below.

Steps to Execute the Dispute Process at the Detail Level: Notes

1. In VCSS navigate to Statements => Dispute Statement/Details
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Steps to Execute the Dispute Process at the Detail Level: Notes

The Dispute Wizard page is displayed.

WSS = Statementz = Entsr Statement Number to Dispute &

Enter Statement Number to Dispute

HIH® i o - For
Billing Statement: 4

Statement Number: m

Account Code:

2.  Enter the desired Statement Number and select Next.

Note: The Statement Number field is a reference link so if the user does not know
the statement number they can select the link and search for the statement using
the View/Print Statement query.

The Type of Dispute page is displayed.

Pleaze identify the type of dizpute you would like to request below and then =elect the Hext butten to continue.

e

— Siatement Information

Account Name: DEPT OF ENERGY

Statement Amount: |31,500.00

— Dizsputs Type
C Dizpute Entire Statement
" Choose Which Detail Records to Dizpute
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Steps to Execute the Dispute Process at the Detail Level: Notes

3. Select Choose Which Detail Records to dispute button and select Next.

The Choose Details to Dispute page is displayed.

Uze the search criteria below to identify the detail(z) you would like te dizpute. Simply pepulate any of the below criteria and =2elect the Search button to 2ee a list
of detailz matching yvour criteria.

EEEa

-1 Search Critsriz

Reference ID:

Record Amount:

Record Date:
—1=/ Detail Biling Record

- Fleet Search Criteria Fleet Additionzsl Search Criteriz
Wehicle Clags: Salez Code:
‘Vehicle Tag: Description:
Ezt. Mileage Indicator: FHMC:
Body Type:

Search

Mark for Dispute Clear Result
Uze the Mark for Dispute butten to select detailz to be included in your dispute. View as C5V
If needed, use the Clear Result butten to perform another zearch for =
additional detailz to be dizputed. Once all dezired detailz have been marked for dizpute,
zelect the Next button to continue.

4. The user searches for and selects the detail records to be included in the dispute
request.

Once the detail records have been selected in the item collection, select the Mark
for Dispute button.

The system displays an information message stating that the selected detail
billing records have been included in the dispute request.
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Steps to Execute the Dispute Process at the Detail Level: Notes

I @ 50003 The =elected detail biling recordz have been included in the current dispute request. I

Use the search criteria below to identify the detailiz) you weuld like to dispute. Simply populate any of the belew criteria and zelect the Search button to zeea
lizt of detailz matching vour criteria.

s | e [ concet

— Search Criteria

Reference ID:
Record Amount:

Becord Date:

— = Detail Biling Record

Fleet Search Criteria Fleet Additional Search Criteria
Wehicle Class: Sales Code:
Vehicle Tag: Description:
Ezt. Mileage Indicater: FMC:
Body Type:
Search

Result

View as C5V

additional detailz to be dizsputed. Once all desired detaile have been marked for dizpute,
zelect the Next button to continue.

Summary @ @
Il Reference ID Entry Date Record Amount Account Code Account Hame Record Type Title
Totals §1,500.00
I v |MOMOZFPOO010VEZH 02/28/2011 S300.00(55T009 DEPT OF ENERGY  |Normal Fa
[T | MOMOZFPOO01 JWEZH 02/28/2011 S700.00(857009 DEPT OF ENERGY  |Mormal Fa

5. Once all detail billing records have been selected to include in the dispute
request, select Next.

The Supplementary Dispute Information page is displayed.

I f |

6. The user fills out the required fields (First Name, Last Name, Email Address,
Phone Number, Dispute Reason and Dispute Explanation) and selects Next.
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Steps to Execute the Dispute Process at the Detail Level:

Note: If the user wishes to add an attachment to the dispute record they will
select the Attachments button and add the attachment before selecting Next.

The General Dispute Information page is displayed.

7. The user reviews the information that has been entered, confirms that it is correct

Pleaze review your contact information and dizpute reason/sxplanation for accuracy.
Uze the Back button to navigate to the previous page =hould you need to make any updatez.

If not, 2elect the Next button to continue.

cxpand All | Collapze All

— = Customer Contact Information

Firgt Name: John
Lazt Name: Smith
Phone Mumber: 555-555-5555

Internaticnal Phane Number:
Email Address: john.emithi@usagency.gov

Title: Purchaging Manager

— = Supplementary Digpute Information

Dizpute Reason Code: | Services are over billed

Thiz =tatement iz an overkiling.

Dizpute Explanation:

=

and selects Next.

The Disputed Items Review page is displayed.
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Steps to Execute the Dispute Process at the Detail Level: Notes

Pleaze review the zelected dizputed temz for accuracy. Uze the Remove Details butten to remove an item from the lizt.
Use the Back button to navigate back threugh the wizard should you choese to include additional dizputed items.
If not, zelect the Submit Dispute Request button to =ubmit.

Summary @ @
- | Reference Id | Entry Date | Detail Amount | Account Code | Account Name | Record Type | Title |
Totals
I | | | %DD.DD|B§TDGQ |DEF‘T OF ENERGY | | |DE
1 | I
i s Page '’ of 1 == m Iﬁ Rows 1-1of ‘1@

8. The user reviews the items, confirms that everything is correct and selects
Submit Dispute Request.

Note: If the user finds an item is incorrectly listed they are able to remove it by
selecting that item’s flag and selecting Remove.

The Dispute is sent to GSA and will appear on the Disputed Billings Query in
Pegasys.

The system provides an information message stating that the dispute request has
been submitted successfully.

@ 50002 Dizpute request haz =uccez=fully been =ubmitted.

1.3 VCSS: Payments Menu

The Payments section in VCSS is where users are able to see payments and refunds that have been made
to their accounts. Users will be able to view detailed information on each payment/refund by drilling
down on the respective queries. Once the user has drilled down they will be able to create
correspondence on each payment/refund. The Payments section includes the following options:

= View Customer Payments
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= View Refunds

1.3.1 VCSS: View Customer Payments

The View Customer Payments query allows users to search for and review payments made against their
statements. The query contains the ability to drill down to the View Customer Payment Information
screen where detailed information, not available in the item collection, can be seen as well as the option to
send correspondence on the payment.

It is important to note that the term “customer payment” refers to a payment made by a customer to GSA.
This transaction is recorded in Pegasys using a Cash Receipt (CR) document type to reflect the collection
from the customer.

Payments > View Customer Payments

Figure 1-33: Navigation to View Customer Payments Query

Home | Notices | Perzonal Information | Preferences | Site Ma

A
ERY2Y Vendor and Customer Self Service Welcome Test Customer | fay 8, 2011 Si

m Statements Payments ~ Correspondence External Applications Bookmarks -+

View Customer Payments
Wiew Refunds

WE3S » Accountz » Outztanding Balances B

Outstanding Balances By Account

= To search for customer payment information enter the applicable search criteria and select the Search
button.

1.3.1.1 View Customer Payments Search Parameters and Results

The View Customer Payments query contains the search criteria, item collection and action buttons that
are listed below in the field definitions.
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Figure 1-34: View Customer Payments Search Criteria and Item Collection

VCSS » Paymentz » Customer Payment Search @

Customer Payment Search

— Search Criteriz

— Gensral Criteriz
Payment Number: Line Type: I LI
Title: Referenced Statement Number: #
Debit Voucher Number: Buzinezz Line: | ;I
Deposit Mumber: Source Number:
Invoice Number: Agreement Number:
Receipt Date —— — Paid Amount
Erom: (02/01/2011 From:
To: 03012011 To:
Note: The OA Mumber iz the Allernate Agreement Number.

