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Overview of Invoicing and New Task Authorization Process

This document help you navigate Energy Delivery’s enhanced process for invoicing. We have added a
step so that we can better track — and more quickly pay — invoices for work performed. Now, before
invoicing for any FirstEnergy Service Company, either for or on behalf of operating company
(“FirstEnergy”) items, you must have a valid Purchase Order as well as a Task Authorization (TA).

A Task Authorization is a formal written work release that authorizes a service or non-stock material
vendor to begin work. TAs help document decisions when the Company commits to spending for
contractors and non-stock materials. No work can be performed prior to the vendor’s receipt of a TA
form.

Vendors will now receive a TA form via fax or e-mail requesting work to commence or services to be
rendered. The TA number included on this form must be placed on the invoice in order for payments to be
processed. Failure to adhere to this requirement may result in non-payment for the applicable services or
materials. Fixed cost items should be billed monthly, and time and materials jobs should be billed weekly.

Web Site for Entering Invoices

Go to the Xign Web site to manage your company’s purchase orders and invoices (Figure 1).
1. Enter www.xign.net in a Web browser address bar to go to the Xign home page.
2. Select the Login to Xign Collector link to begin your invoicing process. Selecting this link will
take you to a login screen.

Xian Web site address

4} Xign.net - Microsoft Intemet Explorer provided by FirstEnergy Corp.

File Edt View Favdites Took Help BE
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Figure 1. Xign home page.


http://www.xign.net/
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Xign Login Screen

Authentication is necessary to ensure that users access only their information, so you will need to enter a
User Name and Password associated with your company’s account in the Login page for the Xign
Payment Services Network (Figure 2). If you have issues during login, contact Xign’s Customer Support
at 800-485-0671 for assistance.

1. Enter your company’s User Name.

2. Enter the Password.

3. Click the Login button.

/3 Xign - Microzoft Internet Explorer provided by FirstEnergy Corp.

File Edit ‘“iew Favoites Tools Help

A Back +~ =) - @ @ | @Search @Favorites @Media @ | %v a ,/fi @

Address I@ https: A, mign. netspanc/payeewebclient logon. j:p

Xign® Payment Services Network X xign

Xign Login

Log in to your Hign™ Payment Services Network application.

User name and User Hame |
paSSWO rd (example: john.smithig@:xign.com)

Password* I Lagin |<|— LOgin button

Forgat your user name?

Forgat your password?

Figure 2. Xign Login Screen
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This will take you to the Collector portion of the Web site, where your company’s account information
resides.
1. Select the Orders tab (Figure 3).

ign - Microsoft Internet Explorer =1

J File Edit Yiew Favorites Tools Help ﬁ

J Back ~ = - () ﬁ| iQhsearch (GFavorites £ AHistory ||%v S W -

J.ﬁ.gldress I@ https:/ fweb30,xign.net/xpsn Process j aEn |J Links **
ord b Xign Collector _ Xign
rders tal _ Welcome: Fred | & P Serices | Jul &, 2004
W Orders Invoices Payments Reports Admin Advanced Search - Preferences - Help - Logout

Quick Search H P
& Home Page
Advanced Search Quick Links Overdue Invoices

+ Create Invoice Invoice # Buyer IIJJ;E Amount
Invoice Status » Upload E-File i
b Draft ey — » ALS1234 FirstEnergy Service “25’0242' $3,000.00
b Pending Submissi . Company b
e S r Download Remittance way 30
+ Pending Approval b ALSO4304A i i ' $1,000.00
b A ETEAES FirstEnergy Service 2004
b Approved to Pay EldnELE e Company
¥ Scheduledto Pay » Get PO Status » MARDSOSA  FirstEnergy Service J;D”D:' $6,375.00
» Paid » Buyer Directory Company s
» In Exception » MARDS05B  FirstEnergy Service e B450000
+ Disputed Company
b Rejected »  MARDSOSC FirstEnergy Service .JQanD:, $3,750.00
Y Voided Company
riaclee View All...
b E-File Status
=l
&1 |—é_|° Inkernet

Figure 3. Account information page
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Creating an Invoice for a Purchase Order Number
From the Open Purchase Orders page (Figure 4), you will create an invoice associated with a
purchase order.

