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1 Introduction  
The Web Interpreter and Translator System (WITS) application is an electronic sign-in 
application for interpreters and staff utilized by the Office of Court Interpreting Services 
(OCIS).  
  
OCIS provides professional interpreting services at no cost to persons who are deaf, 
hard-of-hearing, or limited English proficient and who have matters with the District of 
Columbia Courts. OCIS uses WITS, a web-based tool, to schedule and track interpreting 
services. Contract interpreters can post their availability on their personal WITS accounts. 
WITS receives most of its schedule information from the DC Courts’ case management 
systems via interfaces. With this information, staff assign interpreters to future events, 
record their service time for those events, and process data for payment of their services. 
For accountability purposes, reports can be produced from the WITS database.  
  

2 Logging In 
 
Logging on the application for the first time is done from your personal computer by using 
the Internet browser of your choice (OCIS recommends using Firefox or Chrome). Before 
you can log on, OCIS staff must create an account for you, and you should receive an e-
mail like the one shown below:  
 



 

  WITS Interpreter User Manual v. 4.0  
Page 6 of 40  © DC Courts All rights reserved     

      
WITS Interpreter User Manual Version 4.0   

 
 

2.1 Initial Login Process  
 
For the initial login process, you should note the user name and password provided in the 
e-mail you have received. The WITS login screen can be accessed by one of three 
methods: (1) clicking on the hyperlink provided in the e-mail; (2) copying and pasting the 
URL value provided by the e-mail or OCIS personnel into your browser toolbar and hitting 

 on your keyboard; or (3) visiting www.dccourts.gov, hovering your cursor over the 
Services tab, and selecting the OCIS Login option from the menu (on the far right, third 
from the bottom). After doing so, the WITS login screen should appear.  
  

http://www.dccourts.gov/
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*Note: We recommend that you bookmark the page. By creating a bookmark, you will be 
able to access the application more easily in the future.  
 

2.2 Login Process  
 
To log in to the system, enter your username and password and click the 

 button.  
 
If this is your first time logging in to the system, or you have reset your 
password through the Forgot Your Password? function, you will be 
prompted to update your password and provide responses to security 
questions. Otherwise, you can proceed to Chapter 3.  
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2.3 Creating an Initial Password 
 
After successfully logging onto WITS application for the first time, the following WITS 
Security Questions and Change Password screen (see below) will display. You will be 
prompted to select and answer three security questions and change your password. You 
need to select questions and enter your responses AND change your password before 

clicking on the  button.  
  

  
 
After logging on the application for the first time, you will be prompted to select and answer 
three security questions. The responses to these security questions should be retained, 
as the answers will be needed to confirm your identity if your password is ever lost. 
Clicking on the down arrow next to each of the three questions provides you with a drop-
down list of eight available questions.  
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You should select a question from the Question 1 drop-down menu options by clicking on 
the desired question and entering your response. An example is shown below: 
 

 
 

Questions 2 and 3 should be selected and answered using the same procedure that was 
used for Question 1. After answering all three security questions, please remember to 
record your answers for future reference.  
 
*Note: You have the option of capturing an image of the displayed screen information 
using the Print Screen option by pressing the PrtScn key and copying it (CTRL-C) into a 
document to be printed or retained. 
 

2.4 Changing your Password  
 
After answering your three security questions as part of the initial logon process, you also 

need to change your password before clicking on the  button. Filling out all fields is 
required for both sections, and the omission of any information will result in an error 
message being displayed. Your assigned username is entered as the default value (see 
below) in the User Name field and is not editable.   
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You should enter your temporary password in the Old Password field.  
  
You should enter a new password value meeting the following criteria in the New 
Password field:  
  
1. The new password value must be at least 8 characters in length.  
2. Contain at least one upper case letter.  
3. Contain at least one lower case letter.  
4. Contain at least one numeric character.  
5. Contain at least one punctuation character.  
  
You should re-enter the same new password in the Re-enter Password field.  
  

To retain the information entered and update your password, you must click the  

button. Typing the  button will reset all fields to null values. 
    

