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OTM VG – Invoice Process Flow

Manage BUY Shipment
Upload cost & POD
Set status to 
READY FOR INVOICE

A report is sent by OTM
To LEC ADMIN to inform
About Buy Shipment in 
READY FOR INVOICE

LEC Admin checks if 
everything is OK and then 
changes the status into
GE_CONFIRMED for the 
Buy Shipment

A report is sent by OTM
To the Carrier to inform 
him about Buy Shipment 
in GE_CONFIRMED status

- The Carrier  creates a new object 
called INVOICE containing main invoice 
information (i.e. invoice num, date, 
amount etc.)
- Attach the invoice document
- Select the BUY Shipments to be 
matched with the invoice
- Set the status at 
INVOICE_CONFIRMED
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INVOICE_CONFIRMED
Notification to the LEC 
from Carrier for additional
Actions .....

LEC can APPROVE
Invoice setting the status at
INVOICE_APPROVED

The LEC can REFUSE the 
invoice setting a REASON for 
refusal and using ACTION to 
refuse the invoice.

F
I
N

Receives a file about
INVOICE_APPROVED
from OTM to be managed
externally

Sends a file about
INVOICE_APPROVED
And paid to OTM with 
PAYMENT date

The INVOICE related to the ones 
in INVOICE_CONFIRMED and 
PAID status will be updated with 
PAYMENT Date visible to both the 
LEC and the Carrier. 
The Status is set at 
INVOICE_PAID, and that will end 
the process

ANY TIME

WEEKLY MONTHLY

MONTHLY

WEEKLY DAILY

WEEKLY

ANY TIME

ANY TIMEANY TIME

See details in the next charts

The report drives the carrier in the invoice 
creation with the following drivers: same cost 

allocation, cost centre and currency

L

E
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This process can be splitted in 4 main sections, involving 3 different players:

OTM VG – Invoice Process Flow

VG Finance TeamSection D : INVOICE_PAYMENT4

VG Finance TeamSection C : Finance Management3

Carrier + Ex.CenterSection B : INVOICEs Creation / 
INVOICE_APPROVED

2

Carrier + Ex.CenterSection A : READY-For-INVOICE / GE_Confirmed1

Involved TeamINVOICE Process Section

These 4 section are also, chronologically speaking, consequential.
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OTM VG – Invoice Process Flow

1. Receive a file with the approved invoices and 
completes the payment in the Legacy system;

2.A   Manually set the invoice as paid in OTM;
2.B   Set the Invoice as paid through a flat file to be 

uploaded in OTM.

FINANCE

1. Check the invoice;
2. Approve or Refuse it.

LEC / GE_LEC

1. Create the INVOICE on the basis of the report 
received;

2. Upload the INVOICE Document matching the 
previous data; 

3. Match the INVOICE with the related Buy 
Shipment;

4. Invoice Confirmation.

Carrier

ActionsInvolved Team 
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What’s New

Carriers will receive a list created by OTM of the INVOICES they are responsible 
for;

Carriers will have a new module, named INVOICE, where they will have to 
manage INVOICES for their validation & payment;

Ex.Center staff will have to check/approve the data entered by Carriers;

A new role for “GE_FINANCE” has been created in OTM;

INVOICES approved by Ex.Center are sent via email to VG FINANCE team;

VG FINANCE team will manage INVOICE data inside their Legacy Sys to close 
the INVOICE cycle till the related payment;

VG FINANCE will be able to declare payment inside OTM.



2.0 INVOICE Process - Section A: Ready-for-
Invoice / GE_Confirmation
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Section A: Ready-for-Invoice / 
GE_Confirmation

This section is already present in the standard process and requires the following 
steps:

1. The Carriers will flag their Buy Shipment as “READY for Invoice”;

2. The LEC-ADMIN automatically receives a daily report about the Buy Shipments 
“READY for Invoice”. The LEC-ADMIN will then check the Buy Shipments and flag them 
as GE_CONFIRMED;

3. The CARRIERs will receive an automatic weekly report to notify about the Buy 
Shipments to be invoiced.
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Section A: Ready-for-Invoice / 
GE_Confirmation
The format of the report sent to each Carrier to notify which are the Buy Shipments in 
GE_CONFIRMED status will be similar to the following one:

RFI: Number to be inserted at the 
invoice creation to match the invoice 
with the related Buy Shipments.

