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Accessing PASSPort

To access PASSPort and log in, go to https://a858-login.nyc.gov/osp/a/t1/auth/saml?2/sso

Note: While navigating PASSPort you are able to easily increase its font size and readability. To do this, click the “ctrl” and “+” keys simultaneously on your
keyboard. Each time you click these keys, your web browser will zoom in and PASSPort will resize accordingly. To reduce PASSPort’s font size,
simultaneously click the “ctrl” and “-” keys.
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1. Invoicing Overview

This user manual provides you with step-by-step instructions for “flipping” a Purchase Order into an Invoice as well as submitting an Invoice Deduction in
response to a Reconciliation Request sent by the City.

In PASSPort, Invoices are submitted by the vendor to facilitate payment for delivered goods. There is one standardized electronic Invoice template that can
be submitted to any Agency that has purchased off a Requirements Contract. An Invoice can be created directly from the Purchase Order screen, which
speeds up the Invoice creation process significantly by pre-populating the following fields of the Invoice: Invoice Date, Agency, Vendor, and PO. Once an
Invoice has been created and submitted to the City, it goes through the 4-way match process, where the system checks for a “Dispatched” Purchase Order,
a completed Receipt, no open Reconciliation Requests (non-BQA), and no discrepancy between the lines of the Purchase Order, Receipt, and Invoice. After
the invoice passes the system check, the Invoice then goes through 2 levels of financial approval at the Agency to confirm payment details and allocations.
Once the Agency has approved payment details, payment will be disbursed as usual.

The invoicing process is represented by the following workflow in PASSPort:
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Level 1
Approver
Queue

Level 1
Approver

Level 2
Approver
Queue

Level 2

(it Approver

Approved?
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Reconciliation

Receipt

Completed? REes
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Open Reconciliation
Reconciliation Request

51?2
Request? Closure

disbursement

Discrepancy?

Disbursement

Discrepancy
Resolution
Queue

Discrepancy
Resolution

. Vendor . Agency user . System step

For clarity, we have color-coded the agency workflow on this page to allow you to easily see which role is involved with each step of the process. The vendor-
related steps of this workflow will be discussed and demonstrated throughout this user manual.
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2. Creating and Submitting an Invoice

Note: Only vendors provisioned with Vendor Financials L2 access will be able to follow the below steps to create and submit an Invoice. Vendors
provisioned with Vendor Financials L1 access will only be able to view Invoices:

1. From any page

PASS Port Profile Tasks Contracts Catalogs | Invoicing Performance Support in PASSPOl’t,

Browse Orders i
click the
2 ﬁ Homepage - Vendor “ ”
¢ Orders” button

at the top of the
page.

2. Select “Browse

ANNOUNCEMENTS OPEN WORKFLOW TASKS 3 Results
Orders” from
The contentis not s=t Edit Typeofrequest  Item label Task to perform Forwarded on the drOp-d own
* Purchase Order POO000148 - Requisition 178-Vendor243 - Vendor243 Dispatched 01/02/2019 menu.
* Purchase Order PO000125 - Requisition 238-Vendor243 - Vendor243 Dispatched 12/31/2018
* Purchase Order PO00010% - Requisition 118-Vendor243 - Vendor243 Dispatched 12/31/2018
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PASS Port » The Browse Orders
O r Profile Tasks Contracts Catalogs [ESUSCEM invoicing Performance  Support r I I y I I
<D W Browse Orders screen d Sp ays a

orders that have been
sent to you. Creating an

ywords : Status: ¥ Contract: ¥ Advanced search InVOIce from an eXIStIng
order pre-populates
D Requestor Status Currency Ordered Received rwoiced (Gross) Progress PO most Of the Inv0|Ce
n : information for you from
R 5 the associated

Purchase Order, making
the process faster.