1. Double click the purchase order to be invoiced from the list of open purchase orders
displayed.

If the Purchase Order is not Displayed
If the purchase order for which you need to create an invoice is not displayed:
1. Click the Add Filters button
2. Select Issue Date — Alll.
If your purchase order still is not displayed, contact the buyer for assistance.
Note: You will not be able to invoice until the purchase order is in the system.

Add Filters
button

/3 Xign - Microzoft Internet Explorer provided by FirstEnergy Corp.

File  Edit Miew Favortes Tools  Help
A Back + =) - @ ﬁ | @Search @Favorites @Media @ | %v W -
Address I@ hitps: #/web30, xign. net/spsn/Process j I ) | Links **
Xign Collector _ Xign
Weleome: Fred | A P Services | Nov 15, 2004
Home Orders Invoices Payiments Reports Admin Advanced Search - Preferences - Help - |Logout
Create Invoice | Create Credit Memo | iGet Status |
PO # or Buyer
= Open POs for last 120 days
Advanced Search Showing 1-6 of 6 | First | Previous | Hextl Last
Order Status B
PO # Terms Invoice # Buyer Amount Issue Date =
Open POs
> CheetlEe 0047005160 19 10 Dy, Met 30 FirstEneray Service Compan 7776 USD Ot 12, 2004 Wiew
0047005136 1% 10 Days, Met 30 FirstEneray Service Compan 399.20 USD Oct &, 2004 Wiew
Purchase Order 0047005137 1% 10 Days, Met 30 FirstEneray Service Company ARARARRARS Oct &, 2004 Wiew
numbers 0047005138 1% 10 Days, Met 30 FirstEneray Service Company 300.00 USD Oct &, 2004 Wiew
0045103336 Within 30 days Due net Muttiple... FirstEnergy Service Company =~ R Aug 27,2004 Wiew
0055100613 Within 30 days Due net huittiple.... FirstEnergy Service Company FARERRAERR Aug 27,2004 Wiew

Create Invoice reate Credit Memo

Add Filters

Showing 1-6 of 6 | First | Previous | Hext | Last

iGet Status

Home - Orders - Invoices - Payments - Repotts - Admin

Copyright @ 2002-2004 Hign Corporation. &0 rights reserved. Privacy Policy  Terms of use

Figure 4. Open Purchase Orders screen.
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Creating the Invoice from the Purchase Order Screen

Clicking the appropriate purchase order number will take you to a screen with the purchase order details.
1. Click the Create Invoice button (Figure 5).

Create Invoice
button

3 Xign - Microzoft Internet Explorer provided by FirstEnergy Corp.

File Edit ‘“iew Favoites Tools Help |
o Back = = - @ @ | @Search @Favnrites @Media @ | %- W -
Address I@ https: /#web30.xign. net/upsn/Process j @Go | Links *
- -
Xign Collector _ X ign
Weleome: Frad | & P Services | Mow 15, 2004
Home Orders Imvoices Payments Reports Admin Advanced Search - Preferences - Help - Logout
Create Invoice | Create Credit Memo | 3et Status |
PO # or Buyer
I Purchase Order #0055100599 v
Advanced Search
Status: Open Create Tnunice
Order Status Purchase Order 0055100599
YV O— BILL TO: Date TH 512004
} Closed POs FirstEnergy Service Company Payment Terms Within 30 davs Due net
_-__-_-_"-\ PO Box 6100 Buyer Contact
Johnstown PA 15907-6100 Buyer Phone Humber
Total Amount 100,000,000
:E:‘SIT To: Freight Terms
= ErVICES o
A P Ser\”ces 203 Armstrong Drive Revision Humber 1]
Freeport PA 16229 Currency Code ush
Line #+ Revision# H{em Code Description Quantity  Unit Price ML::;S:e Total Price  Schedules
Testing Services Unknown - Testing Services
1 a LiRknown - 100,000.00 1.00 Each 10000000  Schedules
Subtotal 100,000.00
Comments: )
54- Service PO, Multiple lines, unknown accounting - test Freight Charges .00
Total Taxes
Grand Total 100,000.00

print| | Relted Dozuments Hsader Changes [ I

Creste Invoice || Create CreditMema | Get Status | =

Figure 5. Purchase Order number screen (AP Services is a false company).
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Preparing Electronic Invoices

In the Purchase Order Invoice screen, you will prepare your invoice for submission (Figure 6).