Buy Shipment ID related 
to the Invoice.

The Buy Shipment Type can be:
- Standard;
- Secondary: in case of Secondary Charge.

Total cost of each Buy Shipment. 
The invoice should correspond to 
the sum of the Buy shipments 
contained in the RFI.

Date in which the Buy 
shipment has been confirmed.

All the Buy Shipments having the same currency and cost center are grouped into the 
same RFI.



3.0 INVOICE Process - Section B:
INVOICE Creation/INVOICE_APPROVED
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Section B: INVOICE Creation (Carrier)

The Carrier will create the “INVOICES” inside OTM. This process will cover the 3 
following areas:

1. enter the INVOICE data (data sent by OTM to the Carrier via email);

2. match the INVOICE with all the Buy Shipments related to it (info present in the 
email);

3. upload a copy of the final INVOICE document that will be sent to GE by the Carrier. 
This document should be compliant to the data provided by OTM to the Carrier.

These 3 steps performed, the Carrier can declare that the INVOICE has been 
CONFIRMED and enables GE LEC ADMIN to APPROVE / REFUSE the INVOICE.
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Each INVOICE can be in one of the following status:

INVOICE_NEW: an INVOICE just Created;
INVOICE_CONFIRMED: an INVOICE with all the necessary data sent to the 
LEC for approval;
INVOICE_REFUSED: an INVOICE CONFIRMED & Refused by LEC;
INVOICE_APPROVED: an INVOICE CONFIRMED & APPROVED by LEC sent to 
FINANCE;
INVOICE_ PAID: an INVOICE APPROVED & declared PAID by FINANCE.

Section B: INVOICE Creation (Carrier)
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Section B: INVOICE Creation (Carrier)

Click on New to create 
a new invoice.

To create a 
NEW INVOICE 
the Carrier will 
have to enter 
data in the 
following 
screen.

1

2
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Section B: INVOICE Creation (Carrier)

Insert the Date in which the 
invoice has been issued and 
the Date in which the invoice 
has been inserted in OTM.

Not mandatory Data.

Total amount of the Buy shipments. 
Before to enter it, flag Fixed Cost.

Insert the RFI number 
present in the report.

3

4
5

6

7

9

8

Enter the date in which 
the invoice payment is 
requested.

It can be the 
Carrier’s Invoice #.

Carrier 
Identification Code.

Note

The INVOICE created will be in 
status =  “INVOICE_NEW“.

Note

The INVOICE created will be in 
status =  “INVOICE_NEW“.
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The Carrier has to upload the Invoice document using the ACTIONS Menu:

Section B: INVOICE Creation (Carrier)

This document should be provided by the Carrier and has to match with the data 
entered before, if not the Ex.Center won’t approve this INVOICE.

The presence of the document will be checked during the confirmation phase and, if 
no document is found, the confirmation action is stopped. 

1

3

2
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Section B: INVOICE Creation (Carrier)

4

5
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In order to verify / view / delete uploaded documents, right click DOCUMENTS 
(SMARTLINKS menu):

Section B: INVOICE Creation (Carrier)

Thanks to this command a new screen with different functions will be provided for 
the document management.
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The main actions are the ones indicated in the following screen, the other 
functions are not fundamental for document management, so please use them 
only if necessary .

Section B: INVOICE Creation (Carrier)
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Section B: INVOICE Creation (Carrier)

1
2

3

Note

Check the matched Buy Shipments, because 
the system doesn’t show any error message.

Note

Check the matched Buy Shipments, because 
the system doesn’t show any error message.

The last action the Carrier should perform is to match the INVOICE with one or more 
Buy Shipments related to that INVOICE.
This function will link all the Buy Shipments to the current INVOICE through the RFI 
number.
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Section B: INVOICE Creation (Carrier)

1
3

2

Effective Cost to be 
taken into account.

In the “Find Valid Matching” screen there are 3 
main sections:
- A summary of the already matched Buy 
Shipments;
- The list of POTENTIAL matching Buy 
Shipments (with GE_CONFIRMED status);
- A Note area, in which the Carrier can add 
some comments.