Account: 4
’7DUN5+-'-1JEF‘N+4: Account Code: |S1017

— = Additional Criteria

— Payment Information

Payment Information: I VI Check/Money Order Number;

—IPAC
Funding Document: Related Statement Number:
Purchaze Order Number: Custoemer Treasury Symbol:

Accounting Classification Reference Number:
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B3 B3

Account Summary View Statement View as C5V

Summary IE @
r | Payment Humber |Fteferer1oed Stater|ReIated Statemem| Title | Account Code | Account Hame | DUNS=4/BPH=4 | BL
Totals

[ |CA7-CAT201102020 32.05 51017 US COURTS OF APFE Rl

[ | CA7-CAT201102080 51017 US COURTS OF APP R

[ |CA7-CAT201102220 51017 US COURTS OF APF R

[ | CA7-MTACAT201103 3205 51017 US COURTS OF APF! R

[ |cHe-cHe10847-1  |FooDO429 5117 US COURTS OF APP F

[ | cHe-cHez01102200 51017 US COURTS OF APF F

[T | cHE-CHB2011022400 FODOOT31 51017 US COURTS OF APF! F

[ | cHe-cHB2011022400 FO000734 51017 US COURTS OF APF! F|

[T | cHe-cHE2011022400 FOD00738 5117 US COURTS OF APP R

n | 8
= oo Page of 8 ®> mi Iﬁ Rows 1-10 I:IfT"Q&t§

Figure 1-35: View Customer Payments Field Descriptions

Search Element

Description

Search Criteria Group Box

Payment Number

A unique value associated with the payment.

Title

The title of the transaction. Can be up to 50 characters in length.

Debit Voucher Number

Number of the debit voucher associated with the receipt.

Deposit Number

The number of the deposit ticket associated with the receipt.

Invoice Number

Used to search the transaction record’s Invoice value.

Receipt Date (from/to)

The date the payment was received from the customer and recorded
in Pegasys.

Collected Amount (from/to)

The amount collected on the payment.

Line Type

The line type of the associated payment, valid values are advanced
payment, advanced offset, debit voucher normal, debit voucher
advanced, normal, receivable offset, and adjustment.

Referenced Statement Number

The statement number referenced on the payment.

Business Line

The Business Line associated with the payment.

Alternate Agreement Number

The OA number associated with the payment.

Agreement Number

The agreement number associated with the payment.

Paid Amount (To/From)

The amount the payment was for.
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Search Element

Description

Account Code

DUNS+4/BPN+4

Payment Information

Check/Money Order Number

Purchase Order Number
Related Statement Number

Accounting Classification
Reference Number

Customer Treasury Symbol

Payment Number
Title

Account Code
Account Name
DUNS+4/BPN+4
Business Line

Paid Amount

Referenced Statement Number

Line Type

Alternate Agreement Number

Tender Type

Check/Money Order Number

Customer Treasury Symbol

Accounting Classification
Reference Number

Related Statement Number

Account Criteria
The account code on the payment.
The DUNS+4/BPN+4 on the payment.
Payment Information

The type of payment, valid values are: Cash, Check, CROffset,
CRRefund, Electronic, IPAC, Lockbox, PAYGOV.

The pre-printed number of the check or money order.
IPAC
The Purchase Order Number associated with the record.
The related statement number recorded on the BD accounting line.

The accounting classification reference number used for interagency
transfers.

The Customer Treasury Symbol that represents the other party
affected by transactions.

Item Collection
A unique value associated with the payment.
The title of the transaction. Can be up to 50 characters in length.
The designated agent account code on the payment.
The designated agent account name on the payment.
The DUNS+4/BPN+4 on the payment.
The Business Line associated with the payment.
The amount collected on the receipt.
The statement number referenced on the payment.

The line type of the associated payment, valid values are advanced
payment, advanced offset, debit voucher normal, debit voucher
advanced, normal, receivable offset, and adjustment.

The OA number associated with the record.
An alphanumeric code that identifies the purchase method.
The pre-printed number of the check or money order.

The Customer Treasury Symbol that represents the other party
affected by transactions.

The accounting classification reference number used for interagency
transfers.

The related statement number recorded on the BD accounting line.
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Search Element Description
Agreement Number The agreement number associated with the payment.
IPAC Whether the payment was IPAC or not, valid values are True or
False.
Purchase Order Number The Purchase Order Number associated with the record.

Action Buttons

View Will take the user to the payment information page for
the selected payment.
Account Summary Will take the user to the Account Summary page.
View Statement Will take the user to the Statement Information page
for the statement associated with the selected
payment.
View as CSV Exports the search results to a CSV spreadsheet.
Sort... Sorts the records according to the column header selected.
1.3.1.2 View Customer Payment Information Page

To see detailed information concerning the payment not present in the item collection, the user must view
the payment.

Figure 1-36: Payment Information Page

Send New Correspondence
Payment Information

xpand All | Collapse Al

— = General
Document Number: CAT-CATZ01102020008-1 Line Type: II.crrr.aI ;l Source Number:
Title: 32.05 Deposit Mumber: 1 Business Line:  |Rent
Debit Voucher Number: Receipt Date: 02/02:2011

Statement
(Statement Humber:

— =l “endor Information

Agency Dizburzing Office: WADC m

Account:
Account Code:  |S1017 Agency: 10
DUNS+4/BPH-4: Bureau: 17

Account Name:  |US COURTS OF APPEAL | Agency Location Code:
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— = Amounts

Principal Amount:
Interest Amount:

Admin Charges Amount;
Penalty Amount:

Total Amount:

50.00

50.00

50.00

§250.00 Rsferencsd

20.00 Chargeback Amount:
%0.00 Refunded Amount:
$0.00 Deposit Amount:
5250.00

— = Transfer

Treazury Symbol:

To/From: I x I

=/ Tender Type

Tender Type: |CASH Check/Money Order Number:
— = IPAC
IPAC: I::.‘EE .I Funding Internal
Authorization Agreement LI QObligation
Customer Source: Document
HS;EEF Purchase Number:

- Order Number: F" Obligation Iﬁ
Transfer A i ID: ks
Schedule Accounting
Fi “b‘:_“ Classification Transaction
_um & Reference Contact:

ransfer Humber: Contact
‘;‘nuills_r Related Phaone
Hmoer. Statement Number:
Transfer Number: Contact
A .
’B"f_thunz“d Customer Ernail
¥ Treasury

Symbol

Once the view customer payment information page has loaded, the user is able to navigate to the
correspondence tab where they can search for all of the correspondence on the payment. The action
button Send New Correspondence is also provided. When selected, Send New Correspondence will allow
the user to send a new correspondence to GSA about the payment.
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Figure 1-37: View Payment Correspondence Tab

Send New Correspondence
Review Correspondence

— Search Criteris
Record Number: Creater: Type Of Correzspondence: I LI
Created Date — — Contact Person
From: First Mame:
To: Last Mame:
Widdle Initial:
Subject:
Correspondence:
Ex

Attachments m View as CSV

Summary IE IE
~ | Record |Type Of Correspo | Created Date | Creator | First Hame | IMiddle Initial | Last Hame | Subject
v | Pending Azsignment ‘ Question ‘mm1 1 ‘tstwstnmer ‘.Jnhn | ‘Snﬂh | Question About

1l | ol

1a s Page|l of 1 s wi |10 7] Rows1-1of1
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— Contact Ferzon
Firat Name: John Widdle Initial: La=st Name: Smith
Title: Purchazing Manager Phone Number: |555-555-5555 International Phone Number:

