Lancashire

County T
Gounc ({5
o

Raise Inspection Invoice

Concept



Lancashire
County e

Raise Inspection Invoice
Council K

Lancashire

Sounch C&Y
B — Rec - This lesson shows how to raise an

S el invoice for a completed inspection, or

all Contracts

multiple inspections within the same

s INSOLLE05

Spaic Mtems 1-10l1 | 12 Per Page /v P £ |nSt|‘uct|on_

» Contracts List

Action Code T Hame Description Supplier Start Date End Date
View: EA TEST Fire alarm sarvicing contract Test Contractor 24/02/2016 01/02/2023
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Step 1

Lancasbhire
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Home  Property  Finsnce m Heip Calls  Inspection  Assessment  Help

Prior to submitting an invoice for

ntracts

setrared payment:
i - Ensure the Inspection Status has
£ - . been changed to Complete,
bt Y e — - Check required supporting

View: EA TEST Fire alarm sarvicing contract Test Contractor 24/02/2016 01/02/2023

documents have been added.

Once the above checks have been
made, you must then raise the invoice
against the Contract Instruction as
shown in this lesson. During this
Y process, you must:

- Add an uneditable copy (e.g. PDF) of
the invoice, and

- The Invoice Status must be changed
to Registered.
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Contracts
Home Contracts
View
T ot Contracts List
Show Filter

« Contracts List

Action Cade T Hame Description

view  [EZEE]  Fire alarm sarvieing contrace

[https//pamsuntad Jancsec.netico

Nems 1-1o0f 1

Supplier
Test Contractor

12 Per Page v |

Start Date
24/02/2016

End Date
01/02/2023

Raise Inspection Invoice

Step 2

Invoices for completed inspections are
raised from the instruction.

Navigate to the instruction.
For this example, we will search for the

Instruction via the Contracts List. Click
the FA_TEST link.



Lancashi

Lancasbhire

You are logged in as: ¢

gounqn AN testcontractor
CLING s < Lancashire County Council At
Logaut

Contracts

Home - Contracts - Edit Contract

View

Inspections f14) View Contract

Bacl

Details
Code Fa_TEST
Name Fure alarm serviang contract
Actions .
Supplier Test Contractor - Test Contractor
Edit Contract
Kinis R Mawn: 01772 123456
tew Document
Owner Q Find | O
SCMgr
SCMyr
Dalte 2470272016
End Date 01/02/2023
Descriptio
Archive Yes ® Ho
Aack

hitpe//pams.uat.ad lancsce.net/contract/contracts/14/instructions |

Raise Inspection Invoice

Step 3

This contract contains 1 Instruction.

Click the Instructions (1) link in the
View menu.
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Lancashire T 2 Step 4
Sunth €&y s
s Lt s R o — — Your Contract Instructions will be listed.

Contracts - Edit Contract - Instruction

e e Each of these instructions may contain

Contract Instructions

Conractoetlls multiple inspections.

Code FA_TEST

Mame Fire alarm servicing contract

You can consolidate invoices for multiple

= inspections (INS) on the same
eme s -xors (Tameronee]] | < (4] instruction (CINT reference), but you
Bttt el e cannot submit one single invoice for
Inspections associated with different
Instructions.

Edx  CINTOUOGOIZ  FA_TEST - Fire alarm servicing contract 2013-16 Feb E2.300.00 £0.00 POS - Posted (Sent to Cracle)
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Lancashire Step 5
Sounch C&Y
e — Cheque Book Schools
e ok Each different funding stream will
- : — require a separate invoice, so invoices
for inspections paid for by LCC must be
i = kept separate from inspections raised to
e '‘Cheque Book' schools (that pay their
A:l:-onlr:(:h]"s‘ma::r:i:[::un Ywar Puoricd Estimate (£)}  Actuasl (£] [Stetus Own inVOiceS).
Invoices for inspections covered by a
status of CINT reference with either
. , 5 "External Clients", or "SLA PROp

Retained" in the instruction description
(denoted by a status of "POS-Posted"),
will be paid directly by LCC and these
may be consolidated against the correct
CINT reference in PAMS.
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Home Property Fingnce

ntracts

hitpe//pameuat.ad lancsee.net/ contract/instructions/ 22,

Date

Code
Mame

Supplier

o0 HelpCalls  Inspection Assassment  Help

Contracts - Edit Contract

Contract Instructions

Contract Detalls

Main: 01772 123456

24/02/2016

tnd Date 01/02/2023

« Contract Instructions List

Action

Coda t Duscription

di SINTOOO00022  FA_TEST - Fire alarm servi

iing contract

Venar Puricd  Estimate (£}  Actusl (£] [Status

2015-16 Feb

£2.500.00

£0.00[POS - Posted (Sent to Cracle

Raise Inspection Invoice

Step 6

Cheque Book Schools (cont.)