1. Enter your internal invoice number in the Invoice Number field.

2. Issue Date will default to current business day (do not change this date).

3. The Due Date field will default based on the purchase order terms.

4. Select the appropriate check box to select the line to be invoiced against. (Note: you can bill only
one purchase order line per invoice for non-stock materials).
Update the Description field with high-level information specific to this item.
Enter dollar amount invoiced in the Quantity field, including cents, if applicable. (Note: If
freight is allowed, include in the invoiced amount in Quantity field — DO NOT use separate
field.)
7. Enter dates in the Service Start Date and Service End Date fields using the mm/dd/yyyy format.
8. Review the invoice for accuracy.

2

Next you will enter the TA information on another screen.
9. Click the Edit button to get to the next screen in which you’ll enter your TA information.

/3 ¥ign - Microsoft Internet Explorer provided by FirstEnergy Corp.

File Edit “iew Favortes Toolz: Help |

= Back - =) - @ ﬁ | @Search @Favorites @Media ®| @v W -

Address I@ https: 4 /web30.xign. net/spsnd/Process j @Go Links *
-
REMIT TO: Invoice Humber™ I :
AP Services &P Services <+— Invoice Number
203 Armstrong Drive * l— 1
Froeport £ 18228 Issue Date 111512004 field
Terms within 30 chays Due net
Due Date I 12152004
F !E BILL TO: Buyer Contact
, ne@y FirstEnergy Service Company PO Humber 0055100599
— PO Box 6100
Johnstown PA 15907-6100 Company SC00
Currency Code ush
i
Click to enter default accounting information {optional) |
Inu PO - o -
- - Sch. e €3 . o Unit Service Service _
Ll:l;e nge ® tem Code Description Quantity Uom Price ©  Start Date™ End Date™ Total Price
oo 1 1] [Testing Services Unknown - Te  [36,546.00) [Each [ 1w ] | [ ses4sm addline Edit

Elg
button
Select Al De-Select Al
NOTE: Please invoice against only one PO line item.

Comments: Subtotal I—DDD I~
B o — | Service Start and
Charges End Date fields
Grand Total 0.00
- Description Quantity
# Indicates reguired fisld. T ] =
o field field i |_I

Figure 6. Invoice screen.
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Entering Task Authorization Information

When you clicked the Edit button, a screen that corresponds to the Invoice line number you checked will
appear. Here you will enter your TA number. (Note: This is a required field only for the FirstEnergy
Nuclear Operating Company group).

1. Enter the TA number you received from FirstEnergy in the TA Number field.

2. Select the Done button.

. . TA Number field
Invoice Line 1

Approver *: I Company Code: I

WES Element: I GSfL Account: I

Responsibility Center: I Cost Center: I
TA Mumber (Muclear

only) *: I order: I

Metwork: I Activity Operation: I

Restore Defaults

Cone

Figure 7. Invoice screen for inserting TA number.
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Additional Documentation Required
In addition to completing the invoicing screens, we also need images of additional documentation before
submitting your invoice. These images can be either Adobe® (PDF), Microsoft® Word® (DOC) or
Microsoft® Excel® (XLS) file formats.

1. Click the Attachments button on the Invoice screen (Figure 8).

Attachments
button

/3 Xign - Microzoft Internet Explorer provided by FirstEnergy Corp.

