Certification Instructions

View image of invoice

Project Changes

Certify Invoice

PO Activity Summary Inquiry

Search Features on Certification Page

PopUp Security




To certify or view image of invoice, click on the link from the certification email.

[® Revised certificate notice: [Fwd: TESTING in FMSDEV CERT NOTICE - PO6B02942 - Invoice# 120106-2942 - CHEROKEE SIMEON VENTURE LLC] - Inbox for, SChan@Ibl.gov - Mozilla
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=] Subject: Revised certificate notice: [Fwd: TESTING in FMSDEV CERT NOTICE - PO6802342 - Invoice# 120106-2942 - CHEROKEE SIMEON VENTURE LLC]
From: Craig Challborn <CFChalbornlbl.qow =
Date: 4172007 10:02 AM
To: Stewen Chan <SChan@ibl.govs
Cor Craig Challborn <CFChallborn@ibl.gows

CERTIFICATICN NOTICE
To: Kramer,Bridget R (Fax: 510/485-5686)

From: Archid, Ruth
Aooounts Payable

Phons: 510/486-6737 M=il Stop: 937-200

Vendor CHEROEEE SIMECN VENTURE LLC PO#: 6802342
Invoice #: 120106-2942
Invoice Date: 2006-11-06

PO Total: $174,500.00

Bwount: §9,308.92 Voucher#: 00335355

PO

Line

No. Project ID Amount.  Description

1 Gzz207 §.00 For lease agreement of using g
1 Gz3908 §.02 For lease agreswent of using g
3 Gzz207 §.00  Increase not to exceed value o
3 G23908 §10.40  Incresse not to excesd value o
) Gz3908 §9,298.50  Add fundsill other terms =

I certify that the work for the above referenced invoice has been
completed. The work performed was within the scope of the Purchase
Order. I have routed amy travel cests to the Travel Office for review
and spproval to assure that all eosts adhere to Leboratory policy. T
realize that this invoice will not be paid until I 'REPLY ALL' to this
notice. I also resognize that it is wy responsibility to note an:

changes needed regar T praject charged and/or FO line No.

Fou may certify this invoice online by clicking the link below

https://fmesrvdz. lbl.gov: 5201/ pep/ fmedev/ EMPLOVEE/ERP/o/ LENL AP.ZP VCHR ATTACH.GEL?Page=ZP VCHR ATTACHEACtion=UcEUSINESS UMIT=LENLSVOUCHER ID=003953SS

voice is ever $100,000, it must be approved by an Authorized
Signer with SUTEig ity as shown in the Laboratory’s
'Signature Authorization System' (SAS) at hocps:/ wow-iris. TBT Gow/ o7 Gbaay/ GEUTH:

To approve an invoice over §100,000:

- Forward this email to the Authorized Signer. Have the signer indicate
their approval and forward the email to the ALecounts Payable operater
shown in the original ewail TOR®

- Have an Authorized Signer sign a copy of the inveice, indicate their
approval, and return it to the Acoounts Payable operator.

For sdditional information, please refer to
http://procurement.lbl.gov/certification. htm

e £l ~Z EEl | httpsiffmssrvdZ.bl.govi 3201 psp/fmsdev/EMPLOVEE/ERPYC/LENL_AP.ZP_Y¥CHR_ATTACH.GBLIPage=2P_YCHR_ATTACHSACtion=UBBLISINESS_UNIT=LEMLEWOUCHER_ID=00305355

Log into PeopleSoft using your LDAP or FMS User ID and Password.
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The top section of the page contains invoice information such as invoice number, invoice
date, invoice amount, vendor, PO number, the AP staff who entered the invoice and the
PO Activity Summary link.

The Certification section contains the certifier, certification rule, certification status.

The Invoice Accounting section contains PO line, PO project, vouchered project, source
type, resource category, quantity, freight/misc amount, line amount. The Accounting
Details tab also contains the fund code, B +R, department, mars code and account. The
PO Line Info tab contains the PO line description.

Click on the View button to view image of invoice.
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Note: If the View button does not open the image of the invoice, be sure to check your
browser for popup blocking. See popup blocking section to enable popups for
PeopleSoft.




Opens a new window with the image of invoice.
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For project id changes, update the project id in the vouchered project field.
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Note: For multiple project splits (from one project to multiple projects), email AP for
these type of changes.