Email Address; |john.smith@usagency.goy

—Agency Contact

Name: Title: Phone Number: Agency Email Address:
— Correspondence
Record Number: Pending A=ssignment Creator: tetcustomer Created Dats: | 05/08/2011
Type Of Correzpondence: I:Zeues:C" LI Communication Source;
Parent temized Line Number: Parent Accounting Line Number: |1
Subject: Question About My Payment Amount
Dear GSA, =]

| have a question about the payment amount that | 2ent in for my 02/2011 biling =tatement:

Sincerely,
John Smith

Correzpondence:

|

1.3.1.3 Executing a Query Using the View Customer Payments Query

Steps to Execute a Query Using Notes
the View Customer Payments Query:

1. In VCSS navigate to Payments => View Customer Payments.

The View Customer Payments Query page will be displayed.
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Steps to Execute a Query Using
the View Customer Payments Query:

Notes

‘ Customer Payment Search

— Search Criteria

— General Criteriz

Payment Mumber: Line Type: |

Title: Referenced Statement Number:

Debit Voucher Number: Business Line: I
Deposit Number: Source Number:

Inweice Number: Agresment Mumnber;

— Receipt Date —— — Paid Amount

From: From:

To: To:

Note: The OA Number is the Alternate Agreement Number.

[~
&

— Account: ¥

DUNS+4/BPN+4: Account Code:

— =/ Additional Criteria

— Payment Information

Payment Information: I vI Check/iMoney Order Number:

—IFAC

Funding Document: Related Statement Number:

Accounting Clazsification Reference Number:

Purchaze Order Number: Customer Treazury Symbaol:

=

2. Enter the desired search criteria and select Search.

The results are returned in the item collection.
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Steps to Execute a Query Using Notes
the View Customer Payments Query:
Summary @ @
r |Paymer|t Humber |Referenoed Stater|ReIated Statemen1| Title | Account Code | Account Name | DUNS=4/BPN+4 | BL
Totals

||7 CAT-CATZ011020201 32.05 S1017 US COURTS OF APPE rl;
[T |cAT-CATZ01102090 51017 US COURTS OF APP F
[T |cAT-CATZ01102230 51017 US COURTS OF APP F
[ |CAT-MTACAT201103 32.05 51017 US COURTS OF APP F
[T |CHB-CHE10847-1  |FOOD0429 51017 US COURTS OF APP F
[T |CHB-CHE201102200 51017 US COURTS OF APP F
[T |CHB-CHE2011022400 FO000734 51017 US COURTS OF APP F
[T |CHB-CHE2011022400 FODDOT34 51017 US COURTS OF APP Al
[T |CHE-CHE2011022400 FOODOT2E 51017 US COURTS OF APP Fo
q | ol

1= os Page of 8 mx ®1 IE Rows=1-10 I:IfT'Q&t§

Select a payment.

Select the View button.

The View Payment Information page is displayed.

Note: The view customer payment information page is read only and is unable to be

edited.
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Steps to Execute a Query Using

the View

Send New Correspondence
I Payment Informatio

Customer Payments Query:

Notes

Expand All | Collapse All

— = General
Document Number: CAT-CATZ01102020008-1
Title: 32.05

Debit Voucher Humber:

Statement
listatement Number:

Line Type: I Mormal LI Source Number:

Deposit Number: |1 Busines= Line:  Rent

Receipt Date: 020272011

— =l “endor Information

Agency Dizburzing Office: WADC

Account:

DUNS+&/BPN+4: Bursau:

Account Mame:  |US COURTS OF APPEAL F Agency

Account Code:  |S1MT Agency:

Location Code:

Admin Charges Amount: | 30.00

— = Amountz
Principal &meunt: £250.00 Referenced
Chargsback Amount: 5000
Interest Amount: 20.00

Refunded Amount: $0.00

Tender Type: |CASH

Penaty Amount: =0T Deposit Amount: 20.00
Total Amount: $250.00

— = Tranzfer
Treasury Symbol: To/From: I_L'

— =/ Tender Type

Check/Monsy Qrder Number:

— = IPAC
PAC: IFE|EE ,I Funding Internal
Autherization |Agreement LI QObligation
Custemer Source: Document
:Srunf}:'r Purchase Number:

. Order Number: F Obligation Iﬁ
Transfer Accounting 0: —
ﬁchidu!e Classification Tranzaction

HmBEr- Reference Contact:
Jfﬂﬂﬁfﬁ Number: Contact
NUUE- e.r Related Phone

Hmier: Statement Number:
;rii':lsf_erd Number: Contact
B”_ oriz= Customer Email:

¥ Treasury
Symbol:
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1.3.14 Searching and Creating Correspondence Using the View Customer
Payments Query

Steps to Search and Create Correspondence Notes
Using the View Customer Payments Query:

1. In VCSS navigate to Payments => View Customer Payments.

The View Customer Payments Query page will be displayed.

| Customer Payment Search

— Search Criteria

— Feneral Criteria

Payment Number: Line Type: I ;l
Title: Referenced Statement Number: #
Debit WVoucher Mumber: Businszz Line: I LI
Deposit Number: Source Number:
Invoice Number: Agreement Number:

Receipt Date —— — Paid Amount

From: From:

To: To:
Note: The 04 Mumber iz the Alternate Agreement Number.

Account: #
’7DUN5—-‘-.-'EIF‘N—-‘-: Account Code:

— = Additional Criteria

— Payment Information

Payment Information: I vI Check/Meney Order Number:

— IPAC
Funding Decument: Related Statement Mumber:
Purchase Order Number: Customer Treazury Symbol:

Accounting Classification Reference Number:

o
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Steps to Search and Create Correspondence Notes
Using the View Customer Payments Query:

2. Enter the desired search criteria and select Search.

The results are returned in the item collection.

[
Account Summary View Statement View as C5V

Summary @ @
r | Payment Humber |Fteferer1ced 5tater|ReIated Statemen1| Title | Account Code | Account Name | DUNS=4/BPH=4 | B
Tofals
¥ |ca7-ca7201102020 3205 51017 US COURTS OF APFE |
M |caz-ca7201102080 51017 US COURTS OF APP =
M |caz-cazzo1102220 51017 US COURTS OF AFF F
M |cAz-MTACATZ01102 3205 51017 US COURTS OF AFP F
M |cHe-cHe10847-1  |Fononazs 51017 US COURTS OF APP F
M |cHe-cHez01102200 51017 US COURTS OF AFP F
M |cHe-cHE2011022400 FO000731 51017 US COURTS OF AFP F
M |cHe-cHE2011022200FO000734 51017 US COURTS OF AFP A
M |cHe-cHe2011022400Fon00738 51017 US COURTS OF APP i
1 | sl

v o Page | of & = -ll': 7I RDWS1—1IJDTT2“¢

3. Select a payment.
4. Select the View button.

The View Payment Information page is displayed.

