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WEBSITE COMPATIBILITY

The system is compatible with Internet Explorer 8.0 through 11.0 and Microsoft
Windows 7.0, 8.0, and 8.1 ONLY.

The system is NOT compatible with
MAC/Apple

Safari

Mozilla

Firefox

Chrome

Microsoft Edge/Windows 10- click on.

o

.. to open in Internet Explorer

9

g com
New window

New infrivate window

L bing I

If any type of pop-up box appears regarding secure/non-secure/show all content-make
sure to select a reply that will display both secure and non-secure information or show all
content.

OR

Turn off pop-up blocker.
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CREATE USERNAME AND PASSWORD

1. Got to www.vendorregistration.state.pa.us

2. Select the link for Vendor Payments and Invoices In-Process Reports

Commonwealth of Pennsylvania Vendor Registratior

Welcom e to the Comm onwealth of Pennsylvania Vendor Registration Site!

« If you are a foreign vendor located outside of the United States, please contact the Payable
Services Call Center at 877-435-7363 Option 1 for registration assistance.

« If you wil receive payments from the Pennsylvania Liquor Control Borard(PLCB), a
separate registration is required . Please contact the PLCB at RA-LBSUPPLIER @pa.gov for
inform ation about the PLCB vendor registration process.

» If you wil receive payments from state agencies other than the PLCB, please read the
inform ation below and select the appropriate link.

Please select the following link PA Supplier Portal if the following applies to you:

+ Wil receive payments from the Commonwealth of Pennsylvania under a contract

* Wil receive Requests for Quotatons, Purchase Orders, or other Procurement docum ents

¢ If your are a constructon vendor

» You are considered a Procurem ent Vendor.

Please select the following link Non-Procurement Vendor Registration if the following applies to
you:

+ Wil receive payments from

contracts or purchase orders
¢ If you are a direct utility provide
« If you wil redeve grant or loan m
* You are considered a Non-Procure

Commonwealth of Pennsylvania that are notrelated to bids,
described above

r the Commonwealth

ey from the Commonwealth

ntVendor.

Vendor Payments and Invoices In-Process Reports

The Commonwealth's Payable Services Center provides two reports to assist vendors in managing
paym ent fransactions with the Comm onwealth:

1. The Vendor Payments Report provides vendors areport that identifes payments which have
com pleted the invoice review process and have been paid by the Treasury Department.

2. The Invoices in Process Report provides vendors a report thatidentifies the status of
unpaid invoices within the Com monwealth's payment request workflow process. Work flow

refers to the process that the Com monwealth uses to radk and manage invoices as they are
reviewed, approved and sent to the Treasury Department for paym ent.

3. Ifthisis the first time accessing the reports, a username and password must be
created.

4. Select the register button to complete the registration and create a username and
password.
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Vendor Payments and Invoices-in-Process Reports Sign-In

Welcome to the Vendor Payments and Invoices-in-Process Reports Registration Page

Non-procurement vendors can gain access to the Vendor Payments report and Imvoices-in-Process report by typing the
appropriate username and password below:

Usermame:[ ]
S

Leg In

Non-procurement vendors who need to obtan a usemame and password, please click on the Register button below: Following
registration, activation of the reports will take approxinately 24 hours. Remenber the usemame and password you have created.

Register ‘———

i,

5. After all information is enetered select Register.

All items makred with * are mandatory fields.

. Register

At L S
. Fillinthe irngormation below to register.
Register =
Forgot Password

Name Prefiz

First Name: | | *

T hese options r2quire
wou to Login with vour Last N: | | *

S i e

Cumpam‘.|

Title: |

|

TUpdate Account |
LT :\ddrasl:l | £

|

Address: |

City: |

Smne=|

I

Pone:[ [ ][]
e[ [ ][]
Exmil Address: | |
User ID: | |
Password: | | *
Confirm Passward: |

Ifvou ever lose your us ername or password we will ask you the llowing question, and need toreceive
your given annwer, to confirm your idsntity. Please use a gusstion that you will be sure to remsmber.

Question: | *

T
Start Over I Register F

* Denctes a required field.
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STATE OF INDEPENDENCE

Lo Registration Complete
gin

You have
previous

ournt with the Commonwsalth of PA. Click Continue to raturn to your
utton fails to return you to your previous web site, please enter the
s to refurn to the web site.

