Order-to-Pay Center Validation Tool:
Running and Modifying Reports

I3P Business Office

WWW.Nnasa.aov
RELEASED - Printed documents may be obsolete; validate prior to use.



SSC

NASA Shared Services Center

Click on “View/Run”
under the “Reports”
section on the lower
left side of the home
screen

[ https://nasatest service-now.com/navpage.do O - & B0 X | serviceNow Service Autom... %

x EHConvert + [FSelect

**ENSSC TEST INSTANCE***

B Welcome: KIM AVERY
A A2 E Add content »

NSSC ITPMB Review Refresh: Off v | Switch to page
Self-Service 2
ITPMB Projects by Functional Area ]
{2 Homepage
/2 Knowledge
| —
¥, NSSC OCIO Work Initiatives
& All Projects / All Portfolios
3
My Approvals
g My Assets n
[& Requested Items 3 2
[ My Profile Z
CLIN ¥
Invoice Uploads F 1 _a—
D Invoice Uploads
Asset Management 2
g La Ll La L Ll
7T o <« & & o s
[E) ACES Invoices
|E| All Assets
All Cost Centers
|El My Cost Center Assets
ITPMB Review X

My Approvals
." )

- « Project Name % Functional Area ¥ Project Manager

Heroils » & EMFY14 Reflesh - NCTS 3.1 Stabilization Susan Diamond
L View / Run v [§ BA&AFY1d - 13P BO Updates Development B&A Diane Fulton
E] Scheduled Reports @ P! ——
[E] Header Footer Templates v 0@ B&AFY14 - CSAC Website Updates Development B&A Diane Fulton
[Z ITIL KPI Reports » [@ [TFY14 Refresh - RightFax 10.5 Development T Susan Diamond
) SL.lmmary “ets - » [@ [LFY14 Refresh - ColdFusion Plan Development T Diane Fulton
v 0@ Cross Functional FY14 - Training Purchas Testing B&A Diane Fulton
v 0@ Cross Functional FY14 - CS&C Updates Planning B&A Diane Fulton
v [@ PRFY14 Refresh - GCAT Development PR Susan Diamond
» 0@ OtP - Center Validation Tool Design ESD Diane Fulton
v 0@ HRFY14 JSC Transition - ePBS Scheduling HR Susan Diamond
v 0@ HR-FY14 Refresh - HRIHRIS Planning HR Randall Wentzell
v [@ OtP - EUSD Refreshes Planning ESD Diane Fulton
1 to 12 of 12

m

RELEASED. - Printed-documents may be obsolete; validate prior to use. 2



https://nasatest.service-now.com/navpage.do

SSC

NASA Shared Services Center
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NSSC

NASA Shared Services Center

The primary reports
that you will use are:

— Center Validation
Report — Matched

— Center Validation
Report — Unmatched

— Monthly Invoice
Reconciliation

— Invoice Detalls All
Centers

— Accrual Report
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NASA Shared Services Center

Existing reports can
be modified using
two main tools:

“Filter and Order”

“Columns”
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NASA Shared Services Center

Using “Filter and Order”
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NASA Shared Services Center
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NASA Shared Services Center

Column headings for

reports can be
selected from the
“Available” box

Highlight by clicking
on the desired

column heading and

then click the right
arrow to move it to
the “Selected”
section
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Export to PDF

Center Validation Report - Unmatched
List -

ACES Invoices [u_aces_invoices]
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NASA Shared Services Center

Changing the Order of Selected Columns

The order that the
columns are listed in
the “Selected” box is
the order that the
columns will be
displayed in your
report

The order can be
changed by clicking
on a heading in the
“Selected” box and
then using the up
and down arrows to
the right of the
“Selected” box
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Invoice Request Number
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Reports > Center Validation Report - Unmatched

Export to PDF

Center Validation Report - Unmatched
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Default QB
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L
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Invoice Item Description
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Invoice CLIN
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Asset Match Verified Status
Updated
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hilk %

