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.
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Registration
Itis very IMPORTANT that you understand the following:

= This registration is for the VIPERS Portal and is subject to the Terms Of Use

- Upon completion of the registration section you should receive an email for confirmation.

= Important:Make sure that our domain DOE.GOV can send you email by putting us in your trusted senders list.
Otherwise you might not be able to confirm your registration since some systems block this type of email as spam.

[11 have read and agree to the terms of usa.

USA gov | E-GOV | The White House
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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

Instructions for Submitting Invoices in VIPERS

Step 3 Click the box to show you agree to the terms of use.
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—Registration

Itis very IMPORTANT that you understand the following:

= This registration is for the VIPERS Portal and is subject to the Terms Of Use

= Upon completion of the registration section you should receive an email for cenfirmation.

- Important:Make sure that our domain DOE.GOV can send you email by putting us in your trusted senders list
QOtherwise you might not be able to confirm your registration since some systems block this type of email as spam.

1 have read and agree to the terms of use.

| =) Begin Registration Process |
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Step 4 Click Begin Registration Process.

@ https://vipers.doe.gov/Register.aspx (& Vendor Invoicing Portal
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—Registration
It is very IMPORTANT that yeu understand the following:
+ This registration is for the VIPERS Portal and is subject to the Terms Of Use
+ Upon completion of the registration section you should receive an email for confirmation
+ Important Make sure that our domain DOE GOV can send you email by putting us in your trusted senders list
Otherwise you might not be able to confirm your registration since some systems block this type of email as spam.
[¥I1 have read and agree to the terms of use.
| = Begin Registration Process |
r— Profile Information
Your Name:‘
Phone (Phone, Ext, e I
Country Code): — . —
Email Address:
Confirm Email
Address:
Password:
Confirm Password:
# Length 8 - 16 characters
#  Upper Case
# Lower Case
#  Anumber
® Listed special character | @ # §
%" ()
#®
Note Password Paolicy: P. Passdwords T in th
1. Must create a very strong password with the following: haussvyur Is must not contain the W
2. Must be at least § characters and no greater than 16. owing L
- = The user identification (userid)
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Step 5 Enter your Profile information.

File

2 https://vipers.doe.gov/Register.aspx
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Phone (Phone, Ext,
Country Code):
Email Address:

Confirm Email
Address:
Password:

Confirm Password:

Note Password Policy

1. Must create a very strong password with the following:
2. Must be at least 8 characters and no greater than 16.

3. Must contain 2 upper, 2 lower, 2 numbers, and 2 special
characters. Allowable special characters are (@#8%!%)

| Create Profile |

- Common English dictionary words,

- Common names or numbers (e.g., the

3 Length 8 - 16 characters

# Upper Case

# Lower Case

% Anumber

R Llszed special character | @ # §
%  Passwords match

Passwords must not contain the

following:
The user identification (userid)

spelled forward or backwards (except
words of three or fewer characters)

employee serial number, Social
Security number, birth date, phone
number).

Any simple pattern of letters or
numbers, such as ‘qwertyxx’ or
xyz123xx.
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Step 6 Click Create Profile.

File

& https:/fvipers.doe.gov/Login.aspx

(& Vendor Invoicing Portal

Edit

View Favorites Tools Help

Vendor Invoicing Portal & Electronic Reporting System

ged On

Vendor Benefits

Government e-invoicing solutions made sim),

ContactUs

DOE Agencies

ple

Register

#,100%

h agree to the

Tems Of Use

Login

You must agree to the Terms Of Use

— Login
Contact Information
Email Address:
Monday, July 25, 2016 Password:
Customer Service
200 Administration Road
Oak Ridge, Tennessee 37830
orfscmail@science.doe gov
Phone: 1.855.eVipers (384-7377)
Technical Support — News

VipersSuppori@science.doe.gov

Documents available soon; and updates will be posted to the News section of VIPERS as this
progresses
General documents
FAQ
Launch of new VIPERS

XML now available
Monday, June 27, 2016

Beginning on July 5, 2016, vendors will be able to submit XML files through VIPERS.
For more information, contact VIPERS support at 888-261-3557. EDI 810 will also be

Monday, June 27, 2016

The new version of VIPERS will be available on July 5, 2016. Expect to see a more

— Why Us
Credit Bureau, Inc

My office manager continues to forward comments
about the benefits of VIPERS. From initial activation
through payment receipt, the entire system could not
be easier to use. We especially appreciate the invoice
tracking feedback. This ensures there are no
questions about the invoice and no delay in its
processing. VIPERS has eliminated any thought of
“red tape” in government services.

