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Intro 
 

 
LPO Reviewer Pre-Certification of a Commercial Invoice 
Welcome to Procurement Integrated Enterprise Environment (PIEE). This demonstration contains audio narrative. Please adjust 
your volume accordingly. 
 

Step 1 
 

 
This presentation will demonstrate a Local Processing Officer Reviewer pre-certifying a Commercial Invoice. 
 
The actions performed by the LPO Reviewer in this  demonstration are similar to the actions taken when certifying an Invoice 
portion of the Combo and an Invoice portion of the Reparables Combo. 
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Step 2 
 

 
The LPO Reviewer selects the Certification Folder from the Local Processing Office Reviewer menu option. 

Step 3 
 

 
The Search Criteria page is displayed.  This page will allow the LPO Reviewer to search for the documents in the LPO Reviewer 
Certification Folder.   
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Step 4 
 

 
The DoDAAC field is the only mandatory field. 

Step 5 
 

 
The LPO Reviewer can further limit the returned results by selecting Invoice from the Type Document drop down. 
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Step 6 
 

 
The LPO Reviewer clicks the Submit button after entering the select criteria. 

Step 7 
 

 
The Certification Folder page is displayed.  This page contains a list of documents that match the selection criteria. 
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Step 8 
 

 
After scrolling to the right, the LPO Reviewer can select a document to review by clicking the Invoice Number link for the 
appropriate document. 

Step 9 
 

 
The Header page is displayed when the LPO Reviewer opens the Invoice. 
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Step 10 
 

 
The LPO Reviewer can save an incomplete document by clicking the Save Draft Document button.  The Save and Continue 
functionality allows the user to save the document in its current state and either continue working on it or come back to it at a 
later time. 

Step 11 
 

 
The LPO Reviewer can Recommend Document Certified or Recommend Document Rejected. 
 
Note:  Comments are mandatory when Recommending Rejection. 
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Step 12 
 

 
The LPO Reviewer can Navigate to the Line Item page by clicking the Line Item tab. 

Step 13 
 

 
The Line Item page is displayed.  
 
LPO Reviewer can review contents of the Line Item Page. 
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Step 14 
 

 
For Navy One-Pay, all accounting information updates or entries need to be made on the Long Line of Accounting (LLA) tab. 

Step 15 
 

 
The LPO Reviewer can navigate to the ACRNs page by clicking the ACRNs tab. 
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Step 16 
 

 
The ACRNs page is displayed.  The LPO Reviewer can review contents of the ACRNs page. 

Step 17 
 

 
The LPO Reviewer can navigate to the LLA page by clicking the LLA tab. 
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Step 18 
 

 
The Long Line of Accounting (LLA) page is displayed. 
 
The LPO Reviewer is responsible for entering accounting data on the Long Line of Accounting (LLA) tab if the document is being 
submitted to the Navy One-Pay Entitlement System. 

Step 19 
 

 
The LPO Reviewer can enter the LLA data at either the Line Level or the ACRN Level. 
 
Each line item can have only one ACRN when LLA data is entered at the Line Level. 
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Step 20 
 

 
When processing an LLA worksheet where the parent document is an Invoice, the system will permit selection of the "Certify 
for Lesser Amount" indicator.     
 
When the checkbox is marked, the Quantity Certified field becomes editable. 
 
Note:  Certification for Less is not available when Invoice contains Misc. amounts or when Invoice is Fast Pay. 
 

Step 21 
 

 
When certifying a Navy LLA worksheet for a lesser value, the system will permit the Certified Document amount value to be less 
than the Invoice Amount. A Certified Amount field will be made available.  The system will prohibit manual modification of the 
Line Item Certified Amount. 
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Step 22 
 

 
When using 'Certify for Lesser Amount' the LPO Reviewer must make sure that the Certified Amount and the ACRN Approved 
Amount are equal. 

