HOW TO SUBMIT AN INVOICE IN COMET
WISCONSIN FAST FORWARD PROGRAM

Note

Prior to creating and submitting an invoice to receive reimbursement and report match, you must:
® Be registered in COMET
® Have your registration approved

® Have an active contract in COMET

If you have not yet registered in COMET, follow the instructions in the "How to Register as a Supplier in
COMET" step by step instructions.

STEP 1
Logon to COMET using the following link: https://webapps.dwd.state.wi.us/COMET

Review the home screen for the status of your organization's invoices in COMET.

EXAMPLE - Two Invoices in Pending Status: A pending invoice has not yet been submitted by the
supplier. This example does not feature rejected invoices, which require the supplier to revise and
re-submit documentation.

@s in Pending Sta@

PROGRAM PROGRAM_COUNT

Wisconsin Fast Forward @

Invoices in Rejected status

No Count

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.


https://webapps.dwd.state.wi.us/COMET

STEP 2

Create a new invoice by clicking on "My Invoices" and selecting "Add Invoice" from the dropdown menu.

STATE _D__S_WECDNS!N Supplier Name: Workforce Development Board of South

®@

Home My Coniracts =  MyFSRs-  Mylnvolces-  MyDefalls  Reference Tables  Logout Help

Add Invoice

Inveice SearchiCorrections

Welcome to COML

STEP 3

Use the "Program" dropdown filter, select "Wisconsin Fast Forward" and click "Search".

EXAMPLE - Filtered Contract Search: Applying search filters enables COMET suppliers to limit
search results by program.

STATE OF WISCONSIN

@@ » DW D Supplier ID: 0000017424  Supplier Name: Bay Area C O M E T

Home My Contracts ~ My FSRs~ My Invoices~ MyDetails Reference Tables Logout Help

Search Contracts to Add Invoice

Contract Number: Program: Wisconsin Fast Forward ™

Fiscal Year: Sub Program: ¥

Correspondence ID:

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 4

Find the appropriate contract in the search results grid and select the "Add Invoice" hyperlink.

EXAMPLE — Contract 1045: A supplier would click "Add Invoice" to create an invoice for Contract
1045.

STATE OF WISCONSIN

@@ » DWD Supplier ID: 0000017424 Supplier Name: Bay Area

Home My Contracts ~ My FSRs~ My Invoices ~ MyDetails Reference Tables Logout Help

Search Contracts to Add Invoice

Contract Number: Program: Wisconsin Fast Forward v

Fiscal Year: Sub Program:

Correspondence ID:

045 FF164ML13370 Bay Area Workforce Development Board Wisconsin Fast Forward FF164ML13370 Round 5 2017

Invoice

Add Invoice

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 5

Enter an invoice number on the General Information tab and select "Save". As the supplier, you may
choose the invoice number.

NOTE: The prefix is the Correspondence ID associated with the contract. The other tabs are
disabled until COMET validates the invoice number.

"FINAL INVOICE": If submitting a "Final Invoice", meaning the last request for reimbursement
and the last report of match on this contract, select the check box to the right of "Final Invoice".
If you unintentionally check this box or forget to check this box after submitting the invoice,
contact DWD COMET staff to request a change.

STATE OF WISCONSIN

@@ » DWD Supplier ID: 0000017424 Supplier Name: Bay Area

Home  MyContracls ~  MyFSRsw  Mylnvoices~  MyDetails  Reference Tables  Logout

Help
Invoice [ FSR Hybrid ]

General Information Supplier Information Payment Information Invoice Lines Comments

General Information

Invoice Number: FF164ML13370 x
Invoice Status: Pending
Invoice Date: 02/25/2018

Total Amount Paid:

— rinal Invoice: @

STEP 6

Select "Save" to enable the "Submit" and "Delete" buttons, along with these tabs above: "Supplier
Information", "Payment Information", "Invoice Lines", and "Comments".