3. Clickthe &
icon to open
and view the
purchase order
you wish to
create an
invoice for.
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Profile Tasks Contracts Catalogs Invoicing Performance Support

<D h*d PO: POOOQI125 - Requisition 238-Vendorz43 - Vendor243 (Dispatched)

1 Header v
-
Label :
m Vendor :
Agency:

Vendor contact :
Order date :
Order Reference :

Legal Company :

a] #
C 2002
2001
2 Result(s)

Amount (tax excl.)

Amount (tax incl.) :

Requisition 238-Vendor243

Vendor243 111111473
FIRE DEPARTMENT
HOPPE Theo

12/31/2018

City of New York

Ref
sup-P234

sup-P753

Delivery address

MAYORALTY
9 Metro Tech Center
11201 Brocklyn
New Yerk

UNITED STATES

Item description
Steel Toe Boots

Safety Goggles

Invoicing address

MAYORALTY
9 Metre Tech Center
11201 Brookiyn
New York

UNITED STATES

Vendor
( Vendor243 ) Vendor243

{ Vendor243 ) Vendor243

Create Invoice Deduction

ALERTS ¥

a— Purchase order cannot be rejected since goods on this order have been received or an invoice has been created on this order.

Ordered Quantity Unit Price Total
8.00 Units 95.00 760.00
2.00 Each 20.00 160.00

920.00 USD

920.00 USD

Cur.

usD

usD

Deliv. date

01152019

01/30/2019

4. Click “Create
Invoice” at the
top of the page.

An Invoice will be
created immediately,
with the following fields
already pre-populated
with information from
the Purchase Order:
Invoice Date, Agency,
Vendor, and Order.
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5. Enter text within
Profile Tasks Contracts Catalogs Orders Performance the “Involce
<D fr Invoice Reference”
screen. This
& i ancel Invoice g
= field can be
i used to add an
INVOICE HEADER INVOICE AMOUNT internal
reference

Staty: Gross Invoiced Amount (USD) € :

Invoice Reference: | Tatal Deductions (USD) € - number or any
Invoice Date |D1a’07120|9 m Net |nvoiced Amount USD}U : i nformation you
Agency : | FIRE DEPARTMENT find helpful

WVendor : Vendor243 111111473 .
ORDERS/CONTRACTS

rvoice Creator : Hoppe Theo

o orger, oy USD) 6. Click the “Save”
| button.

x PO000125 - Requisition 238-Vendor243

Contract :

PAYMENT INFORMATION v

PRCZID:
Disbursement Status :

Disbursement Date :

PIP Disclaimer: Please visit PIP for further payment details

INVOICE DOCUMENTS Vv

) Drag and Drop to Add a File
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PRODUCTS / SERVICES ~

Delete Selected Items || Add Items

3l Order Item Label Quantity Unit Unit Price Amount Ordered Quantity RecQty Total PO Totalrec Totalinv Gap Qtyinv Commodity

Invoiceable order items / terms ﬁj X

Add All [f| Add Selected and Close
Keywords : Order:

POO00125 - Requisition 238-Vendor243

Currency : USD Show Delivered ltems Only :
Unit Deli d Invoiced Total Qtyto b Amount to
= Term Quanti ni elivere nvoice ota o be | Lo invoiced
&b Jpo = Quantlty o rice Qty quantity inv  invoiced
Steel Toe

[J [POOOD12S 2 Boots B.00 85.00 8.00 B.00 760.00 0.00 0.00
Saf

[ fPo000125 1 atety 2.00 B0.0O 2.00 2.00 160.00 0.00 0.00
Goggles

2 Result(s)

Scroll down the page to
the “Products/Services”
section.