-l

Invoice Recurring Frequency
Invoice Manthly Price

Invoice Cost Center
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ACES Invoices

1 to 20
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|| < invoice Recurring Frequency | < Invoice Monthly Price |« Invoice Cost Center «_Invoice Bill Dare
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[@ Monthly $14.34 2014-10-20
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NASA Shared Services Center

Exporting Your Reports

Right-click on the
dark grey column
heading bar and then

[ serviceNow Service Autom... %

click “Export”

x @ Convert ~

Favorites

Tools

Help.

Select between
Excel, CSV, and
PDF

Self-Service

{2} Homepage
{2 Knowledgs

%, NSSC OCIO Work Initiatives
EH All Projects / All Portfolios

My Approvals

E§ My Assets

[ Requested ltems
[ My Profile

cLIN

Invoice Uploads

[l Invoice Uploads
Asset Management
- T
[£] ACES Invoices

Al Assets

& Al Cost Centers

=l My Cost Center Assets
My Approvals

& My Cost Centers

Reports

[l View / Run

[#] Scheduled Reports

[E] Header Footer Templates
Z TIL KPI Reports

[ Summary Sets

@ Report Created: Center Validation Report - Unmatched

Export to PDF

[E] Reports > Center Validation Report - Unmatched

Name: Center Validation Report - Unmatched Columns:
Type: et - Available Selected
Invoice Location (+) Ivoice CLIN B
Table: ACES Invoices [u_aces_invoices] T |Asset Match (+) Invoice Request Number
Group by: ~None — - |Created Reconcilation ‘
Created by Invoice ftem Description

Export details:

Asset Match Asset "
Asset Match CLIN Rate card C

Invoice Associated Asset Tag
Imvoice Center

Header Footer Template: - Defauit Qls Invoice Comment Invoice Monthly Price L
Visible to: @ Me © Groups and Users Invoice Discounted Price Asset Match. CLIN Rate card F =
Filter and Order: S L2
Invoice Request Number ~ is not empty v hil %
=ir - lolaiched JE L%

ACES Invoices

|| < invoice CLIN | < Invoice Request Number
— e

« CLIN | « Invoice Monthly Price - Verified §
. e

Sort (zto a)

5 B WO0000050005288 Not Ml Bar Chart 444001 - Wintel Desktop (S-Seat) B-1 550,00 $62.55 Not Concurred
Pie Chart
B = WO0000002611852 Mot M| $4.88 $0.00
B & WO0000002652797 $0.00 $0.00
o &1 WO0000000005750 Mot Matched Verizon 548.71 $0.00
@ s
enice (month...
5 o WOD000002563308 Not Matched Standard Load (Microsoft) 51249 50.00
5 B WOD000002669892 Not Matched AT&T- Carrier 1 53272 $0.00
5 & WOD000002677235 Not Matched Platform (Apple) (Laptop) 56119 50.00
5 & WO0000002553303 Mot Matched Backup Senices (Included) $1.19 50.00
fakT) MINANNANNIEEERN Mot Matrhad Manitar <R 78 @n nn e
< [ | L
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NASA Shared Services Center

H ©- & Q- u_aces_invoices (2)xls [Compatibility Mode] - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT AVERY, KIM B. (NSSC-XB011) ~ I
[ .
'“'D ;‘ @ Arial o oA A= ®- | BewrapTed General - E'-'Igl GA Normal Bad Good Neutral [Calculation | Eﬂﬂ Ex i éf‘““’s“"‘ N éy ik

ER Copy -~ ; I - - Fill - .
P T Iu-[E[S.A- Merge &Center = | § - 9 > | % 48 | Condiional Formatos | Checkcell | [ Note g o Lz wm L Lo

Clipboard o Font o Alignment [ Mumber F Styles Cells Editing ~
Al M Jfe | Invoice CLIN ~