STATE OF WISCONSIN

®@»DWD Supplier ID: 0000017424  Supplier Name: Bay Area

Home My Contracts - My FSRs My Invoices MyDetails Reference Tables Logout

Help
Invoice [ FSR Hybrid ]

General Information Supplier Information Payment Information Invoice Lines Comments

General Information

Invoice Number: FF164ML13370 training
Invoice Status: Pending
Invoice Date: 02/25/2018

Total Amount Paid:

Final Invoice: [m}

Sa e I ‘Submit | Delete ’

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.


https://dwd.wisconsin.gov/comet/contacts.htm

EXAMPLE - "Supplier Information" Tab: Click on the "Supplier Information" tab to display the
name of your entity, the name, email address, and phone number for the individual associated
with your COMET account, and payment type.

STATE OF WISCONSIN

@@ » DW D Supplier ID: 0000017424 Supplier Name: Bay Area

Home My Coniracts =  MyFSRs=  Mylnwoices=  MyDetsils  Reference Tebles  Logout Help

Invoice [ FSR Hybrid ]

General Information  [ECTEETCAUELUETSUMN  Payment Information  Invoice Lines  Comments

Supplier Information

Supplier Name: Bay Ares
Supplier Location: MAIN

Supplier Contact Information:

Name: Sarah Reukema

Email: SarahE Reukema@dwd.wisconsin.gov
Phone Number: 1234567

Payment Type: ACH Payment %

EXAMPLE - "Payment Information" Tab: The "Payment Information" tab should appear blank.
These fields will be populated after the invoice has been paid. The Reference ID is the ACH
number.

STATE OF WISCONSIN

«@»DWD Supplier ID: 0000017424 Supplier Name: Bay Area

Home  MyContracts - MyFSRs+  Mylnvoices=  MyDetalls  Reference Tables  Logout Help

Invoice [ FSR Hybrid ]

General Information  Supplier Information  [EEEREUURTNEN  invoice Lines  Comments

Payment Information

Payment Voucher #:
Invoice Voucher Amount:
Reference 1D:

Reference Amount:

Reference Date:

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 7

Use the "Invoice Lines" tab to provide all required details for submitting reimbursement requests and
reporting match.

The "Invoice Lines" tab contains three main sections:

e Header: The beige, rectangular box header provides high-level contract details.
e |nvoice Lines: These lines display reimbursement requests.

e Memo Lines: These lines display reported match.

STEP 8:
Select the "Edit Invoice" button, and use the pop-up box that appears to enter the amount(s) requested
on the "Expenditure Activities" lines and report match on the corresponding "Memo Activities" lines.

Invoice [ FSR Hybrid |

Invoice Lines
Contreot Number: 1045 Total Amownt Paid:
Contreot Tithe: FF164ML1 3370 Bay Area Warkiorce Develapment Soard Program: \Wisconsin Fest Forward
Totel Condrast Amount: §110.554.00 tub Program: Round 5
PO Number: 0000003042 Gontrast Year: HT
Invpice Lines
Avdtvity Nama Ewdget Frior Payments Amound Requacted  Amountio Remaining Ealance Perventage Complated Aftsshmentc
ba Feid
'WFF Program'Curriculem Development $11,58275 .00 545, 2 %
'WFF Program'Curriculem Development Retainage 100
WFF Instruction $EE,522.00 100 50, o T %
WFF Instruction Retainage §0.00 100
WFF Instruction Materials. $15,87450 §1.7E7.00 100 FlaM4sD T1%
WFF Instructional Mete=riaks Retsinags §0.00 100
'WFF Administration Cast $5,661.05 §T41.05 100 §4551.00 375 %
'WFF Administration Cast Refainage 20 .00
Memo Lines
Avdtvity Nama Goal Prior Cumulative Amounts Current Amount New Cumulative Farventags Completed Atiachmentc
WFF Match §170.446.00 §32a7m 0.0 §331070 TE%
‘ Edit vokce ' Add Afischment

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



EXAMPLE - Request Reimbursement and Report Match: The "Expenditure Activities grid"
depict a WFF reimbursement request for "WFF Administration Costs," as well as "Memo
Activities" grid featuring reported match.

Expenditures Activities:

Activity Mame

VVEE ProgramsCurtculum Developrment

Invoice Lines Information

Budget Erior
Payments

S12.962.75 S3.151.15

——P wwEF FrogramuCurriculum Development Retainase ss5 85

WWEF Instruction

— P wrr instructon Reteinage

WWEF Instruction Maternials

nal Materials Retainage

STEP 9

Select "Save" to keep your changes and populate fields with the values entered in the pop-up box.
Notice the "Total Amount Paid" in the beige header updates to reflect the amount requested per sum of

entered "Invoice Lines."

