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MODULE 1: OVERVIEW AND NAVIGATION
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PERFORMANCE OBJECTIVES

TRAINING MATERIALS 

Recall the steps to log in and 
navigate within IPP.

Describe how IPP manages 
government invoicing from 

PO to Payment.
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Demonstrate how to utilize 
Search and Preference 

feature.
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IPP OVERVIEW
• IPP is a web-based application that efficiently manages government invoicing from PO to payment process.
• Treasury’s Bureau of the Fiscal Service in partnership with the Federal Reserve System Banks (FRB) provides IPP to 

federal agencies and their vendors to more efficiently manage government invoicing from purchase order to 
payment notification.
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DISBURSER 

This module is used by 
agency users to view 
Supplier/PO/Invoice 

information and perform 
other functions as defined 

by their roles.  Coast Guard 
users will only have 

Disburser module access.

COLLECTOR 
This module is used by 

Suppliers/Vendors to view 
PO/Invoice/Payment 

information and to submit 
their invoices. 

DISBURSER ADMINISTRATOR

This module is used to 
perform system 

administration tasks such as, 
setting up Disburser users, 

adding roles with 
permissions to each 

Disburser user, configuring 
Workflow.
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TRUE OR FALSE: IPP IS A WEB-BASED APPLICATION THAT EFFICIENTLY 
MANAGES COMMERCIAL INVOICING FROM PO TO PAYMENT PROCESS

Correct. Advance to the next 
slide for a debrief. Select 
anywhere to continue.

Incorrect. Advance to the next 
slide for a debrief. Select 
anywhere to continue.

You answered this correctly!
Your answer:The correct answer is:

You did not answer this question 
completely

You have provided an incomplete 
answer. Select anywhere to try 

again.

Incorrect. Select anywhere to try 
again. Submit Clear

Select the best answer and then click Submit.

a) True

b) False
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IPP INFORMATION FLOW
The IPP business process is designed around the 
following interfaces between Oracle Federal 
Financials (OFF) and the Invoice Processing Platform 
(IPP):

∙ Suppliers (OFF to IPP) – CG only includes 
commercial vendors that are registered in SAM.

∙ Purchase Orders (OFF to IPP) – limited to CLM 
Awards/Mods and Core Purchasing POs for IPP 
designated Suppliers.

∙ Invoices (IPP to OFF) – vendors must create 
invoices from a PO.

∙ Invoice Status (OFF to IPP) – CG uses the following 
IPP defined statuses:

⮚ PND - Pending Approval
⮚ CA - Approved to Pay
⮚ PD - Paid
⮚ EX - Exception
⮚ DNY – Denied

∙ CG securely transmits the XML formatted interface 
files to and from IPP.

An overview of the IPP business process for federal agencies and 
vendors provided by Treasury/FRB is as follows:
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GAINING ACCESS TO IPP
Once a user account is created, you receive two e-mails from IPP notifying you of your 
access to the IPP Disburser module. 
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The first email contains your IPP User ID. 

The second (which you will receive up to 24 hours after receiving your User ID) contains your temporary 
password.

It is important to log into IPP within the first 90 
days of receiving your User ID and password. 
Your temporary password is invalid with 
inactivity after 90 days.



Back Nex
t

SIGNING IN FOR THE FIRST TIME

Step 1: Open a web browser and enter 
www.ipp.gov.

Step 2: From the top right, select 
Disburser from the list box. The 
Disburser login page appears.
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http://www.ipp.gov/
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SIGNING IN FOR THE FIRST TIME

Step 3: Click in the User ID box and 
enter the User ID you received 
in an email from Bureau of Fiscal 
Service (IPP). 

Step 4: Click in the Password box and 
enter the temporary password 
you received in an email from 
the Bureau of Fiscal Service 
(IPP).

Step 5: Click Login.
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If this your first-time logging into IPP with your temporary password, you will be prompted to 
enter your temporary password, create a new password using the password requirements on 
the screen, then confirm your new password.
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REQUESTING A FORGOTTEN PASSWORD
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Step 1: From the Disburser login page, 
click the tab labeled Forgot 
Password at the top of the page.

Step 2: Enter your IPP User ID in the text 
box.

Step 3: Click Submit.

Step 4: An email with instructions on 
resetting your password will be sent 
to your inbox. Upon receipt, 
click the link in the email 
notification. 
Important: The link expires 24 hours 
after creation.