Note: If the invoice is entered against the wrong PO line or PO distrib line (example,
invoice should have been charged against PO line 3 but, instead AP entered against PO
line 2), email AP to have invoice/voucher corrected in the system.



Click the “Yes’ button and then ‘Save’ button to certify the invoice.
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Click on the PO Activity Summary link to view PO, Invoice and Receipt information for
the related PO at the PO line level.
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Opens up a new window to the PO Activity Summary Page

The top section of the page contains the PO #, PO Status, vendor, PO total, PO balance,
Superceding PO # and Previous PO #.

The PO Lines section contains the PO line description, line quantity, PO line amount,
invoice quantity, invoice amount (for each PO line) and PO line balance.

Click on the Inv button to view detailed invoice information for the PO line.
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This page contains invoice #, voucher #, certification rule, cert status, retention %, project
id, quantity invoiced, amount invoiced and paid amount.
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Note: If the paid amount column is blank, then the invoice is yet to be paid.

Note: Click on the View All link to display all rows.



From the certification page, users can perform various searches to the AP system, such as
all invoices by PO, uncertified invoices for a PO, uncertified invoices by certifier, or by
invoice #. Users can use any combination of the following fields to perform searches;
voucher #, invoice #, PO #, short vendor name, AP Operator, entered date, certifier id and
certified status.

From the certification page, click on the Return to Search button.
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Enter the values into any combination of search fields and then click on the Search
button to retrieve search results. The example below shows a search for all invoices for a
specific PO #.

Click on any row from the Search Results section to go into the certification page.

%3 Field Certification - Mozilla Firefox

Fle Edit Wiew Go Bookmarks Tooks  Help %
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ZP_VCHR_ATTACH —
Enter any information you have and click Search. Leave Tields blank for a list of all values
Find an Existing Value
fedins with
begins with
begins with -~ |[EE0S8EE
: | hegins with
i [ begins with
fedins with
be: A = Type
LBNL 00378316 47870 BE200B6E 1080 09/08/2006 TEKMNOWA 1001 TLEE 09/08/2001 08506 Yes hlank)
LBrL 00378328 47864 6808866 3280 09/08/2006 TEKMOWA 1001  TLEE 09/06/2006 408506 Always ves (blank)
= 00376488 47338 6B0GB6E 5665 09/08/2008 TEKMOWA 1001  TLEE 09/08/2006 408506 Always Yes tblank)
LBNL 00378792 48041 GB809866 29.18 08i30/2006 TEKMNOWA -001 KFPHOEM 09/08/2006 (hlank) hlank) blank; hlank)
[ =] 00378833 48042 BE20086E 53 08/30/2006 TEKMNOWA 001 KFPHOEM 09411/2006 (blank) alank) blank; hlank)
LBrL 00378635 48016 6808866 4605 D9/06/2006 TEKMOWA 1001  KFPHOEN 09/11/2006 408508 Always ves tblank)
= 003802687 28324 6808866 430 09/15/2008 TEKMOWA 1001  TLEE 09/15/2006 408508 Always ves (blank)
LBML 00380288 48281 B209866 4075 081 5/2006 TEKMOWA 1001 TLEE 0941 6/2006 408506 Always Yes hlank)
= 00380300 48230 £B0886E 3810 09/15/2008 TEKMOWA 1001  TLEE 09/16/2006 408508 Always Yes (blanky
LBrL 00380302 48464 6808866 108 09/15/2008 TEKMOWA 1001  TLEE 09/16/2006 408508 Always ves (blank)
LBrL 00380304 48451 6808866 3810 09/15/2008 TEKMOWA 1001  TLEE 09/15/2006 408506 Abways Yes tblank)
LBML 00381423 48576 B208866 4075 08i19/2006 TEKMOWA 1001 TLEE 0941 8/2006 408506 Always Yes hlank)
= 00381860 48796 £B08866 3810 09/20/2008 TEKMOWA 1001  TLEE 09/20/2006 408508 Always Yes (blanky
LBrL 00385180 48423 6808886 2818 10/ 0/2008 TEKMOWA 1001  TLEE 1041 0/2006 408508 Always Yes (blank)
[R-TNTE i 481 Aad AROARER ERT-Tul A A A0 TEKhL Imf1014. TLEE AN APN0E ANSSNE 1 hlank) o
Done Fmssrvdz. lol.goviss01 (=




The example below shows a search for all invoices for a specific PO # that was entered
into the AP system after 12/31/2006 that have not been certified.

