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Technical Support / Questions About InvoiceWorks® Functionality 
 
Check the Help Menu item for assistance with that screen and more links to more extensive Help. 

 
Questions and/or concerns can be addressed by contacting your Accounts Payables department 
Help Line.  
 
 
Copyright 
 
This document is protected under the copyright laws of the United States and other countries as an 
unpublished work. This document contains information that is proprietary and confidential to IATA or 
its technical alliance partners, which shall not be disclosed outside or duplicated, used, or disclosed 
in whole or in part for any purpose other than to evaluate IATA.  Any use or disclosure in whole or in 
part of this information without the express written permission of IATA is prohibited. 
 
Version 8.0 Participating Customer © 2010 iPayables and © 2010 IATA (Unpublished). All rights 
reserved. 
  
 
Trademarks 
 
"InvoiceWorks" is a trademark of iPayables, Inc.  "IATA" and the IATA logo are trademarks of the 
International Air Transport Association.  Microsoft, Windows and the Windows logo, and the Internet 
Explorer logo are either registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries.  Other product names mentioned may be trademarks or registered 
trademarks of their respective companies and are hereby acknowledged. 
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 1.    Purpose of This Document 
 
This document is for Customer employees who are new to InvoiceWorks and also serves as a 
reference guide for current InvoiceWorks Customer users.  This document describes the sign up 
process, as well as functionality of the Participating InvoiceWorks Customer.    
 
Participating InvoiceWorks Customer allows users to: 

• Review their invoices 
• Search for their invoices  
• Modify their account information (e.g., name, e-mail, phone, add proxy, modify password, 

etc.)  
• Search for invoices 
• Create additional users as needed 
• Route invoices to specific users 

 
IATA E&F 
 
IATA Enhancement & Financing (E&F) is an integrated invoicing, collection and settlement solution 
for air navigation and airport fees and charges. The addition of InvoiceWorks will ease your process 
of data validation, searching for invoices, both current and historical, in addition to a multitude of 
benefits that is outlined above.  
 
Dispute or invoice pre-Approval review features, usually used for other type of invoices delivered via 
IATA e-invoicing (InvoiceWorks) from other Suppliers are not practically used for Invoices related to 
IATA E&F Services. Should you have any dispute regarding any of the invoices please apply the 
existing process already in place. In addition the payment of E&F Services invoices should also be 
handled in accordance with the existing process. Both the dispute and payment functionalities are 
not available via the e-invoicing system at the moment.  
 
Your E&F invoices are now available through an e-invoicing platform, InvoiceWorks.  This will allow 
you to obtain both your current and past invoices in a secure and timely manner.



Participating Customer User Guide 
 

V10.0 4

2    New InvoiceWorks User 
 
2.1 Receive Invitation E-Mail and Sign Up for InvoiceWorks 
 
2.1.1 Receive Invitation E-Mail 
An e-mail will be sent to you to invite you to sign up with InvoiceWorks. This email indicates how to 
activate your account and is initiated when an invoice submitted by a supplier through InvoiceWorks 
requires your review.   
 
2.1.2 Activate Your InvoiceWorks Account 
 
By clicking on the ‘New User Activation’ link you will be taken to the following screen: 
 
 

 
 
• The user will be asked to create a password and an answer to an identity question. 
• Click the Next button to continue the sign up process.  
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You will be directed to the following screen: 
 

 
 
This screen displays the user information, the local settings, and the email notification options.  
These will be pre-populated and the user will just need to verify everything is correct before clicking 
on the Next button. 
 
* “Dispute resolution” is flagged “yes” however this functionality is not in the scope at the moment 
with respect to E&F Services invoices posted on Invoice Works.
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The following screen will appear to confirm the user’s information: 
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The final screen contains the user agreement and two questions to which the approver must answer 
Yes to in order to complete the sign up process (Note: the approver can only click the I Accept 
button after scrolling to the bottom of the user agreement). 
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Once you click the I Accept button you will be logged in automatically to your Approval Worklist.  If 
you have invoices routed to you this screen will show you the invoices you have not yet printed or 
whose attachments you have not downloaded.  Printing an invoice or downloading the attachments 
from an invoice will remove the invoice from this screen automatically.  The invoices will still be 
available under Invoice Search however. 
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3.   Current InvoiceWorks User 
3.1 Receive E-Mail Notification of an Invoice for Review/Printing 
 
If an invoice has been routed to you for review and you are an active InvoiceWorks user, you will 
receive an e-mail with key information about the invoice.  When a supplier sends an invoice to 
Customers through InvoiceWorks, a notification is sent to the appropriate user(s) through e-mail. 
This e-mail contains summary information from the invoice and a link to the InvoiceWorks website.  
 