Invoice Lines

&=

contrant Numbsr:
Contraot Tiéle:
Tatal Contrast Amount

FO Number:

Invoice Lines

Aottty Nama

WFF Pragrem/Curmculum Develcpment

WFF Frogrem Curmaslum Deveicpment Rzisinage

WFF Instnaction
WFF Instraction Retaimage

WFF Instraction Materisis

WFF Instroctionsl Masterials Retsnage
WFF Ageinistration Cost

WFF Agministratin Cost Ressinage

Memo Lines

Agitvity Nama

WEF Mszn

WEF Pragram Gurrizutum Develigmant Match
WEF Instraction Match

W Instructicn Materiss Math

WFF Agminisiation Gosi Maich

o e

SES.633.00 S5.552.75

s0.00

$15.874.50  S1,767.00

so.00

ss.es1.05 s7a1.0s

sas.00

=1.000.00

sas0.00

1025
FFAE4ML13370 Bay Area Worktorce Development Baard
11055400

0000002012

-
Amount Requested Amount Remaining Balance Percentage Completed
to be
Paid
o.00 ss.6a5.7S [—
o.00
o.00 s60.785.00 p——
o.00
o.00 S14,014.50 P ——
o.00
0.00 S4.881.00 PO
o.0o0

so.00

m i

Amount fo Remaining Balanoe Ferosniags Completsd Aftachments

ot 2moun Fais: saao
Frogram: Wisconsn Fas: Fomwerd
218 Progran: Rauns 2
Contract Yeer: a1
Eudget Pitcr Payments Amcunt Ragusctsd
5o Faid
ErEets aml  sm maaEns
e
sEszmm mmf  sm s
"o s
ssarem 17 amf  sm F14.0450
wm s
sam m25
el Frice Cumuistive Amcsnts Now Cumuiztrs
T
#0000 o
sonm T
sssronnn T
sz mam

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.
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STEP 10
COMET requires WFF suppliers to add invoice attachments. Select the "Add Attachment" button to

include supportive documentation for WFF reimbursement requests and reported match.

Invoice [ FSR Hybrid |

Invoice Lines
Caniract Humber Tatal Amount Fald: ss
Contraot Tibe: Frogram: veszonen Fast Faraa
Total Contract Amcunt 18 Frogram: Rauns s
£0 tamar soommorz antrst var: 2017
Invoice Lines
oty nama susget Price Payment e L L e p——
v pa
oo sm e =sew
s
sesgnc meo m s P
s
mw wm samis 2w
%o wnw
srercs smm sars seanm
o wmm
o T p——
wm ®m Heni
om0 o wm coow
0 sz s coon
v o coon
aao e aaan

—_

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 11
Select the checkbox to the right of the "Activity Name" to select which activity the documentation
supports; select "Browse" to search for a file to attach; select "Done" once you have uploaded all
the files.

EXAMPLE — WFF Administration Cost and WFF Administration Cost Match: This example
illustrates how to attach documentation to the "WFF Administration Cost" and "WFF
Administration Cost Match" lines.

Activity Lines Attachments

@t one or more Activities to attach t@

Activity Name Select

WFF Program/Curriculum Development

WFF Instruction

WFF Instruction Materials

WFF Administration Cost

WFF Match

WFF Programd Curriculum Development Match
WFF Instruction Match

WFF Instruction Matenials Match

)0 O O o @&)o O o

WFF Adminiztration Cost Match

1. Only .pdf, doc, docx, xls, xsx, fif, iiff, bmp, jpg and .gif documents up to 4 MB can be uploaded.
2. The decument name cannot contain special characters (such as @, &, #).
3. Your document will be scanned for viruses during the upload process. If a virus is found, your document will not be uploaded.

Browse...