%3 Field Certification - Mozilla Firefox

- -8

[] Customize Links || Free Hotmail [ | windows Marketplace [ | ‘Windows Media [ | Windows | | Yahoo! Mail [ | vahoo!
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new window | Hetp | 8,

ZP_VCHR_ATTACH
Enter any information you have and click Search. Leave fields blank for a list of all valuss

Find an Existing Value

Business Unit: = |~ LemL (=8
begins with || @
begins with ~ ||
PO Number: beqins with w =8
Short Vendor Na begins with ~
Operator Assigned: | begins with ~ =¥
Entered on: - ~| 23102008 [
AP Certifier ID: begins with | =
AP Certified: = ~| Mo S

Search Clear | Basic Search [g) Save Search Criteria

Search Results
i

00401055 BE09866 01/02/2007 01/05/2007 408506
00401057 BE0O2HE 01/02/3007 01/05/2007 4085606 (blanky
00401058 B20026E 01/02/2007 01/05/2007 409506 (blanky

00401058 BE0o8EE 01/02/2007 01/05/2007 408506 (blanky
00401060 BE098EE 01022007 01/05/2007 408506 (olanky
00401246 BB0986E 04/06/2007 04/30/2007 512496 Invoice
00401347 GEO986H DA/062007 TEKMOWA 001 04/30/2007 408506 Invoice

Done fmssrvdz, Ibl.gov:as01 (=

The example below shows a search for all invoices for a certifier that have not been
certified yet.

% Field Certification - Mozilla Firefox
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Enter any information you have and click Search. Leave fields hlank for a list of all values

Find an Existing Value
Business Unit: = - LENL @Q
Voucher ID: begins with || Q
Invoice Number: begins with ||
PO Number: begins with ~ || o,
Short Vendor Name: | begins with ~ ||
Operator Assigned: [ hegins with ~ || a
Entered on: - ~| | ]
AP Certifier ID: begins with ~ 812496 (=} =
AP Certified: = ~| [Me ~

Gearch Clear | Basic Search [g) Save Search Criteria
Search Results

Cer e

LBMNL 00368501 WE5209 6802639 07/12/2006 REGEMTS OF THE LMOSHIRG 07/20/3006 812498 Abvways Mo blank)
LENL 00371793 WES212 6802838 07/20/2006 REGEMNTS OF THE LMOSHIRG 08072006 812456 Abwrays Mo blank)
LB 00375850 WE52186 6802638 3822.29 08/23/2006 REGEMNTS OF THE LMOSHIRQ 08/26/3006 812486 Abvways Mo blank)
LENL 00376342 WE4164 6802838 1588.02 08/23/2006 REGENTS OF THE LMOSHIRO 08/31/3006 812486 Abvwrays Mo blank) ||
LB 00376912 142835 6703865 107.4 08/30/2006 ELIM BIOPHARMA  TJAMES 09/05/2006 813496 Abwrays Mo lank)
LBMNL 00382809 PAYO111 6803196 3802.98 09/21/2006 REGEMTS OF THE LMOSHIRG 09/22/3006 812458 Abways Mo blank)
LEnL 00382812 PAYO117 6803196 11701.11 09/21/2006 REGENTS OF THE LMOSHIRO 09/22/3006 812496 Abwrzys Mo (blank)
LBMNL 00387814 PAYD122 6803186 3802.97 09/21/2006 REGEMTS OF THE LMOSHIRG 09/22/3006 812456 Abvways Mo blank)
LB 00385686 2175283 6703867 13.28 09/27/2006 LMOSHIRO 10/1 32006 812496 Awrays Mo (blank)
LBNL 00337029 25070-27821 6717441 12499.18 10/18/2006 REGEMNTS OF THE LMOSHIRQ 10/20/3006 812468 Ahways Mo blank
LEnL 00389696 144097 67036865 97.2 10/312006 ELIM BIOPHARMA — TJAMES 11i032006 812496 Abwrays Mo blank)
LBNL 00389709 145204 67036865 19.8 10/31/2006 ELIM BIOPHARMA —TJAMES 11/03/3006 812488 Abways Mo blank
LENL 00394730 288326 6717674 22.82 10/24/2006 OPERON BI0-001  TLEE 11/268/3006 812496 Abvwrays Mo blank)
LBNL 00398159 0300003657-200608 6706342 8628.69 11/07/2006 BAYLOR COLLEGE TLEE 12/16/2006 812486 Abwrays Mo ®lank) -
Done Frssrvd2. lbl.gov:as01 (=




