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Login

Access to the Property Contractor Portal is through the iSupplier Portal on the

Lancashire County Council website.

BT Lancashire Services

Oracle Fomerd [oovesees ]
Cancel
Self Service Eorgot or Request Username or Password, Click Here
Accessibi

Enter your Oracle username and password. Your username is normally the

[ ]
email address you used when registering for the iSupplier Portal.
e Click the Login button.
BT Lancashire Services ~ E-Business Suite - AMTST cloned from AMDEV on 01-Feb-2016
B Favorites ¥ Logout Preferences Help
Enterprise Search IAH ﬂ | EI Search Results Display Preference |Standard |
Logged In As TESTUSER@TEST.COM
Oracle Applications Home Page
Main Menu Worklist
Personalize Note: For all your notifications, including the Saved For Later transactions, dlick on the
Ealfcrr o P Full List button then choose All Notifications from the View drop-down list i
¢ il oopery Contecror porcal [Fulltist (1) |
3 .cc Sourcing Suppler From Type |subject [sent~  [pue
Supplier User Registration mailencrypt Supplier Collaboration Network: 16-Mar-2016
‘Workflow Version 2 Confirmation of Reqgistration
“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.
e Click the LCC Property Contractor Portal link.
Lancashire | & 8
c il R
ounci ’&.ﬂ!
Warning
Unauthorised use of this system is prohibited. You should only login
if you have permission to do so. This system uses cookies, by
logging in, you are consenting to our use of cookies. You may be
able to disable cookies in your browser, but doing so will mean that
the site will not function correctly.
Login Details
Site lancashirecc
Group
Username | testuser@test.com
Password | esescsesd| |
Submit | Forgotten Password
e Enter your username and password. Your username will be the same in both
Oracle and the Contractor Portal.
e Click the Submit button to be taken to the LCC Property Contractor Portal

Home Page.
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i ~dioud |
Lancashire ¥

o
y t.;a‘) You are logged in as: TestContractori
(55
Council %‘;{: Lancashire County Council Test

Logout

m Property Finance Help Calls Inspection Assessment Help Admin

Home

View
Records Due (by Month)

Work by Week

Work by Month Show Filter

Documents

Recent Items

4 INTD0000095

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
1 2 3 4 5 6 7

4z INT00000093
8 9 10 11 12 13 14
15 16 17 18 19 20 21

22 23 24 25 26 27 28
INT000000¢

INT000000

My Open Inspections

e From here you can access your instructions, inspections and invoices.
Passwords

e Keep your password confidential;

e Passwords are case sensitive for additional security, so if you enter your
password for the first time in lower case (i.e. no capital letters), you will always
have to enter it in lower case;

e Passwords must be a minimum of 9 characters;

e Passwords must contain at least one letter and at least one number;

e Passwords should not contain the username;

e To make a strong password, you should use a mixture of upper-case and

lower-case letters, numbers, punctuation marks and symbols.

Forgotten Password / First Time Log In

This procedure is used to set your password the first time you log in and also

if you forget your password.

Login Details

Site lancashirecc
Group

Username

Password

Submit | Forgotten Password

Click the forgotten password link underneath the login.
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Lancasbhire | & .
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Council (_

Unauthorised use of this system is prohibited. You should only login
if you have permission to do so. This system uses cookies, by
logging in, you are consenting to our use of cookies. You may be
able to disable cookies in your browser, but deing so will mean that
the site will not function correctly.

Forgotten Password

Please enter your Site Group and Username and a new password wil
be sent via email.

Site lancashirecc
Group

Username | testuser@test.com|

Submit || Cancel

e Enter your username (normally your email address at the time of registration).
e Click the Submit button.

e A temporary password link will now be sent to your registered email address.

Password Reset

To reset your ps d, lete this form: https/pams.train.ad lancscc.net/p d /aHO6EOPBPEMsRuiXQCHZn3f5thyq1 TTg.

e Click the link in the Forgotten Password email.

Lancashire | & "

County .-‘—‘-
Council ‘_\J)

Warning

Unauthorised use of this system is prohibited. You should only login
if you have permission to do so. This system uses cookies, by
logging in, you are consenting to our use of cookies. You may be
able to disable cookies in your browser, but doing so will mean that
the site will not function correctly.

Reset Password
Please set a new password.

New ssssssces
Password

Confirm | sssssssss
Password

Submit

e You will be taken to a screen where you must enter and confirm your new
password.

o This password will then be used to log into the Contractor portal and is
separate to your Oracle password and LCC Secure Web Mall
password.

e Click the Submit button.

e Your password has now been changed and you are taken to the login screen.

e Log in using your username and the password you have just created.

e If you are having difficulty resetting your password, please contact the
iSupplier helpline on 01772 534966 (option 4).
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e On logging into the Contractor Portal you will be taken to the Home Page.

m Property Finance Contract Help Calls Inspection Assessment Help

Admin

Home
Records Due (by Month)

Show Filter

Recent Items

Labi23
%, INT00000132

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
1 2 3 4 5 6 7

4 INS011805

# INS011804

s INS011803

-3 PL00000486 15 16 17 18

% EA_TEST

4 INSO11816 22 23 24 25 26 27 28
INS011803

8 9 10 11 12 13 14

19 20 21

INTO00001:

e Modules are displayed at the top of the screen.

e Four menus may be displayed in the sidebar on the left of the screen. The

menu options are determined by the current record.

View Menu

The View menu in the sidebar on the left of the screen provides a link
to screens or documents, associated with the record or screen
currently being viewed. The following number (in brackets) identifies

the number of records or documents available.

Actions Menu

Actions

Instruction Details

Change Status
Add Invoice

Note or a New Document

New Document

Mew Mote

Recent ltems

View
Help Cal
Invoices (0]

Motes (1}

Documents (1]

The Actions menu in the sidebar on the left of the screen allows you to

carry out an action for the current record. For example, you may add a

Recent Items
Recent Items in the sidebar on the left of the screen allows you to ., INTO0000S56
return to a screen or document you have accessed recently. 100000533
ii-'rl 2
Links
Links The Links menu in the sidebar on the left of the screen contains useful
Help Calls links to other screens.

Instructions
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Once you have carried out a search, the options meeting the search criteria will be
displayed below.

Items1-30f 3 12 Per Page[v| 1

Overdue Records List

Action Type Code Description Site Prioril

Due Date
+

e Click on one of the headings to reorder the search results by that category. An
arrow will identify the header and the order (e.g. ascending 1). Click on the
heading to reorder (e.g. descending |)

e The number of items found in the search will be identified; 12 items will
normally be shown on each screen. Change the number of items displayed
using the drop down list. The maximum number of items which can be

selected is 72.

e Click on Next or Prev to go to the next or previous screen, or click on the
screen number.