“Find Valid Matches” can be used before maching the invoice with the Buy Shipments in 
order to check if the valid Buy Shipments the user is matching are correct.
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Section B: INVOICE Creation (Carrier)

1

2

3

4

5

Enter the Number of the Buy Shipment to 
unmatch, leave the one suggested by the 
system or click on the “L” to get the list.
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Section B: INVOICE Creation (Carrier)

1

3

2

Once the Carrier has achieved the INVOICE management he/she has to select
ACTIONS menu “Confirm Invoice”

After having confirmed, 
the Carrier won’t be able 
to change the INVOICE 
anymore; the status of 
INVOICE will be changed 
into 
INVOICE_CONFIRMED.
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Setting INVOICE_CONFIRMED, the system will perform some checks, such as:

check if all the Buy Shipments have correctly been assigned to the INVOICE (see report 
sent to the Carrier);

check if the RFI (Request For Invoice) has been entered and hasn’t already been used.

Otherwise an error message will be shown:

“Invalid action: the invoice cannot be confirmed; please verify that the request for invoice 
number was not used in another invoice and that the correct buy shipments match the 
request for invoice number (refer to the GE Confirmation report)”

In this case the action for INVOICE_CONFIRMED will not be executed at all; errors should 
be corrected and the action should be performed again.

Once an INVOICE has been Confirmed it will be moved into the menu 
INVOICE_CONFIRMED and it will be no more possible for the Carrier to change it.

Section B: INVOICE Creation (Carrier)
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Section B: INVOICE Approval (LEC)
The Execution Center receives a mail to inform him/her that an Invoice has been 
confirmed by a carrier, so he/she has to check and approve / refuse it.
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Section B: INVOICE Approval (LEC)

1

2

Using the command INVOICE of 
his menu, the LEC will be able to 
see all the INVOICES that have 
one of the following status:

GE_INVOICE_CONFIRMED
GE_INVOICE_APPROVED
GE INVOICE _REFUSED
GE_INVOICE_PAID
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Section B: INVOICE Approval (LEC)

3

Before to be approved, the invoice has to be controlled. In order to do that, it is 
necessary to enter in the invoice to view all the data and to check the attached 
documents.
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Section B: INVOICE Approval (LEC)
In this page it is 
possible to view 
all the 
information 
about the 
invoice.
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Section B: INVOICE Approval (LEC)

To view the attached 
documents, right-click on the 
line, then choose Documents. A 
new page will appear with the 
list of documents.

1

2
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Section B: INVOICE Approval (LEC)

To view or save the 
document, click on view.

3

4



32
Oil&Gas VG OTM Project

VG-OTM Invoice Process User Manual

Section B: INVOICE Approval (LEC)

1

3

2

The LEC can select the INVOICES to be processed and APPROVE or REFUSE Invoice for 
CARRIER.
To approve:
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Section B: INVOICE Approval (LEC)

To refuse it is necessary to 
add a reason for refusal in 
the dedicated field.

1

2

3

To refuse an invoice:
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Section B: INVOICE Approval (LEC)

4
6

5 Note

OTM will check if the REFUSE_REASON is 
present or not and it will not accept the action 
if this field is not filled in. The refused invoices 
can be controlled in the appropriate menu in a 
read-only-mode.

Note

OTM will check if the REFUSE_REASON is 
present or not and it will not accept the action 
if this field is not filled in. The refused invoices 
can be controlled in the appropriate menu in a 
read-only-mode.
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In case of Invoice refusal, the Carrier will receive a mail to be informed about that. He 
can at this moment search for the invoice and open it in order to view the reason for 
refusal (present also in the email).

Section B: INVOICE Refused (Carrier)
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Section B: INVOICE Refused (Carrier)

1

2

3
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Section B: INVOICE Refused (Carrier)
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An INVOICE REFUSED will get “INVOICE_REFUSED” status and the Carrier will see this 
kind of INVOICES in her/his INVOICE_REFUSED menu with the possibility to view the 
REASON FOR REFUSAL provided by the LEC. Also the LEC will see this INVOICE in the 
INVOICE_REFUSED menu.

In case of refusal, the RFI and the related Buy Shipments can be used again because 
its link with the invoice number is automatically broken.

The INVOICE that has been approved using the function “APPROVE Invoice for 
CARRIER” will pass to INVOICE_APPROVED status. That permits to view these 
INVOICES in the next step of the INVOICE process. The LEC will see this kind of 
INVOICES in the INVOICE_APPROVED menu.

