
Instructions for Submitting Invoices in VIPERS 
 
 Purchasers will need to submit any bill/invoice payable by the Department of Energy using the 
Vendor Invoicing Portal and Electronic Reporting System (VIPERS). Additionally, purchasers will need to 
be registered in the System for Award Management (SAM). The SAM is a Government wide system used 
by all departments and agencies in the Federal Government and can be found online at 
https://www.sam.gov/SAM/. The information in the SAM must match the information used to register 
for the VIPERS. Failure to ensure the information is correct may result in delays for submission of bills 
and/or receipt of payment for those claims.  

 For assistance with the SAM, please visit 
https://www.sam.gov/SAM/pages/public/help/samQUserGuides.jsf. The Department of Energy will not 
be able to provide assistance with the SAM.  

 For assistance with the VIPERS, please contact the VIPERS help desk at 1-888-251-3557. 
Additional contacts for the VIPERS can be found on the main log in page in the upper left. Following are 
instructions to assist you with registering in the VIPERS.  

Required Procedures 
Step 1 If you already have a VIPERS logon, go to the VIPERS website 

https://vipers.doe.gov/Login.aspx click “Login”.    Go to Step 7.   

 

Step 2  If you do not have a VIPERS logon, Go to the VIPERS website 
https://vipers.doe.gov/Register.aspx and Click the Register button. 

 

 

https://vipers.doe.gov/Login.aspx
https://vipers.doe.gov/Register.aspx
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Step 3 Click the box to show you agree to the terms of use.   

 

Step 4 Click Begin Registration Process.   
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Step 5 Enter your Profile information.   

 

Step 6 Click Create Profile. 
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Step 7 Click in the box to show agreement with the Terms of Use.   

 

Step 8 Enter your SPR email address and VIPERS password that you created when you registered.   
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Step 9 Click Actions. 

 

Step 10 Click eInvoicing. 
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Step 11 in STEP 2 on the screen, click the arrow to select your Company.   

 

Step 12 Click Start Invoice Process, then click the Invoicing Options button. 
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Step 13    A list of your PO numbers will appear. Click on your PO number. 

 

Step 14 Close the box above. 
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Step 15 Your TIN, Remittance Info, and Banking Info should appear on the screen.  Review the info then 
click Verify Banking.   

 

Step 16 Close this box.
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Step 17 Enter and create an invoice #, Date of Service, and Invoice Amount.  Click Certify and Submit. 

 

Step 18   Read the Invoice Certification.  Click the box to certify all items.  Click Certify and Submit. 
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Step 19 The invoice has been submitted. 

 

Step 20 You must attach your receipts.  Click the paper clip icon. 

 

Step 21 Click Select.  Browse for your document and attach the file that has your receipts.  You are done. 
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Reports 

You can check the status of payments by running the Invoice Status/Funding Report from VIPERS. 

Log onto VIPERS following Steps 1, 7 and 8. 

 

Step 22 Click on Actions then Invoice Status/Funding. 

 

Step 23 Select your company name and the past 30 days.   

Step 24 Click Run Report.  Your invoice will appear in the list.  It will show the date the invoice was paid. 
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