H ~
Lancashire ¥
County -{€avs).
Y £e) You are logged in as: testcontractor
Council (s«:.;;i 9ce :
{5 Lancashire County Council UAT
Logout
m Property Finance Contract Help Calls Inspection Assessment  Help Admin
Home
View
Work by Week Records Due (by Month)
Work by Month Show Filter
Documents
Recent Items
»ab123
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
%, INTOD000132 | 5 3 4 5 A =
o INS011805
« INS011804 8 9 10 11 12 13 14
s INS011803
- PLO0000486 15 16 17 18 19 20 21
i EA TEST
4 INS011816 22 23 24 25 26 27 28
INS011803
29
INT000001¢
My Open Inspections
Items1-30f 3 12 Per Page[v| 1
Overdue Records List
Action Type Code Description Site Priority Owner Due Date h
front door not working 23650200000012000 - Test
Edit Instructions INTOOD00L2S | ey SKELMERSDALE BRANCH LIBRARY Contractor  1/01/2018
ACC - A 23450285000012000 - INGOL. Test
Edit  Instructions INTD0000130 |~ ' RANCH LIERARY Contractor | 02/12/2015
23150034090052000 - BURNLEY Test
Edit  Instructions INT00000131 Plasterwork falling off CampUS LiBRARY Contractor | 271M/2015
< b

Home: contains a calendar which shows all work allocated to your organisation that
is due in a given period.
e The bottom of the screen shows overdue inspections and instructions.

e Click the Edit or the Code to be taken to the record.
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sgaut
Home m Finance Help Calis Ingpection Assessment Help Aamin
= Piart

Frozerty Detalls
Hame v - Emes o B3R igings - ECR Bunaing
View Building
2o
Building Data a
site 23600024304012000 - Leyiand Learming Centre f
Cada 23600024209013001
e Description MATN BUILDING
Address

Sub Dwelling

Humber/Name Leaming Centre:
Strect Lancachire: County Ceuncl
Locality Recwone Avenue

Lk Town LEYLAND
Reglon
Pastcode FR25 189
Country
Main Prong 01772 535151

Property: contains all LCC establishments. An Instruction or Inspection will include
a link to a property, or alternatively, use the filter to search for a property.
e View buildings or rooms within the property by clicking on the relevant link in

the View menu on the left of the screen.

1 ~
Lancashire ¥
=Ny,
ggﬂr?é‘ﬁ (D) You are logged in as: testcontractor
Cas? Lancashire County Council UAT
Logout
Home Property Finance Contract Help Calls Inspection Assessment  Help Admin
Instructions Invoices
Home - Finance - Instructions
View
All Instructions Instruction List
For Approval (0 Show Filter
Printed (4)
Complete (1) =
Items 1-40of4 12 Per Page|v 1
KPIs s
Actions 7 Instruction List
N Parent - L " " P N <
Action Code + Site Building Supplier Estimate (£) Actual (£) Description Status  Authorisation
Recent Items Code
23150034090052000 PRI -
abi23
” Edit  INTO0000131 HLPOOOOZO - BURNLEY CAMPUS l::tmtmr 150.00 0.00 ::is:”:;rk Registered Cpen
% INT00000132 LIBRARY o (Printed)
o INS011805 AcC -
o INS011804 23450285000012000 Test
s INS011803 Edit INTO0000130 HLPOODDSO - INGOL BRANCH 150,00
LIBRARY Contractor
+ PL00000486
 EA TEST
23650200000012000 Test
4 INS011816 Edit  INTODO0D129 HLPO0100 - SKELMERSDALE Contractor] 150.00
BRANCH LIBRARY
23500128000412000 Test
Edit INTO0000128 HLPOO0123 - READ BRANCH Contractor] 150,00
LIBRARY

Finance: includes all your work instructions and invoices.

e Instructions sub menu lists your open instructions.
o Click on the Edit or the Code link to be taken to the relevant instruction.
o This will give details of the work required, the target completion date
and the site at which the work is to be carried out.
o Alternatively, click the Show Filter button to search for a specific

instruction, or set of instructions.
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o Click on the relevant link in the View menu (on the left of the screen)
for further options.

e Click the Invoices sub menu to view your invoices.

-
Lancashire B
(A E)
gg:jr?és:l t‘é.éa You are logged in a5: Testuser@test.com
e Lancashire County Council Training
Logout
Home  Property E Help Calls  Inspection  Assessment  Help Admin
Instructions Invoices
Home Finance Invoices
Wigw
All Invoices Invoice List
Show Filter
Actions
New Invoice
Trems1-20f2 | 12 Per Page[v] 1
Recent Ttems
) 1 Invoice List (Filtered)
— Action Inwoice Mo Tax Date  Supplier Net VAT  Gross  Credit Note Status Authorisation
s Edit 16/06/2016 Test Supghizr | 2,431.35 4B6.27 2.917.62 N REG - Ope=
el Edit  Jinv 1 15/06/2016  Test Supghier 15235 3045 18270 N APP - Approved | Approved

e Alist of your invoices is displayed. Click on the Edit or the Invoice No link to
view the details.

e When your invoice is approved for payment, the Status and Authorisation are
both Approved. Go to the Oracle iSupplier Portal to view payment details.

1 ~
Lancashire ¥
=Ny,
ggﬂggﬁ Q‘é’r‘}\-’) You are logged in as: generalbuildingcontractor
a7 Lancashire County Council Training
Logout
ome rope nance elp Calls nspection essmen elp min
Hi P Fi Help Call: I cti Ass it Hel Admi
Asbestos
Home Assessment Asbestos Surveys
View
All Surveys Asbestos Survey List
All ACHMs Filter Data
All ACM Actions
Next Al Next7 Days Overdue Survey Al [v]
All Samples e - Type
All Assessments Date Owner Q Find Clear
All Locations Review E To = . 5
G Location Q Find Clear
Actions Status Draft Site 23450029002942000 - Fulwood Garstang
oad Branch Library
Current [ Ere L
Recent Items [ Archive Filter on
4 INT00000554 Code
ol Apply Filter | Clear Filter || Hide Filter
90 23450020002...
% 1000 Items 1-10f 1 | 12 Per Page[v| 1
4, INTO0000545
+, INT00000509 Asbestos Survey List (Filtered)
w207 Action c""i site Building Date Type Status Reviewed :::ew
80 23600024800...
oL View 869 éz‘::;:zgg's::jg:::h'::‘r::y"d ;i‘:iglu::wzswuul ~MAIN £ /06/2005 HSG227 CURRENT 08/12/2015 08/12/2016
w211
4, INT00000494
204
( https://pamstrain.ad.lancscc.net/ fashestos/surveys/4284/edit | 7

Assessment: contains information relating to asbestos.

