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Lancasbhire 'B' =
Sounch €&y Ve e s s
e e - This lesson shows how to confirm the
sy el full series of inspections have been
= carried out, marked complete and all
: Invoices raised. The instruction is
e A therefore complete.

Please note: Never change the status

of the instruction until you have raised

all invoices for all of the inspections

within this instruction; you cannot raise

any further invoices if the instruction has
. been marked complete.
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You are lngged in as: pesteontractor
Council Lancashire County Council UAT
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Search for and select the instruction.

Home ~ Contracts
all Contracts Contracts List

Show Filter

e Click the Instructions link.
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% INTO0000129 Action Cade 1 Hame Description Supplier Start Date End Date
w123 Wit EA TEET Fire alarm servicing contract Test Contractor 24/02/2016 01/0ar2023
ur AE3abs
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a Step 2

County

Council You are logged in

testoontractor
Lancashire County Council UAT

Lagaut

— ' - Click the CINT00000022 link.

Home - Contract Instructions

View

&l Instructions Contract Instructions List

Generated (01 Filter Data
".ﬁnm L Code: Status Type byl Generated
Lompelelis W Printed
» all
Clossd () el & [ complete
Cancelled (0] = O closed
Supplier =3 Find  Clear O
=t x:;?; g gt a Funad | Clear
Recent Items Apply Filter || Clear filter | tide Filter
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& INSD11803 Mems1-1of1 | 12 Per Pagels| | = Prev 1) Hext =
wEA TEST
< INGO0L 1605
% INTO0D00129 Daiisipiion Tear ariad  status
w23 FA_TUST - Fire alarm sarvicing contract 201516 Fab Ll - Ragistarad (Prinbed)
w 1230be
% INTD0000131
wahl2d
% INTD0000130
Ao INTROODOLI2
@ INSU11E0S
¥ EL00000336
v INSOL1816
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Lancashire Be-cloud 2 Step 3

gounqn EOEAN You are logged in as: testcontractor
{el¥igled S < Lancashsre County Council UAT
Lagaut

Home  Propety  Finence W= UM Helpcalis  Inspection  Assessment  help Admin

— . g The Status is currently PRI - Registered
e Home - Contract Instructions - Edit Contract Instruction (Printed)_

Contract View Contract Instruction

Inzpections (14) Save || Cancel

Envesces (0}

- Details
posments ©) code cooonouzz Click the Status list.
Reference
Lo Description FA_TEST - Fire alarm servicing contract

Edit Instruction

Hew Lnvoice

Hew Hote Status I PRI - Regumtered (Prnted = |

New Documant Financial Year 201516 - Financial Year 201516 [+l
Financial Period Febr L]
Estimate
supplier Acc. Ref. 123456
Labour (1) 3500.00
Material (£} .00
Other (1) 0.00
Net Total (£) J500.00
Tax Code 5T - Standard Rate [+
VAT (E) 700,00
Gross Total (£} A200.00

Save | Cancel -]
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Home Property Fingnce

(=00 S8 Help Calis  Inspection  Assessment  Help

Contract Instructions ©  Edit Contract Instruction

View Contract Instruction

Details

Code CINTOOODDOZZ

Description FA_TEST - Fire alarm servicing contrac

Estimate

supplier Acc. Ref. 123456
Labour (1) 3500.00
Material (£} o.o0
Other (1) 0.00
Net Total (£) F500.00
Tax Code 5T - Standard R
VAT (E)

Gross Total (£} A200.00
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Step 4

Please note: Never change the status
of the instruction until you have raised
all invoices for all of the inspections
within this instruction; you cannot raise
any further invoices if the instruction has
been marked complete.

Warning: Do not confuse completing an
inspection with completing an
instruction. If you wish to submit an
invoice for an inspection, you do not
mark the instruction as complete, you
should mark the inspection as
complete. For further details, view the
online lesson '‘Mark Inspection
Complete'.
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cloud 3 Step 5

You are lgged i
Council Lancaghire County Council UAT
Logaut
p— . —— Click the COM - Completed list item.
Home - Contract Edit Contract
View
Contract View Contract Instruction
Inspections (14) Save | Cancel
invgices (0} Detnlis
Hgtes (0]
Detuments (01 code - =
Relerence
Description FA_TEST - Fire alarm servicing contract
Edit Instruction
Hew Irvgice
T ote com
Hew Document Financial Year

Financial Period

Estimate

Supplier Acc. Ref. 123455

Labour (£) 3500.00
Matenial (£) 0.00
Other () 0.00
Net Total (£) Ae00.00
Tax Code 5T - Standard Rate  [+]
VAT (E) 700.00
Gross Tolal (£} A200.00

Save || Cancel g
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- Step 6

chunty;rl You are logged in as: testcontractor
unc Lancashire County Council UAT
Logaut
p— Click the Save button.
Home - Contract Instructions - Edit Contract Instruction
View &
Contract View Contract Instruction
Inspections (141 Save | Cancel
Invgices (0} Details
Hotes (0]
Desuments (9 Code CINTOM000E2
Reference
Description FA_TEST - Fire alarm servicing contract
Edit Instruction
Hew Invoice
e Hote Stutin - !
New Doppment Financial Year 2015-16 - Finandial Year 2015-16 [~
Financial Period Febs ]
Estimate

Supplier Acc. Ref. 123456

Labour (£) 3500.00
Matenial (£) 0.00
Other (£) 0.00
Net Total (£) 30000
Tax Code 5T - Standard Rate  [+]
VAT (E) 700.00
Gross Toltal (£} A200.00

- il cancel [hips://pams.uat.ad lancsee net/contract/instructions22 |
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Step 7
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Confirmation that the instruction has
e e been updated is displayed at the top of
rapscions 19) the screen.

ntracts

View Conlract Instruction

Back
Dartails

o B You can no longer raise invoices against

Reference

Description FA_TEST - Fire alarm servicing contract H H H H 1 1 M
" i Inspections within this instruction.

Status = ted [~]

Financia | Year -16 ]

Financial Period (=]

Fulimate

Supplier Acc. Ref. 123456

Labwur (£) 350000

Material (£) 0.00

ather (1) 0.00

Met Total (£) 3500.00

Tax Code ST - Standard Rate  [v]

VAT (E} 7000

Grass Tatal (£} 4200.00
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~ Step 8

Lancasbhire

gounqn -@% You are logged in as: testcontractor
OUNG bed Lancashire County Council UAT
Logaut

Home  Property  Finence WMo o T-38  Help Calls  Inspection  Assessment  Help Admin

You have successfully marked the
e s instruction complete.

Contract The contract mstrucon record has been updated.
Inspections (14)

Invgices (0} View Contract Instruction

— . End of Procedure.
Dt il

fetions Code CINTODODDOZ2

Edit Instruction Reference
Description FA_TEST - Fire slarm senvicing contract
Status COM - Completed [~]
Financial Year 2015-16 - Financisl Yesr 2015-16 [~
Financial Period Fels (=]
Estimate
supplier Acc. Ref. 123456
Labwur (£) 3500.00
Material (£) 0.00
ather (1) 0.00
Met Total (£) I500.00
Tax Code ST - Standard Rate  [v]
VAT (E} TO0.00

Grass Tatal (£} 4200.00



	Mark Instruction Complete
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10