Note: The view customer payment information page is read only and thus is unable to be
edited.
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Steps to Search and Create Correspondence
Using the View Customer Payments Query:

Send New Correspondence

Notes

Payment Information

Expand All | Collapse All

— = General

Document Number:

Debit Voucher Number:

CAT-CAT201102020008-1 Line Type: Irlcrmal

Title: 3205

LI Source Number:
Deposit Number: |1 Busziness Line: | Rent

Receipt Date: 020272011

Statement
listatement Number:

— =l “endor Information

Agency Dizburzing Office:

Account:
Account Code: |S1UMT Agency: 10
DUNS+&/BPN+4: Bursau: i

Account Mame:  |US COURTS OF APPEAL F Agency Location Code:

— = Amounts

Principal Amount:
Interest Amount:
Admin Charges Amount:
Penalty Amount:

Total Amount:

£250.00 Referenced

Chargeback Amount: |S0.00
£0.00

Refunded Amount: S0.00
20.00

Deposit Amount: S0.00
£0.00
£250.00

= Tranzfer

Treasury Symbol:

To/From: I vl

— =/ Tender Type

Tender Type: CASH

Check/Monsy Order Number:

=l IPAC

IPALC: False i

Customer
oucher
Number:

Transfer
Schedule
Number:

Transfer
‘Woucher
Number:

Transfer
Authorized
By

Funding Internal
Autherization |Agrsemsnt ;l QOkligatien
Source: Decument
Purchase MNumber:
Order Number: F" Obligation
A ccounti ID: [ [
ccounting
Clazsification Tranzaction
Reference Contact:
Number: Contact
Relatzsd Phone
Statement MNumber:
Number: Contact
Customer Email:
Treasury
Symbol:
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Steps to Search and Create Correspondence Notes

Using the View Customer Payments Query:

5. Select the Correspondence tab.

The correspondence search is displayed.

Send New Correspondence
Review Correspondence

— Search Criteria
Creator: Type Of Correzpondence: j

Record Number:

Created Date Contact Ferson
From: Firzt Name:
To: Lazt Name:
Widdle Intial:
Subject:
Correzpondence:
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Steps to Search and Create Correspondence
Using the View Customer Payments Query:

oo

Notes

Summary =~
— | Eecord |T B | Creator | Eirst Hlame | Lliclclle loitial | | i
v |5 Question 05/0%/2011 tetcustomer Jehn ‘ Smith Question Aboul
4| >
1a <= Page |’ of 1 m= mi I 0 ll Rows= 1-10f1
— Contact Person
Firgt Name: John Niddle Initial: Last Mame: Smith
Title; Purchasing Manager Phone Mumber: |555-555-5555 International Phone Mumber;
Email Addrezs: |john.emith@u=zagency.goy
— Agency Contact
MName:; Title; Phene Number; Agency Email Address;
— Correspondsnce
Record Number: D Creator: tstcustomer Created Date: |05/08/2011
Tvpe Of Correzpondence: IQusaticn LI Communication Source: IVSS 'I

Parent temized Line Number: Parent Accounting Line Number: |1

Subject: Question About My Payment Amount
Dear GSA,
| hawve a question about the payment amount that | =ent in for my 02/2011 biling =tatement:
Sincerely,
John Smith
Correzpondence:

6. Enter the desired search criteria.
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Steps to Search and Create Correspondence Notes
Using the View Customer Payments Query:
7. Select a correspondence record from the item collection and view its details below.

Select the Send New Correspondence button.

The Send Correspondence page is displayed.

Send Correzpondence

3

Firzt Name: Lazt Nams: Email Address: chn.zmith@u=sagency.gov

— Contact Person

Title: Phone Number: International Phane Number:

— Correspondence

Type Of Correzpondence: ICommunicatinn VI

Parent kemized Line Mumber: Parent Accounting Line Number: |1
Subject:

=l
Correzpondence:

7]

Fill out all the non-defaulted fields and select Submit Correspondence.

Note: If the user wishes to add an attachment to the correspondence record they will
select the Attachments tab and add the attachment before selecting Submit.
1.3.2 VCSS: View Refunds

The View Refunds query allows users to search for and review refunds from account for which they have
access. The query contains the ability to drill down to the View Refund Information screen where
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detailed information, not available in the item collection, can be seen as well as the option to send
correspondence on the specific refund.

It is important to note that the term “refund” refers to a payment made by GSA to a customer. This

transaction is recorded in Pegasys using a Payment Authorization (IP) document type to reflect the
payment made to the customer.

Payments > View Refunds

Figure 1-38: Navigation to the View Refunds Query

Home | Motices | Persaenal Information | Preferenc

A
G S‘" Vendor and Customer Self Service

Welcoms Test Customer | May

m Statements Payments Correspondence y External Applications Bookmarks

WCSS = Accountz = Outstanding Balances By Wiew Customer Payments

View Refunds .

QOutstanding Balances By Account

= To search for refund information, enter the applicable search criteria and select the Search button.

1.3.21 View Refunds Search Parameters and Results

The View Refunds query contains the search criteria, item collection and action buttons that are listed
below in the field definitions.

Figure 1-39: View Refunds Search Criteria and Item Collection

WCSS = Paymentz = Vender Payment’Refunds Search @ |_—f

Vendor Payment/Refunds Search

Payment Number: Frem Schedule Date: dccount
Invoice Number: To Schedule Date: Account Cods: Account Name:
From Inwoice Date: Statug ———————————————— DUNS+4/BPN=+4: Agency Location Code:
o nvoise Date: Pending Payment. [~
Paid: r
View as C5V
Summary IE IE
- |Payment Numbel Account Code | DUNS+4/BPH+4 | AccountName | Schedule Date Status Payment Amoun | Invoice Number | Invoice Date |
Totals $3,739.00
I- CB?—CB?20110315151U1? US COURTS OF AP|03/04/2011 Paid S777.00 03/07/2011
I~ |CBF-CBT20110318{51017 US COURTS OF AP|03/04/2011 Paid S527.00 [ INVOICEMUM 03072011
I~ |CBF-CET20110321{51017 US COURTS OF AP|0321/2011 Paid 5558.00|AA10038 032142011
I | 4882011032700 857009 DEPT OF EMERGY |03/27/2011 Paid £1,837.00 | BAARTS20.53 03232011
14 <4 Page|! of 1 s m I'Z vl RUW51_4M4A§
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Figure 1-40: View Refunds Field Descriptions

Search Element

Description

Search Criteria Group Box

Invoice Number

Used to search the transaction record’s Invoice value.

Invoice Date (From/To)

The start and end dates for the invoice.

Payment Number

A unique value associated with the payment

Schedule Date (From/To)

The start and end dates of the schedule.

Account Code

The unique code of the account.

DUNS+4/BPN+4

The DUNS+4/BPN+4 on the payment.

Account Name

The account name associated with the payment.

Agency Location Code

The Customer ALC associated with the payment.

Status

The Status of the Payment/Refund, valid values are Pending Payment and Paid.

Item Collection

Invoice Number

Used to search the transaction record’s Invoice value.

Invoice Date (From/To)

The start and end dates for the invoice.

Payment Number

A unique value associated with the payment.

Payment Amount

The amount of the payment.

Schedule Date (From/To)

The start and end dates of the schedule.

Account Code

The unique code of the account.

DUNS+4/BPN+4

The DUNS+4/BPN+4 on the payment.

Account Name

The name of the account associated with the payment.