e Search for a property to view the asbestos register.
o You must clear your organisation name from the Owner field to
successfully search for the asbestos records.

e Click the View or the Code link to see the full details.
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H ~
Lancashire ¥
County -@Z=us). o .
Council ‘sl"_-,ﬂ‘_:) You are logged in as: generalbuildingcontractor
,:'-;-_’). Lancashire County Council Training
Logout
Home Property Finance Help Calls Inspection Help Admin
Asbestos
Home - Assessment - Asbestos - Surveys - Edit Survey
View
Locations (11) View Asbestos Survey

ACMs (19) T
Samples (6)
Risk Assessments

Details

(a9 Code 869

ACM Actions (0) Created On 23/02/2016

Notes (0) 5 -
Location Q Find Clear (=]
Documents (0)
N Site 23450029002942000 - Fulwood Garstang Road Branch f
History

Library

Actions Building 23450029002943001 - MAIN BUILDING
Print Survey Survey Type HSG227 - HSG227 (2002) [v]
Lead Surveyor Q Find | Clear

CAPITA - See Archived Data - LCC

Surveyor Q Find | Clear
Survey Date 24/06/2005

Client
Reference

[ https://pamstrain.ad.lancsce.net/ fashestos/surveys/4284/raoms Furrent survey [v] v

e Click Print Survey in the Actions menu to view the Asbestos Report.
e Alternatively, click the relevant link in the View menu, e.qg. click Locations to
see where asbestos has been found or is suspected.
The Asbestos Assessment module is designed to survey properties for the presence
or absence of asbestos within them. It contains a risk analysis to measure the risk to
the users of a property and a method of registering samples and asbestos containing

materials at the property.

o Buildings or rooms with asbestos containing materials (ACM) present

(or suspected ACMSs) will be identified by the asbestos warning icon.

AL

e This icon will be displayed against all relevant records, including
instructions and inspections.
e Theicon is displayed against the building and all rooms within the building,

even if asbestos is only found or suspected in one room.

To ensure all work is completed safely, view the asbestos details in the
Assessment module to check the details and location of ACMs before any

work is started.
Please note; the current guidance from the Health & Safety Executive (HSE)

requires that any areas which cannot be inspected during an asbestos survey, must

be recorded that asbestos is presumed to be present.
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Searches (Filters)

Filters are used to search for specific information or records. A filter is available in

LCC Property Contractor Guide

each module, but the information to be entered for each is different.

e Select the required screen and if the search function is not displayed, click the

Show Filter button.

-
Lancashire
County "'E‘E‘ti"'
Council E&&%J
FET
Home Property Finance Contract Help Calls Inspection Assessment
Instructions ~ Invoic
Home - Finance - Instructions
View
All Instructions Instruction List
For Approval (0 Filter Data
Printed (5)
Code
Complete (0)
KPls Description
Reference
Actions .
Instruction All v
Type
Recent Items parent Al =]
wFA TEST Type
o INS011805 Parent
Code
Trade All v
Code
Location all Find CIEarl
Site Type All v
Supplier Q Find | Clear
Authoriser Q Find Clear
Apply Filter | Clear Filter || Hide Filter
<

You are logged in as: testcontractor
Lancashire County Council UAT

Logout

Help Admin
Owner Q Find Clear
Financial Al v
Year
Account Q Find Clear

Al Next 7 Days Overdue
Target B To ]
From
Category Al v
Status M Generated
Type [ printed

[ Complete

[ closed

[ Cancelled
Status All v
Authorisation [] Open

[ For Approval

[ approved

[ rejected

>

Enter information into one or several of the fields to find the details required.

27 June 2016

Enter the search information into text fields.

Use drop down lists to select information. V]

Use the magnifying glass or the Find button to

search for and select information.

Use calendars to select dates.

Use links to select further options.

Q Find

Mext 7 Davs

You may find it useful to search by Location, Target Dates and / or the Status.

Please note; all search fields are optional.

o For example, you may click the Next 7 Days link to search for all work

instructions due in the next 7 days.

Page 11 of 33



Lanca%e LCC Property Contractor Guide

o You may change the Status to Complete to view work you have
marked as completed.

o You may search for the name of an establishment by entering the
name or partial name in the Location field or click the Find button to
start your search.

o All sites will be displayed in the format "Town Site Name".

o If required, use % to separate words or to replace missing characters
or words. E.g.to search for a library in Read, enter 'read%library’.

o The % can be used as a separator in the address field for a post code
e.g. enter PR1%0LD

Choose Location

Filter Data

B

Code

Description | read%library
Aliases

UPRN

Address

MEEE

Status ® Active
O mactive O all

| Apply Filter || Clear Filter | Hide Filter

Items 1 - 12 of 2430 12 PerPane ev 1 23 456 7 8 .. 202 203 Next:>

Site Code 4 Description
09300001000012000 WMERE TOWER WOOD OUTDOOR PURST
123 Testing Creation of a new site

23050000500012000 MELLOR CE PRIMARY

e Click the Apply Filter button to search for the site.

e Results matching your search will be displayed.

e To choose a site, click the Select link.

e You will be returned to the original search screen and the establishment name

will be displayed.
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1 ~
Lancashire
=Ny
gguggfl %té.‘;}g You are logged in as: testcontractor
uncil. s8¢ Lancashire County Council UAT
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions ~ Invoices
Home - Finance - Instructions
View
Al Instructions Instruction List
For Approval (0) Filter Data
Printed (4) =
Code owner Q Find Clear
Complete (1
KPs Description Financial All v
Year
Reference
Actions Account Q Find Clear
Instruction Al v
Type All Mext 7 Days Overdue
Recent It = =
ecent fems Parent all [v|  Target & To &
%, INT00000130 Type From
»ab123 Parent Category All v
= Code
w INT00000122 Status [ Generated
s INS011805 'Eﬂ;de All v Type 1 printed
s INS011804 ode [ complete
« INS011803 Location Q Find Clear [1 Closed
& PLO00D0486 Site 23500128000412000 - READ BRANCH [ cancelled
- FA TEST LIBRARY Status Al Iv]
5 INS011816 Site Type All v Authorisation [] Open
Supplier Q Find Clear [ For Approval
. = [1 Approved
Authoriser Q Find Clear [ Rejected
Apply Filter | Clear Filter || Hide Filter v

e Add further search information if required.

e When all the search criteria have been entered, click the Apply Filter button to

start the search (or to clear the current search criteria, click the Clear button

and start a new search).

e You may need to scroll down the page or hide the filter to view the search

results.