Click on the link to InvoiceWorks, and you will be directed to your home page on InvoiceWorks 
Customer, which displays a list of invoices that you need to review (called the ‘Approval Worklist’).  
 
3.2 Accessing InvoiceWorks 
 
• Go to https://iata.invoiceworks.net/new/InvoiceWorks.aspx?page=1&type=2  
• Select Unlisted Participating Customer from the Customer drop down. 
• Enter your User ID and password and click on Sign In.  You will be directed to your 

InvoiceWorks Approval Worklist.   
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4.   Approving an Invoice 
 
Important: Invoice notification sent to you by IATA E&F via IATA e-invoicing system is the final 
invoice requiring payment. Should you have any dispute regarding any of the data please apply the 
existing process already in place with E&F Services. In addition the payment of E&F Services 
invoices should be also handled in accordance with the existing process in place.  Both the dispute 
and payment functionalities are not available via the e-invoicing system at the moment.  
 
When using the system, you as a customer receive invoice for “Approval”, and can see it in the 
Approval Work List. Also, you can route invoice for review and “Approval” to different people in your 
organization. This functionality is available to you to optimize internal processes when needed and 
not related to the invoice payment obligations. 
 
4.1 Approval Work List 
 
The ‘Approval Worklist’ contains invoices that have been routed to you for your review.   
Invoice can be Reviewed, Printed and/or Attachments Downloaded from this screen. 
 
To see invoice details to Review the invoice click on the InvoiceNbr.   
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 4.2 Invoice Edit 
 
Click on the hyperlinked Invoice Nbr to review or print the invoice.   At this point, you will be directed 
to the ‘Invoice Edit’ screen.  
 
Invoices: 
One or more of the following activities can occur in 'Invoice Edit': 
• View attachments associated with invoice. 
• Download the attachments for the invoice. 
• Print the invoice.  
• View invoice history which shows each stage of the invoice creation and any updates that have 

been done to the invoice. 
 
 
The following is a sample invoice within the 'Invoice Edit' screen.   
 

  
Sample Screen 

 
 
 
 

4.2.1 Attachments 
 
Click on the Attachments tab on the ‘Invoice Edit’ screen to view and/or download attachments.   
This tab shows the XML and other supporting documents that were used to create the invoice. 
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Click on the hyperlinked File Name to view the attachment.   
 

 
 
4.2.2 View Approval Stops 

From the ‘Invoice Edit’ screen, click on the  tab.  This screen presents the list of 
reviewers for this invoice.      
 

 
 
Note:  See the User Administration section 5.3 of this help documentation for more details on 
how to set up routing rules so that users receive a specific type of invoice to review. 
 

4.2.3 Invoice History 
 
From the ‘Invoice Edit' screen, click on the  tab. 
 
This screen shows the history of the invoice from the date of submission to the most recent update.   
 

 
 

 
Some of the actions at the right will be hyperlinked to indicate that further details may be viewed by 
clicking that action.  Clicking on the hyperlinked action displays the old and new value of the status. 
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4.3 Invoice Search and Status 
 
From the ‘Invoice Search’ screen, you will be able to see all of your invoices.   
 

 
Click on the ‘Invoice Search’ option under the Main Menu to search for invoices. 
 

 
 
You can search by the following: 
• Invoices Assigned To 
• Vendor Name 
• Vendor Number 
• Invoice Nbr 
• Invoice Type 
• Invoice Date (range) 
• Business Unit 
• Status 
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• Amount 
• Voucher Nbr 
• Source 

 
You can also use wildcards (*).  To see all invoices available, change the Invoices Assigned to drop  
down to All Users, leave all the other fields blank, and click on the Search button.   
Click on the hyperlinked Invoice Number to see the details for the selected invoice. 
 
The primary status options are follows: 
 
Submitted -- As soon as the vendor submits the invoice it is marked as submitted.  The invoice will 
remain with a status of ‘Submitted’ until a user has either clicked on the Print or Download 
Attachments action on the left slider. 
 
Printed -- When an invoice has been printed or the attachments downloaded, a ‘Printed’ status is 
posted with the invoice.  This means that the user acknowledges receipt of the invoice.  
 