Each inspection for a 'cheque book'
school (these are denoted by
instructions with the status of "ISS -
Issued Directly") must be invoiced
separately per school, and the invoice
must be addressed to the school itself
c/o Lancashire County Council, not an
invoice addressed to Lancashire County
Council. Each school represents a
different funding stream, and so invoices
are paid from different bank accounts.

Multiple inspections for the same school
can be consolidated for invoicing
together, as long as they are covered by
a single instruction (CINT reference).

Cheque book school invoices still need
to be submitted via the PAMS system,
and once validated are forwarded by
LCC to the schools for payment direct to
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‘You are lngged in as: pestoontractor
Council Lancashire County Council UAT

Lac?;ﬁt?%ﬁe 'EZ’:‘.-[...[:[E = Step 7

Lagaut

S — I Select the instruction.

Home - Contracts - Edit Contract - Instructions

View

e iong £24) Contract Instructions

P Controct et Click the CINTO0000022 link

Remedial Works (11 n IC e In )
Code FA_TEST

lLovgices (1)

Tigkee 0% Name Fire alarm servicing contract

Documents (0} Supplier Test Contractor - Test Contractor

Higtory Main: 01772 123456

Actions

it Contract e 24/02/201E

Hew Note Lnd Date 0L/02/2023

Hew Document
Items1-10f1 | 12 PerPage/v| e Prev 1] Next =

Yuar Puricd  Estimate (€] Actusl (£] Status
201516 Feb E3.300.00 £0.00 POS < Posted (Sent to Oracle)

watad lancsee. ions/22/edit | N
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Lancashire Pe-cloud 2 Step 8

County ey Yoo are Iagged in as: testcantractor

Council Lancashire County Council UAT
Logaut

o The Instruction is now displayed.

Home - Contract Instructions - Edit Contract Instruction

View
Contract View Contract Instruction
mcietin | From the instruction, click the New
ercmens cote s Invoice link in the Actions menu.
erence
e Description FA_TEST - Fire alarm servicing contract
Edit Instruction
i hicee Status POS - Pusted (Sent to Oracle} ]
Financial Year 2015-16 - Financial Year 2015-16 =]
P Financial Period Feb |
Jorars Estimate
Supplier Acc. Ref. 123455
Labaur (£) S500. 00
Material (£} o.o0
Other (£) 00
Net Total (£) J500.00
Tax Code T - Standard Rate ~
VAT (E) 700,00
Gross Total (£} A200.00

hitps//pams.uat.ad lancsce.net/ contract/invoices/createlinstruction_id=22 |
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Step 9

Lancasbhire
County LEo o are logged in a
Councn €&29 o

Home  Propenty mmmcm Inspection  Assessment  Help

—— Enter your invoice number. Each Invoice
e e you raise must have a unique Invoice
Number.

Details

Invoice No. I I
e W — R If your finance system generates an

= invoice number automatically, you may

CINTOODDDOZZ

oescrition use this number in this field.

Final Yes @ Ho

Actuals . . . .
s Click in the Invoice No. field.
HMaterial (£} 0.00

Other (£) 0.00

Net Tatal (£) 0.00

VAT (E) 0.00 ST - Standard Rate  [w|

Gross Tolal (£} 0.00
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Lancashire T a Step 10

County - -
Council @

——— ' : Enter the number into the Invoice
Home - Contract Inwoeces - New Contract Invaice NO- field.

New Contract Invoice

save | | Cancel
Details
H n n
et o - For this example, enter "ab123".
Received Date 2R/02/2016 =
Tax Date ]
Instruction Q Clear
CINTODODOOZZ
Description
Final Yes N
Actuals
Labour (£) c.00
Material (£) 0.00
Other (E) .00
Net Total (£) 0.00
VAT (E) 0.00 ST - Standard Rate  [w]
Gross Tolal (£} 0.00

we | Cancel
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Lancashire T ~ Step 11
SSinch sy W SN ,

A

Logaut

Home  Property nwmmﬂlk Inspection  Assessment  Help Admin
Contracts nstructions  Invoices

Status

Contract Invoices -~ hew Contract Inveice

New Contract Invoice

The Status defaults to Draft and must be

Details

o - - kept as this for now. However, it must be
e R — changed later in the procedure, after

o AN S— you have completed the invoice details

— and added supporting documents. This
will then then submit the invoice for

Actuals

Kokt payment.
HMaterial (£} 0.00

Other (E) ©.00

Net Tatal (£) 0.00

VAT (E) 0.00 ST - Standerd Rate  [w|

Gross Tolal (£} 0.00
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ontract [nvpices

biew Contract Inveice

New Contract Invoice

Save

Cancel

Details

Actuals
Labour (£)
HMaterial (£)
Other (E)
Net Tatal (£)
VAT (E)

Gross Tolal (£}

we | Cancel

sbrzy

DRAFT - Diraft
26/02/2016
(=%

CINTOODDDOZZ

C.00
0.00
.00

0.00

0.00

ST - Standard Rate

<]

Clear

Raise Inspection Invoice

Step 12

Use the calendar to select the Tax date.