Status The Status of the Payment/Refund, valid values are Pending Payment and Paid.
Action Buttons
View The view button will take the user to the View Refund information page for the
selected refund.
View as CSV Exports the search results to a CSV spreadsheet.
Sort... Sorts the records according to the column header selected.
1.3.2.2 View Refund Information Page

To see detailed information concerning the refund that is not available in the View Payment/Refund item
collection, the user must view the refund.
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Figure 1-41: The Refund Information Page

Send Hew Correspondence

cxpand All | Collapse All

— = General Infermation

Payment Document Number; | IME-IM5201 103270001 Schedule Date: 032772011
Pavment Date: 03272011 — Vendor
Statusz: Paid Address Code: 297005
Referenced Invoics Code: 297005
Invoice Number: | BAARTS20.53 ey T
Inveice Date: 032302011 Name: DEFT OF ENERGY
Log Date: Agency: ag
Bureau: 0o

Agency Location Code:

Payment Amount: $1,837.00
Dizburzed Amount:  |31,837.00
Check Number:

EFT Nurkber:

Once the view refund information page has loaded, the user is able to navigate to the Correspondence tab
where they can search for all of correspondence on the specific refund and create new correspondence.
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Figure 1-42: The Review Refunds Review Correspondence Tab

Send New Correspondence
Review Correspondence

— Segarch Criteria
1 Type Of Correzpondence: I 'l

Record Number: Creator:

Created Date Contact Person

Erom: Firzt Name:

To: Last Nams:
Middle Initial:

Subject:

Correzpondence:

=
o e
=1 F=a ) ]

Summary
— Record |Type 0Of Correspo | Created Date Creator First Name | LMiddle Initial Last Name Subject |Corresp(
1w ca Page ! of 1 m> m I 10 VI No records to view&g
1-75
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— Contact Person
First Name: Middle Initial: Last Name:
Title: Phone Mumber: International Phene Mumber:

Email Address:

— Agency Contact

Name: Title: Phene Number: Agency Email Address:
— Correspondence
Record Number: Creator: Created Date:
Type Of Correzpondence: ICcmmunicaticn j Communication Seurce: Iﬁ
Parent ltemized Line Number: Parent Accounting Ling Number:
Subject:

Correzpondence:

1.3.2.3 Executing a Query Using the View Refunds Query

Steps to Execute a Query Using the View Refunds Query: Notes

1. In VCSS navigate to Payments => View Refunds

The View Refunds Query page will be displayed

Vendor Payment/Refunds Search

Payment Number: From Echedule Date: dccount &
Invoice Mumber: ﬁ edule Date: |7Account Code: Account Name:
From Invoice Date: Status DUNS+4/BPN+4; Agency Location Code:
5 Invoice Date: ’7Psnding Payment. [~
Paid: r

e
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Steps to Execute a Query Using the View Refunds Query: Notes
2. Enter the desired search criteria and select Search.
The results are returned in the item collection.

B[

Summary IE IE
— |Pa.yment Numbe| Account Code | DUNS+4/BPHN+4 | Account Name | Schedule Date Status Payment Amoun | Invoice Number | Invoice Date |

Totals §3,739.00

I I_ CB7-CET 3 US COURTS OF AP|02/04/2011 Paid S777.00 03072011

I_ CB?-CBF20110313151D1? US COURTS OF AP|03/04/2011 Faid S527.00 |INWOICEMURK 03/07/2011

I_ CET-CET20110221181017 US COURTS OF AP|024/21/2011 Paid S558.00 | AL10038 0321201

|- INE-INE201103270(0 397009 DEPT OF ENERGY |03427/2011 Paid 51,837.00|BAARTS20.53 03232011

<4 Page ! of1 = = I 10 vl

3. Select a refund.

4. Select the View button.

The View Payment/Refund Information page is displayed.

Rows 1-4o0f4
#

Note: The view refund information page is read only and thus is unable to be edited.
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Steps to Execute a Query Using the View Refunds Query: Notes

Payment Information

Send Hew Correspondence

cxpand All | Collapse All

— = General Infermation

Payment Document Number:  |IME-IME201 1032700041 Schedule Dats: 032712011
Payment Date: 032712011 — Vendor:
Status: Paid Address Code: 257005
Referenced lnvoice Code: 257005
Invoice Mumber: |BAARTS20.53 View DUNE<4/BPH-4:
Invoice Dats: 03232011 Nams: DEPT OF ENERGY
Log Date: Agency: a5
Bureau: 0a

Agency Location Code:

Payment Amount: 51,837.00
Dizburzed Amount.  |31,837.00
Check Number:

EFT Number:
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1.3.2.4 Searching and Creating Correspondence Using the View Refund Query

Steps to Search and Create Correspondence Notes
Using the View Refund Query:

1. In VCSS navigate to Payments => View Refunds

The View Refunds Query page will be displayed.

Vendor Payment/Refunds Search

Payment Number:

Account: ¥
0 schedule Date: Account Code: Account Name:
From Invoice Date: Status ————————————————————— DUNS+4/BPMN+4: Agency Location Code:
To Invoice Date: Pending Payment. |
Paid: Il

2. Enter the desired search criteria and select Search.

The results are returned in the item collection.

Summary @ @
- |Payment Humbe | Account Code | DUNS+4/BPH+4 | Account Name | Schedule Date Status Payment Amoun | Invoice Number | Invoice Date |
Totals $3,739.00
Il CB?-CB?201103151S101? US COURTS OF AP{03/04/2011 Paid 8777.00 0307/2011
[T |CB7-CB720110319(51017 US COURTS OF AP|03/04/2011 Paid $527.00 (INVOICENUM 0307/2011
[T |CB7-CBT20110321151017 US COURTS OF AP{03/21/2011 Paid $588.00(AA10038 03/21/2011
[ |IMB-IM52011032700 397009 DEPT OF ENERGY [03/27/2011 Paid %1,837.00 [ BAARTS20.53 03/23/2011
1 < Page| of 1 s m I:_L' Rows1-4of 4.&

3.  Select a refund.

4. Select the View button.
The View Payment/Refund Information page is displayed.

Note: The view refund information page is read only and thus is unable to be edited
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Steps to Search and Create Correspondence Notes
Using the View Refund Query:

Send Hew Correspondence

Payment Information

cxpand All | Collapse All

— = General Infermation

Payment Document Number:  |IME-IME201 1032700041 Schedule Dats: 032712011
Payment Date: 032712011 — Vendor:
Status: Paid Address Code: 257005
Referenced lnvoice Code: 257005
Invoice Mumber: |BAARTS20.53 View DUNE<4/BPH-4:
Invoice Dats: 03232011 Nams: DEPT OF ENERGY
Log Date: Agency: a5
Bureau: 0a

Agency Location Code:

Payment Amount: 51,837.00
Dizburzed Amount.  |31,837.00
Check Number:

EFT Number:

5. Select the Review Correspondence tab.

The Correspondence search is displayed.
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Steps to Search and Create Correspondence
Using the View Refund Query:

Notes

Review Correspondence

— Search Criteria

Lazt Mame:

Widdle Initial:

Subject:

Correzpondence:

Record Number: Creator: Type Of Correzpondence: I VI
Created Date Contact Person
From: First Mame:

View as C5V

|Type Of Correspo | Created Date

Summary

r

Record Creator First Name | Middle Initial

of1 == >||': vl

14 oa Page !

— Contact Person

=)A=

Last Hame Subject |Corresp(

No records to \.fiev\.'&g

Firzt Name: Widdle Initial: Last Name:

Title: Phong Number: Internatienal Phone Humber:

Email Address:

— Agency Contact

Nams: Title: Phong Number:

Agency Email Addrezs:

— Correspondence

Record Number: Creator:

Communication Source: I‘-.-'SS VI

Parent Accounting Line Number:

Created Date:

Type Of Correzpondence: | Communication
Parent temized Line Number:

Subject:

Correzpondence:

Enter the desired search criteria.

Note: the search criteria are the same as the search criteria outlined in the statement

correspondence section later in the document.

Select a correspondence record and view its details.
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Steps to Search and Create Correspondence
Using the View Refund Query:
8.  Select the Send New Correspondence button.

The Send Correspondence page is displayed.