File Edit “iew Favorites Tool:  Help |

A Back ~ = - @ ﬁ | @Search @Favorites @Media ®|%v W - \
[ |

Address I&j https: / Aweb30. zign. net/spzn/Process

-
REMIT TO: Invoice Humber™ I

A AP Services
AP Services AN G lssue Date * 11415/2004
Freeport PA 16229
Terms Within 30 days Due net

Due Date I 121 52004

F !E BILL TO: Buyer Contact
, new FirstEnergy Service Company PO Humber 0055100599

Go | Links *

PO Box 6100
Johnstown PA 15907-6100 Company =00

Currency Code Ush

i
Click to enter default accounting information {optional) —l
Inv PO - o -
- = Sch. R _— - Unit Service Service _
Ll:l":e Ll:l":e 2 tem Code Description Quantity uomM Price *  Start Date™ End Date™ Total Price
O 1 9 1] [Testing Services Unknown - e [98,548.00) [Each [ 1w Taoamnn —adLine
- — . = Edit
Select & De-Select All
NOTE: Please invoice against only one PO line item.
Comments: Subtotal too | L
El
Freight 0.00
Charges
Grand Total 0.00
[
* Indicates required field, |LI
Kl [»

Figure 8. Use the Invoice screen to insert attachments.
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Attaching Documentation
To attach images of invoices:

1. Select the Browse... button next to the File Name field (Figure 9).

Browse...

=8 Xign - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

button

=171 x|
[ &

J $Back ~ = - i) ot | ‘@ search [ElFavarites £ HHistory ||%-

S W -

J Address I@ https: fiweb30, xign.netfxpsn/Process

| @Go |JLinks »

ign Collector

Home Orders Invoices Payiments Reports Admin

Create Inwoice | Create Credit Memo | Upload E-File et Status

nvoice # or Buyer

o Attachments

Xigm
Wielzome: Fred | A F Senices | Jun 16, QDD4X g

Advanced Search - Preferences - Help -

A mEEd] Seamh Click "Browse™ to select a file before submitting ne attachment.
HOTE: The file size cannot exceed 5 MB.
File B v | Hickname/Alias T
nvoice Status Hame: O (optional):
L Dratt PC uzers: Select "All Files" for "Files of Type". if yvou don't see a "Browse" button, your broweser doesn't support
. o attachments.
P Pending Subimission
P Pending Approval Current Attachments List
P Aporoved to Pay ) ) B
File Hame = Hickname Size (K} Type Uploaded By Date Actions
F Scheduled to Pay
b Paid Mo attachments found.
¥ In Exception
b Disputed Back
b Rejected e
P Woided
F E-File Status
Create Inwoice Create Credit Marna Uplaad E-File Gek Shatus ILI
K| |»
|&] pone E|° Internet

Figure 9. Attachments screen.



Electronic Invoicing Presentment User Guide 2007 DRAFT 10

Selecting the Appropriate Attachment

When you selected the Browse... button, a Choose file dialog box opens that allows you to select the file

from your computer.
1. Navigate to the appropriate folder on your computer.

2. Either double click the file name or select the file and click the Open button. This populates the

file name in the File Name field (Figure 10).
3. Click the Attach button (Figure 11).

Choose file 2=l
Laok jr: I [ Desktop j = % ER-
%5 My Dacurnents ﬁactivated suppliers4.xls
Ly Computer @activated supplierss, xls
(5 My Network Places ®Dact .doc
[ Applications @EIPP Data.mdb
= SAPlogon-Pad enrolled_S-l?—D4.csv
B3 2003 YEMDOR. Analysis. xls %\FE TOP 37 Yendars.xls
882004 external survey vendars. xls @FEInternaICommentslstQtr.doc
B8] accepted in xign_4-21-04.csv ﬁLocation.xls
\: activated suppliers.xls @nexans lettar. doc
\: activated suppliersz, xls @PF\RKED_&-Q.XB
B8 activated suppliers3.ds ﬁPARKED_current.xls
Lol | i
File name: [TEST ATTACHMENT dog | gren [ Open button
Filez af type: IAII Files %) J Cancel |
%

Figure 10. Choose file dialog box.