Click the Tax Date button.
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You are logged in as: testcontractor
Lancashire County Council UAT

Logaut

Contracts Instructions  Invoices

Home - Contract Invoices - Hew Contract Invoice

New Contract Invoice

Labour (£)
Material (£)
Other (E)
Met Total (£)
VAT (E)

Gross Tolal (£}

Save | Cancel

sb1zy

DRAFT - Draft

26/02/2016 L]

< February 2016 >

Su Mo Tu We Th Fr Sa

- % 32 4 5]

7 8 % 10 11 1213

1415 16 17 18 20

21 2z 23 24 29 27

25 29 3 4 5

6 7 5 10 11 42
.00
0.00
©.00
.00
.00

.00

ST - Standard Rate  [w]

Raise Inspection Invoice

Step 13

For this example, click the 26 button.
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Lancashire T 2 Step 14

County

Council -@‘35)‘ You -:-r:ﬂlcn!qs.:r in a
gy — — - As you added the invoice from the

S i Contract Instruction, the invoice record

New Contract Invoice

you are creating is already linked to the

— (e appropriate instruction.

‘“ You will specify which Inspections you
prmets are invoicing for later in this process.

Final Yes & No

Actuals

Labour (£) £.00

HMaterial (£} 0.00

Other (E) ©.00

Net Tatal (£) 0.00

VAT (E) 0.00 ST - Standard Rate  [w|
Gross Tolal (£} 0.00
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You are logged in as: testcontractor
Lancashire County Council UAT

Logaut

Contracts Instructions  Invoices

Home - Contract Invoices - Hew Contract Invoice

New Contract Invoice

Labour (£)
Material (£)
Other (E)
Net Tatal (£)
VAT (E)

Gross Tolal (£}

Save || Cancel

sb1zy
DRAFT - Draft ]
26/02/2016 L]
26/02/2016 L]
a Clear
CINTOODDOOZZ
O Yes & No
.00
0.00
.00
.00
0.00 ST - Standard Rate  [w]
.00

Raise Inspection Invoice

Step 15

Click in the Description field.
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Lancashire Be-cloud 2 Step 16

Sunst oy et s
Lagout
—— Enter the description into

S the Description field. Enter "invoice for

New Contract Invoice

=== *** inspections”.

Details

Invoice No. sb1zy

Stalus DRAFT - Draft |

Received Date 26/02/2016 L]

Tax Date 26032016 ]

Instruction a Clear
CINTOODD00ZZ

Description II I

Final O Yes & No

Actuals

Labour (£) c.00

HMaterial (£) 0.00

Other (E) .00

Net Tatal (£) 0.00

VAT (£) 0.00 ST - Standard Rate  [w]

Gross Tolal (£} 0.00

Save | Cancel
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Lancashire T ~ Step 17
SSinch sy W SN ,

A

il — R — — Final Payment

New Contract Invoice

If this is the final payment in the

Details

e, instruction, i.e. there are no further

- . : inspections to be conducted in the

tnerection a series, select Yes.

If there will be further invoices raised

S against the instruction, e.g. for future
Bt inspections within the same instruction,
o ensure the No option is selected.
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Step 18
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mmmmmmmmm

: Enter the correct values into the relevant
S i fields in the Actuals section.

New Contract Invoice

Invoices

Save | Cancel
Details

.| = Leave blank any fields that are not
Status DRAFT - Draft [~]
Recehved Date 28/02/2016 ] I t
Tax Date 26/02/2016 m re evan .
Lnstruction a Clear
CINTOODD00ZZ
Description inveice for === inspections
Final Yes & No
Actuals
Labour (£) C.00
HMaterial (£) 0.00
Other (E) .00
Net Tatal (£) 0.00
VAT (E) 0.00 ST - Standard Rate [v]
Gross Tolal (£} 0.00

Save | Cancel
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Contracts

Instructions

[

Invoices

Home - Contract [nvoices - biew Contract Invoice
New Contract Invoice

Save || Cancel
Details

Invoice No.