2.5 Forgot Your Password? Reset Password Option  
 
After your initial login, if you forget the password, you can reset it. To do so, enter your 

username in the Username field and click on the  button located on the 
login page. You will be directed to answer your three selected security questions. After 

answering your security questions successfully and clicking the  button, there 
will be a system message displayed at the top of the security questions view, highlighted 
by a green banner, stating that your password has been reset and that the new password 
has been mailed to your email address on record. 
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This e-mail is similar to the one you received when your account was created. After 
logging on with your new temporary password, the change password window is 
displayed, and you will be prompted to change your password. Your assigned username 
is entered as the default value (see below) in the User Name field and is not editable.   
 

 
  

You should enter the new temporary password in the Old Password field.  
  
You should enter a new password value meeting the following criteria in the New 
Password field:  
  
1. The new password value must be at least 8 characters in length.  
2. Contain at least one upper case letter.  
3. Contain at least one lower case letter.  
4. Contain at least one numeric character.  
5. Contain at least one punctuation character.  
  
You should re-enter the same new password in the Re-enter Password field.  
  

To retain the information entered and update your password, you must click the  

button.  Typing the  button will reset all fields to null values. 
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2.6 Forgot the Answers to your Security Questions?  
 
If you have forgotten both your password and your answers to the security questions you 
selected, you will need to have a member of OCIS reset your password and security 
questions. When this is done, you will receive an e-mail (see below) telling you that your 
original WITS security answers have been removed and your password has been reset 
(an example is shown below):  
  

 
 

You can then login as though you were a new user, following the steps outlined in 
Chapter 2.3. 
  

3 General Navigation Tips 
 
WITS is organized by tabs and subtabs, each of which loads a distinct page. To navigate 
between various locations, you should use the navigational menu strip, placed near the 
top of the application. You should generally refrain from navigation using the browser 
buttons except as specifically noted elsewhere in this manual. 
 

 
 
Subtabs are located within tabs. To navigate to a subtab, click the arrow next to the tab 
and select the subtab from the drop-down menu. 
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Many pages are equipped with a  button that will return you to the previous screen. 
Some pages have navigational buttons that will direct you to a specific page other than 
the previous screen. These buttons will be labeled with the specific location to which they 
will direct you. 
 

 
 
Buttons whose labels include diction such as save, update, upload, assign, or add 
perform actions in WITS. Saving or updating a record cannot be reversed. Adding and 
assigning can be canceled by navigating to another page. If you perform an action 
unintentionally and seek to cancel the action, we recommend navigating to another page 
or clicking the Cancel button if available. 
 
Some pages contain calendars. Calendars can be navigated via the menus near their 
headers. The arrow keys to the right will move you forward or backward by one month for 

each respective click, while the  button will return you to the current date. 
 

 
 
The Invoice tab will open in a pop-up window. Your browser must have pop-up windows 
enabled for the invoice screen to display. Pop-up windows can be closed by clicking the 
x icon in the navigation pane. 
 
Screens that contain tables will default to only display the first 10-25 entries, depending 
on the table. Such tables can be navigated using the arrow buttons placed to their bottom 
left or bottom right. WITS employs two styles of navigational buttons. 
 

 
 



 

  WITS Interpreter User Manual v. 4.0  
Page 14 of 40  © DC Courts All rights reserved     

      
WITS Interpreter User Manual Version 4.0   

 
 

Every table is equipped with a Search bar that can be used to locate entries. Type the 
desired search text into the Search bar and press the Enter key to narrow the table entries 
displayed. 
 

 
 
 

4 Interpreter Capabilities in WITS  
 
As an interpreter, you have the following capabilities to: (1) view your personal 
information, certification, and training, with the ability to update your phone contact 
information in the Interpreter tab; (2) post your availability and accept assignments offered 
by OCIS in the Post Your Availability tab; (3) view your prior assignments in the Interpreter 
Requests tab; (4) view your past, present, and upcoming assignments and case details 
in the Scheduled Events (Calendar View) tab; (5) view the dates for which you have 
received a contract in the Confirmed Calendar tab; and (6) view your past invoices and 
generate new ones in the Billable Invoice tab. The tabs can be seen below: 
 

