About the NSSC NASA Shared Services Center

Building 1111 National Aeronautics and
NASA Shared Services Center is a partnership Space Administration
between NASA and CSC. The NSSC consoli-
dated selected activities from the ten NASA
Centers in:
e Financial Management Phone: 1-877-677-2123
e Human Resources (1-877-NSSC123)
¢ Information Technology, and
[ ]

Procurement

Stennis Space Center, MS
39529

Fax: 1-866-779-6772 (1-866=
The NSSC customers are NASA civil servant !
employees, NASA vendors, and NASA grant- E-mail: nssc-contactcente m
ees. v
Operation of the NSSC frees agency resources ‘ ~ — )
that can be redirected to NASA’s core mission. PA A SLaru S ios Sl

The NSSC provides customer-focused, consis-
tent, high-quality, easily accessible and timely
support services.

NSSC Vision

July 2011
Unparalleled Service

NSSC Mission

To provide timely, accurate, high quality, cost
effective and customer focused support for
selected NASA business and
technical services.

WWW.nasa.gov
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) NSQRG-9200-0001
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Accounts Payable Work Management Tool (AWMT):




Accounts Payable Work Management Tool (AWMT) Quick Reference Guide

Access to AWMT

AWMT is a web tool populated by the NSSC Accounts
Payable users and monitored by the Centers
to facilitate the vendor invoice payment process.

e Application is web enabled with access at the
NASA.gov community
e User IDs control access to the data by Center
e Application does not provide notification to users of
pending tasks; users monitor the application for
tasks
e The AWMT Application:
e Delivers a chronological list of tasks pending
action by the Center with current age
e Delivers a query capability to the NSSC AP
users using dropdowns of all data fields and
returning the results in a list of tasks sorted first
by status, then by date/time and finally by Cen-
ter
e Provides a list of tasks that the Centers have
completed to the NSSC AP users
e Provides utilities within the tool to communicate
requests for action between the NSSC and the
Centers, including:
e Cost - requests to provide cost for invoice
processing are sent to Cost POCs at the
Center
e Goods Receipt and Approval (GRAP) -
requests for Center POCs to process
goods receipt transactions in SAP
e Funding - requests to provide needed
funding in order to process invoices
e Invoice Approval Workaround (IAW) - this
utility is used when invoice approval has
been delegated by the Contracting Officer
to another approving official

Request access by submitting an application
request through the NASA Account Manage-
ment System (NAMS-IdMAX). The Applica-
tion ID is 11055 or Application Name is
NSSC Accounts Payable Work Management
System-AWMS/AWMT.

If you get locked out of AWMT, please call
the Customer Contact Center at 1-877-677-
2123 (1-877-NSSC123) to reset your pass-
word.

Log In Instructions

Center Cost Analysts, Center Funding Ana-
lysts, and GRAP POCs

— Open your browser with this link:

https://awms.nssc.nasa.gov

— Log in using your IdMAX credentials
(Agency User IID and password)

— If you have multiple roles, a list will be
presented for selection. If you have a sin-
gle role, that specific screen will be pre-
sented.

¢ Invoice Approvers

— Invoice Approvers must use the link pro-
vided in the e-mail from NSSC-
IAW@mail.nasa.gov. This URL contains
additional information to direct the ap-
prover to his or her invoices.

— Invoice approvals by e-mail are not ac-
cepted.

Contact Us

Mail:
NASA Shared Services Center
Building 1111

Stennis Space Center, MS 39529
Phone: 1-877-677-2123
(1-877-NSSC123)

Hours of Operation:
Mon. - Fri. 8 A.M. until 8 P.M. EST
Fax: 1-866-779-6772 (1-866-779-NSSC)
E-mail: nssc-contactcenter@nasa.gov

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

Helpful Hints for AWMT Users

To access the AWMT training module,
please go to:

https://awms.nssc.nasa.gov/AWMS_Project/
AWMS_mb_test.swf

The My Invoice Listing screen will display all
invoices pending action

Click on “View” under the Work Log column
to view the log

Click on “Click Here” in the Invoice Link col-
umn or from within the invoice window, click
“Open in New Window” to view the invoice.

Use your IdAMAX credentials to authenticate
in Tech Doc to view the invoice.

If cost is awaiting the CCR run, check the
“Awaiting CCR Run” box to remove from the
escalation process.

User should provide comments to assist the
invoice processer in completing the payment.

User comments must be entered for all non-
concurrences of invoices.

AWMT does not work from a VPN connec-
tion.

NASA Shared Services Center
Customer Focused
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