Labour (£)
Material (£)
Other (£)
Met Total (£)
VAT (£)

Gross Tolal (£}

Save || Cancel

sb1zy
DRAFT - Draft
26/02/2016 ||
26/02/2016 -
a

CINTOODDOOZZ

inveice for *** inspections

O Yes @ No

| I—

0.00
.00
.00
0.00
.00

ST - Standard Rate  [w]

m‘f'ic.um[ &

¥ou are lagged in as: testeontractor
Lancashire County Council UAT

Logaut

Raise Inspection Invoice

Step 19

Click in the Labour (£) field.
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Home - Contract Invoices

biew Contract Inveice

New Contract Invoice

Save | Cancel
Details

Actuals
Labour (£)
Material (£)
Other (E)
Net Tatal (£)
VAT (E)

Gross Tolal (£}

Save | Cancel

sb1zy

DRAFT - Draft
26/02/2016
26/02/2016
a

CINTOODDDOZZ

0.00
.00
0.00
0.00

0.00

ST - Standard Hate  [w]

Clear

Raise Inspection Invoice

Step 20

Enter the amount of Labour into
the Labour (£) field. For this example,
enter "25".
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Hos

me © Contract Invoices

biew Contract Inveice

New Contract Invoice

Save

Cancel
Details

Actuals
Labour (£)
Material (£)
Other (E)
Net Tatal (£)
VAT (E)

Gross Tolal (£}

we | Cancel

sb1zy

DRAFT - Draft
26/02/2016 L]
26032016 ]
a

CINTOODDDOZZ

inveice for === inspections

25¢.00

0.00

0.00
0.00

0.00

ST - Standard Rate

<

Clear

Raise Inspection Invoice

Step 21

Click in the Material (£) field (if
applicable).

Click in the Other (£) field (if applicable).
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Invoices

Home - Contract Invoices - be:

ontract Inveice

New Contract Invoice

Save

Cancel
Details

Final

Actuals
Labour (£)
Material (£)
Other (E)
Net Tatal (£)
VAT (E)

Gross Tolal (£}

we | cancel

sb13

DRAFT - Draft

26/02/2016

26/02/2016

a

CINTOODDDOZZ

nveice for ===

inspections

250,00
0.00
koo

250.00

50.00

300.00

ST - Standard Hate  [w]

| httpe/pams.uatad lanesce.net/ contract/invaice:

Raise Inspection Invoice

Step 22

As you click out of the Labour field, the
VAT, Net and Gross Totals are
calculated.

Enter the Material or Other costs as
appropriate.
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New Contract Invoice

Save | Cancel
Details

Final

Actuals
Labour (£)
HMaterial (£}
Other (E)
Net Tatal (£)

VAT (E)

Gross Tolal (£}

Raise Inspection Invoice

Step 23

The VAT defaults to Standard; to change
this if required, click the VAT (£) list.

Select the appropriate tax classification
from the dropdown list. The options are:

Exempt

- Fuel

Outside Scope
Reduced Rate
Standard Rate
Zero Rated
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Lancashire Pecloud 2 Step 24

gounqn RN You are logged in a’.:\‘.ﬂrm‘lmﬂnr
OLING k 2 Lancashire County Council UAT
Logaut

O —— Check the invoice details and if correct,
S click the Save button.

New Contract Invoice

Save | Cancel

Details

Invoice No. sb1zy

Stalus DRAFT - Draft [~]

Recehved Date 26/02/2016 ]

Tax Date 26/03/2016 ]

Instruction a Clear
CINTOODD00ZZ

Description inveice for *** inspections

Final O Yes & No

Actuals

Labour (£) 250,00

Material (£) 0.00

Other (E) k.00

Net Tatal (£) 250,00

VAT (£) 50.00 ST - Standard Rate  [w]

Gross Total (£} 300.00

[ http=//pams.uat.ad lanesee net/contract/invaices |
Cancel
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Lancashire
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~ Step 25

mmmmmmwwmm

Confirmation that the invoice has been
Bt i added is displayed.

The contradt mvoice has been added.

Edil Invoice

Now select the inspection(s) for which

Dartails

Travaice No. ah123 H 11
e T — = you are invoicing.
Recehed Date 26022016 u
Tax Dale 26/02/2016 =
Instruction Q Clear H
Click the scrollbar.
Description invnice for *** inspections
Final 2 Yes & Mo
Actuals
Labuur (£) 250,00
HMaterial (£} 0.00
Other (E]) 0.00
Net Total () 250.00

VAT (£) 50.00 ST - Standard Rate || B

Grncs Tatal ey anaaa
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Received Dale
Tax Date

Instructian
Description

Actuals
Labour (E)
Material (£}
ather (£)
Net Total (£)
VAT (£)

Gross Tolal (£}
Linked Inupections.

