
  

 

 This guide will review the steps to access the Electronic Value Added Tax (VAT) Form in the myInvoice module. 

1. Log into PIEE and click the myInvoice module under the Payment section. Ensure your user account has the appropriate permissions to 

access VAT forms. 

 
2. Click the Reports menu to view available report options such as Payment Reports, Status and Date Reports, and Contract/Invoice 

Reports. 

Login myInvoice
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Help Page Access/eVAT Usage Report 

 

The MyInvoice Help Page provides users with information about the EVAT Usage Report, including eligibility rules and access restrictions. 

While all users can view the Help Page, access to specific report data is permission-based. 

 

How to Access the Help Page  

1. In MyInvoice, navigate to Reports. 

2. Click EVAT Usage Report from the available options. 

3. On the EVAT Usage Report screen, click the Help button in the top-left corner. 

 

What the Help Page Covers 

• How to use the EVAT Usage Report. 

• Who can access the EVAT report based on user roles and permissions. 

• Where to find VAT forms within MyInvoice. 

 

What can you access in the Help Page? 

• All users can view the Help Page. 

• Government users can access the full EVAT Usage Report in MyInvoice. 

• Vendors have limited access and can only see VAT data associated with their registered CAGE/NCAGE codes. 

• Users without proper permissions will see the Help Page but will not have access to VAT-related reports within MyInvoice. 

 

 
 

 



 
 

 
 

3. Under Reports, select Payment Reports to search for invoices using criteria such as CAGE Code, Payment Type, and EFT Trace Number. 



 
4. In the Payment Report, enter the CAGE Code and other optional filters (e.g., EFT Trace Number or Invoice Amount) to narrow results. Click 

the Search button to display matching records. 



 
 

5. The user clicks the Details link. 

 

 

 

 

 

 



 
6. Click the VAT Form Available link.  If the VAT Form link is available, it will display on the Details page. The VAT form is now displayed only for 

invoices meeting these conditions: 

a. Invoice status is 'PAID. 

b. Ship To/Mark For delivery address is in Germany. 

c. Currency code is one of the following: EUR, EU, ER, EO, USD, or US. 

d. If the link does not appear, confirm that the invoice matches these criteria 

 

 
 

 
 

 

 



7. Example of myInvoice VAT form. 

 
8. To access a VAT form for Status and Date Report, click Reports and select Status and Date Report. Use the filters (CAGE Code, Contract 

Number, and Date Range) to refine your results. 

9. A "Download All VAT Forms" checkbox is available on the Payment Report Search Page. 

10. Users can select this option to download all VAT forms related to their search results. 

11. Click Status and Date Report. 



 
12. Follow steps 4-7. 



13. To access a VAT form for Contract/Invoice/Shipment Report click Reports.

 
14. Under Reports, click Contract/Invoice/Shipment Report. Use the updated filters, such as CAGE Code, Contract Number, and Date Range, 

to generate the report. Ensure the parameters match your search criteria for accurate results. 

 
 

 

 



 

15. Follow steps 4-7. 

16. Click Reports and select Status by Last Action Date Report. This report supports filtering by CAGE Code, Contract Number, and Date 

Range. Use these options to refine your results. 

 
17. After selecting Status by Last Action Date Report, provide the required filters, such as Date Range, CAGE Code, or Contract Number, to 

generate the results. Click Search to view relevant records. 

 

 

 

 

 

 

 

 

 

 



 
18. Follow steps 4-7. 

 

 