- lly registered
Register R——

ifithe Comn

Forgot Pazsword

Continue I

wou do not have an
account click the
Register link above to
craate an account

eSignature

Update Account
Information

<DO NOT CLICK CONTINUE> After the registration is completed, close the browser, it
will take approximately 24 hours for the reports to activate.

LOGGING IN
1. Enter Username and Password

2. Select Log In

Vendor Payments and Invoices-in-Process Reports Sign-In

Welcome to the Vendor Payments and Invoices-in-Process Reports Registration Page

Non-procurement vendors can gain access to the Vendor Payrents report and Imvoices-in-Process report by typing the
appropnate username and password below:

Csemame:
L —

Leg In
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3. Enter vendor number, TIN number, and Legal Name. This process is only done at
first time registration. It will not appear again.

4. Select Submit

Vendor Payments and Invoices-in-Process Registration

Vendor Number:
TIN Number:

Legal Name:

All entries are required; Please complete and click the submit button when finished.

[Disclaimer]

Copyright € 2006, Commanw izalth of Pennsylvania. All rights reserved,

5. Select the blue link under the report name to access that report.

Vendor Payments and Invoices-in-Process Reports

In-Process Listing
Invoice in Process |vendor Payments Legal Name Phone # [City State|Zip Code

B00 ey f I |

[Disclaimer]

Capyright £ 2006, Commanwaaith of Pesasylvania. A0 righes resarees.

** Hit the BACK button to return to Vendor Payments and Invoices - In Process Reports
page or close out completely and log back in**
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INVOICES IN PROCESS REPORT

Report of unpaid invoices that provides current invoice status.

Vendor Payments and Invoices-in-Process Reports

In-Process Listing
Invoice in Process |wendor Payments Legal Name Phone # |City State |Zip Code
oo | oot i
- I . | 1 i

[Disclaimer]

Capyright © 2006, Commanwasith of Pesagylvanin. ol rghes resarced.

Select the blue link under Invoice in Process

Web Inteligence c Vo FerBar [ Feez= - AE Omine

\endor Invoice Member (All valuss) [+ |

. Page1ns Invoices in Process fo vendor ID: I
W pennsylvania Status as of 620117
VendorInformation Commonwealth Processing Status

Date

Ingice Purchasing SAP Fl Document Sentto Treasury
Date Inwoiced [Vendor Imwice Number  |invoice Amount  |[Received  |Document Number  [Purchasing Agency Humber [Current Processing Group [for Payment
soehodhooot  saoouoo $ro000 ouioehooce | XHRHHHK Militery & Veterans Affairs KOO0 TREASURY ool
Xkhoohonoe XN S0 3 OO HO00COOOOo Comedtions 2000000000 TREASURY sohoaone
othohuee  H0000000 Sootat oo Cons ervation & Natural Res ourc HAAXHHHIK TREASURY e
aochodiooos XOEERK Fooec }radhod oo Cons enation & Natursl Res ourc i TREASURY ol
B 0K Soce oo OO onoooog: Cons enation & Natural Res ourc AGENCYRECONCILER
oo 30000000 S0 PO e Comections OO0 TREASURY sodhothoont
ochoehooon | X0 Sioe.x00 OO0 0OO0OO000L Human Services AGENCYRECONGILER
shodhooo: 0000000 $rooce POGIOUICERE | 300000000 Human Services ABENCYRECONCILER
HRAHEHK 000000 S0 MR X000 Human Services ABENCYRECONCILER
ohoeooct sonanoot SOCCE hodiodiooo 000000006 Human Sarices AGENCYRECONCILER
XX H00000¢ oococ UBOOC | yenenonno Human Sarvices ABENCYRECONCILER
oo frocacoa $ooonx sochotoone —— Human Sarvices AGENCYRECONCILER

Click arrow to go

Payment Terms: The Commonwealth vill make reasonable eforts to make payments by: through pages

a. The date on which payment is due under the terms ofthe Contract, or.
k. Thirty (30) days after a proper inwice actually is received at the “Bill To” address ifa date on which payment is due is not specifed in the Contract, or
c. The payment date specified on the invoice iflater than the dates establishedin (a) or (b) above.