 
 

4.1 Viewing Your Personal Information (Interpreter Information) 
 

4.1.1 Your Interpreter Profile Information  
 
After login, your information is displayed by default. You can also access your profile by 
selecting the Interpreter Information subtab from the Interpreters tab drop-down menu. 
To view your profile information, click the  icon under the Rates and Qualifications 
column.  
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You will be directed to a screen containing three sections: Interpreter Information, 
Interpreter Languages, and Interpreter Certification. You can view all three sections at 
once or focus on only a single section by selecting one of the tabs at the top of the viewing 
window: 
 

 
 
Under Interpreter Information, you will be able to see all of your profile information, 
including your name, company name, address, social security number, email address, 
and translator status. Please note that all entries should match your account at 
www.sam.gov. If any of your information needs to be updated, please contact OCIS staff.  
 
The SSN and EIN fields are masked to protect the sensitive contents from being displayed 
inadvertently. To reveal the SSN and EIN fields, select the Yes option from the drop-down 
menu to the right of the Show SSN and EIN field. 
 

 
 

 
 
 
 

http://www.sam.gov/
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The only two fields that you have access to edit are the home phone and work phone 
fields. If you wish to update a phone number, enter the number in the appropriate field 

and click the  button to change those two fields only. 
 

 
 

There are five status fields at the bottom of this section. The Is Active field denotes 
whether you are currently in active status on the Interpreter Registry; if the field is set to 
No, you are not eligible to interpret at the District of Columbia Courts. The Is Translator 
field denotes whether you are approved to bid on translation contracts. The Is Staff field 
denotes whether you are a staff interpreter; this field will always be set to No. The Out of 
Jurisdiction field denotes whether you live outside the Washington metropolitan area and 
therefore may merit a travel stipend; this field assists OCIS with ascertaining whether you 
are an appropriate hire for a given assignment. The Ineligible to be Paid field denotes 
whether your SAM registration is current; if the field is set to No, you are not eligible to 
interpret at the District of Columbia Courts. 
 
If you believe that any of these status fields display errant information, please contact 
OCIS. 
  

4.1.2 Your Interpretation Rates 
 
The payment rates for your language(s) are displayed in the next section of your profile, 
Interpreter Languages. You will not be able to edit any of this information; if you believe 
that any rate is in error, please contact OCIS staff. This section of your profile is a useful 
reference for invoices. A rate is currently active if it is marked with a “Y” in the active rate 
column. The start date and end date columns are for OCIS staff only and have no effect 
on your profile, payments, or certification status. 
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4.1.3 Your Certification Records  
 
Your certification status is displayed in the next section, Interpreter Certification. As with 
the previous sections, you will not be able to edit details or add certifications; if your 
certification status changes, please contact OCIS staff.  
  

 
 

To access accreditation documents, you can click the icon under the Upload 
Document column. You should not upload your own certification documents. If you notice 
that a certification document is absent or in error, provide the correct certification 
document to OCIS to upload. You can download documents for your records if necessary; 
this is particularly useful if the certification documents were generated by OCIS, as in the 
case of oral proficiency interview results or written English examination scores. The 
documents are tied to the specific language of interpretation, so, if you interpret in multiple 
languages, you will need to use the  button to return to the Interpreter Information 
screen and select another language in order to see the other certification documents. 
 

 
 

4.1.4   Your Training Records (Interpreter Training) 
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The Interpreter Training page displays training and authorization documents. You can 

also access it by selecting the Interpreter Training subtab from the Interpreters tab drop-

down menu. If you have not completed any training, the page will be blank.  

 

 
 

As with interpreter certification, you can locate training documents by clicking the  icon 
under the Upload Document column. From this page, you can track whether you have 
met your requirements for remaining on the DC Courts Interpreter Registry for the given 
year, and, if applicable, obtain training documents that can then be submitted to other 
jurisdictions that require continuing education. 
 

 
 

4.2 Post Your Availability  
 
The Post Your Availability tab allows you to submit your availability to accept assignments 
from OCIS and to accept assignments that OCIS has offered. You can access this tab 
from the menu ribbon at the top of the screen. 
 