Lancashire

County 7=

y ey
Council €29
FESY
Home Property Finance Contract Help Calls
Instructions Invoices
Home Einance Instructions

View
All Instructions Instruction List

For Approval (0

Show Filter

Printed (5)
Complete (0)
o1 Items 1-10f 1 12 Per Page[v| 1

s
Actions 7 Instruction List (Filtered)
Recent It Action Code + Z:L:"t Site Building Supplier Estimate (£) Actual (£) Description Status  Authorisation

ecen ems
23500128000412000 PRI

EA TEST
" Edit INTOD000128 HLPD00123 - READ BRANCH Z:ﬁmtw 150.00 0.00 L:?t:"r‘s Registered Open
o INS011805 LIBRARY N (Printed)

. ~

You are logged in as: testcontractor
Lancashire County Council UAT

Logout

Inspection Assessment Help Admin

e Your search result will be displayed. Click the Edit or Code link to view the full

details or start a new search.

27 June 2016
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Documents, Notes and Images

Documents, notes and images may be added to a record to provide additional

information to the contractor or from the contractor to the County Council.

Contractors must add a copy of their invoice when submitting the invoice online.
Contractors should also add inspection paperwork and relevant certificates as

documents.

Add Document
e Images, notes or documents can be added to a record to provide additional

information to other users of the system.

e Search for and select the record the document is to be added to.

H ~
Lancashire ¥
N i
883;‘3" ‘S":‘-.\:)‘:) You are logged in as: TestContractorl
S Lancashire County Council Test
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Inveices
Home - Finance - Invoices - Invoice
View
Instruction Edit Invoice
Hotes (0) Save | Cancel
Documents (0} .
Documents (0 Details
Actions Type @ 1nvoice O Credit Note
Invoice Details Invoice No AB123
Change Status Status DRAFT - Draft
New Nots ) "
Hew tote Supplier Q Find | Clear
New Document
Test Contractor - Test Contractor
Links contractor@email.co.uk Main: 01772123456
INT00000093
CIS Applies O Yes @ No
Tax Date 25/02/2016 =
Description First invoice
Actuals
Labour (£) 27.50
[ittps://pamsitestad.Jancscc net/invoice/invaices/16/documents/ create | 1875 v

e Click the New Document link in the Actions menu on the left hand side of the

screen.
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Council \&

You are logged in as: TestContractori
Lancashire County Council Test

Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Invoices

Home - Finance - Invoices - Documents - New Document

Load Invoice Document

MNotes (0) Invoice Details
Documents (0 B N
Type ® Invoice ) Credit Note
Actions Invoice No AB123
Invoice Details Status DRAFT - Draft
Change Status supplier Test Contractor - Test Contractor
Mew Not
Hew Hofe Tax Date 25/02/2016
Mew Document
Description First invoice
Links Invoice Code INV00000016

INT00000093

Either choose a file or enter URL. Enter details of document, then select 'Save'.

Save  Cancel

Document

Type ® File O URL

Filo
Details

Description

Groun Not Selected )

e Click the Browse button; search for and select the document to be uploaded.

2 Choose File to Upload = . ~

OQ [ 1.« 01 Generic CourseInfo » Training ~ [ 43 ]| Search Training 2|

= You are logged in as: TestContractorl
- 0 @ Lancashire County Coundil Test

Organize v New folder

It Favorites — Documents library B o
J Desktop - Shortc Training y

B Deskiop Mame ’ Date modified

Admin

& Downloads

1] Invoice AB123.docx 24/02/2016 13:20
| T Invoice AB123.paf 25/02/2016 08:05

%] Recent Places

&l Libraries
[F Documents
& Music
=) Pictures

B videos

1% Computer
& Windows MBR (¢
S8 Please Ignore. (H _

< i ] 0

File name: Invoice AB123.pdf

Either choose a file or enter URL. Enter details of document, then select 'Save'.
Save  Cancel
Document

Type @ File O URL

File Browse. ..

Details

Description

Groun Not Selected ol

e Click the Open button to select the document.
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County g
E ah
ol E':.u‘:::}
i
Notes (0) Invoice Details ()
Documents (0) § i
Type ® Invoice ) Credit Note
Actions Invoice No AB123
Invoice Details Status DRAFT - Draft
Change Status Supplier Test Contractor - Test Contractor
New Note
Tax Date 25/02/2016
New Document
Description First invoice
Links Invoice Code INVOODO0O16

INT00000093
Either choose a file or enter URL. Enter details of document, then select 'Save'.

Save Cancel

Document
Type ® File O URL
File \\CorpData01\LCCUser: Browse...
Details
Description First invoice for....
Group FIN - Financial =
Comments
Save | | Cancel

e The filepath for the uploaded document is displayed and you must now enter
the Description and Group.

o Please Note: Do not try to save the screen until the Group has been
added. The system will produce an error and the file in the filepath will
disappear. You will then have to search for and select the document
again.

e You must enter a description of the document. This may be the file name or a
description of the document.

o Once added, you can search for the document by the description or
part description.

e Click the Group dropdown list to select the category for the document.

e Add comments if required.

e Review the details and click the Save button.

e Please note: Next review date; Review owner and Archived fields should
be blank.

Either choose a file or enter URL. Enter details of document, then select ‘Save’

Type ® Filz (O URL

9
H
H
°
e

Review Owner Q Find Clear
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County g
o 2y

Council
1 ~
Lancashire ¥
County <=8y, ’
Goundil Q{I.-"}‘-'J You are logged in as: TestContractorl
{0 e Lancashire County Council Test
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Invoices - Documents - Edit Document
View
Instruction Document successfully uploaded.
Notes (0)
Documents (1} Edit Invoice Document
o Invoice Details
Invoice Details Type ® Invoice Credit Note
Change Status Invoice No AB123
Hew Note Status DRAFT - Draft
R Supplier Test Contractor - Test Contractor
Links Tax Date 25/02/2016
INT00000093 Description First invoice
Invoice Code INV00000016
Save | Cancel Delete
Details
Name EDMS_TFC_Invoice_20160225_56.pdf
Description First invoice for.....
Group FIN - Financial [v]
Loaded Date 25/02/2016 v

e Confirmation that the document has been successfully uploaded is displayed
at the top of the screen.

e To view the saved document, click the Documents link in the View menu on
the sidebar.

o The number of documents attached to this record is shown in brackets.

Invoices (0) Instruction Details ~
Notes (0
Hotes (01 Code INT00000093
Documents (1)
Help call Code HLPOO0038
ctinys Status 1SS - Issued Directly (not via Oracle)
Instruction Details Supplier Q Find| Clear

Change Status

. Test Contractor - Test Contractor
Add Invoice

New Note contractor@email.co.uk Main: 01772123456

New Document

Create Help Call

Plant Q Find | Clear
Description Repairs to building
Show Filter
Items 1-10f 1 12 Per Page[v| 1

Document List

y ul i Loaded Date
Action Document Group o ceription Description 'y
Client Example of 23/02/2016
Extract Email  Edit Del  EDMS_TFC_Instruction_20160223_d6.docx CLC  ¢oroonodence  attachment e

e The attached documents are listed below the Instruction Details in the
Document List section.

e Click the Extract link and then open the document you wish to view.
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A note or image can be added to any type of record. For invoices over £200, an

image of the completed work may be required, and if so, it should be submitted with

the invoice using the notes and

images function.