7. Toadd items
from the
Purchase Order,
click the “Add
ltems” button.

8. Within the
“Invoiceable
order items /
terms screen”,
you will see two
buttons: “Add
All” and “Add
Selected and
Close.” Choose
“Add All” if you
intend to invoice
for all items on
the PO. Todo a
partial invoice,
check off the
items you wish
to invoice for
followed by
clicking on “Add
Selected and
Close.”
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9. If needed, make
PAss Port Profile Tasks Contracts Catalogs Orders Performance Support edits to the item

<9 % Invoice INVOOOO47 - Draft - Vendor243 details including
Quantity and
Bl save }| Exit Cancel Invoi . .
Unit Price. After
INVOICE DOCUMENTS v a“ the edrts are
* made, click the

) Drag and Drop to Add a File

“Save” button.
Note: If the Agency has
Add All Delete Selected Items Add an item Crea ted a receipt in

PASSPort indicating the

& PO Item label Quantity Unit UnitPrice  Amount Ordered Quantity RecQty Total PO Totalrec Totalinv Gap Commodity H
amount of an item they
x PO000125 - Requisition 238-Vendor243/1  Safety Goggles 2.00 Each v 80.00 160.00 2.00 2.00 160.00 160.00 160.00 0.00 h . d
x PO000125 - Requisition 238-Vendor243/2 | Steel Toe Boots 8.00 Units v 95.00 760.00 8.00 800 76000 76000  760.00 0.00 ave receive ’ your

invoice will auto
populate with the item
quantity reflected in the
receipt.
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PASS Port

<D v Invoice INVOOOT59 - 0.00 - Draft - Vendor243

(- [ o Il i ] oo i

INVOICE HEADER

Status
Invoice Ref.

Invoice Date

Agency

Vendor !

Address ;

Profile Tasks Contracts Catalogs Ordering m Performance Support

: Draft

: |1234567

: |03£20;2020 li5s

: | FIRE DEPARTMENT

Vendor243 111111473

Unit Price Adjusted :

Invaice Creator :

Hoppe Theo
6954 Drew Ford

Address :

10001 New York

|456 Smith Street New? ..

INVOICE AMOUNT

Gross Invoiced Amount €9 : 0.00
Total Deductions € :

Net Invoiced Amount € : 0.00

ORDERS/CONTRACTS

Order:

w PO000125 - Requisition 238-Vendor243
Contract: Master Agreement 20129273611 - MA1-857-20125273611

PAYMENTS
PRCZID:

Disbursement Date :

PiP Disclaimer: Please visit PIP for further payment details

INVOICE DOCUMENTS v

Wendor Documents : @J Drag and Drop to Add a File

Agency Documents @

The “Gross Invoiced
Amount” field will adjust
based on the edits
made to these fields.

10. In the Invoice
Documents
section, upload
documentation
related to the
order. Click
“Drag and Drop
to Add a File” to
browse your
computer for a
file.

Mayor’s Office of
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€ Open
“ v » ThisPC » Desktop » Invoices
Organize = Mew folder

Template - Tech *  Name

Invoice 58

> d@a OneDrive

v O This PC
,'J 3D Objects

> [ Desktop
Documents
< Downloads
J! Music
[&] Pictures
i Videos
‘i Local Disk (C:)
= MOCS_HHS-Ace
= MOCS Users (5]

=% Metwaork ~

Date modified

1/7/2019 10:50 AM

Type

Microsoft Word D...

w O Search Invoices yel
=~ O @
Size

12KB

File narme:

| AnFies v

@ Open Iv Cancel

11. Select a file and
click “Open.”
Multiple
documents can
be attached to
an Invoice.

Note: To attach
multiple documents,
repeat steps 8 and 9 as
heeded.

Mayor'sOfﬁce_of
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PASS Port

INVOICE HEADER

Status
Invoice Ref.

Invoice Date

Agency

Vendor:

Address :

Invaoice Creator:

Profile Tasks Contracts Catalogs Ordering m Performance Support

<9 ¥ Invoice INVOOO159 - 0.00 - Draft - Vendor243

. Draft

:|1234557

: |03£20;2|320 =

: | FIRE DEPARTMENT

Vendor243 111111473

Unit Price Adjusted :

Hoppe Theo

6954 Drew Ford
" 10001 New York

Address:

|456 Smith Street New? ..

