
Invoice Detail Report (IDR)
• Details of payments included in the weekly invoicing process

• Three components to invoicing:
• Summary Reports (.pdf) – high level totals for all payments included in the invoice
• AGENCY payment details (.csv) – payments made through AGO
• CREDITOR payment details (.csv) – direct pays reported by your agency

• Where these can be found:

• When these will be available:

FitPortal

CARES
SFTP

Items available here: Best use:

• Summary Reports (.pdf)
• AGENCY payment details (.csv)
• CREDITOR payment details (.csv) 

Manual download/review by individual users
 Users who need access to these reports must fill out our ITSEC03 security forms and be set up 

with the Manager portal role

Items available here: Best use:

• AGENCY payment details (.csv)
• CREDITOR payment details (.csv) 

Automated file pickup for system processing
 Users needing access to the SFTP folder location must fill out our ITSEC03 security forms. If a 

user needs both FitPortal and SFTP access, a single ITSEC03 form can be submitted.
 Authorization for automated file pickup from the SFTP location requires an ITSEC01 form

These .csv files 
make up the “IDR”

Summary Reports (.pdf) IDR Files (.csv) 

Tuesdays, Wednesdays on holiday weeks Sundays, Mondays/(Tuesdays on holiday weeks) if Accounting intervention needed



FitPortal

• FitPortal training available for new users

• FitPortal training documentation & video demos available

• ITSEC03 security forms required for each user

• “Manager” role needed for Financials section

• Summary Reports indicated by .pdf file type

• IDR files indicated by .csv file type
Summary

IDR

Invoices Available for Individual User Access



CARES
SFTP

IDR Available for Automated & Individual User Access

• ITSEC03 security forms required for individual users

• ITSEC01 security forms are required for automated pickup

• Files no longer available at this location 7 days after their placement



Summary Files – Mixed Remittance Type
• AGENCY and CREDITOR payments are summarized separately
• CREDITOR summary will provide breakdown of outstanding invoice balances

This would be the amount of the payment remitted to your 
agency for the invoicing period.

If the Due Creditor amount is negative for an invoicing period (i.e., 
payment reversals outweigh payment postings), the Agency portion 
of the invoice will be held back until more transactions are posted 
the following week. In other words, if you don’t receive an Agency 
report, and AGO Accounting has not reached out with an issue, it’s 
likely due to this Due Creditor amount being negative for the week.



IDR AGENCY and CREDITOR Files

• Primary design document: layout with field lengths/formats provided in Excel file

Supplemental Resources:

• Sample AGENCY & CREDITOR files

• Informational Guide



AGENCY File – Mixed Remittance Type
• Details for payments posted during the invoicing cycle.

Invoice number is in the file name

DueClientAmount is the total remitted to your agency.
 

It is the PaymentAmount total less AG and FWD fees.



CREDITOR File – Mixed Remittance Type
• If direct pays are not reported by your agency, you will not receive this file.

Invoice number is in the file name

DueAGO is the total fees due from direct pays posted.
 

It is the sum of AG and FWD fees due.

For Mixed Remittance Creditors, a payment should be remitted to AGO for the DueAGO total.
 



AGENCY & CREDITOR Files – Additional Information
• PaymentType field possible values are:

• CreditorID – through our migration process, some Creditor IDs may have been shortened or split into more than one ID. 
We will provide you with the possible IDs you will see in reports and payment files, like in the example below:

The Additional DM IDs are usually older inventory that 
had a different fee structure than current certifications, 
but are otherwise the same as the current associated 
Creditor ID. They will appear on the same invoices and 
payment files/reports as the current Creditor ID.
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