 
 
The Post Your Availability tab displays the current month’s calendar by default. Holidays 
will be demarcated by a light red background color. Holidays are identified by means of a 
public calendar and will not include Court holidays (such as judicial training dates or bar 
conferences). 
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*Note: The Post Your Availability tab will display information for dates greater than the 
current date only. To search for past contracts, navigate to the Confirmed Calendar tab 
instead. 
 
The default availability status in WITS is Not Available, which is displayed in red. Not 
Available means that you are not available to accept assignments, and OCIS will not offer 
assignments to you unless they have explicitly agreed to do so based on the language(s) 
for which you interpret. In order to receive assignments for a given date, you will need to 
change your availability status on that date. Please note that you can only post your 
availability for the current month and for the next three months. 
  
*Note: On the Post Your Availability tab, your cursor will change from an arrow to a finger 
when you hover over text that links to a new page. If you click text without a response, 
you have likely clicked outside of the link text box. Hover your cursor over the text until it 
changes to a finger and then click again. 
 
Select the date for which you would like to change your availability. Then, click the Not 
Available text underneath that date. 
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Clicking the Not Available text will bring you to the Interpreter Availability screen. 
 

 
 
The Interpreter Availability screen will display your name and default the date range to 
the date you selected on the main Post Your Availability screen. You will need to select 
your language from the Select Language drop-down menu. If you only interpret in one 
language, only that language will be available. If you interpret in more than one language, 
OCIS recommends that you post your availability in the language that is used most 
frequently at the District of Columbia Courts; for example, if you interpret in both French 
and Swahili, you should select French. You may post your availability in one language 
only per date. If you are concerned that you will miss assignment opportunities for 
interpreting in other languages, please contact OCIS; OCIS keeps records of which 
interpreters interpret in multiple languages and will not overlook an interpreter for contract 
offers solely because the interpreter did not post availability in a specific language, but 
OCIS staff appreciates reminders nonetheless. 
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Once the language has been selected, you should then select your availability. You have 
three options: Full Day, Half Day AM, and Half Day PM. 
 

 
 
Full Day contracts are generally from 9 AM to 5 PM. Half Day AM contracts are generally 
from 9 AM to 1 PM. Half Day PM contracts are generally from 1 PM to 5 PM. OCIS staff 
may contact you directly via email or telephone to notify you when an assignment departs 
from those general timeframes; however, if you post your availability for a given time 
frame, OCIS will understand you to be available for that entire time frame. If you are not 
available for any portion of a timeframe, please do not select that timeframe. 
 
Although the date range automatically defaults to the selected date, you may manually 
extend the date range to include additional dates. This simplifies posting availability over 
long periods.  
 

 
 
If you would like to post your availability over a long range and know that you will not be 
available for some dates within that range, you can post your availability for that range 
and then remove the individual unavailable dates from your availability calendar by 
repeating the steps listed above and then changing your availability to Not Available. 
 

Once you have set your availability as desired, click the  button to update your 
calendar. If the update was successful, you will be notified by a green message in the 
upper right portion of the screen. 
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The calendar will now display your available date in black and white text with a blue 
background. The text will also indicate the timeframe and language for which you are 
available. 
 

 
 
OCIS may offer you a contract for a date on which you are available. If that happens, you 
will receive an email at 5 PM on the date that OCIS offers the assignment. The email 
contains no specific information about the offer, but does contain a link to the WITS login 
page for your convenience. The email appears as follows: 
 

 
 
The offer will expire in 48 hours. To accept the offer, you will need to log in to WITS. 
Assignments offered by OCIS will appear in white text on a blue background. 
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To accept the assignment, click on the white text, which will bring you to the Interpreter 
Availability screen. The Select Language, From Calendar Date, To Calendar Date, Select 
Your Availability, and Assigned Contracting Term fields are locked. 
 