« Inspactions

Subyct AN Cluar &

Salect Inspection

26/02/2016 =
26/02/2016 ]
Q
CINTO00D0022
msped T
N
250.00
.00
0.00
250.00
300.00

Copyright © 2011-2016 The

& Technology Forge Lid.

Extirnate (£] Actual (£}
uuuu 250.00
r80.0c 250.00
250.00 250.00
£0.0 £0.00

Raise Inspection Invoice

Step 26

The estimated value of the inspections
Is displayed in the Estimate field.

The Actual field defaults to the same
amount as the Estimate.
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Received Dale
Tax Date

Instructian
Description

Actuals
Labour (E)
Material (£}
ather (£)
Net Total (£)
VAT (£)

Gross Tolal (£}
Linked Inupections.

« Inspactions

Subyct AN Cluar &

Salect Inspection

26/02/2016 =
26/02/2016 ]
Q
CINTO00D0022
mspec Lo
N
250.00
.00
0.00
250.00

300.00

Copyright © 2011-2016 The

& Technology Forge Lid.

250.00
250.00
250.00

£0.00

Raise Inspection Invoice

Step 27

Confirm which of the completed
inspections you wish to invoice for by
ticking the check box.

Click the INS011805 option.
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Received Dale 26/02/2016 L]
Tax Date 26/02/2016 L ] Step 28
Instruction Q Clear
CINTOOOD0022
Description invorce for ™" mspechons.

You cannot submit an invoice for
Acnute additional inspections that are not

Labour (£) T50.00

showing as listed on the instruction.
Other (£) 0.00
VAT (£) _-ff ST - Standard Rate  |v

Inspections that are not at a status of
Completed will not appear on the list.

« Inspactions

T e I N s If there are inspections missing from the
list, follow the online lesson "Mark
Inspection Complete' or view the

Troubleshooting guide.
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Received Dale 26/02/2016 L]
Tax Date 26/02/2016 L ] Step 29
Instruction Q Clear
CINTOOOD0022
Description nvosce for ™77 mspec tione.

Your invoice total must be the same
nctuts as the total value of inspections that

Labour (£) T50.00

o0 you have selected for payment.

other (£)

[ Met Total ey 250.00
VAT (£) S0.00 ST - Standard Rate [+

Note: Once you have selected the
invoice you wish to invoice for, this will
allow you to submit a different value
from the estimate by typing the Actual

« Inspactions

Estimate (£] Actual (£]

value against each inspection.
Your net invoice total should match the
- e —— o actual total of the inspections listed.
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Received Dale 26/02/2016 [ ]

Tax Date 26/02/2016 ]
Instruction Q Clear
CINTOOOD0022
Descri plion invorce for ™" mspechons.
Final i
Actuale
Labour (£) 50.00
Material (£}
ther (£)
Nel Total (£) 250.00
VAT (£) 50.00 ST - Standard Rate [~
Gruss Total (£} 300.00
Linkedd Inupections
« Inspactions
Sulect Actual [£]

250.00

Raise Inspection Invoice

Step 30

Net Total and Actual Fields Do Not
Match

If the total does not match, you will see
the following error message: 'To Approve
the invoice the Invoice Net Total must
equal linked inspection total'.

Unless you change the values to match,
the system will prevent you from
changing the status of your invoice from
'‘Draft' to 'Registered'. This means that
your draft invoice has not been
registered or submitted to LCC. LCC
cannot process draft invoices for
payment.
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Received Dale 26/02/2016 =

~
i o Step 31
Instruction Q Clear

CINTOOODD0Z2

Missing Instructions

Actuals

Labour (£) 50.00

If you believe that any of the inspections
Other (£) 0.0 . .

= me that you need to complete are missing:

- Please check that these are not

« Inspactions

present on a separate instruction which

may need to be invoiced separately.

- If they are not listed on a separate
instruction, then please email
designandconstruction@lancashire.gov.

> uk so that the instructions can be

amended accordingly as appropriate.

You can submit an invoice for all those
Inspections that are listed (excluding the
value of the missing inspections), and
can invoice for these additional
inspections separately, once the system
has been updated to include any
additional inspections that may be
required.
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Received Dale 26/02/2016 L]

~
Tax Date 26/02/2016 L Step 32
Instruction Q Clear

CINTOOODD0Z2

Once you have selected and completed
Acnute any required changes, Save the list. This

Labour (£) T50.00

will enable the value of the total selected
Other (£) 0.00 . -
o - inspections to be calculated by PAMS;

this is the Actual figure for which PAMS
will accept an invoice.