Step 5: Answer the Secondary 
Authentication questions. (Answers 
are not case sensitive) and click 
Reset My Password.

Step 6: Follow the steps to enter a new 
password. Once complete, close 
the browser.

Once your password is changed, you will receive 
an email confirmation of the change.
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IPP NAVIGATION
IPP provides several methods to navigate back and forth through the screens.
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• Tabs

• Tabs
• Sub-tabs

• Back button (when provided)

• Browser back button when 
necessary 

• Hyperlinked text (typically 
underlined/colored) to drilldown 
to a record

• Search box to access a specific 
document

• Icons such as History and Related 
Documents when available



Back Nex
t

IPP NAVIGATION

13

Step 1: The IPP Disburser Welcome page 
displays.

The IPP Disburser Welcome page 
provides a single point of access for 
the IPP application modules (HTML-
based modules).
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Step 2: A summary of the IPP Tabs provided 
are as follows:

Welcome: The Disburser Welcome 
(Home) Page provides a snapshot of 
useful information such as Quick Links, 
Recently Viewed, How To, What’s 
New, and Logon History.

Tasks: Access to the IPP Workflow 
feature 

Blanket POs: Search for and work with 
blanket POs from FSMS to IPP. 

Purchasing: Search for and work with 
POs.

Invoices: Invoices from POs that are 
uploaded or created by vendors in 
the Collector module are displayed 
here.

Payments: From this tab, payment 
information is displayed from 
Treasury payment systems or from 
non-Treasury disbursed agency 
payment systems. 

Discounts: Provides information 
about discounts associated with 
Payment Terms. This tab also displays 
projected discounts for invoices.

Analysis: The Analysis tab provides 
various reports for monitoring POs and 
Invoices.

Suppliers: This tab includes the XMVL 
Directory (CG Suppliers), the IPP Supplier 
Directory, the Matched Supplier List, 
and various reports.

Self-Service: This feature allows the 
Disburser to create invoices on behalf of 
Vendor and credit memos. 
Note: The Disburser Administrator must 
assign the Self-Service permissions to the 
Disburser user. 

The tabs and links that appear vary based on 
the roles and permissions assigned to you by the 
Disburser Administrator. Use the sub-tabs to 
access additional features under each tab. 
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Step 3: A summary of additional hyperlinks 
presented on the screen are as 
follows:

About: Use this link to obtain 
information about the IPP version.

Advanced Search: Use this link to 
open the Advanced Search page 
and perform detailed searches 
defined by each document type.

Preferences: Use this link to change 
your user settings, such as Display, 
Regional and Notifications 
preferences.

Help: Use this link to view detailed 
helpful topics related to the specific 
Disburser page being viewed.

Logout: Use this link to log out of IPP. To 
disconnect from the IPP environment, 
you must click Logoff on the second 
logout page. 

Search: Allows general searches of PO 
numbers and Invoice numbers.  IPP 
provides the ‘%’ character as a 
wildcard for all searches.  
Note: Leading or trailing spaces when 
searching on a document number can 
cause the search to fail.
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Preferences allow you to configure any of the following information in the Disburser 
module:

Display Preferences: Select how you’d like to view items in IPP, sorting method within the module, and whether to 
display un-invoiced amounts. 

• Multi-Column Sorting: Allows multi-column sorting on tables
• Items Per Page: Number of items on summary pages
• Show PO/BPO Un-invoiced Amount : Displays amounts as Remaining PO Amount/PO Amount on the PO 

Detail page. If this check box is not selected, the Disburser user only sees the initial PO quantities and 
amounts.  CG recommends selecting this checkbox.

Regional Preferences: Select the time zone you want to use for notifications and the date and time stamp that 
appears on the invoices audit trail.

Notification Schedules: Provides a list of messages that IPP sends to you if subscribed to remind you of a required 
task or activity within IPP. CG’s Disburser Administrator will determine the messages you receive based on your 
permissions. In addition, if Workflow is enabled, IPP automatically assigns a default notification to you containing 
Workflow Routing Action notifications. 
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Step 1: Click the Preferences link 
on the Welcome Page to 
access the user 
preferences.

Step 2: The User Preferences
page displays.

Step 3: If the Display Preferences 
are changed, click 
Update to accept the 
changes.

