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1.0 Applicability 
The purpose of this document is to provide an overview of the process to submit fitness 
reimbursements electronically to the ORFSC and interface them into STARS using the 
Vendor Inquiry Payment Electronic Reporting System (VIPERS).  It is recommended that 
the plan outlined below be used by Department of Energy employees to submit electronic 
reimbursement requests and to check status of outstanding payments.     
 
2.0 Roles and Responsibilities 

Staff Accountant is responsible for ensuring that procedures are kept up to date with any 
changes to the Fitness Program.  Also, if changes to the program occur, they are 
responsible for seeing that VIPERS is updated with the proper forms, etc. in accordance 
with program requirements. 

 
3.0 Required Procedures 
Step 1 If you already have a VIPERS logon, go to the VIPERS website 

https://vipers.oro.doe.gov, click on “Login”.  Click in the box to show 
agreement with the Terms of Use.  Enter your e-mail address and password, 
then click on the “Login” button.   Go to Step 7. 
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Step 2 If you do not have a VIPERS logon, Go to the VIPERS website 

https://vipers.oro.doe.gov and Click on the “Register” button. 
Step 3 Click the box to show you agree to the terms of use.  Then enter your e-mail 

address and confirm the e-mail.  Enter a password.  Passwords must be at 
least 8 characters and contain at least one upper case and one lower case 
letter one special character and one number.  Confirm your password.  Enter 
your name, phone number, social security number and Fitness PO#.  Each 
office has a different format for the fitness POs.  If you do not know your 
PO#, please check with your finance office.   
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Step 4 Click on “Register”. 
Step 5 You will receive an e-mail to the address entered at registration.  You must 

confirm the registration by clicking the link in this e-mail.   
Step 6 Click in the box to show agreement with security and privacy notices. 
Step 7  Log into VIPERS using your e-mail address and password. 
Step 8 The VIPERS home page will be displayed. 
 

 
 
Fitness Reimbursement 
Step 9 Click on the Actions button.   
Step 10 Click on the Electronic Invoicing option. 
Step 11 Click on your fitness PO number. 
Step 12 Verify the DOE Vendor Information. 
Step 13 To make changes to banking, contact name, contact phone number, address, 

or remittance e-mail, click in the box next to the information that needs to 
be updated and type in the corrected information.  Click the Verify button.  

Step 14 An e-mail will be sent to the Oak Ridge Financial Service Center (ORFSC) 
and someone will make the changes manually in our accounting system.  
This is not an automatic update. 

Step 15 If everything is ok, Click the Verify button. 
Step 16 The Standard Form 1034 will be displayed. 
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Step 17 Enter voucher number and click Tab.  Voucher number can be the period 

number, date or a sequential number such as 001, 002, etc.  This will be 
used as the invoice number in STARS. 

Step 18 Employee Name, Mailing Address, City/State/Zip, TAX Id, Bank 
information, date, contract number and terms will be filled in with data 
obtained from STARS. 

Step 19 Click the dropdown arrow for Sponsoring Agency and choose your DOE 
office location. 

Step 20 Tab to Number and Date of Order and enter the fitness period.  
Step 21 Enter the last day of the period as the Date of Delivery or Service. 
Step 22 Enter FITNESS PROGRAM REIMBURSEMENT in the Articles or 

Services section. 
Step 23 You do not need to enter a Qty, Cost, or Per.  Tab to the Amount field and 

enter the amount you are requesting for reimbursement.   
Step 24 Click on Certify and Submit. 
Step 25 You will get an Invoice Certification box.  Verify that both items are 

correct, check the boxes and click Certify and Submit. 
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Step 26 The next screen allows you to upload documents and/or print your invoice.  

To print, click the Print Invoice/Upload Attachments(s) button.  Then click 
the printer icon.  A pdf document will open.  Click on the print button then 
close the document. 

Step 27 You must upload at least two documents: one showing proof of payment 
and one showing your attendance.  Click on the Browse button, select your 
first file and click Add.  Repeat this for up to 5 attachments. 

Step 28 Click Close.  You can then log off of VIPERS. 
 

  
 
Reports 
Employees can check the status of their fitness payments by running the Invoice Status 
Report from VIPERS. 
 
Step 29 Log onto VIPERS following Steps 1-8. 
Step 30 Click on Actions then Invoice Status 
Step 31 Click on the plus sign next to your fitness PO to expand the view. 
Step 32 This will bring up a summary of all vouchers paid or in process.   
Step 33 Click on Docs icon (paperclip) to see copies of voucher and supporting 

documentation. 



WARNING:  THIS DOCUMENT IN PRINTED FORMAT IS UNCONTROLLED!! 
	 	
FSC.PSB.03.39, Rev 1.0 Page 6 5/22/2012 

 
 
Step 34 To look at funding information, click on the Funding Report icon (bag of 

money) next to your fitness PO. 
Step 35 This will show the total amount that has been obligated, costed and paid 

under this PO number. 
Step 36 Click on the Contacts icon to see contact information for your approving 

official and ORFSC customer liaison(s).    
 
4.0 References 

 DOE 3790.1B, Federal Employee Occupational Medical Program, Chapter VIII, 
dated January 7, 1993 

 Comptroller General – Decision B-240371, January 18, 1991, “Defense Medical 
System Support Center – Health and Fitness Program” 
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