Kathy Edwards - President
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Step 7 Click in the box to show agreement with the Terms of Use.

& VendorInvoicing Portal

@& https://vipers.doe.gov/Login.aspx

File Edit View Favorites Tools Help
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User: Not

Vendor Benefits

Contact Information

Monday, July 25, 2016

Customer Service

200 Administration Road

0Oak Ridge, Tennessee 37830
orfscmail@science.doe gov
Phone: 1.855.eVipers (384-7377)

Technical Support
VipersSupport@science.doe.gov

Documents

Government e-invoicing solutions made simple

ContactUs

DOE Agencies

Register

— Login
V1 agree to the =M= O ==

Email Address:

leslic icardo@sprdoc.gov

Password

| Login |
Please enter your credentials

— News

XML now available
Monday, June 27, 2016

Beginning on July 5, 2016, vendors will be able to submit XML files through VIPERS.
For more information, contact VIPERS support at 888-251-3557. EDI 810 will also be
available soon; and updates will be posted to the News section of VIPERS as this
progresses

— Why Us

Credit Bureau, Inc

My office manager continues to forward comments
about the benefits of VIPERS. From initial activation
through payment receipt, the entire system could not
be easier to use. We especially appreciate the invoice
tracking feedback. This ensures there are no
questions about the invoice and no delay in its

General documents
FAQ processing. VIPERS has eliminated any thought of

“red tape” in government services

Launch of new VIPERS

Monday. June 27, 2016 Kathy Edwards - President v

The new version of VIPERS will be available on July 5, 2016. Expect to see a more

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

@ https://vipers.doe.gov/Vipers.aspx (2 Vendor Invoicing Partal
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(D) Citrix XenApp - Logon £ ePerformance Login &) STRIPES (2) [ iPortal @ Financial Accounting Sup... [7] My SPR - Home (2) M- v [ g w Pagev Safetyv Tools~ @~ @) [0 O
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leslie.ricardo@spr.doe.gov

News Vendor Benefits DOE Agencies Contact Us Logoff

— Welcome to VIPERS

Main Actions

Contact Information Terms OF Use, General Disclaimer, Security Notice
VIPERS is a web based system that allows government vendors to enter invcices electronically and delivers these invoices to other Energy related
Monday, July 25, 2016 site(s) through a secure portal. VIPERS was designed by the Department of Energy (DOE) and supported by Chickasaw Nation Industries / Global
. Solutions for DOE Entities and their vendors. To see if the Energy related site that you are doing business with is enrclled in VIPERS click here.
‘Customer Service

200 Administration Road

Oak Ridge, Tennessee 37830
orfsemail@science doe gov
Phone: 1.855.eVipers (384-7377)

— Browser Compatibility
Technical Support

VipersSupport@science.doe gov Windows Mac

@ Chrome & &
&,‘ Firefox & <
(5 Internet Explorer &+ (recommend latest) ¢ na
0 Opera @ @
@ Safari nia &

Note: It is recommended that you always use the |atest browser version

Documents

General documents

+ EDI-XML SFTP
+ SF1034

+ SF270

+ SF270Instructions
+ SF271
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Step 9 Click Actions.

@ https://vipers.doe.gov/Vipers.aspx (& Vendor Invoicing Portal
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Vendor Invoicing Portal & Electronic Reporting System

Government e-invoicing solutions made simple

User: leslie.ricardo@spr.doe.gov

Main || Actions || News | VendorBencfits DOE Agencies | Contact Us Logoff

invoicing — Welcome to VIPERS

Invoice Status / Funding

Terms Of Use, General Disclaimer, Security Notice

Edit Profile VIPERS is a web based system that allows government vendors to enter invoices electronically and delivers these invoices to other Energy related
Monday, July 25, 2016 site(s) through a secure portal. VIPERS was designed by the Department of Energy (DOE) and supported by Chickasaw Nation Industries / Global
Solutions for DOE Entities and their vendors. To see if the Energy related site that you are doing business with is enrolled in VIPERS click here.