Send Correspondence

Notes

— Contect Perzon

Firat Name: La=st Name: Email Address:

Title: Phone Number:

International Phone Number:

jehn.emithi@usagency.goy

— Correspondsnce

Type Of Correzpondence; ICummunication VI

Parent ftemized Line Number: Parent Accounting Line Mumber:

Subject:

Correzpondence:

9. Fill out all the fields and select Submit Correspondence.

1.4 VCSS: Correspondence Menu

The Correspondence menu in VCSS allows users to review and create correspondence on the statement
and account levels. Correspondence is the user’s way of communicating any problems or updates about
statements or overall accounts to GSA. The Correspondence Menu contains the following pages:

= View Account Correspondence
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= View Statement Correspondence
= Create Account Correspondence
= Create Statement Correspondence

1.4.1 VCSS: View Account Correspondence

The View Account Correspondence page will allow the user to search for and view all of the
correspondences they have at the account level.

Correspondence > View Account Correspondence

Figure 1-43: Navigation to View Account Correspondence Page

Hame | Notices | Perzenal Inferma

A
GSA Vendor and Customer Self Service ielcome Test

m Statements Payments Correzpondence External Applications Bookmarks

VLSS = Accounts = Qutztanding Balances By Account @ I View Account Correspondence
View Statement Correzpondence

Create Account Correzspondence

Create Statement Correspondence _

= To search for correspondence information enter the applicable search criteria and select the Search
button.

QOutstanding Balances By Account

14.1.1 View Account Correspondence Search Parameters and Results

The View Account Correspondence page contains the search criteria, item collection and action buttons
listed below in the field descriptions.
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Review Correspondence

— Search Criteriz

Figure 1-44: View Account Correspondence Search Criteria and Item Collection

Record Type OF l—;l Include Statement Number v — Statement &
Number: Correzpondence: Records: tE Number:
Crested Date First Name: i
From: Last Name: ’i’«ccount Code: Agency Location Ceds:
To:
Subject:
Correzpondence;
Uze the wildcard (*) character to =earch if needed.
Summary @ @
[~ | Record Number | Created Date First Name Last Hame Statement Numk| Account Code |Type Of Corresp Subject Has Attachments
[ 047282011 teat test FO008120 897008 Dizpute ACCIDENT
Imk 03/3m2011 Jane Doe AADNOTSS S1M7 Communication BAARTS32.53
[ 0327izon John Doe FOOO2700 857008 Chargeback Chargeback Corres
Il 040172011 Joe Griffin FOOO3114 897008 Dizpute DANMAGE
[ 04/04/2011 Bobby Gorden Fo002716 857008 Dizpute DAMAGE
|4 03172011 alrolez135 136 FO002555 897009 Dizpute DANMAGE
[ 031412011 John Smith FO002235 297009 Dizpute DAMAGE
Imk 04/01/2011 Devonna Collsy AADOOTET S1M7 Dizpute DANMAGE
[ 0S/032011 Rachel Kelier FO008135 897008 Dizpute DUPCHARGE
Ik 03232011 Jane Doe FO002651 897008 Dizpute DUPCHARGE
1 1 Page ! of 12 »> Hl': 'I P.Dws1—1tluf120ﬁ§
Figure 1-45: View Account Correspondence Field Descriptions
Search Element Description
Search Criteria Group Box
Record Number The system assigned number of the correspondence.
First Name The first name of the person creating the correspondence.
Last Name The last name of the person creating the correspondence.
Type of Correspondence The type of correspondence, valid values are Communication,
Resolution, Question, Other, Dispute.
Subject The subject of the correspondence.
Text The text field containing the correspondence message.
Account Code The account code for which the correspondence is being created.
VCSS User Guide
August 2011 1-84



BAAR VCSS User Guide | August 2011

Search Element

Description

Agency Location Code

Include Statement Number
Records

Statement Number

Created Date

Record Number

First Name

Last Name

Account Code

Type of Correspondence
Subject

Statement Number

Has Attachments

Send New Correspondence

The ALC associated with the correspondence record.

Whether or not to include correspondence records associated with
statements, Yes or No.

The statement number associated with a correspondence.
Item Collection
The date the correspondence was created.
The system assigned number of the correspondence.
The first name of the person creating the correspondence.
The last name of the person creating the correspondence.
The account code for which the correspondence is being created
The type of correspondence.
The subject of the correspondence.
The statement number associated with a correspondence.
Whether or not there is an Attachment associated with the record.
Action Buttons

Will allow the user to send a new correspondence message.

Attachments Allows the user view any attachments associated with a record.

View as CSV Exports the search results to a CSV spreadsheet.

Sort... Sorts the records according to the column header selected.
1.41.2 Executing a Query Using the View Account Correspondence Query

Steps to Execute a Query Using the View Account Correspondence Query: Notes

1. In VCSS navigate to Correspondence => View Account Correspondence

The View Account Correspondence Query page will be displayed.
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Steps to Execute a Query Using the View Account Correspondence Query: Notes

Review Correspondence

— CEErCh CrIEnE

Record Type Of Include Statement Number |7 Statement
I - l Ves w &
Number: Correzpondence: Records: Number:

siEy Firzt Name:

Acc
Erom: Last Name: (Account Code:

on: #

Agency Location Code:

Subject:

Correzpondence:

Use the wildcard (*) character to search if needed.

2. Enter the desired search criteria and select Search.

The search results and item collection are displayed.

View as C5V

Summary @ @
[~ | Record Number | Created Date First Name Last Hame Statement Numk| Account Code |Type Of Corresp Subject Has Attachments
|1 0428201 test test F0002120 257009 Dizpute ACCIDENT
IR 03/30/2011 Jane Dos AADDOTS3 S1017 Communication BAARTS32.53
|1 03/27/2011 John Dos FO002700 257009 Chargeback Chargeback Corres
Imik 04/01/2011 Joe Griffin FOO03114 857009 Dizpute DAMAGE
l- 1 04/04/2011 Bobby Gordon FOO02716 857005 Dizpute DAMAGE
1 03172011 allrole=136 136 FO002555 857009 Dizpute DAMAGE
|mRE! 0314201 John Smith Foo0223s 857008 Dizpute DAMAGE
IR 04/01/2011 Devonna Colley AADDOTET 31017 Dizpute DAMAGE
|mRE! 05/03/2011 Rachsl Keller FO008135 857009 Dispute DUPCHARGE
IR 03/23/2011 Jane Dos F0002651 857009 Dizpute DUPCHARGE
14 <4 Page ! of12 e = I_;l Rowsz 1-10 |Jf120&g

3. Select a correspondence record.

The correspondence record detail is displayed.
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Steps to Execute a Query Using the View Account Correspondence Query:

Notes

I W |1 05/03/2011 Rachel Keller FO008135 897009 Dizpute DUPCHARGE
[mRk 03232011 Jane Doe FO002651 857009 Dizpute DUPCHARGE
14 =4 Page’ of 12 »> »1 I'Z 'i Rows 1-10of 120&

— Contact Perzon

Firzt Mame: |Rachel Last Hame: Keller Email Addrezs: rachel keller@cgifederal.c

Title: Phone Mumber: 7032278512 International Phone Number:
— G54 Contact

Name: Title: Phone Mumber: Email Addrezs: testSi@g=a.gov

Account Information:
’iﬁccount Code: 897009

Account Name:

Agency Location Code:

— Correspondence

Correzpondence:

Record Number: 1
Type Of

Correzpondence:

Subject: DUPCHARGE

C ication =
Source:

Dizpute Status: New. Dizpute Explanation: Duplicate Charge

Created
Date:

05/03/2011

Statement
Number:

FO008135

1.4.2 VCSS: View Statement Correspondence

The View Statement Correspondence page will allow the user to search for and view all of the
correspondences they have on a specific Statement. The View Statement Correspondence page will only
permit searches that deal with a specific statement’s correspondence and should not be used to find

correspondence for another statement or an account.