Upload document:

Document Name Activity Name Uploaded Time Uploaded By
COMET usernames and roles.docx WFF Administration Cost 212872018 T:08:25 PM ReukemaTest
COMET usernames and roles.docx WFF Adrministration Cost Match 212872018 T-08:25 PM ReukemaTest

3D

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 12

A "View" hyperlink appears on the line where the attachment was uploaded. Click on the "View"
hyperlink to display the following information:

e Document Name
e Activity Name
e Uploaded Time

e Uploaded By

Invoice Lines

Activity Name

WFF Program/Curriculum Development

WFF ProgramiCurriculum Development Retainage
WFF Instruction

WFF Instruction Retainage

WFF Instruction Materials

WFF Instructional Materials Retainage

WFF Administration Cost

WFF Administration Cost Retainage

Memo Lines

Activity Name

WFF Match

WFF Program/ Curriculum Development Match
WFF Instruction Match

'WFF Instruction Materials Match

WFF Administration Cost Match

Document Name

COMET usernames and roles.docx

Document Name

< COMET usernames and roles.docx )

Budget Prior Payments Amount Amount R Balance Peri ge Comp d Attachi it
Requested to be
Paid
$12,96275 §3,151.15 £0.00 £0.00 §9,64575 2558 %
$5.85 $0.00
$66,633.00 $5,552.75 $0.00 $0.00 $E0,788.00 B8TT %
50.00 $0.00
515,674.50 §1,767.00 50.00 50.00 $14,014.50 1M72%
50.00 $0.00
$5,661.05 3741.05 §450.00 $427.50 54,431.00 273
$38.00 $22.50
Goal Prior Cumulative Current Amount New C i Per ge Comp d Attachi it:
Amounts
50.00 50.00 MaM
51,000.00 50.00 50.00 0.00 %
$200.00 50.00 50.00 0.00 %
$55,000.00 50.00 50.00 0.00 %
$450.00 520.00 520.00 4.44

Activity Lines Attachments

Activity Name Uploaded Time
WFF Administration Cost 228/2018 7:08:25 PM
Activity Name Uploaded Time
WFF Administration Cost Match 2128/2018 7:08:25 PM
p—
o= )

Select "Done" to close out of the pop-up box.

Uploaded By

ReukemaTest
Uploaded By

ReukemaTest

NOTE: Suppliers may open the attachment to view contents or delete attachments that may have been
added in error. DWD staff may add attachments, making the information visible to suppliers. DWD staff
cannot delete attachments added by the supplier and the supplier cannot delete attachments added by
DWD staff. Additionally, attachments cannot be deleted after the invoice has been approved.

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 13
Click "Add Comments" button to include notes that are visible to the supplier and DWD staff. DWD
staff will use the "Add Comments" feature to propose revisions for rejected invoices.

NOTE: Comments cannot be deleted. The delete button below the comments box deletes the
invoice and not the comment.

STATE OF WISCONSIN

®@»DWD Supplier ID: 0000017424 Supplier Name: Bay Area

Home My Conirscts »  MyFSRs= My inwoices=  MyDetsils  Refersnce Tebles  Logout Help

Invoice [ FSR Hybrid ]

General Information  Supplier Information  Payment Information  Invoice Lines [ UE

Add Comments

No Comments Found

STEP 14

Enter "Comments" in the pop-up box. Click the "Save" button to save comments. Select the "x", if
you do not wish to submit comments.

NOTE: Saved "Comments" include the date, time and name of the person who submitted the
information.

Comments @

entering comments for training purpose|

Text Limit: 1000 | Text Entered: 38

Save

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 15

Click the "View Comments" hyperlink to show the entire comment, if the comment is more characters
than the screen below allows.

Invoice [ FSR Hybrid ]

Suppsier Informatian

General Informatian

| comments

152018 11:27:29 AM

entering comments for training purpose Smith, Jane

[ se | oo S

STEP 16

Select "Submit" once the invoice is complete.