Section B: INVOICE Approved/Refused
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In the result of the search of INVOICE_APPROVED, REFUSED or PAID only the VIEW 
button appears, it’s no more possible to make changes.

Section B: INVOICE Approved/Refused 
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Section B: INVOICE Approved/Refused
The VIEW button 
will show a screen 
where all data are 
visible but cannot 
be changed.



4.0 INVOICE Process - Section C: GE VG  
FINANCE Management – Receive INVOICE
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Once a week OTM will automatically create a report with the list of all the INVOICES
having “INVOICE_Approved” status (and not yet sent to FINANCE). This report will be 
automatically sent to GE VG FINANCE Offices by Country / Site (LEGAL Entities) 
through an email with the required files for that LEGAL Entity in attachment.

Once GE FINANCE has received the file with the INVOICE Approved information, these 
information have to be entered inside their Legacy System in order to execute a final 
match and start the payment procedure for those INVOICEs.

Section C: FINANCE / Receive INVOICE 
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The file created by OTM and sent to FINANCE contains the following information:

Legal Entity (Plant) (NOR01/NOR02/GBR01/GBR02/ etc.)
INVOICE_GID (created by OTM, unique INVOICE IDENTIFIER)
INVOICE NUMBER (entered by the Carrier)
INVOICE DATE (Invoice date in the format “AAAAMMDD”)
SERVPROD_GID (unique CARRIER IDENTIFIER)
AMOUNT (Invoice total amount)
CURRENCY (EUR / DKK / NOK / GBP….)
Project Number / Buy Shipment 

and follows the format shown here below:

Section C: FINANCE / Receive INVOICE 



5.0 INVOICE Process - Section D: GE VG 
FINANCE / Invoice Payment date
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Section D: FINANCE / INVOICE Payment date

1

2

Three functions are   available
for the Finance:

Invoice Approved;
View Paid Invoice;
Upload file for batch PAID.
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Section D: FINANCE / INVOICE Payment date

The basic operations the FINANCE can do is to flag the INVOICE as PAID. To set the PAID 
status it is necessary to EDIT the required record.

Thanks to the SMARTLINKS menu it is also possible to view the documents attached to 
the INVOICE.

3
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Section D: FINANCE / INVOICE Payment date

4
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Section D: FINANCE / INVOICE Payment date

5 6

Select the Reference Number Qualifier named 
“PAYMENT DATE”, then populate the REFERENCE 
NUMBER field with “PAID” and select the date in 
the ISSUE Date field.

7
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The prevoius process 
will change the 
INVOICE status into 
“INVOICE_PAID”.
The INVOICEs PAID 
will be visible using
the dedicated menu;
once selected an 
INVOICE it is possible 
to view its details 
clicking on the VIEW
button.

Section D: FINANCE / INVOICE Payment date
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The GE Finance can close the payment for one or more INVOICES through a flat file that 
contains all the PAYMENT Dates and that has to be uploaded in OTM.

The file should be compliant to the following schema (any sort of difference from this
schema will generate errors and prevent data to be loaded inside OTM).

Row 1, first column: valid email address of the person responsible for this file it
will be used in case of error to notify not regular upload of this file.

Row 2 (Header): “INVOICE_GID”,” INVOICE NUMBER”,” SERVPROD_GID”,” PAYMENT 
DATE”.

Any Additional Row, each column a value with:
INVOICE_GID (created by OTM, univoque INVOICE IDENTIFIER); INVOICE

NUMBER (entered by the Carrier);
SERVPROD_GID (univoque CARRIER IDENTIFIER);
PAYMENT DATE (PAYMENT DATE).

Section D: FINANCE / INVOICE Payment date
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Section D: FINANCE / INVOICE Payment date
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Section D: FINANCE / INVOICE Payment date

Selecting the “Upload Invoice File” button a process will start that enables the GE 
FINANCE to upload the invoice flat file. 

1

2

3 Select PAYMENT_FLAT_FILE in the 
Document ID field, then Search. 

4

5
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Section D: FINANCE / INVOICE Payment date

67
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Section D: FINANCE / INVOICE Payment date

At the end of the update process the OTM user will receive an email (the email 
address should be provided in the first line of the file) like the following one:

This email will notify the result of the final upload of the file in OTM; any line in 
which an error has occurred will be reported in plan text.