 
Note that when invoices no longer appear on a user's Approval Worklist the user may select Invoice 
Search from the Main Menu and search for the invoice. If the invoice was never on their Approval 
Worklist then it may still be viewed in Invoice Search by selecting All Users from the Invoices 
Assigned to drop down.  The exception to this rule is if the admin has enabled business unit 
restriction then the user would only be able to search for invoices that have the business units they 
have been given access to by the admin.
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4.3.1 Export Invoices 
 
To export invoices go to Invoice Search and enter the criteria for the invoices that are requested. 
On the left sliding tab select ‘Download Search Results’.  You will be prompted to either save the file 
to your desktop or to open the file directly.  To view in Excel, save the file to your desktop and open 
with Excel.   
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4.4 My User Profile 
 
After a user has activated their account the user may change their user profile settings by selecting 
My User Profile from the Main Menu. 
 
From the ‘My User Profile’ screen the user can:  
• Change the following personal information 

o First Name 
o Last Name 
o Department  
o Title 
o Phone Number 
o E-mail Address 
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• Change e-mail options:  To turn off e-mail notifications, deselect the check box next to the type 

of e-mail.  Note that only one of the following options may be selected per user: Per Invoice, Per 
Day, Per Week, or Per Month. 

 
 
* “Dispute resolution” is flagged, however this functionality is not in the scope at the moment with 
respect to E&F Services invoices posted on Invoice Works. 
 
• Change the account password (see below) 
 

 
 
• Change the identity question and answer. 
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• Change the local options: 
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5.   User Administration 
5.1 Manage Users 

 
 
From the 'Manage Users' screen you can do the following: 
• Create new users (see the User Profile and Email Options section) 
• Update existing users 
• Download a report of users created to a CSV file which can then be opened in Excel. 
• Search for users based on specific criteria 
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5.2 Create a new user 
 
To create a new user click on the Create New User action on the left slider.  A blank user profile 
screen will appear as shown below: 
 

 
 
The Logon ID must be unique and all the fields on the General must be filled out.  The Email 
Options and Locale Options may be updated as already illustrated in the My User Profile section.   
 
In addition the admin may also: 
 
• Set up Business Unit restrictions so that the user may only see invoices assigned to a particular 

business unit. Note: Business units for your company are already created by IATA E&F. 
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• Assign security.  The primary differences between a user and an admin are admins have access 
to view, create, modify, and delete approval rules and admins are the only users allowed to 
create other users and access the Manage User page.  Admins can also change the company 
address though this is only informational for the online application.  Customers should contact 
their vendors to officially change their mailing or billing addresses. 
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5.3 Approval Rules 
 
A customer admin may create approval rules that will route invoices to specific users based on 
invoice criteria.  The Approval Stop Search page allows the admin to view the rules that have 
already been created.   
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 These rules can be updated (by clicking on the Stop ID to view the Configure Approval Stop page) 
or deleted (by clicking on the X next to the Stop ID) to accommodate changes in the customer's 
organization.  
 

 
 
The Configure Approval Stop page allows the admin to enter a Description and assign a user to the 
rule: 
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The Conditions tab allows the admin to create the conditions under which the user specified on the 
Stop tab will receive invoices on their Approval Worklist for their review.  The Field drop down 
displays the available fields on the invoice that can be used to route the invoice to a user.  For 
example if the PayerBusinessUnitCode is selected with the Operator and Value specified in the 
screenshot below then any invoice with a business unit of IND would be routed to the specified user 
on the Stop tab.   
 

 
 
Other conditions may be added by clicking on the plus sign at the upper left of the Conditions tab.  
All the conditions on this tab must be met in order for an invoice to be routed to the user specified 
on the Stop tab. 
 
Note that by default no rules are created for a customer and all invoices route to all users.  When 
the admin creates a rule then users will only receive invoices on their Approval Worklist based on 
the conditions of the rules created.  If an invoice doesn't meet the conditions of any of the rules then 
it will not appear on anyone's Approval Worklist but it may still be found under Invoice Search by 
selecting All Users in the Invoices Assigned To drop down and clicking the Search button. 
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5.4 Company Info 
 
The Company Info page allows an admin to update their company name and address.  Updating the 
name and address info is for online display purposes only and will not automatically be updated in 
the ERP systems of the customers suppliers.  This page also allows the admin to control how often 
users must reset their password.  The default is 45 days. 
 

 
 
 

6. Customer Support 
 
If you have any questions or problems with IATA InvoiceWorks platform – please contact  
IATA e-invoicing service desk at helpdesk@IATAIW.com and provide the following information: 
 

- Your company full name, 
- Your contact details (phone, availability time), 
- Your system Login ID (not the password, your password should be kept confidential at all 

time), 
- Indicate that you are “Participating customer, receiving invoices from IATA E&F Power 

Supplier” 
- Provide detailed explain of the problem and supply any supporting information and screen 

images helping to reproduce the issue.  
 
 