Correspondence > View Statement Correspondence
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Figure 1-46: Navigation to View Statement Correspondence Page

Home | Notices | Personal Informa

A
GSA Vendor and Customer Self Service ieloome Test ©

=
VLSS = Accountz = Outstanding Balances By Account @ \iew Account Correspondence
Create Account Correzpondence
Create Statement Correzpondence _

1.4.2.1 Search Parameters and Results

Outstanding Balances By Account

In order to arrive at the View Statement Correspondence search page the user must select a specific
statement.

Figure 1-47: Statement Number Selection Page

Enter Statement Number for Viewing Correspondence
Statement Mumber: I m

Account Code:

The View Statement Correspondence search page contains the search criteria, item collection and action
buttons listed below in the field definitions.
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Figure 1-48: Review Statement Correspondence Page

Review Correspondence

Subject:

— Search Criteria

Record Number:

Crested Date
From:

First Name:

Last Name:

Correzpondence:

Type Of Correzpondence: I vl

Agency Location Code:

Account Information: 4
’i‘-\ccount Code:

Uze the wildcard (*) character to search if nesded.

Summary

View as C5V

| Firsthame

Lastlame |State

[T |Pending Assignmen 05/02/2011 John

FOOOO0E3Ss

1a <4 Page|! of 1 s = |10 7] Rows 1-1of1
Figure 1-49: View Statement Correspondence Field Descriptions
Search Element Description
Search Criteria Group Box
Record Number The system assigned number of the correspondence.
First Name The first name of the person creating the correspondence.
Last Name The last name of the person creating the correspondence.
Type of Correspondence The type of correspondence.
Subject The subject of the correspondence.
Text The text field containing the correspondence message.
Account Code The account code for which the correspondence is being
created.
Agency Location Code The ALC associated with the correspondence record.
Created Date (To/From) The date the correspondence was created.
Item Collection
Created Date The date the correspondence was created.
Record Number The system assigned number of the correspondence.
First Name The first name of the person creating the correspondence.
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Search Element Description

Last Name The last name of the person creating the correspondence.

Account Code The account code for which the correspondence is being
created.

Type of Correspondence The type of correspondence

Subject The subject of the correspondence.

Statement Number The statement number associated with a correspondence.

Has Attachments Whetger or not there is an Attachment associated with the
record.

Action Buttons

Send New Correspondence Will allow the user to send a new correspondence message.
Attachments Lets the user view any attachments associated with a record.
View as CSV Exports the search results to a CSV spreadsheet.

Sort... Sorts the records according to the column header selected.

1422 Executing a Query in VCSS Using the View Statement Correspondence
Query

Steps to Execute a Query Using the View Account Correspondence Notes
Query:

1. In VCSS navigate to Correspondence => View Statement
Correspondence.

The Statement Selection Screen will be displayed.

Enter Statement Number for Viewing Correspondence

— Billing Statement: &

Statement Number: m

Account Code:

2. Enter the desired Statement Number and select the Next button.

Note: If the user does not know the specific Statement Number they can select the Billing
Statement link and search for it using the View and Print Statement Query search
criteria.
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Steps to Execute a Query Using the View Account Correspondence Notes
Query:

The Review Correspondence Page is displayed.

Review Correspondence

— Ssarch Critsris

Record Number: Type Of Correzpondence: I LI
Grested Date First Name: — Account Information: 4
Erom La=t Mame: Account Code: Agency Location Code:
To:

Subject:

Correzpondence:

=

Use the wildcard (*) character to earch if nesded.

3. Enter the appropriate search criteria and select the Search button.

The records that match the search criteria are returned in the item collection.

Summary IE @

I~ | Record Number | Created Date First Hame Last Name Statement Humb| Account Code |Type Of Corresp Subject Has Attachments |

II_ Pending A==ignmen 05092011 Jehn Smith FOO00835 21017 Communication Question about my I
o1 Page of 1 s m |10 =] Fows 1-1of 1,&

4. Select a record in the item collection and view the correspondence in the fields below.
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Steps to Execute a Query Using the View Account Correspondence

Notes
Query:

Summary @ @
|~ | Record Number | Created Date First Name Last Hame Statement Numb| Account Code |Type Of Corresp Subject Has Attachments
I ¥ |Pending Assignmen 05/08/2011 John Smith FOO00835 S10M7 Communication Question about my
14 o4 Page|! of 1 s w1 |10 ¥ Rows 1-1 Uf1£
— Contact Person
First Name: |John Last Name: Smith

Email Address: john.zmith@usagency.cor
Title: Purchazing Manager Phone Mumber:

International Phone Number:
— G54 Contact

Name:

Title: Phong Number: Email Addrezs;

Account Information:
’i’«ccount[!o:le: S1M7

Account Name: Agency Location Code:

— Correspondence

Record Numbar: Pending Assignment Communication

o Created Statement -
Source: | & 'l Date: 05/09/2011 Number- FO000835
Type Of lﬁ
munica -
Correzpondence:

Subject: Question about my 02/2011 Statement

Dear GSA,

Can you pleaze provide the following information regarding my February 2011 biling statement:

1.
2.
3.

Sincersty,

John Smith
Correspondence:
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1.4.3 VCSS: Create Account Correspondence

The Create Account Correspondence page allows the user to create correspondence to send to GSA about
an account level issue. When the user selects the Create Account Correspondence link, they will begin
the process of creating new account correspondence and cannot view previously created records.

Correspondence > Create Account Correspondence

Figure 1-50: Navigation to Create Account Correspondence Page

Home | Notices | Perzonal Informa

A
G S"‘ Vendor and Customer Self Service ielcome Test

m Statements Payments Correspondence External Applications Bookmarks

WCSS = Accountz » Outstanding Balances By Account @ Wigw Account Corrsgpondence

View Statement Correzpondence

QOutstanding Balances By Account

Create Statement Correzpondence
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1.43.1 Create Account Correspondence Field Descriptions

The Create Account Correspondence page contains action buttons described in the field

definitions below.

Figure 1-51: Create Account Correspondence Page

Send Correspondence

Submit Correspondence

— Contact Person
* First ‘Last Ernail Address: john.zmith@usagency.go
MName: MName: _
e Phone h\:lltrigl:rt'mnﬂl Phone
Number: ’
Account: ¥
Account Code: MName: Agency Location Code:
DUNS+4/BPM+4: Agency: Bursau:
— Comrespondence
“Type Of Correzpondences: I Communication vI
* Subject:
=
“ Correzpondence:
=

addresz. To update vour profile click here.

Meote: our email addrezz had defaulted from your uzer profile. Changing it on thiz 2creen will net update vour uzer profile email
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Figure 1-52: Create Account Correspondence Field Descriptions

Search Element

Description

First Name

Middle Initial

Last Name

Title

Phone Number

International Phone Number

Email Address

DUNS+4/BPN+4

Code

Address Code

Agency

Name

Agency Location Code

Bureau

Creator

Created Date
Type of Correspondence
Communication Source

Subject

Contact Person Section

The first name of the person creating the
correspondence.

The middle initial of the person creating the
correspondence.

The last name of the person creating the
correspondence.

The title of the person creating the correspondence.

The phone number of the person creating the
correspondence.

The international phone number of the person creating
the correspondence.

The email address of the person creating the
correspondence.

Vendor Section

The DUNS+4 or BPN+4 number associated with the
vendor for which the correspondence is being created.

The vendor code associated with the vendor for which
the correspondence is being created.

The vendor address code associated with the vendor for
which the correspondence is being created.

The agency code associated with the vendor for which
the correspondence is being created.

The name of the vendor for which the correspondence is
being created.

