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1 Consultant Management Information System (CMIS) 

1.1 Vendor’s Login Screen 

Navigate to the CMIS external site via link provided http://cmis.dot.ga.gov 
 

1. Click on the link to navigate to the CMIS login screen  

2. Enter in the UserID provided to you as your login credentials 

3. Enter the Password created for logging in  

4. Then Click on Login 

 

 

1.2 User Interface 

From the Menu Bar located on the homepage, vendors can navigate to various section of the CMIS 

application to perform specific business operations (i.e. Electronic Invoicing > Vendor Evaluation 

Feedback > Advanced Searches).  NOTE: WorkQueue links are located at the bottom of the 

homepage.  These links can used to navigate to the Electronic Invoicing, Vendor Evaluation or Area 

Class Evaluation section(s). 
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1.3 Electronic Invoicing 

There are various types of contracts, Multiphase Project Specific, IDIQ On Call Contract and 

Routine Maintenance Contracts.   Users may navigate to a specific contract located under the 

Electronic Invoicing menu to start the invoicing task. 

 

Contract Types: 

 Multiphase Project Specific Contract 

 IDIQ On Call Contract 

 Routine Maintenance 

 

1. Click on the Electronic Invoicing menu option 

2. Select Vendor from the drop down menu 

(system will auto populate results) 

 

 

 
 

1.3.1 Multiphase Project Specific / IDIQ on Call Contract 
 

1. Click on Contract Number link 

2. Click on Task Order Number 
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After clicking on the Task Order Number link the Task Order window will display Projects associated 

with Task Order as shown below.    (Invoicing is now done at the Task Order Project Level)   

 

In the Contract Taskorder Invoice window, a user may View, Edit or Create  invoices. 

1.3.1.1 To View a Exitisting Invoice 

1. To view all invoices, expand the 

row by clicking on the row 

selector arrow if necessay. 

2. Then click on the Invoice Number 

link (system will populate the 

existing form) 

3. Click Cancel to close or Submit to submit if necessary 

 

1.3.1.2 To Edit an Existing Invoice 

1. Click on the Electronic Invoicing menu option 

2. Select Vendor from the drop down menu (system will auto populate results) 

3. Expand the row by clicking on the row selector arrow to view all invoices 

4. Click on the Invoice Number link (system will populate existing form) 

5. Make all necessary changes needed 

6. Click Save for future retrieval and/or submission or 

7. Click on Submit to begin approval process immediately 
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1.3.1.3 To Create a New Invoice 
 

1. To create a new invoice Click on the New Invoice button to display the form  
 

2. Capture all required information within the invoice 

3. Click Save for future retrieval and/or submission or  

4. Click on Submit to submit immediately 

(See images below for various sections of the New Invoice form) 

 

Invoice Information 
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Task Order Details 
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1.3.2 Project Specific Contract 

1. Click on the Electronic Invoicing menu option 

2. Select Vendor from the drop down menu (system will auto populate results) 

3. Click on the Contract Number link (system will populate results) 

In the Contract window, a user may View, Edit or Create invoices. 

1.3.2.1 Viewing Existing Invoices 

1. Expand the row by clicking on the row selector arrow to view all invoices 

2. Then click on the Invoice Number link (system will populate the existing form) 
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1.3.2.2 To Edit Existing Invoice 

1. Click on the Electronic Invoicing menu option 

2. Select Vendor from the drop down menu (system will auto populate results) 

3. Expand the row by clicking on the row selector arrow to view all invoices 

4. Click on the Invoice Number link (system will populate existing form) 

5. Make all necessary changes needed 

6. Click Save for future retrieval and/or submission or 

7. Click on Submit to begin approval process immediately 

 

1.3.2.3 To Create a New Invoice 

1. Click on the Electronic Invoicing menu option 

2. Select Vendor from the drop down menu (system will auto populate results) 

3. Click on the New Invoice button to display the new invoice form 

4. Capture all required information within the invoice 

5. Click Save for future retrieval and/or submission or 

6. Click on Submit to begin approval process immediately 

 

 

New Invoice Form 
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Phase Section 

 

Amount Totals > Comments > Attachments > Invoice History Section  
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2 Vendor Evaluation 

2.1 To View the Vendor Evaluation  

Vendor may view and provide feedback in reference to an evaluation(s) received from GDOT Project 

Manager.  Follow steps listed below to navigate to the Vendor Evaluations. 

 

To navigate to the Vendor Evaluation window 

1. Click on the Consultant Evaluation option located on the Menu Bar 

2. In the search window select the vendor from the Vendor Name lists 

3. Select desired year (optional) 

4. Then Click on the Vendor Evaluation work queue link (see example below) 

2.2 Manipulating the Vendor Evaluation  

1. Expand the row by clicking on the row selector arrow to view all evaluations 

2. Click on the Contract Number link (system will populate evaluation form) 
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2.3 Submitting Feedback on the Vendor Evaluation Form 

Vendor can review and may provide feedback in reference to GDOT Project Manager’s rating within 

the Consultant Response to Evaluation text box located in each section of the Evaluation form. 

 

 

Consultant Evaluation Form 
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3 Advanced Search 

Users may perform an advance search to retrieve specific invoices that are in various types of status, 

such as Approved > Submitted > Saved > Denied > PM Approved > PM Rejected > CT Approved. 

 

Status Description 

Approved Approved Invoices 

Submitted Submitted Invoices that are in the approval process  

Saved Invoices that are created but not submitted 

Denied Invoices that have been denied 

PM Approved Invoices that have been approved by the Project Manager 

PM Rejected Invoices that have been rejected by the Project Manager 

CT Approved Invoices that have been approved by the Contract Technician 

 

3.1 To Start Search 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To start a search for a specific invoice, follow steps listed below: 

1. Select the Vendor’s Name by clicking on the down arrow 

2. Click on the down arrow available for Invoice Status and select the status desired (optional) 

3. Select or Type in any other criteria desired to narrow the search (optional) 

4. Then click on the Search button 
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See Search results in example below 

 

 
 

 

 

 