B c D E F G H | J K L M N ] P Q R s -
1 |Invoice CLIN Invoice Request Numbe R ilation Invoice Item D ipti Asset CLIN Invoice Monthly Price Recurring cost Verified Status Invoice Cost Center Invoice Bill Date Invoice Location Updated
2 |B5 VWO0000050005288 Not Matched ~ Monitor (NASA-STD-2805x  444001- B-5 "50.00 "50.00 Mot Concurred 2014/10/05 NASA Shared 2014/10/05 15:03:31
3 |B1 VWO0000050005288 Not Matched  Platform (Microsoft) 444001 - B "50.00 "562.55 Mot Concurred 2014/10/05 NASA Shared 2014/10/05 15:03:31
4 |C18 V0000000254070 Not Matched ~ Retumn to Senice (8 "58.52 "50.00 2014/10/05 NASA Shared 2014/10/05 13:33:44
5 |C1 W00000002571991 Not Matched  Platform (Microsoft "524.83 "50.00 2014/10/05 NASA Shared 2014/10/05 13:35:12
6 |C-32 W00000002781838 Not Matched ~ System Administration "$10.28 "50.00 2014/10/05 NASA Shared 2014/10/05 13:40:21
7 [C-15 W00000000000945 Not Matched ~ Monitor "$7.26 "50.00 2014/09/26 NASA Shared 2014/09/24 14:35:23
B [C-20 W00000002503316 Mot Matched  Standard Load (Microsoft) "$12.49 "50.00 2014/10/05 NASA Shared 2014/10/05 13:32:19
9 |Q- W00000002849656 Mot Matched ~ APPLE THUNDERBOLT "5949.00 "50.00 2014/10/20 Ames Research  2014/10/20 13:54:09
10 |C-14 W00000002831663 Mot Matched  Monitor "86.75 "50.00 2014/10/20 Ames Research  2014/10/20 11:17:52
1mjc W00000002790015 Not Matched  Standard Load (Apple) "§12.47 "50.00 2014/10/05 NASA Shared 2014/10/05 13:42:55
12 |c1 WO00000002760192 Not Matched  Platform (Microsoft "524.83 "50.00 2014/10/05 NASA Shared 2014/10/05 13:44:48
13 |B-2 WO00000002688924 Not Matched  Platform (Microsoft) "576.85 "50.00 2014/10/05 NASA Shared 2014/10/05 13:41:29
14 |01 WO0000000002345 Not Matched ~ Account Semvices for Virtual "534.16 "50.00 2014/09/26 NASA Shared 2014/09/24 14:36:43
15 |C-14 WO00000002655031 Not Matched ~ Monitor "86.75 "50.00 2014/10/20 Ames Research  2014/10/20 13:48:52
16 |C-5 WO0000002553410 Not Matched  Platform (Microsoft "585.45 "50.00 2014/10/05 NASA Shared 2014/10/05 13:45:12
17 |C-18 WQ0000002604720 Mot Matched  Return to Senvice (& "56.52 %50.00 2014/10/20 Ames Research  2014/10/20 11:17:30
18C-14 WQ0000002610560 Mot Matched  Manitor 56.75 %50.00 2014/10/20 Ames Research  2014/10/20 13:46:18
1982 WQ0000002768914 Mot Matched  Platform (Microsoft) "576.85 "50.00 2014/09/26 NASA Shared 2014/09/24 14:36:17
20 C18 VW00000002716511 Not Matched  Retumn to Senice (8 "58.52 "50.00 2014/10/05 NASA Shared 2014/10/05 13:40:23
21\c21 WO0000002661527 Not Matched  Docking Station Solution "56.55 "50.00 2014/10/20 Ames Research  2014/10/20 11:13:19
22 B4 VW00000002531199 Not Matched  Platform (Apple) (Laptop) "5108.56 "50.00 2014/10/20 Ames Research  2014/10/20 11:09:28