« Inspactions

Select Inspwclion Estimate (£) Actual (E) .
Click the Save button.
250,00
230,00 250.00
£250.00 £250.00
Copyright © 2011-20106 The Tecl i Q¢ Ltd, ]
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Lancasbhire
Sounch €&

~ Step 33

" Confirmation that the invoice has been
Esies updated is displayed at the top of the
screen.

Edil Invoice

wr | Cancel
Dt il
Tnvaice Na. ab123
Status DRAFT - Draft =]
Recehed Date 26022016 L
Tax Date 26/02/2016 =
Instruction Q Clear
CINTODODD0Z2Z
Description invoice for =** inspections
Final O Yes & No
Actuals
Labwur (E) 250,00
HMaterial (£} 0.00
Other (E]) 0.00
Nel Total (E) 250.00
VAT (£} 50.00 ST - Standard Rate  [w] o

Grnss Tatal (£ 206000



Lms Fgg Raise Inspection Invoice
Council (5)

Lancashire Wcloud ¢ Step 34

County

Y Tafaiyy You are lngged in a
Council Q_‘zag_') Loncashin
Lagaut
Home  Property  Finance m Help Calls  Inspection  Assessment  Help Admin

You must now add a copy of your
= invoice. Any additional supporting
documents can also be attached.

Edil Invoice

Dartails

— (e 5 Please note: your invoice submission
= = will be rejected if you do not add an

smcten Q@ uneditable copy of the invoice. If your

CINTOOODDOZZ

[ e — invoice is rejected, you will be
required to repeat the entire invoice

i submission process including adding
- = the relevant attachments.

Grazs Tatal 166y 20600
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You are logged in as: testcontractor
Lancashire County Council UAT

Lagaut

Contracts Instructions

WView
LINTDOOOO02S
Hotes (0)
Demements (0}

Actions
Lt Invesce

New Note

Invoices

Home - Contract Inwosces - Edit Contract Invaion

The contract mvoice details have been updated,

Edil Invoice
Save || Cancel
Dartails
Tavaice No.
Status
Recelved Date
Tax Dale

Tnstruction

Actuals
Labwur (E)
Material (£}
Other (£)
Nel Total (E)
VAT (E)

Grnss Tatal (£

ab123

DRAFT - Draft
/022016 |
26/02/2016 -
Q

CINTODODOD22

invnice for *** inspections

O Yes & No

250,00
0.00
0.00

250.00

50.00

206000

ST - Standard Rate  [w|

Raise Inspection Invoice

Step 35

Click the New Document link.



Raise Inspection Invoice

.ar:‘f[um‘; & Step 36

You are logged in as: testcontractor
Lancashire County Council UAT

Council

Logaut
o —— . | Click the Browse button in the File field.
R Home - Contract fnvosces - Edit Contract Invoice - Documents - Hew Document
CINTOOO0D2E Load Contract Invoice Document
Hskes (0} Detalls
Depements (0} Fo—— =er
Actions Status REG - Registered
Lt Invesce Tax Date 26/02/2016
e Mate
e Descriplion invoice for === insgrections
Final L]

Either choose & file or enter URL. Enter detads of document, then select “Save'.
Save | | Cancel
Document

Group Mot Selected =



Lancashire

County =,
l::owglhfy“-'

4 Choose File to Uplosd
R e
@\.J" 01 Generic Course Info » Training »

Organize = hew folder
¢ Favorites . Documents library
o Desklop - Shortc Traming
B Deskiop K

& Downloads

&l Recent Plages |

o1
4 Libraries I E Inveice ABLZS . pdl

*| Documents
o Music
il Pictures

B video:

" Computer
B Windows MBR (L
g% Databases and Ay _

- | Fles )

[ once_|

Documee it

Type ® File O AL

File |

Detalls

Description

| Browse...

Raise Inspection Invoice

Step 37

Search for and select the copy of the
invoice.

This must be an uneditable copy, e.g.
PDF format.

Click the Invoice AB123.pdf list item.



| <« 01 Generic Course Infa

(el

Organize v New falder

v [#3 | Scarch Training

[ )

o

.Brmlu:utrti

You are logged in as: testcontractor
Lancashire County Council UAT

Logaut

Y Favorites m Documents library R bt Pk,
b Desktop - Shoste| Traning
B Desktop Hame Date mudified
8 Downloads
B et places || B Test 25/02/2016 16:19
& Invoice ABLIS.docx 24/02/2016 13:20
4 libraries | Invoice ABLZ3.pal L5006 0805
| 7] Documents
o Music
i/ Pictures
B videos
" Computer
B Windows MBR (L
Lgk Databases and Ay _ 1 = | .
File name: lnvoice ARL73.pelf - [mAsey =)
Gpen | Cancel
Dociment
Type @ File O uAL
File | [ Bromse... |
Detalls
Description
Group Mot Selected =

Comments

Raise Inspection Invoice

Step 38

Click the Open button.
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.Er:w!ut::‘i & Step 39

Coun b
Council b ooz tod ol
Logaut
E— ' ' The filepath is now displayed in the File
Er Home - Contract Invoices - Edit Contract Invoice - Documents - New Document fi e | d
CINTOOon2E Load Contract Invoice Document -
Hotes (0) Detalls
Documents (0} NR— T
Actions Status REG - Registered
£t Invoice Tax Date 26/02/2016
Tew Nate
e Descriglion inveice for === inspections
Final L

Either choose & file or enter URL. Enter detads of document, then select “Save’.