(6150 ] o Jll ot cr i

INVOICE AMOUNT

Gross Invoiced Amount € : 0.00
Total Deductions € :

Net Invoiced Amount€) : 0.00

ORDERS/CONTRACTS

Order :

% PO000125 - Requisition 238-Vendor243
Contract : Master Agreement 20129273611 - MA1-857-20129273611

12. Click “Submit

Invoice" to
submit the
Invoice to the
City for
approval.

| hereby certify that | have the authority to submit this invoice and that its contents are accurate and complete.

Cancel | OK

13. A dialog box will

appear asking
you to confirm
the submission.
Click “OK.”

Mayor’s Office of
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3. Invoice Deduction Overview

In PASSPort, Invoice Deductions can be created and submitted by the vendor in response to a Reconciliation Request sent by the City. These are negative
invoices used to deduct from the amount of the original Invoice. Invoice Deductions may be necessary if the Receiver conducts a return or exchange, BQA
recommends quality reductions or rejects items, or if the Receiver requests deductions for broken or damaged items. All Invoice Deductions must be linked
to an Invoice in order to be submitted for Agency approval.

An Invoice Deduction should not be created to correct a mistake on the initial Invoice. If this happens, you should cancel the initial Invoice and create a new
one.

Once an Invoice Deduction has been approved, the negative balance will be applied to the Invoice it is linked to, subtracting the amount of the deduction
from the gross invoiced amount.

The invoicing process is represented by the following workflow in PASSPort:

. . Vendor Financials L2
Invoice Deduction .

Approver Queue Approval

. Agency User

For clarity, we have color-coded the workflow on this page to allow you to easily see which role is involved with each step of the process. The vendor-related
steps of this workflow will be discussed and demonstrated throughout this user manual.
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4. Creating and Submitting an Invoice Deduction

Note: Only vendors provisioned with Vendor Financials L2 access will be able to follow the below steps to create and submit an Invoice. Vendors

provisioned with Vendor Financials L1 access will only be able to view Invoices.

Follow the below steps to create and submit an Invoice Deduction:

Browse Invoices

<9 W Homepage

» Create Invoice

Browse Reconciliation Requests

PASS P Or t Profile Tasks Contracts Catalogs Ordering m Performance Support

ANNOUNCEMENT m OPEN WORKFLOW TASKS

The content is not set . N
Edit Type of request Description

s Purchase Order PO000245 - Requisition 6924-Vendor190 - Vendor120
s Purchase Order PO000044 - Requisition 185-Vendor190 - Vendor190
s Purchase Order PO000033 - Requisition 65-Vendor190 - Vendor190

s Purchase Order PO000009 - Requisition 125-Vendor190 - Vendor190

Task to perform
Dispatched
Dispatched
Dispatched

Dispatched

4 Results

Forwarded on
02/07/2018
12/31/2018
12/31/2018

12/31/2018

1. From any page
in PASSPort,
click the
“Invoicing”
button at the
top of the page.

2. Select “Browse
Invoices” from
the drop-down
menu.

Mayor’s Office of
Contract i
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PASS Port

<9 %

Keywords :

(v]
& FNVO0006E

& INVO0DD05

Browse Invoices

Invoice Ref.

Invoice 6924

5

Profile

Type:

Tasks Contracts Catalogs

¥ | Agency:

Agency
FIRE DEPARTMENT

FIRE DEPARTMENT

Ordering [RIGEISLI'EM Performance Support

Status :

Create Invoice Deduction

Invoiced (Gross) Invoice Deductions

609.00

95,660.00

Total Deductions

The Browse Invoices
page shows you all
orders that have been
sent to you. Creating an
Invoice Deduction from
an existing Invoice pre-
populates most of the
Invoice Deduction
information for you,
making the process
faster.