1 ~
Lancashire ¥
County <=8y,
Goundil %t.;)g You are logged in as: TestContracterl
,.‘i—-")q Lancashire County Council Test
Logout
Home Property Finance Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Instructions - Instruction
View
Help Call View Instructions
Invoices (0) Back
Biotes (1) Details
Documents (0)
Code INT00000095
Actions Help Call Code HLPO00039
Instruction Details Reference
Change Status
Add Tnveice Target 24/02/2016 Target Time 09:48
——— (Complete) (24h)
MNew Document Status POS - Posted (Sent to Oracle)
Create Help Call - "
Create Help Cal Location Q Find  Clear )
site 23550011000022000 - BACUP BRANCH LIBRARY ¥
Description ACC - Accidental Damage
Broken window at main entrance
Permit Yes ® No
Required
Permit Number
Back
[itps://pamsitestad lancscc net/instruction/instructions/95/notes/ create | 7
e Click the New Note link.
1 ~
Lancashire ¥
County -(‘fg:"i).
Council ({;q'ra"}) You are logged in as: TestContractorl
Cas)? Lancashire County Council Test
Logout
Home Property Finance Help Calls Inspection Assessment Help Admin
Instructions Invoices
Home - Finance - Instructions - Instruction - MNotes - New Note
View
Help Call Add Instruction Note
Invoices (0) Instruction Details
MNotes (1
Code INT00000095
Documents (0)
Help Call Code HLP000039
Actions Status POS - Posted (Sent to Oracle)
Instruction Details Supplier Q Find| Clear
Change Status
3 Test Contractor - Test Contractor
Add Invoice
New Note contractor@email.co.uk Main: 01772123456
New Document
Create Help Call
Plant Q Find
Description ACC - Accidental Damage
Broken window at main entrance
Save | Cancel
Note Details
Author TestContractorl
Date Created 23/02/2016 15:46
Last Updated 23/02/2016 15:46 v
¢ Notes are added below the Instruction Details in the Note Details section.

27 June 2016
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Help Call Code ALPOUU0ST
~
Actions Status POS - Posted (Sent to Oracle)
Instruction Details Supplier Q Find | Clear
Change Status
j Test Contractor - Test Contractor

Add Invoice
New Note contractor@email.co.uk Main: 01772123456
MNew Document
Create Help Call

Plant Q Find | Clear

Description ACC - Accidental Damage

Broken window at main entrance
Save || Cancel

Note Details

Author TestContractorl

Date Created 23/02/2016 15:46

Last Updated 23/02/2016 15:46

Type GEN - General v

Detail Additional part required - leaving site with job

incomplete

Private Note O ves i No

Upload Image

Fie

Save | Cancel
Copyright © 2011-2016 The Technology Forge Ltd. ¥

Click the Type dropdown list.

o GEN - General; always select this option. Do not select Call Back.

Enter your note into the Detail field.
Private Note - always select No to enable
Council system users.

You also have the option to add an image

the note to be seen by the County

at this stage. To add an image,

click the Browse button.

& Windows MBR (¢ ~
58 Please Ignore. (H
52 Databases and A
S8 Corporate (M)
58 Personal on LCCI
G2 ACS(Q)

2 CVP (R)

52 Scanning (5)
2 DSO and External
2 Environment (V:)
S8 Office of the Chil

G Resources (%) |~

Mame

= Broken Window.jpg

€ Network

(2 Choose File to Upload ==

- . c, N -

() [ 5« MyPictures » New folder ~ [ é9 || Search New folder )
Organize v Newfolder v A @

Date modified Type

07/12/2015 21:26 JPEG image

~ ]

. 3

File name: |

- |AllFiles (*7) v

Private Note

Upload Image

File

Save Cancel

O Yes @ No

Browse...

Copyright @ 2011-2016 The Technology Forge Ltd.
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Search for and select the image.
Click the Open button.

LCC Property Contractor Guide

Help Call Code ALPOUU0ST
~
Actions Status POS - Posted (Sent to Oracle)
Instruction Details Supplier Q Find | Clear
Change Status
) Test Contractor - Test Contractor
Add Invoice
Mew Note contractor@email co.uk Main: 01772123456
New Document
Create Help Call
Plant Q Find | Clear
Description ACC - Accidental Damage
Broken window at main entrance
Save Cancel
Note Details
Author TestContractorl
Date Created 23/02/2016 15:46
Last Updated 23/02/2016 15:46
Type GEN - General v
Detail Additional part required - leaving site with job
incomplete
Private Note O ves ® mo
Upload Image
File \\CorpData01\LCCUsers Browse...
Save | Cancel
Copyright © 2011-2016 The Technology Forge Ltd. v
[ ttps://pams test.ad.lancscc.net/instruction/instructions/95/notes |

The filepath is now shown in the File field.

Once the details are complete, click the Save button.

Lancashire

County &%=

A D]
Council €29
FESY
Home Property Finance Help Calls Inspection Assessment Help
Instructions ~ Invoices
Home - Finance - Instructions - Instruction - MNotes - Edit Note

View
Help Call Note successfully added.
Invoices (0)
MNotes (2) Edit Instruction Note

Documents (0 . .
Instruction Details

Actions Code INTO0000095
Instruction Details

Change Status

Help Call Code HLPDO0039

Status POS - Posted (Sent to Oracle)
Add Inveice ]
Supplier Q Find
New Note
New Document Test Contractor - Test Contractor
Create Help Call contractor@email.co.uk Main: 01772123456
Plant Q
Description ACC - Accidental Damage
Broken window at main entrance
Save | Cancel Del

Note Details

[hitpsi//pams test.ad.ancscc net/instruction/instructions/95/notes | omractort

‘g.. ~

You are logged in as: TestContractorl
Lancashire County Council Test

Logout

Admin

Clear

Find | Clear

lete

The message at the top of the screen confirms the note has been added

successfully.

To view the note, click the Notes link. The number of notes attached to this

record is identified by the number in the brackets.
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County -(v’“
Council &

Instructions Invoices

View

Help Call
Invoices (0
Notes (2
Documents (0

Actions

Instrus Details
Change Status
Add Inveice

New Note

New Document

Create Help Call

Lancashire

Home Property Finance Help Calls Inspection

Home - Finance - Instructions

View Instruction Notes

Instruction Details

Status POS - Posted (Sent to Oracle)

Code INT00000095
Help Call Code HLPQO0039
Supplier Q

Test Contractor - Test Contractor

contractor@email.co.uk Main: 01772123456

Plant Q

Description ACC - Accidental Damage
Broken window at main entrance

Show Filter

(2] TestContractorl

LY il ot s e R

. ~
You are logged in as: TestContractorl
Lancashire County Council Test
Logout
Help Admin
Find | Clear
Find | Clear
Items 1-20f2 | 12 Per Page[v| Prev | 1| Next
23rd February 2016 @ 15:47 Fublic Type: GEN - General Edit Del ©

e Scroll down to view the notes and images.