Save | Cancel

Document

Type ® File O uAL

File \WCorpDatal1\LCCUser:  Browse...

Detalls

Descriplion

Group Mot Selected =
Comments



Lancasbhire

Contracts  Instructions  Invoices

Home - Contract Invoices - Edit Contract Invoios - Documents - New Dooument

View
CINTOO00 22 Load Contract Invoice Document
tiotes (0] Detalls
Decuments (0}

Invoice No. abi23

Actions Status REG - Registered

Edit Invosce Tax Dale 26/02/2016

Tew Hote Tnstruction CINTOOOD0022

New Document
Descriplion invoice for ==~ inspections.
Final H

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

Save | Cancel

Document
Type ® File O uAL

File [\\CorpDatad1\LCCUser] Browse... |

Detalls

Description I I
Group Mot Selected i~

Comments

You are logged in as: testcontractor
Lancashire County Council UAT

Lagaut

Admin

Step 40

Raise Inspection Invoice

You must enter a description.

Click in the Description field.



Raise Inspection Invoice

Goun‘?r“ Your are logged in as: testcontractor
oy Lancashire County Council UAT

Lancas%g B-cloud & Step 41

Lagaut

pe—— Enter the details into
i T R i the Description field. Enter "Invoice

Load Contract Invoice Document

CINTOUOO0DEZ
el oot ab123"
.
Cecuments (0} Invoice No. abi23
Artions Status REG - Registered
Bt Inveice Tax Date 26/02/2016
e ke
s Descriplion invoice for === inspections
Final L]

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

Save | Cancel
Document

Type @ File O uAL

File \\CorpData01\LCCUser! Browse... |

Detalls

Description I I|

Group Mot Selected ]

Comments



Lancasbhire

County - -
Council @%
T

tracts Instructions Invoices

Home - Contract Invoices - Edit Contract Invoice - Documents -~ bew O

You are logged in as: testcontractor
Lancashire County Council UAT

Lagaut

Admin

cument

Load Contract Invoice Document

Detalls
Documents (0}
Invoice No. abi23
Actions Status REG - Registered
Edit Invosce Tax Dale 26/02/2016
Tew Hote Tnstruction CINTOOOD0022
New Document
Descriplion invoice for ==~ inspections.
Final H

Either choose & file or enter URL. Enter detads of document, then select "Save’.

Save | Cancel

Document
Type ® File O L

File WCorpDatall\LCCUser! Browse...

Detalls

Description Invoce ab123]

Group | I 1

Comments

Step 42

Raise Inspection Invoice

Select the type of document from the

dropdown list.

Click the Group list.



Lancasbhire

County - -
Council @%
T

Contracts  Instructions  Invoices
Home Contract Invoeces Edit Contract Invoioe Documents hew Dooument
View S
CINTOO00 22 Load Contract Invoice Document
tiotes (0] Detalls
Dosuments (0}
Invoice No. k123
Actions Status REG - Registered
Edit Invoice Tax Date 26/02/2016
Tew Nate Tnstruction CINTOOOD0022
Mew Document —- <
Descriplion invoice for *** inspections.
Final L]

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

Save  Cancel

Document

Type ® File O umL

File WCorpDatall\LCCUsen:  Drowse...
Detalls

fescgtion R

COA _ Comolinnes

Grou,
e FLAT - 1S8R Bnd Satety
LEG - Legal / Statutory

Comments

You are logged in as: testcontractor
Lancashire County Council UAT

Lagaut

Aderi

Step 43

Raise Inspection Invoice

Select the appropriate group.

For all invoices, click the FIN -
Financial list item.



Raise Inspection Invoice

.Er:w"iu.ul.::‘i & Step 44

Col -
Counci o S ot e e
Logout

pe—— ' o i Add comments if required.
i Home - Contract Invoices - Edit Contract Invoice - Documents -~ Hew Dooument

=
CINTOOO0D2E Load Contract Inveoice Document
Hegtes (0] Detalls |. k h ”b
e ——— Click the scrollbar.
Artions Status REG - Registered
EdR Invosce Tax Date 26/02/2016
New Note
e Description invoice for ==~ insgections

Final M

Either choose & file or enter URL. Enter detads of document, then select “Save’.

