

Utility Payments Process
AMERESCO - AXIS


Overview

The Office of the Chief Financial Officer (OCFO) in partnership with Office of Procurement and Property Management (OPPM) are working on an initiative to support the Secretary’s Administrative Strengthening vision. OCFO has contracted with Ameresco to process and pay all USDA’s utility bills. This partnership will allow USDA to improve invoice processing efficiency and payment of utility bills by eliminating antiquated utility systems (such as TUMS, UTVN), and consolidate utility invoice processing and payment activities thus improving business efficiency and reducing costs. (https://cod.nfc.usda.gov/UtilityBill/UtilityBill.html) 

Implementation

Implementation took place the second quarter of 2014.  Vendors were contacted information them of the new USDA process and providing them with the proper address to submit invoices. 

Ameresco-AXIS Account Maintenance

It is the programs responsibility to establish and disconnect all utility services, along with ensuring the accounts are set-up in AXIS timely.  The AXIS Account Update Request Form should be used to communicate new/update account information.  APHIS has created a fillable form to be used.  The form is located on the web, FMD – Quick Reference Guide, Accounts Payable (http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_applications_systems%2Fsa_fimmi%2Fct_quick_reference_guide)

The form has four categories to select from:

· New - Create a new account

· Modify – Account needs to be updated, provide the updated information in the proper fields with an explanation in the Special Instructions area at the bottom of the form.

· Closure – To report a closed account to AXIS.  Closures should be sent after you have closed the account with the vendor.  Ameresco will mark the account closed in AXIS.  Make sure to close-out the fund commitment document (FCD) if it will no longer be used, this is done by contacting Minneapolis.

· Other – Used to provide other information to Ameresco regarding the account, use the Special Instructions area to explain your needs.



Establishing a New Account:

1. Identify the type of request “New”.  Complete the top portion regarding the APHIS location where service is being received.  Client = USDA, Division/Agency = APHIS, Site Name = Program, and Location = Hierarchy level 4; make sure this field follows the program established rules (see below).   If you are unsure what to use contact your Regional or HQ budget office.

	Agency:   APHIS

	HIERARCHY LEVEL 
	DESCRIPTION 

	Level 1 - Client 
	USDA 

	Level 2 – Agency 
	APHIS

	Level 3 - Area 
	Program

	Level 4 - Site 
	Begins with Region/Operation (exactly as shown below)

	

	APHIS Set-up
	

	Level 1
	USDA

	Level 2
	    Animal and Plant Health Inspections
    Service (APHIS)

	Level 3
	Plant Protection and Quarantine
(PPQ)

	Level 4
	OP

	Level 4
	PM

	Level 4
	S AND T

	Level 3
	Veterinary Services (VS)

	Level 4 – should begin:
	HQ

	Level 4
	NIES

	         Level 4
	PSS

	         Level 4
	SPR

	         Level 4
	STA

	Level 3
	Wildlife Services (WS)

	Level 4
	HQ

	Level 4
	ER

	Level 4
	WR

	Level 4
	NWRC

	Level 3
	Shared Locations

	Level 4
	Shared PPQ-VS



Shared Locations, Level 4 should begin “Shared” plus the programs in alphabetical order with dashes between.  Two lines one the FCD will be needed for this situation.

1. A funds commitment document (FCD) and line number must be provided on the request form.  To create or update a FCD send an email request to Dave Santelman (David.L.Santelman@aphis.usda.gov) and Jennifer Tizcareno (Jennifer.L.Tizcareno@aphis.usda.gov).  The request should include:

1. Vendor Name
1. Account Number
1. Full FMMI Accounting (budget period, fund, fund center, functional area, WBS)
1. Total amount of the funds commitment

Utility FCD type is VO (Vendor Pre-pay obligation), vendor code is 1103957452, and the Doc text field on the header of the FCD will begin with AMERESCO, followed by the vendor account number. 

You will receive a response to your request with the FCD number and line (if more than one).

1. Complete the information for the service being received (i.e., electric, gas).  Make sure to provide a phone number even if you do not have a contact name.

2. Provide a copy of the current invoice (if available) with the request.

2. Add this information at the bottom of the form under “Special Instructions” 
0. Vendor Address
0. Vendor City
0. Vendor State
0. Vendor Zip

2. Fax the completed form and invoice directly to AMERESCO at (509) 343-5333 (number on form). 

2. Inform the vendor that the USDA billing address for utilities is - 

USDA c/o AMERESCO
		PO BOX 9400
		SPOKANE, WA  99209 - 9400

Receiving Invoices in Your Office

All vendors should have been notified that invoices should be sent directly to Ameresco; if you receive an invoice:

1. Fax the invoice to Ameresco indicating it is for payment – fax number  509-343- 5333.



1. Contact vendor and ensure they know the correct USDA utility billing address is:

USDA c/o AMERESCO
PO Box 9400
Spokane, WA 99209-9400


If you encounter any issues with the vendor claiming they have not been paid; contact your program AXIS user who should contact AMERESCO immediately.  Ameresco will be able to verify that payment was issued and work with the programs and vendor to make sure everything is in place.

AXIS User Access

The AXIS User Request Form is used to manage user access.  The form should be submitted to add, delete or modify a user’s access.  The form is located on the web, FMD – Quick Reference Guide; Accounts Payable and must be completed and signed.  Completed request forms should be submitted to MRPBS.FMD.Secrurity@aphis.usda.gov for processing.

Once the form has been submitted, you will receive an email from axis support@ameresco.com with your user login information.  

Example email-
[image: ]

You will be able to review vendor information, look up invoices, and run various reports.  There is a Training Video and Navigation Guide available once you have logged into AXIS.
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® Anderson, Carol J - APHIS
‘axis.logs@ameresco.com

subject:  Ameresco Axis New Account Login Information

Thank you for choosing Ameresco for your Invoice Management Services.

In order to use your Axis account, you must:
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