3. Click the pencil
icon to open the
order you wish
to create an
Invoice
Deduction from.

Mayor’s Office of
Contract i
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4. Click the “Other

Profile Tasks Contracts Catalogs Ordering [QVGCIEL'E Performance Support Actions” button
at the top of the
( kD] ﬁ Invoice INVOO0O068 - 699.00 - Approval in Progress - Vendor190 page.

5. Select “Create

Create Invoice Deduction | |nVOIce
| Cancel Invoice | Deductlonn from
1 ALERTS > the drop-down
menu.
INVOICE HEADER INVOICE AMOUNT
An Invoice Deduction
Status : Approval in Progress Gross Invoiced Amount ) : 699.00 will be Created
Invaice Reference : Invoice 6924 Total Deductions ) : |mme.d|ate.|y, with the
Invoice Date : 02/07/2019 Net Invoiced Amount €) : 699.00 fOHOWIng flelds already
pre-populated with
Agency: FIRE DEPARTMENT . .
information from the
Vendor: Vendor190 111111420 .
ORDERS/CONTRACTS Purchase Order: Invoice

Unit Price Adjusted :

Date, Agency, Vendor,

Invoice Creator : Gislason Curt Order: (onky USD) . .
8876 Salvader Road PO000245 - Requisition §%24-Vendor190 InVOICe DedUCtlon
AdAress ! 10001 New York Contract: Master Agreement 20069600062 - MA1-857-20069600062 Creator, and Order.

Mayor’s Office of
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6. Enter an

PASS Por t Profile Tasks Contracts Catalogs Ordering Performance Support “anOice

Deduction
{9 W% Invoice deduction Reference.” This
field can be
used to add an
internal
: reference
1 INVOICE HEADER INVOICE AMOUNT number.
Status Total Deductions €): 7 Select the
Invoice Deduction Ref. || | “Ded uctlon
Invoice Date : [02/02/2019 [} ORDERS/CONTRACTS Type” from the
Agency : |FIRE DEPARTMENT drop-down
Deduction Type : | r Order: anly USD) menu.
Reason : | v

x PO000245 - Requisition §924-Vendor180

8. Select the

Vendar: Vendor190 111111420

Contract:
Unit Price Adjusted : “ Reason” from
Invoice Deduction Creator : Gislason Curt the drOp—dOWI’]
INVOICE DOCUMENTS menu.

Address ;

@J Drag and Drop to Add a File 9- In the Invoice

Documents
section, upload
documentation
related to the
deduction. Click
“Drag and Drop
to Add a File” to
browse your
computer for a
file.

Mayor’s Office of
Contract i



G Open

« v » ThisPC » Desktop » Invoice Documentation
Organize * Mew folder
“ Mame

3+ Quick access
Decuments o
Jy Downloads  #
[&] Pictures -
Help Desk o

Inveice Deduction Documentation

Data Staging o

CM Decuments
[ Desktop

Inveice Deductic

Lecture Sources
@ OneDrive

O This PC
_J 3D Objects

Date modified

27772019 211 PM

Type
Microsoft Word D...

*
v | @ Search Invoice Documentation @
=~ M @

Size

12 KB

File name: | Invoice Deduction Documentation

ﬂ Al Files ~|

10. Select a file and

click “Open.”
Multiple
documents can
be attached to
an Invoice
Deduction.

Note: To attach
multiple documents,
repeat steps 9 and 10
as needed.