The agency location code associated with the vendor for
which the correspondence is being created.

The bureau code associated with the vendor for which
the correspondence is being created.

Correspondence Section

The VCSS user id of the person creating the
correspondence.

The date the correspondence was created.
The type of correspondence being created.
The source of the correspondence.

The subject of the correspondence.

VCSS User Guide

1-95



BAAR VCSS User Guide | August 2011

Search Element

Description

Correspondence The text associated with the correspondence.
Action Buttons

Submit Submits the correspondence.

Cancel Cancels the correspondence.

Attachment Allows a user to add an attachment to the

correspondence.

1.4.3.2

Creating an Account Correspondence Record

1. In VCSS navigate to Correspondence => Create Account Correspondence.

Steps to Creating an Account Correspondence Record:

The Create Account Correspondence page will be displayed.

Notes
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Steps to Creating an Account Correspondence Record: Notes

Send Correzpondence
Submit Correspondence

Contact Person

r;lFirst r;JLﬂEt Email Address: jehn.emith@usagsncy.go
ame: ame:
International Phone
— Phone
the: Number- Murnber:

Account:

Account Code: Name: Agency Location Code:
DUNS+4/BPM+4. Agency: Bureau:
— Correspondence
" Type Of Correzpondence: IEummunicatinn vl
" Subject:
=
" Correzpondence:
=

Nete: Y our email address had defaulted from your uger profile. Changing it on thiz =creen will not update vour uger profie email
address. To update your profile click here.

2. Fill out all the fields on the create account correspondence page.

Note: The user selects the specific account that the correspondence will be associated
with when they fill out the Vendor section.
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Steps to Creating an Account Correspondence Record: Notes

3. Select the Submit Correspondence button.

Note: If the user wishes to add an attachment to the correspondence record they will
select the Attachments button and add the attachment before selecting Submit.

144 VCSS: Create Statement Correspondence

The Create Statement Correspondence page allows the user to create a correspondence to send to
GSA about statement level issues. When the user selects the Create Statement

Correspondence link, they are beginning the process of creating new Statement correspondence
and will not be able to view previously created records.

Correspondence > Create Statement Correspondence

Figure 1-53: Navigation to Create Statement Correspondence Page

Home | Netices | Perzonal Infermation | Preferences | Site Map
Help | About

GSA
LY Vendor and Customer Self Service
Welcome Test Customer | May S, 2011 | Sign Qut | Contact Us
m Statements Payments Correspondence External Applications Bookmarks
WCES = Accounts » Outstanding Balances By Account @ Wiew Account Carrezpondence %

View Statement Correzpondence

Outstanding Balances By Account

Create Statement Correspondence

1.44.1 Create Statement Correspondence Field Descriptions

Before the user is able to navigate to the Create Statement Correspondence page, they have to
select the Statement to be associated with the correspondence.

Figure 1-54: Statement Correspondence Selection Page

Enter Statement Number for Viewing Correspondence

I P p— e
— Eilling Statement: & 1

Statement Number: || m

Account Code:
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The Create Statement Correspondence page contains the action buttons described in the field definitions
below.

Figure 1-55: Create Statement Correspondence Page

Send Correspondence
Submit Correspondence

Contact Person
First “Last Hame: Phone Number:
Name:
Ermnail B ; International Phone
ftl: Address: john sMAN@U=agency.goy e
Account Information:
(Accuuntcu:le: S1017 Account Name: |US COURTS OF APPEALF DUNS+4/BPN+4:

— Correspondence
* Type Of Correzpondence: IEummunicatinn vl
* Subject:
|
Text:
=4

MWote: Your email address had defaulted from your user profile. Changing it on this =creen wil not update your user profile email addrezs. To
update your profile click here.

Figure 1-56: Create Account Correspondence Field Descriptions

Search Element Description

Contact Person Section

First Name The first name of the person creating the correspondence.
Middle Initial The middle initial of the person creating the correspondence.
Last Name The last name of the person creating the correspondence.
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Search Element

Description

Title

Phone Number

International Phone Number

Email Address

DUNS+4/BPN+4

Code

Address Code

Agency

Name

Agency Location Code

Bureau

Creator

Created Date

Type of Correspondence
Communication Source
Subject

Correspondence

Submit
Cancel

Attachment

The title of the person creating the correspondence.
The phone number of the person creating the correspondence.

The international phone number of the person creating the
correspondence.

The email address of the person creating the correspondence.
Vendor Section

The DUNS+4 or BPN+4 number associated with the vendor
for which the correspondence is being created.

The vendor code associated with the vendor for which the
correspondence is being created.

The vendor address code associated with the vendor for which
the correspondence is being created.

The agency code associated with the vendor for which the
correspondence is being created.

The name of the vendor for which the correspondence is being
created.

The agency location code associated with the vendor for which
the correspondence is being created.

The bureau code associated with the vendor for which the
correspondence is being created.

Correspondence Section
The VCSS user id of the person creating the correspondence.
The date the correspondence was created.
The type of correspondence being created.
The source of the correspondence.
The subject of the correspondence.
The text associated with the correspondence.

Action Buttons

Submits the correspondence
Cancels the correspondence

Allows a user to add an attachment to the correspondence
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1.4.4.2 Creating a Statement Correspondence Record

Steps to Creating an Account Correspondence in VCSS: Notes
1. In VCSS navigate to Correspondence => Create Statement Correspondence
The Statement Selection page will be displayed.

Enter Statement Number for Viewing Correspondence

|' Billing Statement: &

| Statement Number: m

| Account Code;

Zototop of page

2. Enter the Statement Number the correspondence is regarding.

Note: If the user does not know the Statement number they will be able to search for it
using the reference link.

3. Select the Next button.

The Create Statement Correspondence page is displayed.
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Steps to Creating an Account Correspondence in VCSS: Notes

Send Correspondence
Submit Correspondence

Contact Person
- First ‘Last Name: Phone Mumber:
MName:
Email . . Internatienal Phone
itle: Address: Iohn.smih@usagency.goy \ o
Account information:
’i‘lccuunt Code: 51047 Account Name: |US COURTS OF APPEALF DUNS+&/BPN+4:

— Correspondence
* Type Of Correzpondence: ICummunicatiun VI
" Subject:
=
“Text:
7

Note: vour email addrezs had defaulted from your uger profile. Changing it on thiz 2creen will not update vour user profile email address. To
update your profile click here.

4. Fill out all the fields on the create statement correspondence page.

5. Select the Submit Correspondence button.

Note: If the user wishes to add an attachment to the correspondence record they will
select the Attachments button and add the attachment before selecting Submit.
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1.5 VCSS: External Applications Section

The External Applications section in VCSS contains links to external applications that the user might
need to access in order to do business with GSA. When the user selects any of the items listed under the
menu, a new window will be displayed containing the selected page (e.g., selecting IPAC will open a new
window to http://www.fms.treas.gov/ipac).

The following menu items will be listed under the External Applications section:
= |[PAC
= Pay.gov
= MORRIS
= TOPS
= WebBill
= RWA

= EMORRIS
Figure 1-57: External Applications Menu

Home | Neticez | Perzenal Information | Preferences | Site Map .
Help | About

A
GSA Vendor and Customer Self Service
Welcome Test Customer | May 8, 2011 | Sign Qut | Contact Us

m Statements +, @ Payments + B Correspondence

External Applications +; § Bookmarks -+

WCE8S = Accountz » Quistanding Balances By Account @ Pay.gov
PALC
ROW

Outstanding Balances By Account iebsil
RWWA
MORRIS
TOPS

Summary EMORRIS
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