27 June 2016
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Work Instructions
Work Instructions will be issued to the contractor with details of the work required

and the target date for completion. The contractor will be notified by email that a
work instruction has been issued.

If you are unable to complete the work within the agreed costs or required timescale,

please contact the District Surveyor, who will be identified on the order.

To view a work instruction and the details of the site at which the work is to be
carried out.

~
Home
View
Work by Week Records Due (by Month)
Work by Month Show Filter
Documents
Recent Items
:,ab123
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
% INT00000132 1 2 3 4 s 6 7
o INS011805
@ INS011804 8 9 10 11 12 13 14
o INS011803
+# PLOD000486 15 16 17 18 19 20 21
- FA TEST
& INS011816 22 23 24 25 26 27 28
INS011803
29
INT000001:
My Open Inspections
Items1-30f 3 12 Per Page[v| 1
Overdue Records List
Action Type Code Description Site Priority Owner Due Date h
front door not working 23650200000012000 - Test
Edit  Instructions INTO0000128 | .y SKELMERSDALE BRANCH LIBRARY Contractor  /01/2018
ACC - A 23450285000012000 - INGOL Test
Edit  Instructions INT00000130 7/ " ranCr LIBRARY Contractor  09/12/2015
23150034090052000 - BURNLEY Test
Edit  Instructions INTO0000131 Plasterwork falling off CampUS LtERARY Contractor | 2PIL2015
< b

e Work instructions can be seen on the calendar on the home page. These will
start with 'INT".

e Click on the link in the calendar to view the work instruction, or alternatively,

click the Finance link in the green title bar at the top of the page.
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1 ~
Lancashire ¥
County &=
Goundil Q‘é’r‘}\-’) You are logged in as: TestContractorl
{0 e Lancashire County Council Test
Logout
Home Property Finance Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Instructions
View
All Instructions Instruction List
Eor Approval (0) Show Filter
Printed (2
Complete (0
Items 1-20f2 | 12 Per Page[v| 1
Actions
| Instruction List
Recent Items pe—
Action Code + e Site. Building Supplier Description Status Authorisation
#, INTD0000095 e
ACC - Accidental
% INT00000093 POS - Posted
23550011000022000 - Test Damage Broken
Edit  INTOO0000SS HLPOOOOZR by ciyp grancH LIBRARY Contractor window at main ésr::‘t;)” Oeen
entrance
1S5 - Issued
23500128000412000 - Test " .
Edit  INTO0G00G93 HLPOD0038 o) BT ol Lo Contractor REPAIS O building Directly (not  Open
via Oracle)
( https://pams test.ad.lancscc.net/instruction/ins 5/93/edit | ~

e Alist of your open instructions is displayed.
e The Instruction List includes a summary of the requirements and details of the
site at which the work is to be carried out.
e Click the relevant Edit link or the Instruction Code.
o If the required instruction is not displayed, click the Show Filter button

to search for it.

Lancaspg{e T ~
gglljr?‘t:)ﬁ '(ig?;'}j' You are logged in as: TestContractorl

,sl_') Lancashire County Council Test
Logout
Home Property Finance Help Calls Inspection Assessment Help Admin

Instructions Invoices

Home - Finance - Instructions - Instruction

View

Help Call View Instructions

Invoices (0} P

— Details

Documents (1)
Code INT00000093

Actions Help Call Code HLPO0003E

Instruction Details Reference

Change Status

Add Tnveice Target 01/03/2016 Target Time 09:31

New Note (Complete) (24an)

New Document Status 1SS - Issued Directly (not via Oracle)

Create Help Call . 5

feale Help L3 Location Q ALEEET

Site 23500128000412000 - READ BRANCH LIBRARY
Description Repairs to building
Permit Yes ® No
Required

Permit Number

Back

e Full details of the work instruction are displayed.
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Council (5%
o This includes the target date for completion, the site and the
description of the work required.
o Reminder: check the View menu for notes and documents associated
with the instruction.

e To view the full site address, click in the Site field.

1 ~
Lancashire ¥
=Ny
ggﬂggﬁ Q‘é’r‘}\-’) You are logged in as: TestContractorl
{0 e Lancashire County Council Test
Logout
Home Property Finance Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Instructions - Instruction

View
Help Call View Instructions
Invoices (0) Back
fiotes (0} Details
Documents (1)

Code INT00000093
Actions Help Call Code HLPO00038
Instruction Details Reference
Change Status
Add Invoice Target 01/03/2016 Target Time 09:31
New Note (Complete) (24h)
Mew Document Status 1SS - Issued Directly (not via Oracle)
Create Help Call - "
Create Help Cal Location Q Find | Clear

site 23500128000412000 - READ BRANCH LIBRARY

View Read Branch Library, 41 Whalley Road, Read,
BURNLEY, BB12 7PB

Description Repairs to building

Permit Yes ® No

Required

Permit Number

( https://pamstest.ad.lancscc.net/property/sites/1533/s y | ~

e This opens the field up to give the full address.

o To view further site details hold down the [Ctrl] key on your keyboard
and click in the View field. This opens the Site screen in a separate
window to allow you to return to the instruction easily.

o The Site screen displays a summary of the buildings and rooms within

the site.
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Unless this is an interim payment (agreed by the County Council), the work must be

marked as completed before the invoice is submitted.