/Z§ Xign - Microsoft Internet Explorer _8] x|

J Ele Edit ‘ew Favorites Tools Help ﬁ

J P Back = = - @ A | @Search [3] Favorites aHistory ||%v S5 W -

Jngdress I@ https: fweb30,xign. netxpsn/Process j a0 |J Links **
-
ign Collector Xign =
Weleome: Fred | AP Senrices | Jun 16, 2004
Home Orders Invoices Payinents Reports Admin Advanced Search - Preferences - Help - Logout
Create Invoice | Create Credit Memo | Uplzad E-File Gek Status

nuoice # or Buyer

=] Attachments

crEmEe S Click "Browse™ to select a file before submitting new attachment.
HOTE: The file size cannot exceed 5 MB.

File - Hickname/Alias
woice Status Hﬂme_l(::\Documents and Seftings\811910:  Browse.., |(opﬁonal)_ Attach g—4——
b Drait PC uzers: Select "All Files" for "Files of Type". If you don't =ee & "Brovese" button, your browser doesn't support
) . attachmerts.
F Pending Submission
b Pending Approval Current Attachments List
F Approved to Pay - B B
File Hame = Hickname Size (K} Type Uploaded Date Actions

b Scheduled to Pay
¥ Paid Mo attachments found.
¥ |0 Exception
b Disputed Back
b Rejected o
P ioiced
¥ E-File Status

Create Invoice | Create Credit Memo | Upload E-File | Get Status | l;l
<] [»

Attach
button

Figure 11. Attach the file by selecting the Attach button.
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Successfully Attaching Files
Your file is attached when the file name appears in the Current Attachments list. Note: If you are
attaching more than one file, repeat the steps until all files are listed.

1. Click the Back button, which will take you to review the invoice once you have attached all the
appropriate documents.

/4§ %ign - Microsoft Internet Explorer

: —I—I- g ll
J File  Edit  ‘iew Faworibes  Tools  Help ﬁ
J dBack -~ = - (@) at | iQhsearch [ Favorites & AHistary | By S W -
Jngdress IE htkps: f fweb30. zign. et xpsnfProcess j G0 |JLinks =
Xign Collector X xign ™
Meleome: Fred | A P Semvices | Jun 16, 2004
Home Orders Invoices Payinents Beports Admin Advanced Search - Preferences - Help - Logout
Create Inwoice | Create Credit Memo | Upload E-File | Get Skatus |

Invoice ¥ or Buyer

— ol Attachments

Advanced Search o IHFO

) File attached successfully.
Invoice Status
Click "Browse" to select a file before submitting new attachment.

b Draft HOTE: The file size cannot exceed 5 MB.
b Pending Submission File Hickname/Alias
; Browse. . | iy Atta
b Pending Spproval Hame: (optional}:
b Approved to Pay PC users: Select "All Files" for "Files of Type". If you don't see a "Browse" button, your broveser doesn't support

gttachments.

File Hamme = Hickname Size (K} Type Uploaded By Date Actions
U ~a
» Rejected ‘TEST ATTACHMENT o 14 doc apservices Jur 16, 2004 M M
b Yoided Showing 1 of 1 | First | Previous | Hext | Last
¥ E-File Status
Back button » Eack

L4 | _>|j
&

’_ E |4 Internet

Figure 12. Successfully attached files.



Electronic Invoicing Presentment User Guide 2007 DRAFT 12

Reviewing the Invoice

Now, review your invoice to ensure that all the information is accurate. If it is, select the Submit button
to transmit the invoice to FirstEnergy.

/3 ¥ign - Microsoft Internet Explorer 1= =l
J Eile Edit View Favorites Tools  Help |
J = Back = = - @ fat | @Search [3e] Favorites @Historv | %- S W -

s . . 3 .
J Address I@ https:f fweb30. xign. netfxpsniPracess j o |J Links Submit
I’ button
r Xign

Weleome: Fred | AP Services | Jun 15, 2004

noices Payinents Reports Admin Advanced Search - Preferences - Help - Logout
e Credit Memo | Upload E-Fil | Get Status |

