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Procedure

This quick reference guide navigates through the process of locating the status of an invoice
within the LM elnvoicing Application.

my EXOSTAR

wre here to help! Self-Help Instructions News & Announcements

tomier suppart experience
port. Find useful

B MAG Release Notes

ervices in our siep-by-sicp
sons, videos, 4o s, 3dmin resources,

phics, and FAQs.

e ! Pl Updates

1ed Content

A Pilot Program Orverview

05 - MDA Pilot

Contact Support. Online System Status

Step Action

1. Log into Exostar using Internet Explorer at https://my.exostar.com/
When the screen above appears, click on the MAG LOGIN link at the
top right of the page

Login runyanp_7209
Email/User ID Enter Your Password
Password

This is your Exostar account password

Login Using Company Credential (EAG) @
Login Using Badge or Certificate @ m

Use a different email/user ID NEXT
Eorgot password?

Don't have an account? Register

Unauthorized access to this system may constitute a criminal offense.
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Step | Action

2. Enter your User ID and click Next
Enter your Password and click Next

*For issues logging in or help with user ID/Password, contact Exostar
support at: https://my.exostar.com/display/TE/Support

My 2FA Credentials @ Credential Strength: Usemname and Password Manage Get 2FA ::t‘: " t“g‘::se ka2 v
Applications =

My Applications Request Applications

Lockheed Martin Lockheed Martin Exostar LLC
Lockheed Martin LM elnvoicing ForumPass 7 - US
Procure to Pay Service Application Status: @ Pending
Status: @ Active Status: @ Active

Launch m Pending Approval
Details v Details v Details v

Step | Action

3. Click the Launch button under LM elnvoicing Application

Two-Step Verification Two-Step Verification

Send a code to your phone ) .
A verification code has been sent to your phone.

Number ending in- - Enter code

(® Send text Frierte e s o

Send voice message 5
O g Resend verification code CANGEL m
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Step
4.

Action

Authenticate using a One-Time-Password (OTP). Select Phone from the drop

down and click Send. Enter Verification Code sent to your phone and click on
Next.
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Step

Action

First time users will be asked to update User Information

Click Settings>Edit Your Settings. Update name, email address and phone
number.
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Step Action
7. To locate the status of an invoice:

® You can search using the various statuses under Invoices located on the
left-hand side of the screen.

e If you know the Invoice number, you can also use the Search at the top
of the page. Type the Invoice number in the Doc# field, change the drop
down to “Invoice” and click Go.

®  You can also search for invoices under a Purchase Order by changing
the drop-down search to PO and entering the PO number. This will
display all invoices under that Purchase Order.

T

Messages

Inbox

View Tickets & Help
Documentation

Pending Tickels

My Tickets

Draft Tickels

Help Documentation
- Create New

— Draft List

— Open List

Invoices (count : 1)

Search Results - 1 [ Total = 496121 USD] |
Invoice# Vendor PO# CR Date (Inv) Date (Paid) Status Amount
1703-MS00042_ [ 1 4102461777 01222017 022272017 Paid 4,961.21 USD

Download Data
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Step Action

8. Once you locate the invoice, click on the Invoice Number to get to the invoice
details

@ Invoice Number CHRISTMASCOOKIES

Lockheed Martin invoice approval required for payment. For approval status or to resolve an approval issue, please contact your Lockheed
Martin Buyer for this PO.

« Pending invoice

@ Help
. Status: Pending - Waiting for Approval :| Remit To
PO Number 9069055
Currency UsD
Credit Memo No
Invoice Date 2012-12-20

If the remit to address lisied above is incorrect, please review your
vendor profile in http://myexostar.com or contact your Lockheed
LMC Docno 00000000911545 Martin Buyer

Source DCl

Line Item Detail

Line Tax Rate Value Qe

0002 0.000 % 10,000.00 =1

PO Line Description
PN 7397920-03 AEC(V) CABINET ASSY (

Invoice Line Description

Step Action

9. The invoice status displays at the top of the invoice
e Pending Invoices will give a pending reason and corrective action
required to clear the issue.
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{ Status: Paid )

Invoice Number INVOICEIO7919

Remit To

PO Number 4104526728
Currency usD
Credit Memo No
Invoice Date 2020-06-30
Due Date 2020-09-15 If the remit to e?ddress .iisted above is incomect, please review your
vendor profile in http://myexostar.com or contact your Lockheed
Source DCI Martin Buyer
LMC Docno 00000010501679
Related Documents
Document # Type Date Amount
Purchase Order 2020-04-21 USD 63,224.27
Payment 2020-12-02 USD 33,789.95
Attachments
Doc Name Posted By File Size Time Stamp
frm ce-107919.PDF Michael McKee 251 KB 2020-08-31 04:44:06.187999

Action

The invoice status displays at the top of the invoice

e Paid Invoices will show payment details by clicking into the Payment
Document number located under Related Documents.