The Interpreter Availability window will display two new fields. The Assigned Contracting 
Term field denotes the contract term offered by OCIS (which may be shorter than your 
posted availability). The Accepted Contracting Term allows you to accept or reject the 
offer. WITS defaults to the No option for the Accepted Contracting Term, which means 
that, if you take no action, the offer will expire after 48 hours. A contract is not finalized 
until you affirmatively accept it. 
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To accept the contract offer, change the Accepted Contracting Term to Yes and then click 

the  button. The browser will return to the Post Your Availability calendar. 
Accepted contract offers will appear in black text on a blue background. 
 

 
 

 
 
At this point, you can no longer change your availability for the date on which you are 
contracted to interpret. The link to the Interpreter Availability window is now closed. If, for 
whatever reason, you become unavailable for that date, you must contact OCIS directly 
to change it. 
 
*Note: OCIS may offer you more than one assignment at a time; however, you will only 
receive a single email notifying you of activity on your account. Therefore, you should 
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always check the rest of the calendar, including the next month(s), to be sure that you 
have not missed an assignment offer. 
 
If you do not wish to accept an offer, you do not need to take any action, and the offer will 
expire after 48 hours. Expired offers appear in blue text, and do not link to the Interpreter 
Availability window. 
 

 
 

Sometimes, you may not realize that an offer was made, or you did not have access to 
the internet to accept the offer. If that happens, please contact OCIS to inform staff that 
you are available for the assignment. If the assignment is still active and has not been 
offered to another interpreter, OCIS can override the expired offer. 
 
On some occasions, OCIS may need to cancel an assignment. If that happens, you will 
receive an email notification, and the Post Your Availability tab will display the cancelled 
assignment in blue text on a blue background.  
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If you are still available to accept an assignment, please notify OCIS staff so that they 
can override the cancellation and allow you to post your availability again. 
 
Finally, if you are a Spanish, American Sign Language, or Amharic interpreter, you will 
receive a system-generated email on every Friday at 3 PM detailing your schedule for the 
next week, assuming that you have an assignment for the next week. The schedule will 
come as an attachment to the email; examples are illustrated below. 
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ASL 
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4.3 View Interpreting Requests  
 
The Interpreter Requests tab, on the main menu ribbon, displays information about all of 
your assignments. You can also view a list of billable invoices by selecting the appropriate 
menu option (discussed more below). 
 

 
 
When you first select the tab, WITS will default to showing your Primary Report: all of the 
interpreting assignments that you have performed or are assigned to perform on the 
current date or in the future. You may perform or have performed more than one 
interpreting assignment for a given contract. You can use this screen to reference your 
assignments for research or billing purposes.  
 

Amharic 

Spanish 
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The Hearing Date column records the date on which the interpreting assignment occurred 
or will occur. The Case Number column records the case number associated with the 
interpreting request. The Language column records the language in which the request 
was interpreted. The Case Caption column records the name of the party requiring 
interpreting services. The Event Type column records the nature of the proceedings for 
which interpreting services have been requested. The Judge column records the judge 
presiding over the proceedings requiring interpretation. The Division column records the 
division on whose behalf the interpreting request was made; for most requests, this is the 
division that administers the associated case type, even if the event is being held in 
another venue. The Case Status column records the progression of the interpreting 
request. The Ad Hoc request column records whether the interpreting request was 
generated by a case management system or added manually. The Courtroom column 
records the physical (or remote) location for which interpreting services have been 
requested. The Interpreter/Company Name column records the interpreter(s) who 
has/have been assigned to the event; WITS will display only those requests to which you 
have been assigned. The Search Hearing Date column records the hearing date with the 
time elided. The Contracting Terms column records the event to which a contract is 
ascribed; a contract must be attached to an interpreting request in order for the system 
to generate an invoice. The Process Flag column indicates whether an assignment was 
attached directly to an invoice. Interpreters may interpret for multiple proceedings in the 
same day, but only one of these proceedings will be made billable for invoice purposes.  
 
By selecting an options from the Reports drop-down menu, you can restrict the table 
display. 
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The Future Events option will display only upcoming assignments, and the Today’s 
Events options will display only assignments for the current date. The final option, Billable, 
will show billable assignments for which no invoice has yet been submitted. 
 