1 ~
Lancashire
County -(v‘ﬂ-:-" . .
Gouncll g ;J You are logged in as: testcontractor
e Lancashire County Council UAT
Logout
Home Property Finance Contract  Help Calls Inspection Assessment  Help Admin
Instructions  Invoices
Home - Finance - Instructions
View
All Instructions Instruction List
Eor Approval (0 Show Filter
Printed (5
Complete (0)
Items 1-50of5 | 12 Per Page|v Prev | 1| Next
KPIs ve[v]
Actions 7 Instruction List
Action Code olehal s Building Supplier Estimate (£) Actual (£) Description Status  Auth
Recent Items Code
23250046000012000 PRI -
4 INS011805
— Edit INT0D000132 HLPOOOOSO - LYTHAM ANSDELL fﬁ:&ogz?ggmzom (T:“‘t " 150.00 0.00 f‘“’k‘” Rooky  cistered Open|
4 INS011804 BRANCH LIBRARY ontractor ies (Printed)
4 INS5011803 23150034050052000 PRI -
Edit  INTODO00131 HLPOOOD20 - BURNLEY CAMPUS Test 150.00 0.00 Flasterwork o istered Open
PLO0000486 INTO0000131 | HLPOO0OZ0) -
-% EL00000486 LIBRARY Contractor falling off (Printed)
% FA TEST
Acc -
o INS011816 i
23450285000012000 est ’S::‘:e”f‘ PRI -
Edit | INTO0000130 HLPDOOOSO - INGOL BRANCH Contrac 150.00 0.00 oo o Registered Open
LIBRARY ontractar| w::d:a i (Printed)
room 2
23650200000012000 est front door PRI -
Edit INTO0000129 HLPD00100 - SKELMERSDALE Contractor 150.00 0.00 not working Registered Open
BRANCH LIBRARY properly (Printed)
23500128000412000 et Leak PRI -
Edit | INTODO00128 HLPD00123 - READ BRANCH Czimctm 150.00 0.00 ;u:te‘:: Registered Open'™
[nttp: s.uat ad.Jancsce net/instruc tions/132/edit o 1R222Y. grrt=h
e Search for and select the instruction.
1 ~
Lancashire
County - :-;). .
Gouncll ;J You are logged in as: testcontractor
7 Lancashire County Council UAT
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Instructions - Instruction
View
Help Call View Instructions
Invoices (0} T
tiotes (0} Details
Documents (0)
Code INT00000132
Actions Help Call Code HLPO0D0S0
Instruction Details Reference
Change Status
Add Tnveice Target 15/12/2015 Target Time 16:50
New Note (Complete) (24h)
New Document Status PRI - Registered (Printad)
Create Help Call . ;
feate Help La Location Q Find Clear )
Site 23250046000012000 - LYTHAM ANSDELL BRANCH ¥
LIBRARY
Building 23250046000013001 - MAIN BUILDING
Description broken roof tiles
Permit Yes ® No
Required
Permit Number
[t s.uat.ad Jancsce.net/instruc tions/132/5 7
e Click the Change Status link in the Actions menu on the left of the screen.
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Logout | .
Home  Property |IGLEL[ Contract  Help Calls Inspection  Assessment  Help Admin
Instructions Invoices
Home - Finance - Instructions - Instruction - Change Status

View
Help Call Change Status
Invoices (0) Instruction Details
MNotes (0

Code INT00000132
Documents (0

Help Call Code HLPD000G0
Actions Status PRI - Registered (Printed)
Instruction Details Supplier Q Find | Clear
Change Status

) Test Contractor - Test Contractor

Add Invoice
New Note Main: 01772 123456
New Document
Create Help Call

Plant Q Find | Clear

Description broken roof tiles

cChange Status

Status COM - Completed v

Date 24/02/2016 = Time (24h) 13:40

Comment

Save | Cancel
[ httpsi//pams.uat.ad.ancsce net/instruction/instructions/132/status |

Click the Status dropdown list and change

the Status to Completed.

The completion date and time will default to the time that you complete this

screen, but can be overwritten if required.

Add Comments if required.

When the details have been completed, click the Save button.

1 ~
Lancashire
=Ny,
ggﬂr?é‘ﬁ (D) You are logged in as: testcontractor
Cas? Lancashire County Council UAT
Logout
Home Property Finance Contract Help Calls Inspection Assessment  Help Admin
Instructions Invoices
Home - Finance - Instructions - Instruction
View
Help Call The instruction status has been updated.
Invoices (0)
Notes (0) View Instructions
Documents (0)
Back
Actions Details
Instruction Details Code INT00000132
Change Status
—_— Help Call Code HLPO000E0
Add Invoice
Reference
New Note
i L Target 15/12/2015 Target Time 16:50
Create Help Call (Complete) (24h)
Status COM - Completed
Location Q Find | Clear| 5]
site 23250046000012000 - LYTHAM ANSDELL BRANCH ¥
LIBRARY
Building 23250046000013001 - MAIN BUILDING
Description broken roof tiles
Permit Yes ® No ~
(hittps://pams.uat.ad.lancscenet/instruction/instructions/132/documents/ create |

Confirmation that the status has been changed is displayed at the top of the

screen. The invoice can now be submitted.
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Invoicing

To submit an invoice for payment:

e Unless this is an interim payment (agreed by the County Council), the
Instruction Status must be changed to Completed to confirm the work has
been completed.

e The Invoice must be raised against the Work Instruction.

e An uneditable copy (e.g. PDF format) of the invoice and any supporting
invoices must be added as Documents.

o If the value of the invoice is more than £200, you may be requested to add an
image of the completed work.

e Once the invoice is raised and all attachments added, the Invoice Status must
be changed to Registered. If the status is not changed to registered, the
invoice cannot be paid.

Rejected Invoices

An invoice may be rejected by the County Council, e.g. if the copy of the invoice is
not attached, or if the details on the copy invoice do not match the details on screen,

or if a CIS breakdown is required but has not been provided.

If the invoice is rejected, you will receive an email to notify you. The invoice will then
need to be completed again, documents and images added and the status changed,

in the same way as when submitting a new invoice.

The invoice number must be unique even if your invoice is rejected and you are
submitting a revised invoice.
In this case, you may wish to use the original invoice number, but adding a character

to make the number unique.
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Credit Notes

A credit note is raised in the same way as an invoice. Select the Type 'Credit Note' to

identify that you are raising a Credit Note. The value is always a positive amount.

You cannot raise an online credit note for an invoice which has been paid or is

pending payment. In this case, please raise a manual credit note.

Raise Invoice/Credit Note

Lancashire | & "

=Ny,
(C:gur?;yl ("té.‘;}g You are logged in as: TestContractorl
uncil. s8¢ Lancashire County Coundil Test
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Instructions - Instruction
View
Help Call The instruction status has been updated.
Invoices (0)
Notes (0) View Instructions
Documents (1
Back
Actions Details
Instruction Details Code INTO0000093
Change Status
—_— Help Call Code HLPO00O38
Add Inveice
Reference
New Note
Mew Document Target 01/03/2016 Target Time 09:31
Create Help Call (Complete) (24h)
Status COM - Completed
Location Q Find | Clear
site 23500128000412000 - READ BRANCH LIBRARY
Description Repairs to building
Permit Yes @ No
Required

Permit Number
[itps://pams.testad.lancsccnet/invoice/ invaices/ createlinstruction_id=03 | 7

e The invoice is raised from the instruction.
e Unless this is an interim payment, the Status should be Completed.