Mayor'sOfﬁce_of
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<D

Profile Tasks Contracts Catalogs

INVOICE HEADER

Invoice deduction

Status :

Invoice Deduction Ref.
Invoice Date

Agency

Deduction Type
Reason

Vendor

Unit Price Adjusted :

Invoice Deduction Creator

: | 6924

: |02:u?12019 igi}

: | FIRE DEPARTMENT
H | Quantity v
: | Damaged Goods v

: Vendor190 111111420
(]

: Gislason Curt

Address :

Ordering Performance Support

INVOICE AMOUNT

Total Deductions €} :

ORDERS/CONTRACTS

Order: {anly USD)

x PO000245 - Requisition 6224-Vendar1 20

Contract:

INVOICE DOCUMENTS ™

@J Drag and Drop to Add a File

X In\.foice Deduction Documentation.docx

11. Click the “Save”
button.

Mayor’s Office of
Contract i
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Profile Tasks Contracts Catalogs Ordering Performance  Support

{9 w Invoice deduction DEDOOOQEY - Draft - Vender190

Launch Invoice Workflow | Cancel invoice Deduction

ALERTS V¥

@- Please add item(s) under "Product and Services"

INVOICE HEADER

Status : Draft
Invoice Deduction Ref. : |5924
Invoice Date : |uzm?.'2919 =
Agency: | FIRE DEPARTMENT
Deduction Type | Quantity v
Reason: | Damaged Goods T
Vendor §): Vendor190 111111420
Linked Invoice : | INV000068 Invoice EEQB - Linked Invoice Status : Approval in Progress

Invoice Creator : Gislasen Curt

. 8876 Salvador Road

AGIIESS 1 10001 New York

PRODUCTS / SERVICES v

Add Al Delete Selected Items

Bl Order Item Label Quantity Deduction Unit Unit Price Total Deduction Amount

INVOICE AMOUNT

Total Deductions €} :

ORDERS/CONTRACTS
Order; (21 U=D)

x PO000245 - Requisition 6924-Vendar| %0
Contract: Master Agreement 20069600062 - MA1-857-20069600062

INVOICE DOCUMENTS v

@J Drag and Drop to Add a File

Invoice Deduction Documentation.docx

12.To deduct items,
click the “Add
an item” button.
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Invoiceable order items / terms E‘ X

Add items m:] (14]
Keywaords : Currency: USD

Order :
® PO000245 - Requisition 6924-Vendor190

Only delivered items : [J

View only lines already invoiced : ¢

: ; : Qty to  Amount
Bl PO Label Term Quantity Pl:ir;g Delwe{r}e; I":;ﬁ?; Toit::r be to be
q invoiced invoiced
Highway
(] | PO000245 2 Roof Lights 1.00 475.00 1.00 1.00 475.00 0.00 0.00
and Siren
Fear View
1 fPOOD0245 1 Mirror 14.00 16.00 14.00 14.00 224.00 0.00 0.00
Replacement

2 Re=sulds)

13. Click the check
box next to each
item you are
deducting.

14. Click the “Close”
button.

Mayor's Office of
Contract i

22




PASS Port Profile Tasks Contracts Catalogs Ordering ELIELIE Performance Support

<9 ww Invoice deduction DEDOOO0E9 - Draft - Vendor180
Linked Invoice : I INV000068 Invoice 6¢¢#? - | Linked Invoice Status: Approval in Progress
Invoice Creator: Gislason Curt
i .
Address ; 8876 Salvador Road

10001 New York

PRODUCTS / SERVICES

Add All | Delete Selected Items  Add an item

&l Order Item Label Quantity Deduction Unit Unit Price || Total Deduction Amount

x Rear View Mirror Replacement 14.00 Each 16.00 224.00

Launch Invoice Workflow} Cancel Invoice Deduction

INVOICE DOCUMENTS

@J Drag and Drop to Add a File

x [ Invoice Deduction Documentation.docx

15. Edit the Quantity
Deduction or
Unit Price field.

Note: Only one of these
fields will be editable
per Invoice Deduction.
The field that is editable
is determined by the
“Deduction Type”
selected.

16. Click “Launch
Invoice
Workflow" to
submit the
Invoice to the
City for
approval.

nyc-env.ivalua.us says

Do you really want to validate this invoice?

17. A dialog box will
appear asking
you to confirm
the submission.
Click “OK.”

Mayor’s Office of
Contract i
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