Customer Service

200 Administration Road

0zk Ridge, Tennessee 37830
orfsemail@science.doe gov
Phone: 1.855.eVipers (384-7377)

— Browser Compatibility
Technical Support

VipersSuppori@science doe gov Windows Mac

@ Chrome & 4
e) Firefox & 4

Documents
g Internet Explorer 9+ (recommend latest) & nfa
General documents
0 Opera & 4
+ EDI-XML SFTP
+ SF1034
 SF270 @ Safari nla 4

« SF270Instructions
+ SF271

Note: It is recommended that you always use the |atest browser versicn

#100% -

https://vipers.doe.gov/Vipers.aspxe

Step 10 Click elnvoicing.

@ https://vipers.doe.gov/vipers/elnvoicing.aspx (& Vendor Invoicing Portal
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Government e-invo. g solutions made simple

Main Actions MNews Vendor Benefits DOE Agencies Contact Us Logoff

Note: Start the invoice process. Energy Site
1. Choose Energy site from the list SAENT

2. Choose Company (if more than one listed) from the list. Department of Energy Customer Service
3. Follow the screen directions. Oak Ridge Financial Service Center Payment Service Branch
STEP 1. Choose an Energy related site 200 Administration Road (855) 384-1377
Oak Ridge, TN 37830 orfscmail@science doe.gov

| Department of Energy -

STEP 2. Choose an Company
| Ricardo, Leslie A -

| = Start Invoice Process |

USA gov | E-GOV | The White House
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Step 11 in STEP 2 on the screen, click the arrow to select your Company.

& nttps://vipers.doe.gov/vipers/elnvoicing.aspx

(& Vendor Invoicing Portal

File Edit View Favorites Tools

Help
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Main Actions MNews

Vendor Benefits DOE Agencies Contact Us

Logoff

1. Choose Energy site from

| Department of Energy

| Ricardo, Leslie A
| & startInvoice Process |

Olnvoice from a list of site

Invoicing Options - (choose one)

Note: Start the invoice process:

the list.

2. Choose Company (if more than one listed) from the list.
3. Follow the screen directions.
STEP 1. Choose an Energy related site:

STEP 2. Choose an Company

|

provided Award / Order Numbers?

Energy Site

Department of Energy

200 Administration Road
Qak Ridge, TN 37830

Customer Service

Oak Ridge Financial Service Center Payment Service Branch
(855) 384-7377
orfscmail@science doe.gov

USA gov | E-GOV | The White House

Step 12 Click Start Invoice Process, then click the Invoicing Options button.

& nttps://vipers.doe.gov/vipers/elnvoicing.aspx

(& Vendor Invoicing Portal
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Citrix XenApp - Legen £ ePerformance Login 2| STRIPES (2) [ iPortal @ Financial Accounting Sup... [] My SPR - Home (2) . * B - & # v Pagew Safety~ Tools~ @~ @) ]
oo = £ "
T
—elnvoicing ]
N Energy Site
Note: Start the invoice process: 9y
1. Choose Energy site from the list. AED .
2. Choose Company (if more than one listed) from the list. Department of Energy Customer Service
3. Follow the screen directions. Oak Ridge Financial Service Center  Payment Service Branch
STEP 1. Choose an Energy related site: 200 Administration Road (855) 384-7377
ak Ridge, orfscmail@science.doe.gov
[ —— - Oak Ridge, TN 37830 rfs I d
STEP 2. Choose an Company:
| Ricardo,Leslie A -|
| & Start Invoice Process |
A .1 .1 5,
Select Award / Qrder Number \ \
Choase a PO from the list by clicking on its row.
(Awards / Order Funding
Number) Report Payment Office Contact(s) Invoice Approver(s) FormType
|V
M35P50022 |#g@ | Brian Grubb brian.grubb@science.doe.gov (865) S16-0765 | o uer: UREL GARY F gary.durel@spr.doe gov 504-734- INVOICE
=F Josh Clark joshua.clark@science.doe.gov (865) 576-0881 PP ) . ga prdoeg
]
N s Brian Grubb brian.grubb@science.doe.gov (865) 576-0765 o "
MISP10020 IﬁAj oeh Clork joshom ot @scionea e oo (355) ST6-0881 Approver: LEE, SHERON M sheron.lee@sprdoe.gov 504-724 INVOICE
=
. = Brian Grubb brian.grubb@science.doe.gov (865) 576-0765 _ﬁ
MISP10050 Iﬁﬁﬂ Josh Clark joshua cark@science dos gow (865) 576-0831 Approver: LEE, SHERON M sheron.lee@spr.doe.gov 504-734 FITNESS
=
N P Brian Grubb brian.grubb@science.doe.gov (865) 576-0765 - ot 734, "
MISP11016 IﬁA_] o ok joshon ot @acionen soe g (355) 5760831 Approvers DUREL GARY F garydurel@sprdoe gov 504-734- INVOICE
=
P Brian Grubb brian.grubb@science.doe.gov (865) 576-0765 - . 724 "
MISPS0025 Iﬁﬁﬂ Josh Clark joshua cark@science dos gow (865) 576-0831 Approver: DUREL, GARY F gary.durel@spr.doe gov 504-734- INVOICE
=
P Brian Grubb brian.grubb@science.doe.gov (865) 576-0765 - i v
MISP50029 IﬁA_] Toeh ok joshun ot @scionca soe o (355) 5760831 Approvers RICARDO), LESE A leslieicardo@spr doe gov 50« INVOICE