 
 
You can search for particular entries through the use of the Search bar. Type the data for 
which you would like to search into the Search bar and click the Search button. You can 

further restrict the search by clicking the  icon to the left of the Search bar and selecting 
a column from the drop-down menu. 
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WITS will apply the search criteria and curate the table accordingly. Search criteria will 
be visible beneath the Search bar. 
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To clear a search criterion, click the  button to the right of the criterion. 
 
The Interpreter Requests table can be filtered more minutely by means of the Actions 
drop-down menu or the column heading filters. OCIS recommends that you not engage 
with these functions unduly, as they require some familiarity with the system to employ 
effectively. If you believe that you require greater insight into your assignments, please 
contact OCIS for assistance in applying filters. 
  

4.4 View Scheduled Events (Calendar View)  
 

The Scheduled Events (Calendar View) tab is the fourth tab in the menu ribbon.  

 

 
 

This screen is very similar to the Interpreter Requests screen, except for the fact that it 

displays assignments in a calendar view. Days on which you were interpreted at the 

District of Columbia Courts will have a blue bar labeled with the language of interpretation 

and the number of assignments you completed. Days on which you did not interpret will 

be blank. To view assignments for a particular day, click the appropriate blue bar. 

 

 
 

WITS will open a new page with additional information about that day’s assignments. The 

information will be nearly identical to the information provided by the Interpreter Requests 

tab.  
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While you are viewing interpreting request information for a single day, the WITS menu 

ribbon will disappear. You can return to the Scheduled Events (Calendar View) tab by 

clicking the back button in your browser. 

 

If you are reviewing your calendar for upcoming assignments, you can use the case 

number to look up additional case information through the DC Courts website at 

https://www.dccourts.gov/superior-court/cases-online. For sealed, family, and juvenile 

cases, you will not be able to conduct a public search. If you require any additional 

information to prepare for a hearing in those circumstances, please contact OCIS staff 

directly. 

 

4.5 View Confirmed Contracts (Confirmed Calendar) 
 

You can view your finalized contracts, including contracts for dates that have already 

passed, on the Confirmed Calendar tab, the fifth tab on the menu ribbon. 

 

 
 

Days for which you were awarded and subsequently accepted a contract will appear in a 

blue bar with white text. Days for which no contract was finalized will be blank. 

 

 
 

The time of day for half-day assignments is manually appended to a contract offer by 

OCIS staff. If a contract is displayed as Half Day with no AM or PM designation, contact 

OCIS to have the entry emended. 

 

4.6 Generating Invoices (Billable Invoice) 
 
The Billable Invoice tab is the sixth and final tab available to interpreters in the main menu 
ribbon. 

https://www.dccourts.gov/superior-court/cases-online
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When you select this tab, WITS will open another window. This window, which is called 
either the Invoice Window, will allow you to prepare and submit invoices for all 
assignments, including translations. To ensure that you are able to access the Invoice 
Window, please configure your browser to enable pop-up windows.  
 

 
 
This window contains three panes: the upper left pane, entitled List of Invoices for 
Submission (Layout); the upper right pane, entitled List of Invoices (Grid); and the bottom 
pane, entitled Workflow & History (Layout). Each screen provides different information. 
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The List of Invoices for Submission (Layout) has two different subtabs: Billable Invoices 
(Grid) and List of Interpreters – Ready (Grid). WITS will display the Billable Invoices (Grid) 

subtab by default. This tab will allow you to generate invoices by clicking the 
button at the top of the screen. When you click the button, all of the interpreting billable 
assignments listed will be grouped together into a single invoice with a single control 
number. Translation assignments will be separated from interpreting assignments and 
will receive a separate control number. 
 
*Note: There is a one-day delay on invoice generation. You cannot generate or submit an 
invoice on the same day that an assignment is completed – you will need to wait until the 
next calendar day.            
 
Before preparing an invoice, you should check to make sure that the assignments listed 
are correct. It is your responsibility to ensure that the Billable Unit, Hearing Date, Case 
Number, and Status are correct. If you notice any error, please contact OCIS immediately 
so that the error can be rectified before you prepare the invoice. 
 