Payment Number 2002182159
( status: Paid ) Remit To
Total Payment Amount  USD 33,789.95
Payment Date 2020-12-02
I Total Invoices Paid 3 I
Payment Type ACH Payments
Paid Invoices
Invoice Number PO Number Invoice Amount Discount Amount Tax Paid Withholding Amount Net Amount
108211 4103873764 $24,604.95 $0.00 $0.00 $0.00 $24,604.95
INVOICEIOT917 4104526728 $6,200.00 50.00 $0.00 50.00 $6.200.00
INVOICEIO7919 4104526728 $2,985.00 $0.00 $0.00 $0.00 $2,985.00
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Step Action

10. Inside the Payment document, information on the specifics of the payment are
provided.

g Vendor Processor Wed, 18 Aug 06:11 PM PDT # Home £ Settings @ Help ® Logout

Search [Inveices | Doc# |
LOCKHEED MARTIN
= Activity Center o System Alerts
Messages List open purchase orders [ 161 ]
it Upload invoice file
Invoices List unread messages o
List draft invoices
Paid invoices report
Pending Awaiting Payment invoices report
Rejected
i Pending invoices report
Drait Tickets
POs
” Ask the Help Desk
i @ Help Video
Step Action
11. Invoice Status can also be seen by using the Paid, Awaiting Payment and

Pending Invoices Reports located from the home page:

e The Paid Invoices report will contain invoices with status “Paid” and
will provide paid invoice data for the past 30 days, based on the Paid
date

e The Pending Invoices report will contain invoices with status
“Pending” and “Received”

e The Awaiting Payment Invoices report will contain invoices with
statuses of “Awaiting Payment”

*Note: these reports can be downloaded into Excel by clicking the Download
Data button
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Helpful Tips and Frequently Asked Questions

Why hasn’t my invoice status changed?

Current invoice status is updated overnight. For example, if you submit an invoice in the
morning, the status will not change from “received” until the next business day.

I submitted an invoice on Friday at 6pm EST; why is the received date reflecting the
following Monday?

Invoices submitted after 3 pm EST will not be picked up until the following business
day. If submitted on Friday after 3pm the invoice will not show as received until the
following Monday.

What if my invoice gets rejected via the LM elnvoicing Application?

If you have questions about why an invoice was rejected, create a ticket via the

ticketing tool to the LMP2P Help Desk asking for the reason. The help desk will get back
to you within 24 business hours of your request. Some typical reasons why your invoice
might be rejected include:

e Supplier submitted the wrong invoice amount.
e Lockheed Martin considers the invoice a duplicate of an invoice previously
submitted

If you can’t locate your Purchase Order within the LM elnvoicing Application:
Check to make sure that your user id is associated to the same vendor number that your
Purchase Order has been issued to
You can see what vendor number you are logged into by clicking on the Home Tab in
LMP2P. Your vendor number and vendor name will be listed in the center of the page
(LMXXXXXXX)

Help Documentation can be located under View Tickets and Help Documentation or under
the “Ask the Help Desk” link.
Narrow your Help Search by category
Create a ticket that will route to the LMP2P Help Desk and be answered within 24
business hours

What is the ticketing tool (Ask the Help Desk) and why do I want to use it?

e The ticketing tool is an easy way to get quick answers to your questions. There are
multiple FAQ’s and Help Documents posted in the elnvoicing Application. If the help
documents do not answer your question, you can create a ticket that is routed to the
LMP2P Help Desk. It is the fastest way for you to get a response from Lockheed Martin.
However, you need to make sure you have completed your contact information under
Settings.
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An Invoice in a “Draft” Status has not been submitted to LMCO for payment and is not
visible to Accounts Payable.
To submit: click on “Draft” under Invoices and then click on submit from within the

invoice.
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View Al

Draft

Received
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Pending

Rejected

Paid

POs
Wiew A
Open
Depleted

Remittance
Paid

View Tickets & Help
Documentation

Pending Tickets
My Tickets
Help Documentation

What is the process for generating Evaluated Receipt Settlement (ERS) Invoice numbers?

o ERS Invoice numbers are systematically generated upon receipt of goods/materials and
will not match your company’s invoice number. ERS Invoice numbers are typically 10
digits and start with a 52 (i.e.: 52xxxxxxxx). Payment details are available within the
LM elnvoicing Application. You can search for payment details by entering the
Lockheed Martin generated invoice number (52xxxxxxxx) in the quick search or by
searching by the Purchase Order (PO) number.

Note: when searching by PO, if no invoices appear and material has been shipped,
please contact your LM buyer and provide them with Proof of Delivery (POD).

More FAQ’s:
LM elnvoicing Supplier Frequently Asked Questions
LM elnvoicing FAQs

LM Accounts Payable Frequently Asked Questions
LM Accounts Payable FAQs
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