Instructions for Submitting Invoices in VIPERS

Step 13 A list of your PO numbers will appear. Click on your PO number.

@ https//vipers.doe.gov/vipers/elnvaicing.aspx & Vendor Invaicing Portal
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o If your funds are to be assigned to 3 third party; please do not change banking on this screen.
Contact ORFSC directly at customer service number or email to supplier@science.doe.gov.
The copy of the natice of assignment can be emailed; or attached to your invoice submission.

Step 14 Close the box above.

@ https//vipers.doe.gov/vipers/elnvaicing.aspx & Vendor Invaicing Portsl

File Edit View Favorites Tools Help
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Vendor Invoicing Portal & Electronic Reporting System
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Main | Actions | News | VendorBenefits | DOEAgencies | ContactUs | Logoff

—elnvoi

ng ;
Note: Start the invoice process: Energy Site
1. Choose Energy site from the list J -
2. Choose Camgzny (if more than one listed) from the list. Department of Energy Customer Service
3. Follow the screen directions. Oak Ridge Financial Service Center Payment Service Branch
STEP 1. Choose an Energy related site- 200 Administration Road (855) 384-7377
‘ Oak Ridge, TN 37830 orfscmail@science.doe.gov
Department of Energy -|
STEP 2. Choose an Company:
| Ricardo,Leslie A -|
| = Start Invoice Process |
Select Award / Order Number T Verify Banking y, Create Invoice N Y

* Denctes System for Award Management
* Changes to this form will notify remittance and SAM POC

* = = If Information is correct click Verify Banking, otherwise make the necessary changes in the column provided then click Verify Banking

| % Verify Banking |

Agency Record *SAM Record

(Tax ID and DUNS Inf ion

sl DI =)
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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.

@ https://vipers.doe.gov/vipers/elnvoicing.aspx L~-ac @ Vender Invoicing Portal

File Edit View Faverites Teols Help
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Important Note:
Please direct any questions cancerning required documentation to one of the contract approving officials listed below.
Approver(s)

Approver: DUREL, GARY F gary.durel@spr.doe.gov 504-734-4969

& nttps://vipers.doe.gov/vipers/elnvoicing.aspx (& Vendor Invoicing Portal

File Edit View Favorites Tools Help
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Main | Actions | News | VendorBenefits | DOEAgencies | ContactlUs | Logoff

—elnvoicing =

Naote: Start the invoice process: Energy Site

1. Choose Energy site from the list. i

2. Choose Company (if more than one listed) from the list. Department of Energy Customer Service

3. Follow the screen directions. Oak Ridge Financial Service Center Payment Service Branch
STEP 1. Choose an Energy related site: 200 Administration Road (855) 384-7377

Oazk Ridge, TN 37830 orfscmail@science.doe.gov
| Department of Energy -|
STEP 2. Choose an Company:
| Ricardo, Leslie & -|
\$ Start Invoice Process \
Select Award / Order Number \ Verify Banking T Create Invaice "'\ A

* Denotes required fields
Note: This is a summary invoice. Attach detail documentation in the next step if required by contract.