The following are steps to enable your browser to allow PopUps for PeopleSoft.

For Mozilla, go to the Edit menu to the top left and select Preferences.
Click on the Privacy & Security category and select Popup Windows.
Click on the Allowed Sites button.

Preferences ._.
Caktegory a
Popup Windows
Appearance e
=l Mavigatar FPopup Windows
Hiskory T
e Elock unregquested popup windowves | allowed Sites. .. |
Helper Applicak. .. when a popup window has been blacked:

Srnark Browssing I:I Play a sound:
Internek Search
Tabbed Browsing l l

Downloads Di=play an icon in the Mavigator status bar

Zomposer

Mote: Blocking all popups may prevent imporktant Features of some web

Mail 2 Mewsgroups sites From working, such as login windows For banks and shopping sites.

For details of how Eo allow specific sites to use popups while blocking all

okhers, click Help. Even if blocked, sites mayw use obther methods ko show
popups.

Passwords

Master Passwo...
S5L

Certificates
wWalidaki;e

I [a].4 ] [ Zancel ] [ Help ]

Type fmssrv2.1bl.gov in the allow popups dialog box and click Add. The web site
should be added to the allow popup site list. Click on the OK button when done. Go
back to the certification page and click on the View button to see image of invoice.

Allowed Web Sites ]

Allow popups From the Following web sites:

Frnssrvz. bl oo ) ( | Sdd |

Sike
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Remowve ] [Rgmcwe All ]

[ Ok ] [ Cancel ] [ Help




For Firefox, go to the top menu bar and select Tools, then Options.
Click on the Allowed Sites button.

(%)

Options

S @ M & ok

General Privacy Content Tabs Downloads Advanced

Block Popup Windows | allowed Sites |

|

Warn me when web sites try bo install extensions or themes Exceptions

Load Images Exceptions
[] for the originating web site only

Enable Java
Enable JavaScript Advanced...

Fonts & Colors

Default Fonk: | Times Mew Roman b | Size: 16 & adwvanced. ..

Colors...

g

(w] 4 ] [ Cancel ] [ Help ]

Type fmssrv2.1bl.gov in the allow popups dialog box and click Allow. The web site
should be added to the allow popup site list. Click on the Close button when done. Go
back to the certification page and click on the View button to see image of invoice.

©3 Allowed Sites - Popups Z|F$__<|

You can specify which web sites are allowed to open popup windaws, Type
the exact address of the site wou want to allow and then dlick Allaw,

site:
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For Internet Explorer, go to the top menu bar and select Tools, then Internet Options.
Go into the Security tab and click on the Sites button.

Internet Options

Gendral  Security | Privacy | Content | Connections | Programs | Advanced

Select aweb content zone to zpecify itz securty sethings.

® « 0 @

Internet Local intranst  IRIELES REE Restricted
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Trusted sites
Thiz zone containg Web sites that you | it | >
trugt not to damage your computer or .
data.
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Cusztom
Cuztom settings.
- Ta change the zettings, click Custom Level.
- To uze the recommended zettings, click Default Lewvel.

[ Cuztom Level. . ] [ Default Level ]

[ (1] l [ Cancel ]

Type fmssrv2.1bl.gov in the dialog box and click Add. The web site should be added to
the trusted site list. Click on the OK button when done. Go back to the certification page
and click on the View button to see image of invoice.

Trusted sites

‘fou can add and remove \Web sites fram this zone. all Web sites
in this zone will use the zone's security settings.,

add this Web site to the zone:
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[ Ok ] [ Cancel

For Safari, go to the top menu bar and select Safari, then de-select Block Pop-Up
Windows (no check mark next to Block Pop-Up Windows).



