USCG Vendor Electronic Invoice Submissions
Quick Reference Guide

The U.S. Coast Guard (USCG) Finance Center website now requires a vendor login to the
Centralized Invoices Contractor Invoice Submission Form for submission of electronic invoices.
The following sections provide information on the login process.

e Create a Vendor Login

e Submit an Electronic Invoice While Logged In

For questions about access to the Centralized Invoices Contractor Invoice Submission Form,
contact the U.S. Coast Guard Finance Center at (757) 523-6700.

Create a Vendor Login

Effective immediately, you will need a vendor login to submit an electronic invoice using the
Contractor Invoice Submission Form. To create a vendor login, open the Electronic Invoice
Submissions page for Coast Guard vendors on the USCG Finance Center website (Figure 1).
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Figure 1. Electronic Invoice Submissions page

The Electronic Invoice Submissions page displays links to information for Coast Guard vendors.
Select the Online invoices link Coast Guard Award Invoices or Contract/Order Invoices to display
the Log In page for electronic invoice submissions (Figure 2).
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Figure 2. Coast Guard Vendor Log In page

On the Log In page, select the Create a login link to display the Registration page (Figure 3).
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Figure 3. Vendor Login Registration page




Enter the following information in the designated fields and select the Submit button (Figure 4):
First Name
Last Name
Email
Password
Note: Your password must have 8 — 12 characters and include uppercase and lowercase
letters and at least one number.
e Confirm Password
Note: Enter your password again exactly as entered in the Password field to confirm.
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Figure 4. Completed vendor registration fields

Upon selecting Submit, your login registration is completed and the Log In page displays again
for login to the Contractor Invoice Submission Form.

Create a Favorites bookmark as a browser shortcut to the Login page:

1. Select Add to Favorites on the Favorites menu while viewing the Login page.
2. Enter Coast Guard Electronic Invoice Login in the Name field.

3. Select Favorites in the Create in: dropdown list.
4

Click Add fo display “Coast Guard Electronic Invoice Login” in your Favorites list to log in
for submission of electronic invoices.

In the Log In page, enter your Email and Password and select the Log In button to display the
Contractor Invoice Submission Form (Figure 5). You will remain logged in and can submit
individual or multiple electronic invoices at any time or in any future browser session until you log
out using the Logout button in the Contractor Invoice Submission Form.

Note: If you select the Logout button in the Contractor Invoice Submission Form, you will be
logged out of the Centralized Invoices submission system on the USCG Finance Center website
and the Log In page will display until you log in again to submit electronic invoices.
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Invoice Information
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Point of Contact Email: ‘ |(ne\p3 + Supporting documentation must be combined in the single PDF file or submitted to
Phone: | | ety Fane: | helat your contracting office separately via email.

Need Help creating a PDF file? Click here for instructions
+ The attachment will be the official invoice

Figure 5. Contractor Invoice Submission Form

Submit an Electronic Invoice While Logged In

While logged in, open the Electronic Invoice Submissions page and select the link Coast Guard
Award Invoices or Contract/Order Invoices to display the invoice selection page (Figure 6).
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Figure 6. Coast Guard Award Invoices or Contract/Order Invoices selection page




Select the link Click Here to Start! in the Coast Guard Award Invoices or Contract/Order Invoices
page to display the Contractor Invoice Submission Form (Figure 7).
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Figure 7. Contractor Invoice Submission Form

Note: If you select the Logout button in the Contractor Invoice Submission Form, you will be
logged out of the Centralized Invoices submission system on the USCG Finance Center website
and the Log In page will display until you log in again to submit an electronic invoice.