Invoice [ FSR Hybrid ]

Goner omatan Gusple wtasten Fmentinfamatan m cammens

Invoice Lines
Canirant Humber: 105 Tatal Amaunt Faic: sz
Contrant T SF4E4MLY 2370 Bay Ares Woriree Deveicpment Boerd Frogram: Wiszonsin Pt Faeward
Tatal Contrast Ameunt: §110.854.00 b Program: Round £
20 bamar: toaomnt2 Contrant Vear: 017
Invoice Lines
#otivity Name Buwdgat Prics Payments Amount Raquecied Amcunt to Remaining Baianoo Peroentaga Compleied Attachments
W Fragram Curfeulum Deveizement s saastes s s wEETS T
T — s
WEF Iiractin sega22m | em sorzenn P
WEF insructin Retaage w0 sam
WEF Iniractan steres stsaras s1757.00 | em S409450 wmn
WEF Intractnal Maters Retainage w0 sam
WEF Agminstmtin Gzt et oo s s $4az00 TS
W Agminstation Cont Rstsnage 0 me
Memo Lines
sathvty Narme ol Prioe Gumuistive Amcunts Currunt Amoent Now Cumuiative Poroantogs Gompleiad Affsohments
WEE Mt w00 w00 na
WEF Pragim Gumiculum evecemen Match #0000 w00 w00 omw
WEF Insractan stn s w00 w00 ooos
e nsractan e et P =00 500 onos
W Agminstatin Castlistzn pET o [rer s

= e

NOTE: You may select "Save" to return to the invoice at a later time. The invoice will remainin a
"Pending" status. If you opt to "Delete", you will no longer be able to edit this invoice.

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 17
Read through the "Acknowledgement" statement and select "OK" to submit the invoice. Selecting
"Cancel" returns you to the previous screen.

Acknowledgement

By submitting your reimbursement request, you (the grantee) certify that the expenditures included in your reimbursement request:

Represent actual and necessary costs incurred in support of approved grant activities;

Are accurate and true to the best of your knowledge;

Have not been reimbursed previously;

Are adequately documented in the records of the grantee to fully substantiste the propriety, purposes and amounts of such expenditures, and such documentation will be (a) submitied as
part of the reimbursement request (when reguired for reimbursement), and/or (k) maintained by the grantee (as described in the grant agreement or department policies) and provided to the
department as part of any audit or as otherwise requested;

and Comply with all other applicable state and federal rules and standards included in statute, administrative code, and policy.

Failure to comply with the above provisions may result in recoupment of funds and exclusion from future participation in DWD grant programs.

=L

STEP 18

View the home screen (Step 1) to review the status of your invoices.

Invoices in pending, submitted, or re-submitted status are editable until DWD staff selects approve
or reject. If an invoice is rejected it will appear in a rejected status and all fields remain editable.

STEP 19

Select the "My Invoices" tab and click "Invoice Search/Corrections" to view the status and details of a
particular invoice.

STATE OF WISCONSIN

@ @ Supplier 1D: 0 7285  Supplier Name: Workforce Development Board of South
Home  MyContracts ~  MyFSRs-  Mylinvoices-  MyDetals  Reference Tables  Logout Help
Add

Welcome to COMES —

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.



STEP 20

Search for all invoices using the appropriate filter and click on "Select Invoice" to view the invoice.

EXAMPLE - Pending Wisconsin Fast Forward Invoices: Only Wisconsin Fast Forward invoices in the
Pending status will appear for selection. You may search for invoices in other statuses by changing the
"Invoice Status" filter.

STATE OF WISCONSIN

@@ " DWD Supplier ID: 0000017424 Supplier Name: Bay Area

Home My Contracis My FSRs ~ My Invoices.- MyDetails Reference Tables Logout Help

Invoice Search

Invoice Number: Program:

Contract Number: Sub Program: v
Contract Year: Invoice Status: v
Invoice Type: v Final Invoice: D

Invoice Number Invoice Total Amount paid | Status | Contract Comespondence | Program Sub- Fiscal Title Final
Date on Invoice Number D Program Year Invoice

Select Invoice  FF141ML12884sprint23 | 02/28/2020 $0.00 Pending 1581 FF141ML12884 Wisconsin Fast Forward Round & 2017

@ F164ML13370training  02/25/2018 Pending 1045 FF184ML13370 Wisconsin Fast Forward Round 5 2017 FF164ML13370 Bay Area Workforce Development Board N

NOTE: If the status of the invoice is Approved, Paid, Deleted or Cancelled, you may still select the
invoice; however it will be view only.

DWD is an equal opportunity employer and service provider. If you have a disability and need assistance with this information,
please dial 7-1-1 for Wisconsin Relay Service. Please contact the Division of Employment and Training at 888-258-9966 and press
6 to request information in an alternate format, including translated to another language.
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