Guidelines for the Implementation of Electronic Invoicing with Academic Disbursing Agents
BACKGROUND:
President Obama signed the Improper Payment Elimination and Recovery Act of 2010 (IPERA) with the goal of reducing the federal government’s improper payments. 
To comply with IPERA, VA has finalized actions to mandate electronic invoice submission to the VA Financial Services Center (VAFSC). A Federal Register rule mandating electronic invoice submission was published November 27th, 2012. The mandate requiring contractors to submit payment requests in electronic form by Effective Date December 27th, 2012 can be located at:
https://federalregister.gov/a/2012-28612
The VA Financial Services Center’s vendor conversion plan includes partnering with Tungsten (formerly known as OB10), to provide the e-Invoicing network, to ensure a timely and smooth transition from “paper” to approved electronic invoice submissions prior to the effective date of this mandate.
This initiative was implemented for all contracting services in December of 2012, and will be required for invoices submitted from VA Disbursing Agents for payment of Trainees paid under disbursement agreements by October 1, 2014.  Many VA Medical Centers and Disbursing Agents are already using this procedure, however for those who have yet to implement Electronic Invoicing this document includes information intended to facilitate the process.
Implementation of Electronic Invoicing is a business process that involves action by the following entities: 
(a) VA Medical Center Education Offices - reconcile clinical trainee activity records with Disbursing Agent billing records;
(b) Disbursing Agents - submit E-Invoices for reimbursement of resident salary and benefits; 
(c) Tungsten/OB10 - receives E-Invoices from Disbursing Agents and transmits them to the VA FSC; 
(d) Financial Services Center (FSC) - notifies VA that E-Invoices are ready for certification in OLCS (Online Certification System);
 (e) VAMC certifying official for these invoices (Fiscal Service or Education Office) authorizes payment, changes purchase order, rejects the invoices through OCLS.




GUIDELINES:
There are several Business Processes that may need to be implemented to allow E-Invoicing to work effectively:
1. Enrollment and set-up of VA Disbursing Agents in the Tungsten E-Invoicing network;
2. Reconciliation of Trainee Activity with Disbursing Agent Invoices before payment occurs;
3. Review and data check of Invoice to assure that the E-Invoice has all the necessary data fields completed in order to process for payment;
4. Submission of E-Invoices by Disbursing Agents to Tungsten system;
5. Certification of E-Invoices by VA Fiscal or Education Service

I. Disbursing Agents register in Tungsten/OB10 System
Each and every entity (Academic Affiliate Disbursing Agent) who submits invoices for payment of Trainee Stipends and Benefits to VA for payment must register in the Tungsten/OB10 System.
This process requires a “Pre-Registration” with the VA FSC and Tungsten Network. Tungsten will preload all of the disbursing agent’s information concluding confirmation by VA FSC and will help them setup their Electronic Invoices.  
[bookmark: _GoBack]The following information in the attached “Vendor Registration Sheet” must be emailed to VAFSC Customer Service at: vafsccshd@va.gov with subject line “10A2D Tungsten Registration”.  
Registration should occur NLT than September 2nd, 2014.
· University/organization’s name
· Department if applicable
· Full Address (Including City, State, and Zip)
· Taxpayer ID
· POC Name
· POC phone number
· POC email address
· Alt. POC name, phone number, email
Please see Electronic Invoicing Pre-Registration Worksheet (Excel Spreadsheet)
Once registered, the Disbursing Agent will receive a letter from Tungsten outlining the next steps necessary in order to set up an Electronic Invoice.
Additional information and contact information can be found in the following letter at (http://www.tungsten-network.com/us/en/veterans-affairs/) 

II. VA Medical Center Invoice Reconciliation Process
A. VA Medical Centers must establish an Electronic Invoice submission process that meets the requirements of VHA Handbook 1400.05, Disbursement Agreements Procedures.  The key procedures to be met are as noted in the Disbursement Agreement Handbook on page 9 – 10, paragraph 12: Ensuring that: 
a. Monthly and quarterly invoices for payment to affiliated medical school or disbursing agent are submitted to the Designated Education Officer or ACOS/E for review and certification. 
b. Funds obligated agree with the estimated obligations reported on the Quarterly Analysis of Estimated Obligations and Status of Funds. 
c. Only funds allocated from OAA are used to pay residents under a disbursement agreement and Subaccount 2587 is used to report the expenditures for house staff disbursement agreements;
d. There is prompt processing of payments to the disbursing agent in accordance with the terms of the disbursing agreement; 

e. Invoices for payment are processed only after review and certification by the VA DEO. Payment will be made only for the amount certified.

B. The specific VA Business Processes developed to meet the above requirements will vary, however the key requirement is that Trainee Activity to be billed is reconciled with actual activity records, and differences are agreed upon before payment is authorized.

C. VA Medical Centers reporting effective use of Electronic Invoicing, seem to have the following general business processes in common:
· The Disbursing Agent Submits a draft invoice for reconciliation to the VA (often to the Education Office) prior to submission in Tungsten/OB10 E-Invoicing System;

· Resident Activity billed on the invoice is reconciled with Service Level Activity Records by VA Education Office;

· If a draft invoice is amended, both the VAMC & Disbursing Agent agree to the changes before submission;

· Once approved by VA, the final invoice is submitted by the Disbursing Agent to the Electronic Invoice System;
· An electronic copy of the final invoice is often sent to the VA Education Office 
· A copy of the Invoice is also often uploaded in to the E-Invoice System.

· VAFSC notifies VAMC (Education Office or Fiscal) via email, that an invoice is ready for certification;

· Staff in the VA Education Office certifies the E-Invoice in OLCS for payment.


III. Training
In addition to individual Customer Support from Tungsten, once a Disbursing Agent has been registered in the Tungsten Electronic Invoicing System, the following training is available:
Tungsten Network, previously OB10 will be offering several online training sessions over the next several weeks.  We understand that our supplier community at times have questions regarding the functionality and process to submit invoices, supporting documentation, obtain invoice status updates as well as administrate Tungsten's Vendor Web Portal.
Please be advised that Q&A will be restricted, and if there is a Help Desk concern: a Support Ticket should be logged on your account.
The trainer providing you the information is a seasoned help desk representative as well as the current US Training Coordinator for Tungsten.  He has several years of experience supporting our users and will train you to build a firm hold on the functionality of the Tungsten Vendor Web Portal.
We would like to assure you that this training would be very helpful to you and to your organization.  We encourage you to take full advantage of the training sessions as training will be provided for a limited time. 
Training Registration:
To register for training, please click the following link to select the session you and your team would like to attend: https://attendee.gotowebinar.com/rt/5016010888639584002
We request that you schedule your session as soon as possible as sessions are limited to 500 users. 
Session Details:
	Session
	Date
	Time
	Duration

	Session 1
	July 23th, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour

	Session 2
	July 30th, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour

	Session 3
	August 6th, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour

	Session 4
	August 13th, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour

	Session 5
	August 20th, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour

	Session 6
	August 27th, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour

	Session 7
	September 3rd, 2014 (Wednesday)
	3 PM Eastern Time (EDT)
	1 hour



After reviewing:
http://www.tungsten-network.com/us/en/veterans-affairs/ 
and 
http://www.fsc.va.gov/fsc/einvoice.asp.  

If you still have questions on registration for training, please contact the Tungsten Network United States Helpdesk team at: 877-489-6135. 
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