[ { 4 psgetofiv B M |- =/ [100%
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The report can be printed, searched, or exported by utilizing the appropriate icons.

Web Inteligence =0 T = iz Fter Bar | | Freeze - EE Outne

ip |Select Invoi Al vz v | ‘endor Invoice Nember (All vahes) [ w |

Print Export

. Page 113 Invoices in Pro
pennsylvania

There may be multiple pages in the report, look at the bottom of the screen to click
through the pages.

Click arrow to go
through pages.

( 5
i 4 Pagelofi+ kK W || & F] |100% -

Please allow 5-7 business days for invoice to be scanned and posted in to the accounting
system for it to appear on this report.

If this report indicates that the current processing group is TREASURY, allow 2-4 weeks
for payment.

If you are a PENNDOT vendor with questions about a payment or invoice and you don’t
have an agency contact, please call PENNDOT vendor services at 717-787-8554.

If there are questions related to an invoice that is currently with the AGENCY
RECONCILER Processing Group, please call or email your agency contact.

For questions related to an invoice currently with COMPTROLLER OPERATIONS
Processing Group or TREASURY, please contact the Payable Services Call Center at 877-
435-7363 or RA-PSCPaymentinquire@pa.gov
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VENDOR PAYMENTS REPORT

Report that provides invoices that have been paid as well as remittance information.

Vendor Payments and Invoices-in-Process Reports

In-Process Listing
Invoice in Process |vendor Payments Legal Name Phone & |city state Zip Code
|

-ron ¢ | » l I 1 ]

[Disclaimer]

Capyrighe B 2006, Commanwaaith e Pasagyleanin. Al FighES FETAnVRE.

Select the blue link under Vendor Payments.

Web Inteligence - | = | # ) £ 7o FterBar [T Feeze - @E Outine

Vendor Payments for < o: I

Treasury Pay Dates 4/21/2017 to 6/20/2017

Vendor Inwoice Amount E S . o Fl Document
Payment Method e s Amount Paid Agency Name Text from Payment Document e
CHECK $487.92 Comecions
odouiooo KHHHK CHECK 00000 SHOCHAX preciions HOOOC000N
0000 KK CHECK HAAHH $51.96 Comecions }oocaocca
00000000 A CHECK 000000 $61.98 Comections OO0
oeoahono KA CHECK HAHAHHK $51.96 Comecions OO0
Cons enation &
00000 XA CHECK 20000000 $627.30 Nstural Resourc HOOOOO0000
Cons envation &
wochouhooo HHHHH CHECK peslesled $42 86 Natural Res ourc HHHHHHHHK
0000000 K CHECK MO 5490.00 Transportation HOOOOOOO00
Total Amount Paid to 52,288.35
ochoahono K CHECK 00000 S87.80 Transportation 000
o0 HAHHHH CHECK 0000000 $2,153.02 Human Services ) OO0
04300000 0 CHECK OO $620.00 Human Services H0OOOE000
Military & Veterans
0000000 K00 CHECK HAHHHHK $117.23 Affairs ] O0CO0000
o A M0 i CHECK O $828.08 Comections OO0
Total Amount Paid to| 5043.39
00000000 00 . CHECK HHHHHHH $49.85 Comections 0000000

Click arrows to view
additional pages

- Report lists paym ents made in the last 80 days.

- The check numbers will appear once the check is cashed/deposited and the file from the bank has retumed to the Commonweakth

[, 9 | 1 PageTof7+ b M |
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The report can be printed, searched, or exported by utilizing the appropriate icons.

Web Inteligence -

Print

PA

There may be multiple pages in the report, look at the bottom of the screen to click
through the pages.

Click arrows to view
additional pages

[ l Page Tof7+ ¢ K |

Report lists payments made in the last 60 days.

The check numbers will appear once the check is cashed/deposited and the file from the
bank has returned to the Commonwealth

If the “Invoiced Amount” field is blank, the invoice was submitted electronically and did
not enter the Commonwealth’s workflow process.

Date invoice received may not appear on payments prior to 12/31/2011.

If you are a PENNDOT vendor with questions about a payment or invoice and you don’t
have an agency contact, please call PENNDOT vendor services at 717-787-8554.

If you have questions, please contact the Payable Services Call Center at 877-435-7363 or
RA-PSCPaymentinquire@pa.gov

0617
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