Step 23 
 

 
The LPO Reviewer can click the Optional LLA Fields link to enter the optional LLA data at the Line Item Level. 
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Step 24 
 

 
The LPO Reviewer selects the ACRN level option from the LLA Level dropdown. 

Step 25 
 

 
The LPO Reviewer can select Add ACRN link to add ACRNs to the Line Item. 
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Step 26 
 

 
The LPO Reviewer enters the mandatory information for any additional ACRNs. 

Step 27 
 

 
The LPO Reviewer can click the Optional LLA Fields link to enter the optional LLA data at the ACRN Level. 
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Step 28 
 

 
The LPO Reviewer selects the Populate All link to enter all accounting data elements that will be used to fill or replace the LLA 
data fields for each ACRN. 

Step 29 
 

 
The LPO Reviewer enters the accounting data and selects the Populate All button to continue filling or replacing accounting data 
elements with those listed in the Populate All section. 
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Step 30 
 

 
The LPO Reviewer scrolls to the bottom of the section and clicks the Populate All button. 

Step 31 
 

 
The LPO Reviewer selects OK from the pop-up window. 
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Step 32 
 

 
The data elements entered in the Populate All section of the LLA tab are now displayed for the Line Item or ACRN. 

Step 33 
 

 
The LPO Reviewer can navigate to the Addresses page by clicking the Addresses tab. 
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Step 34 
 

 
The Addresses page is displayed.  The LPO Reviewer can review the contents of the Addresses page. 
 
The LPO Reviewer can navigate to the Misc. Info page by clicking the Misc. Info tab. 

Step 35 
 

 
The Misc. Info Page is displayed.  The LPO Reviewer can review the contents of the Misc. Info. 
 
The LPO can click the "View Attachment" link to view attachments added by previous users. 
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Step 36 
 

 
Attachments can be added on the Misc. Info page by clicking the Add Attachment link. 

Step 37 
 

 
The LPO Reviewer clicks the Browse button to locate the file that is to be attached. 
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Step 38 
 

 
The LPO Reviewer clicks the Upload button to attach the selected document. 

Step 39 
 

 
The attachment is now saved on the document. 
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Step 40 
 

 
The attachment can be viewed or deleted by clicking the View Attachment or Delete Attachment links. 

Step 41 
 

 
The LPO Reviewer can click the Add Attachments link and repeat the process. 
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Step 42 
 

 
The Comments Section allows the LPO Reviewer to enter comments for the Invoice. 
 
Note:  Comments are mandatory when Recommending Rejection. 

Step 43 
 

 
The LPO Reviewer clicks the Preview Document tab to view the entire document. 
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Step 44 
 

 
The Preview Document page is now displayed.  The Preview Document page provides a full representation of the document.  
The LPO Reviewer can scroll the contents of the tab to review the document. 
 
If the LPO Reviewer notices any inaccuracy after reviewing the Invoice Information, the LPO Reviewer can return to the 
appropriate tab to correct the information. 

Step 45 
 

 
The LPO Reviewer can expand or collapse all document sections by clicking the 'Expand All', or 'Collapse All' Links. 
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Step 46 
 

 
The LPO Reviewer can expand and collapse individual headers by clicking on the section headers. 

Step 47 
 

 
The Document Information section is expanded. 
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Step 48 
 

 
The LPO Reviewer can navigate back to the Header page by clicking the Header tab. 

Step 49 
 

 
The Header Page is displayed. 
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Step 50 
 

 
The LPO Reviewer selects Recommend Document Certified and enters the Received and Acceptance Dates. 

Step 51 
 

 
The LPO Reviewer clicks the Submit button to continue pre-certifying the document. 
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Step 52 
 

 
After the Commercial Invoice has been submitted, the WAWF system informs the LPO Reviewer that the document was 
recommended for certification. 
 
An email is sent to the Local Processing Office. 

Step 53 
 

 
The LPO Reviewer can add more email addresses by clicking the Send Additional Email Notifications Link. 
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End 
 

 
This concludes our demonstration. 
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