Invoice Summary

Name and Address: Date:
RICARDO, LESLIE A 7i25/2016 11:31:36 AM
4421 LAFAYE ST

* Invoice#

NEW ORLEANS, LA 70122

* Date(s) of Goods/Services:
! v
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Step 17 Enter and create an invoice #, Date of Service, and Invoice Amount. Click Certify and Submit.

& nttps://vipers.doe.gov/vipers/elnvoicing.aspx D ~ & ¢ | & vendor Invoicing Portal
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—Invoice Certification

I certify that I am an official of the company named above and I am authorized to
submit invoices on behalf of said company .

Pursuant to the authority vested in me, I certify that this invoice in the amount of $1.00
is correct and proper.

Certification of this invoice 1s intended to act as my electronic signature and I
affirmatively consent to the use of this electronic record.

Signature: leshe ncardo@spr.doe.gov Name / Company: Leslie Ricardo /

Ricardo Leslie A Date/Time: 7/25/2016 11:31:36 AM

[] Certify all items?

| /" Certify and Submit ||# Cancel |

File Edit View Favorites Tools Help
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»
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o ~ 7= INVOICE SUBMITTED == "
Use this section te attach documentation.

H100% +
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Step 19 The invoice has been submitted.

& https://vipers.doe.gov/vipers/elnvoicing.aspx L = @ & || & vendor Invoicing Portal

File Edit View Favorites Tools Help
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Main | Actions | News | VendorBenefits | DOEAgencies | ContactUs | Logoff

g it
Note: Start the invoice process: Energy Site

1. Choose Energy site from the list. A i

2. Choose Company (if more than one listed) from the list. Department of Energy Customer Service

3. Follow the screen directions. Oak Ridge Financial Service Center Payment Service Branch
STEP 1. Choose an Energy related site: 200 Administration Road (855) 384-7377

Oak Ridge, TN 37830 orfscmail@science doe gov
| Department of Energy -|
STEP 2. Choose an Company:
| Ricardo, Leslie A -
| & Start Invoice Process |
Select Award / Order Number A Verify Banking \ Create Invoice T Attach Documents

Invt:;ice Document and Attach‘ments Section.

***INVOICE SUBMITTED * * *

Click the paper clip icon @ to attach any supporting documentation or to view this submitted invoice

Note: The Invoice Status Report (under Actions) can also be used to upload / view files for this invoice.

USA gov | E-GOV | The White House

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

& https://vipers.doe.gov/vipers/InvoiceStatus.aspx = @ & J| & vendorlnvoicing Portal

File Edit View Favorites Tools Help
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nvoice Attachments

Invoice Document and Attachments

Note the following concerning this screen:

+ Use the Select button below to select documents you wish to include with this invoice.

+ Up to 5 documents can be added (15 MB each). Allowed attachment types: xlsxlsx,doc,docx,pdf txt.jpg
Click the & icon next to any document listed below to print / save a copy for your records.
Use the X icon to remove documents associated with this invoice.
If artachments are not included at this time. they can be added later by running the Invoice Status Report.

Invoice: AITEST

File Name (Bytes) Submitted By (U.S. Eastern Time)

x & | ACH Instructions.doc 56,832  lesliericardo@spr.doe.gov 7/25/2016 11:38:08 AM

Attachment | View

Delete Print ‘ File Size Submitted On

& | Invoicelmage pdf 803  leslicricardo@spr.doegov 7/25/2016 11:34:52 AM

File successfully uploaded...

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.

2 hitps://vipers.doe.gov/Vipers.aspx © | & VendorInvoicing Portal

File Edit View Favorites Tools Help
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Vendor Invoicing Portal & Electronic Reporting System

Government e-invoicing solutions made simple

User: leslie.ricardo@spr.doe.gov

Main |[ Actions || News | VendorBenefits | DOEAgencies | ContactUs | Logoff

e — Welcome to VIPERS
Invoice Status / Funding Terms Of Use, General Disclaimer, Security Notice
Ecit Profile VIPERS is a web based system that allows government vendors to enter invoices electronically and delivers these invoices to other Energy related
Monday, July 25, 2016 site(s) through a secure portal. VIPERS was designed by the Department of Energy (DOE) and supported by Chickasaw Nation Industries / Global

N Solutions for DOE Entities and their vendors. To see if the Energy related site that you are doing business with is enrolled in VIPERS click here,
Customer Service

200 Administration Road
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Step 22 Click on Actions then Invoice Status/Funding.
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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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