Invoicing on ASAP (Automated Standard Application for Payments)
LOG ON SCREEN
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HOME PAGE
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· Click on Payment Requests
· Click on Initiate Payment Requests (PR)
· The banking information should be setup prior to invoicing
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· Select Bank (there is probably only one)
· Request type is Individual
· Payment method is usually ACH
· The settlement date is the next business day
· Click Continue
· Leave the next screen blank
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· You will see the available balance
· Enter the amount you want to invoice next to Total
· Use the Requestor Reference Number field to enter our invoice number
· Click on Continue
[image: ]
· Click on Submit
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· You will now see that the available balance of the grant has been updated.
· [bookmark: _GoBack]Click on Printer Friendly to download the receipt
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Step2ofd
Enter Payment Transactions
Display Selection Criteria

ividual

Payment Request Type : I
Payment Method : ACH
Bank Relationship : 107001481-5919
Requested Settlement Date : 11152016

Your ciiteria matched 1 account(s)

Recipient : ALBIDO CORPORATION (1115041]

Federal Agency : DEPARTMENT OF ENERGY (9000001101

(Cash on Hand : § | |

[Total : § 38, 863. 85

Account ID Account Status

Q0015790 Open

Requestor Reference Number Available Balance

705-001 $155,000.00

Amount Requested
$/36,863.85

Remittance Data

Help for this
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Payment Request Sequence Number : 11-11-2016 10452585

Stepd of 4
Payment Transaction Confirmation

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : 107001481-5919
Requested Settlement Date : 11152016
Requested Date and Time : 11/11/2016:18:13

Total ltems : 1

Recipient : ALBIDO CORPORATION (1115041]

Federal Agency : DEPARTMENT OF ENERGY (9000001101

(Cash on Hand :

[Total : $38,863.85

Seq#/
Ttem #

0000171 SC0015790

Account ID

Remittance
Data

Open 705001 $116,136.15 $38,863.85 Warehoused

Account Status Requestor Reference Number Available Balance Amount Requested Payment Request Status

Printer
Friendly

To help make forms, reports, inquiries and other documents easier to read, the ASAP.gov application offers them in PDF format. To view or print these documents, please download the free Adobe Acrobat reader by clicking on the following link.

http://access.adobe.com
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Payment Transaction Confirmation

[Payment Request Sequence Number - 11-11-2016 10462585

Fayment Reques! Type - [Indvidual

Payment Method  [ACH

‘Bark Relationship | 1070014815919

Requesied Setlement Date | T1/152016

Roquested Date and Time | 11/112016-18.13

Totarfems - |1

[Recipient : ALBIDO CORPORATION (1115041)

[Federal Agency : DEPARTMENT OF ENERGY (89000001/01)

|cash on Hand : Total :$38,863.85
Seq#/ |Account ID|Account| Request | Available [Remittance[Remittance] Amount | Payment
Item # Status | Reference | Balance Code | Amount | Requested | Request
Number Status

ii1_[SC0015780 | Open 705.001 STi61%615 53686385 | Warehoused
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Step 1 of4
Retrieve Accounts

ERROR 1000: Settiernent Date must be no earlier than one business day after 11/14/2016

Select a Bank Relationsh

<[ 107001481776919 v

* Requested Settlement Date

Requestor Reference Number :

or
Select a Template :Select- v
And
Specify Payment Information
* Payment Request Type :  Individual
*Payment Method : ACH v

A11]/[15]/ o016 T

705-001

Cont
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Enter ane or more of the following

Step 1 of 4 (Continued)
Retrieve Accounts

ALC/ Region : 8900000101

Account ID (or partial) :

Cont