23|C-33 WOO0000002677774 Not Matched ~ System Administration "511.55 "50.00 2014/10/20 Ames Research  2014/10/20 11:14:13
24 |C-36 W00000002610060 Not Matched ~ Backup Services (Mone) "50.00 "50.00 2014/10/20 Ames Research  2014/10/20 11:10:22
25 |C-20 W00000002771374 Not Matched  Standard Load (Microsoft) "$12.49 "50.00 2014/10/05 NASA Shared 2014/10/05 13:34:07
26 |E-3 W00000002638093 Not Matched ~ Verizon (Carrier 3) "536.22 "50.00 2014/10/05 NASA Shared 2014/10/05 13:30:16
27 |B-2 W00000001818578 Mot Matched  Platform (Microsoft) "576.85 "50.00 2014/10/05 NASA Shared 2014/10/05 13:45:08
28 |C1 W00000002514205 Mot Matched  Platform (Microsoft "524.83 "50.00 2014/10/05 NASA Shared 2014/10/05 13:37:27
29 B2 W00000002634831 Not Matched  Platform (Microsoft) "576.85 "50.00 2014/10/20 Ames Research  2014/10/20 13:48:03
30|85 W00000002815506 Not Matched ~ Monitor (NASA-STD-28056x "60.00 "50.00 2014/10/20 Ames Research  2014/10/20 13:53:32
e WO00000002688699 Not Matched  Standard Load (Apple) "512.47 "60.00 2014/10/20 Ames Research  2014/10/20 13:50:26
32|E3 WO0000002611858 Not Matched  Verizon-Carrier 3 "536.22 "50.00 2014/10/20 Ames Research  2014/10/20 13:47:02
33 |10 WO0000002611909 Not Matched  Octel Message Notification "50.00 "50.00 2014/10/20 Ames Research  2014/10/20 11:11:14
34 |B5 WO0000002684395 Not Matched ~ Monitor (NASA-STD-2805x "50.00 "50.00 2014/10/05 NASA Shared 2014/10/05 13:40:10
35 B4 WQ0000001618859 Mot Matched  Manitor (NASA-STD-2805x %50.00 %50.00 2014/10/05 NASA Shared 2014/10/05 13:41:32
36C-2 WO0000002540885 Mot Matched  Platform (Microsoft 534.51 %50.00 2014/10/05 NASA Shared 2014/10/05 13:38:19
37 |C-32 WO0000002504171 Mot Matched ~ System Administration $10.28 "50.00 2014/10/05 NASA Shared 2014/10/05 13:39:27
38 |C18 VWWOO0000002676607 Not Matched  Retumn to Senice (8 "58.52 "50.00 2014/10/20 Ames Research  2014/10/20 11:13:48
39|C25 VWO00000002586092 Not Matched  Docking Station Solution %9.78 "50.00 2014/10/05 NASA Shared 2014/10/05 13:38:42
40 |C-14 VW00000002632211 Not Matched ~ Monitor "56.75 "50.00 2014/10/05 NASA Shared 2014/10/05 13:44:26
41 |E3 WO0000002778793 Not Matched  Verizon-Carrier 3 "$36.22 "50.00 2014/10/20 Ames Research  2014/10/20 11:17:06
42 |C-37 W00000002512885 Not Matched  Backup Services (Included) "51.19 "50.00 2014/10/05 NASA Shared 2014/10/05 13:32:05
43 |C-32 W00000002511373 Not Matched ~ System Administration "$10.28 "50.00 2014/10/05 NASA Shared 2014/10/05 13:45:33
44 |01 W0O0000000003236 Not Matched ~ Account Services for Virtual "52.56 "80.00 2014/10/20 Ames Research  2014/10/20 11:09:25
45 113 W00000002611905 Mot Matched  Return to Senice (8 "54.88 "50.00 2014/10/20 Ames Research  2014/10/20 13:46:59 -
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