New Invoice

Submitl Sawe a3 Draft I Attachm

REMIT TO: Invoice Humber™ |58924 4 a
- & P Services

A P ser\"ces 203 Armstrong Drive .
Freepart PA 16229 Issue Date I 06/ BA2004
BILL TO: ship  Terms” [vithin 30 days Due net =
FirstEnergy L

, ne Service R [ o7nezons. [Ew)
= Company
e 1003 Broad St.,
Suite #100 Ordered By *
Johnstown PA |fe attorney name
15906
*
Company [SCO0 FirstEnergy Service Com

i T nil

Figure 13. Final screen review before submission.
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Error Checking When Submitting an Invoice

When you submit your invoice, the software checks for errors. If errors are found, a log will appear on the
screen (Figure 14). Correct the errors, and press Submit to transmit the invoice. Please note that
accounting codes and approvers are valid at this time. If error(s) occur for these fields or you cannot
resolve an error, please contact the FirstEnergy Accounts Payable Help Desk

at 814-539-3200 for assistance.

If the software finds no errors in your submission, the screen indicates it with a message (Figure 15).
To continue invoicing, select the Orders tab and repeat the steps. Otherwise, log out of Xign.

New Invoice

ERROR

“our invoice is saved in exception and could not be submitted for the reasons described l
belowy. Please correct and re-submit the invoice. Error |Og
- Warning: Invoice Line Mumber: 1 GL Account Mot in alid List
- Warning: Invoice Line Mumber: 2 GL Account Mot in alid List
- Warning: Invoice Line Mumber: 3 GL Account Mot in “alid List
- Warning: Invoice Line Mumber: 4 GL Account Mot in “alid List
- Wiarning: Invoice Line Mumber: 5 GL Account Mot in Walid List
- Wiarning: Invoice Line Mumber: 6 GL Account Mot in %alid List
- Warning: Invoice Line Mumber: 7 GL Account Mot in Walid List
- Warning: Invoice Line Mumber: 8 GL Account Mot in %alid List
= Wgrning: Invoice Line Mumber: 9 GL Account Mot in Yalid List
= Warning: Invioice Line Mumber: 10 GL Accournt Mot in Salid List
- Warning: Invoice Line Mumber: 11 GL Account Mat in alid List
- Warning: Invoice Line Mumber: 12 GL Account Mot in valid List

" =
REMIT TO: Invoice Humber SAMPLE

= A P Services
A P Services 203 Armstrong Drive .
Fresport P4 16229 lssue Date 07.06/2004
BILL TO: ShipTo:  Terms” [Within 30 days Due net |

FirstEnergy Service Company

F’rstEnergy PO Box 6100 Due Date [ osnsewd B9

Johnstown PA 15907-6100

Figure 14. Error log example.

Indication of no errors in a
submission

Invoices Pending Approval

Invoice crested successfully.
Showing 1-10 of 115 | First | Previous | Hext | Last (Show All}

Add Filters

Invoice # PO# Buver Amount Invoice Date ¥

MAROTOEC 0047004945 FirstEnergy Service Company $30.00 Jul B, 2004 M
MAROTOSE 0055100593 FirstEnergy Service Company $125.00 Jul B, 2004 M
COOTOSA, 0055100594 FirstEneray Service Company $250.00 Jul 6, 2004 M
CCOT0SH 0055100594 FirstEnergy Service Company $250.00 Jul B, 2004 M
MAROTOED 0055100554 FirstEnergy Service Company F700.00 Jul &, 2004 M
MARDTOGS & FirstEnergy Service Company $45.00 Jul 6, 2004 iew |
MARDTOEE FirstEnergy Service Company (F11.25) Jul B, 2004 M
SEMPLE FirstEnergy Service Company $4,400.00 Jul 6, 2004 M
CCOF03C 0055100594 A1 53 FirstEnergy Service Company 7000 Jul 2, 2004 M
CCOF01s 0055100550 FirstEnergy Service Company $100.00 Jul 1, 2004 M

Add Filters

Showing 1-10 of 115 | First | Previous | Hext | Last (Show All}

Figure 15. An error-free submission.
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