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NGSP Payment 
Report
NA AWSP Labor reimbursement



Monthly labor reimbursement

• Work orders are paid following their closing month. 

• Payment is approved around the 6th. 

• Once approved, the payment report will display what will be paid.

• Payment is released monthly by the second or third Friday.

• Payment advice is sent to Vendor contact with full paid amount.

• Up to five business days after payment, payment date and payment confirmation number is included in 

the Payment Report for NGSP.

– If payment was received within 5 business days, bear in mind that payment date and payment confirmation may 

not be available yet therefore kindly ask that no filters are applied before exporting.

– In the Payment Report, filter by Closing date to previous month to confirm total labor amount

• Reports available in NGSP

– Payment report displays labor information on all paid work orders.

– Projected payment report displays  labor information on all open work orders.

• Billing and payment inquiries contact AG_billing@lenovo.com 2

mailto:AG_billing@lenovo.com


NGSP Payment Report 
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• Step 1:

Go to NGSP site: https://ngsp.lenovo.com/

• Step 2:

Input your location ID on the highlighted field and press enter

https://ngsp.lenovo.com/
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• Step 3:

Go to the Report Management Tab on the menu on the left side.
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NGSP Payment Report 

• Step 4:

Go to All, and then find the 
Payment Report

• Step 5:

Click on … and then click on the 
View Report option

To add a report to “My Watched” 
list, please click on the star next 
to the report name.
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NGSP Payment Report 

• Step 6:

Click on Export
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NGSP Payment Report 

• Step 7:

Click on the bell on the top 
of the screen. This will let 
you know there is a new 
report available for 
download.

• Step 8:

Click on here to download 
the report.
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