e From the Instruction, click the Add Invoice link.
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-
. ~
Lancashire ¥
Moo .
82”;‘;yl %l-‘.'\!a You are logged in as: TestContractorl
U ! ,:{-‘-’;_ Lancashire County Council Test
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Invoices - New Invoice
New Invoice
Save | Cancel
Details
Type @ Invoice O Credit Note
Invoice No AB123
Status DRAFT - Draft
Supplier Q Find | Clear
Test Contractor - Test Contractor
contractor@email.co.uk Main: 01772123456
CIS Applies O Yes @ No
Tax Date 25/02/2016 =
Description First invoice]
Actuals
Labour (£)
Material (£) v

e Type: Identify if you are raising an Invoice or a Credit Note.

e Invoice No: Enter your invoice number.

o Every invoice submitted must have a unique number; do not use the
same number twice, even for the same instruction.

e CIS Applies: Contractors who are Construction Industry Scheme (CIS)
registered are responsible for flagging each invoice as CIS applicable if
appropriate.

o Contractors who are not CIS registered will leave as No.

e Tax Date: Use the calendar to select the Tax date.

e Description: Enter a description.

e Click the scrollbar to continue.
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O Yes ® o
25/02/2016

CI1S Applies
Tax Date

Description First invoice

Actuals
Labour (£)
Material (£)
Other (£)
Net Total (£)
VAT (£)

Gross Total (£)

Linked Instructions

Invoice 0.00

Value:
Q
INTO0000093

Instruction

Amount (£)

Final Payment O Yes @ No

Save | | Cancel

[ ttps://pams test.ad.lancscc.net/invoice/invoices? |

Allocated:  0.00

contractor@email.co.uk Main: 01772123456

27.50

18.75

46.25

9.25

55.50

46.25

Copyright © 2011-2016 The Technology Forge Ltd

[ST - Standard RatdEg|

Unallocated: 0.00

Find | Clear

v

Enter the correct values into the relevant fields in the Actuals section.

o Do not enter negative amounts; if a credit is due, select Credit Note at

VAT (£): The VAT defaults to Standard; use the drop down list to change the

Final Payment: Specify if this is the Final Payment (no further invoices to be

.
o Leave blank any fields that are not relevant.
the top of the screen.
e Labour (£): Enter the cost for labour.
e Material (£): Enter the cost for materials.
e Other (£): Enter any additional costs.
e The VAT, Net and Gross Totals are automatically calculated.
.
tax classification if required.
.
issued against this work instruction).
o Select 'No' if further invoices will be issued.
.
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Lancashire | & 8
- c-‘
8coyuri:1‘;yl { ) You are logged in as: TestContractorl
unci < . Lancashire County Coundil Test
Logout
Home Property Finance Contract Help Calls Inspection Assessment Help Admin
Instructions  Invoices
Home - Finance - Invoices - Invoice
View
Instruction The invoice has been added
Notes (0)
Documents (0} Edit Invoice
Actions Save | Cancel
Invoice Details Details
Change Status Type @® Invoice (O Credit Note
Hew Note Invoice No AB123
Hew Document Status DRAFT - Draft
Links Supplier Q Find | Clear
INT00000093 Test Contractor - Test Contractor
contractor@email.co.uk Main: 01772123456
CIS Applies O Yes ® mo
Tax Date 25/02/2016 =
Description First invoice
Actuals v

e Confirmation that the invoice details have been added is displayed at the top
of the screen.

e You must now add an uneditable copy of your invoice. Any additional invoices
(e.g. covering plant hire etc.) must also be attached. You can add multiple
attachments if required.

e Please note: your invoice submission will be rejected if you do not add
the copy of the invoice. If your invoice is rejected, you will be required to
repeat the entire invoice submission process including adding the
relevant attachments.

e If your invoice is over £200, you may also be required to add an image of the

completed work.
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Once all attachments have been added to the invoice, change the Status to

Registered.

Changing the Status submits the invoice for payment; if you do not change the

status, the invoice cannot be paid.

-
Lancashire
County <=
d gy
Council €29
FESY
Home Property Finance Contract Help Calls Inspection Assessment Help
Instructions  Invoices
Home - Finance - [nvoices -~ Notes - Edit Note

View
Instruction Note successfully added.
MNotes (1
Documents (1) Edit Invoice Note
o Invoice Details
Invoice Details Type ® Invoice Credit Note
Change Status Invoice No AB123
Hew Note Status DRAFT - Draft
—_— Supplier Test Contractor - Test Contractor
Links Tax Date 25/02/2016
INT00000093 Description First invoice

Invoice Code INVOODO0O16

Save | Cancel Delete

Note Details

Author TestContractorl

Date Created 25/02/2016 11:47

Last Updated 25/02/2016 11:47

‘g.. ~

You are logged in as: TestContractorl
Lancashire County Council Test

Logout

Admin

e From the invoice screen,

the screen.

click the Change Status

link on the left hand side of

-
Lancashire
County % ‘-’t').
Council \& g
FESY
Home Property Finance Contract Help Calls Inspection Assessment Help
Instructions  Invoices
Home - Finance - [nvoices - Invoice - Status
View
Instruction Change Invoice Status
Notes (1) Invoice Details
Documents (1) 5 3
Type ® Invoice Credit Note
Actions Invoice No AB123
Invoice Details Status DRAFT - Draft
Change Status Supplier Test Contractor - Test Contractor
New Note Tax Date 25/02/2016
New Document
Description First invoice
Links Invoice Code INV00000016
INT00000093
Change Status
Status REG - Registered v
Date 25/02/2016 = Time (24h) 11:48
Comment
Save | Cancel

‘g.. ~

You are logged in as: TestContractorl
Lancashire County Council Test

Logout

Admin
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e Click the Status dropdown list.

LCC Property Contractor Guide

e Always change the status from Draft to REG - Registered.

o Please take care not to select Rejected status in error, as if the Status

Is set to Rejected, you would have to restart the submission process.

e The date and time default. Add Comments if required.

e \When the details are correct, click the Save button.

Lancasp.ig'e
S )

Home Property Finance Contract Help Calls Inspection Assessment Help
Instructions  Invoices

Home - Finance - Invoices - Invoice

View

Instruction The invoice status has been updated

Motes (1)

Documents (1} View Invoice

Actions Back

Invoice Details Details

New Note Type ® Invoice ) Credit Note

bew Bocument Invoice No AB123

Links Status REG - Registered (25 Feb 2016, 11:48)

INT00000093 Supplier Q Find | Clear

Test Contractor - Test Contractor

contractor@email.co.uk Main: 01772123456

CIS Applies Yes @ No
Tax Date 25/02/2016
Description First invoice

Actuals

‘g.. ~

You are logged in as: TestContractorl
Lancashire County Council Test

Logout

Admin

v

e Confirmation that the invoice status has been updated is displayed.

e The invoice and attached documents and images can now be seen by the

County Council.

e Only invoices with the Status of Registered can be processed for payment.
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