 
 
If there are no assignments that can be invoiced, or you have just prepared an invoice, 
the Billable Invoices (Grid) subtab will be empty. 
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In order to see your invoices, you will need to switch to the List of Interpreters – Ready 
(Grid) subtab and select your name. After you prepare an invoice, WITS should do 
this automatically. 
 

 
 
The List of Invoices (Grid) window pane on the upper right will populate with invoice 
information. 
 

 
 
This pane will list every invoice that you have ever generated and its status. There are six 
statuses: Ready, Submitted, Returned, Approved, Authorized, and Paid. Ready denotes 
that an invoice has been prepared but not submitted. Submitted denotes that an invoice 
has been sent to OCIS for approval. Returned denotes that an invoice was rejected 
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because it contained an error; if an OCIS staff member returns an invoice, they will 
contact you directly to explain the issue. Approved denotes that an OCIS staff member 
has approved the invoice and sent it to the Language Access Coordinator. Authorized 
denotes that the Language Access Coordinator has approved the invoice for inclusion in 
the weekly invoice file. Paid denotes that the Language Access Coordinator has delivered 
the invoice to the Budget and Finance Division for payment.  
 
*Note: The Paid status does not indicate that the Budget and Finance division has 
successfully processed an invoice. If one of your invoices is in Paid status but your bank 
account does not indicate that a matching transfer occurred, please contact OCIS for 
further information. 
 
As with all of the panes in the Invoice Window, you can increase the number of entries 
shown, and see additional pages of data, by using the navigation bar on the bottom of 
each pane 
 

 
 
*Note: It may take 30 days for payments to clear your bank account after the invoice 
enters Paid status. Please be patient.         
 
*Note: In order to receive payment, you must have an active account at www.sam.gov, 
and the information in SAM must match OCIS records. If you move, start a new business, 
or allow your SAM account to lapse, please contact OCIS staff immediately.   
 
In order for OCIS staff to approve your invoice, you must submit the invoice. You 
can see details of the invoice in the Workflow & History (Layout) pane in the bottom of the 
screen after selecting the invoice in the List of Invoices (Grid) pane. 
 

 
 
Each assignment will be listed in a separate row. For overtime or hourly assignments, 
each hour will receive its own row. 
 
To see the entire history of an invoice, including when it was prepared, submitted, 
approved, authorized, or paid, you should select the second subtab on the Workflow & 
History (Layout) pane. 

http://www.sam.gov/
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This will display the history of the invoice in chronological order. 
 

 
 

If the invoice is correct, you click the  button. Once you have done so, you will not 
be able to make any changes to the invoice.  
 
Generally, you should not make any adjustment to the invoice, and you should not use 

the button unless authorized to do so by OCIS staff. If there are any errors, you 
should contact OCIS staff; please do not attempt to correct errors yourself. 
 
Under rare circumstances, OCIS may grant you the right to expense other costs, such as 
mileage, parking, per diem, or transportation. If you have been afforded this right, a receipt 
is required, and you should first create an electronic copy of the receipt accessible as a 
file on your computer to be uploaded.  
 

To create the new assignment row for entering other costs, click the button.  
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Select the appropriate expense type from the drop-down menu under the Billable Unit 
column. Enter the expense as a number in the Amount column.  
 

 
 
Upload the receipt using the Upload Receipt icon. WITS will open the Upload Documents 
pop-up window. Select a document type from the Document Type drop-down menu, 
select a document by clicking the Choose File button and identifying the receipt, and click 
the Upload File button. When finished, close the Upload Documents window. 
 

 
 

Once you have entered all required data into the assignment row, click the  to save 
the entry. 
 

*Note: If you ever hit the  by mistake, you can remove it by using the  
button. 
 

5 Logging Off 
 
This chapter will explain how to log off the WITS application. For security reasons, you 
should log off after completing your WITS-related activities and close your browser. 

Logging off is done by clicking on the  button located next to your username at the 
top right of the screen.  
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After logging off, the user should see the WITS Login Screen.  
 

6 The Front Office Terminal 
 
The front office terminal is no longer in use. This section is preserved in the event that 
OCIS revives the terminal for use in the future. 