Step 4: Click the Welcome tab to 
return to the Home Page.
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• Online help provides the information necessary for you to understand how to use the IPP application in 
the most effective way, including descriptions of the purpose of each page and how to perform specific 
tasks.

• The online help is organized into three separate types of information: conceptual, reference, and 
procedural. 

If You’d Like to: Choose this type of 
information:

Review in this type of 
Online Help topic:

Perform a task Procedural Check the How Do I 
section.

Know what a specific 
component is for

Reference Look at the IPP 
Components section. The 
topics are grouped by the 
tab on which they appear.

Understand more about a 
feature

Conceptual Refer to the Concepts
section.
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Step 1: Click the Help link.

Step 2: The Disburser Online Help
window displays the Help
topic for the page being 
viewed.

Step 3: Click the X at the top of 
the window to close the 
Disburser Online Help.

The Help topic that is displayed describes the Disburser module page you are viewing to 
access context-sensitive help for each page of the Disburser module.
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The Disburser module provides two general search features. IPP displays search 
results based on your roles and permissions. 

Advanced Search is always available from the 
banner of the Disburser module. Use to enter various 
search criteria. 

Quick Search is a text box available on the dark blue 
banner below the tabs on each page of the 
Disburser module. You can use this search to locate 
the documents related to your Disburser account. IPP 
searches by Document number, such as invoice 
number, payment number or PO number. 
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The Advanced Search link can be used to input more extensive criteria to locate the following:

Search parameters for all document 
types:

Users can search by using one search 
criteria or multiple search criteria.

• Document Type:    
Invoice or PO. Blanket POs 
are not in use in the FMD 

configuration.

• Document Number:  
Number of document or 
check the Like box and 

enter a partial document 
number. 

• ALC-Payer Name: The 
ALC permission assigned 

to the user determines the 
ALC’s presented.

• Supplier Name:  Vendor 
or check the Like box for 
a search using a partial 

name search

• Date: Search between 
two date parameters

• Amount:  Search 
between two-dollar 
amount parameters

• Status: Search by status 
of the invoice

• Document Source: 
Search by document style 

- All, Original or Copy
• Currency: Search by 

currency

• Invoices/credit memos
• POs

• Payments
• Blanket POs
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Step 1: Click the Advanced 
Search link.

Step 2: The Advanced Search
page appears and 
provides search 
parameters for all 
document types.

Step 3: Enter the appropriate 
search criteria.

Step 4: Click Search.

Users can search by using one search 
criteria or multiple search criteria.

The search results depend upon the permissions assigned 
to you within your roles. 
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Step 5: Based on your search 
criteria, the search results 
are displayed at the 
bottom of the page.

Step 6: Click an invoice hyperlink
to see the details.

The search results depend upon the 
permissions assigned to you within 
your roles. You can export the search 
results to a spreadsheet and save it to 
your computer. 
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Step 7: The invoice details 
appears.

Step 8: Click Back to Search 
Results to return to the 
search results.

IPP filters the PO and invoice results for Advanced Search by your assigned ALCs, Invoice View 
permission, and associated groups. IPP filters the payment results by ALC and Set ID. If you are not 
associated with the Business Unit, Cost Center, or Department ID of the POs or invoices you want to 
view, you must have the View all Groups permission. 
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The Search field is another option available to the user to search for a document.

Quick Search only searches against PO Number, Invoice Number, or Payment Type 
Reference Number. 

If you don't know the exact number, use the % wildcard symbol in the Quick Search field or 
use Advanced Search.
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Step 1: Click in the Search field 
and enter search criteria.

Step 2: Click Search.

Step 3: Based on your search 
criteria, the search results 
are displayed at the 
bottom of the page.
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• Banner: Provides access to account list box, About, Advanced Search, Preferences, 
Help, and Logout. The banner is available from all pages in IPP.

• Summary pages: Depending on the selected tab, provides access to a list of purchase 
orders, invoices, payments, discounts, or vendors. 

• Filters: Provides the ability to expand or limit the list of documents available in the 
Summary table. 

• Summary table: Provides the results after filters apply.
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• Header: Top section of a purchase order or invoice, which contains general 
information for the entire purchase order or invoice.

• Line Items: Bottom section of a purchase order or invoice, which displays the 
individual items the agency is purchasing from a vendor. 
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