Save || Cancel
Ducument
Type @ Fle O uAL
File \\CorpData01\LCCUser Browse... |
Detalls
Description Invorce abi123
Group | I T N | |
Comments



Raise Inspection Invoice

Contracts  Instruclons  Invowes ~ Ste p 45

t:”“'ﬂi::::!! lﬁnwjl:d Cnr;lr‘r;c;' Invnice‘ I'lnlrr.u;l;nlr - o
o o e Review the details and if correct, click
m Deseription :;wmrr for *** inspections th e S av e b u tto n -

Either chovse a hie or enter URL. Enter detasds of document, then select "Save’,

Save | Cancel

Document

Type ® File ) URL

File WCnrpDatat1\LCOUser:  Browse...

Details

Description tnvaiee ab123

Group fion _tmsncisl K|
Comments

o e

Copyright © 2011-2016 The Technology Forge Ltd. ]
https//pamsuat.ad lancsee. et/ contract/invoices 11/ documents |




Lancas ire Raise Inspection Invoice

Step 46

Lancashire

County

Council -Q_‘é&?)‘ You -:-r:ﬂlcn!gs.rrm P
ey - — - Confirmation that the document has

aiaid w been successfully uploaded is displayed
at the top of the screen.

Edil Contract Invoice Document

s B e — To add further supporting documents,
o — click the New Document link and repeat

3 the procedure.

Delete

Name EDMS_TFC_Contract-Invoice_20160228_103.pdf
Descriplio Inveice h123

FIN - Financial !

28/02/2016

16:12

Test Contractor




Lancashi

Lancasbhire
ggt::éy"i ll ]

ntracts Instructions  Invoices
Home - Contract [nvoices - Edit Contract Invoice -~ Documents - Edit Decumen

View

CINTOO000022 Document successiully uploaded.

totes (0]

Documents (1) Edil Contract Invoice Document

Actions: Detalls

| rerereera— | Invoice No. ab123

New Hote Status REG - Registered

R Tax Date 26/02/2016
Tstructio CINTO0000022
Descriptios invoice for *** inspections
Final N

r || Cancel Delete

Dustails
Name EDMS_TFC_Contract-Invoice_20160228_103.pdf
Description Invoice b123
Group FIN - Financial (3]
Loaded Date 28/02/2016
Loaded Time 16:12
Loaded By Test Contractor

hitps//pams.uat.ad Jancsce.net/ contract/invoices 17/ edit |

Raise Inspection Invoice

Step 47

Now return to the Edit Invoice screen to
change the invoice status.

Changing the Status to Registered
submits the invoice for payment; if
you do not change the status, the
Invoice cannot be seen by the County
Council and therefore cannot be paid.

Click the Edit Invoice link.



Council

.g{’:-.'!u..utu‘.' &

You are logged in as: testcontractor
Lancashire County Council UAT

Lagaut

Contracts

WView
LINTDOOOO02S
Hotes (0)
Documents (0}
Actions

Lt Invesce
Hew Note

Instructions

Invoices

Home - Contract Inwosces - Edit Contract Invaion

The contract mvoice details have been updated,

Edil Invoice
Save || Cancel
Dartails
Tavaice No.
Status
Recelved Date
Tax Dale

Tnstruction

Actuals
Labuur (£}
Material (£}
Other (£)
Nel Total (E)
VAT (E}

Grnss Tatal (£

ah123

Iuiwr-uraﬁ

= |

/022016 |
26/02/2016 -
Q

CINTODODOD22

invnice for *** inspections

O Yes & No

250,00
0.00
0.00

250.00

50.00

206000

ST - Standard Rate

Raise Inspection Invoice

Step 48

Click the Status dropdown list.



Lams ire Raise Inspection Invoice
Gounct 23

Lancashire
Sounch C&Y

~ Step 49

Always change the status from Draft to
Home - Contract [nvoices - Edit Contract Invoice Reg IStered .

The wontradt mvoice detasls have been updated,

Edil Invoice

oo Please take care not to select Rejected
_— = status in error, as if the Status is set to
Y = Rejected, you would have to restart the

Status

T submission process.
Click the REG - Registered list item.
it =

Grnss Tatal (51 20000



Raise Inspection Invoice

lg{:‘f'lulll‘: 2 Step 50

You are logged in as: testcontractor
Lancashsre County Council UAT

Lagaut

County
Council

Click the Save button.

Contracts Instructions Invoices
i Home - Contract nwpeces - Edit Contract Invoios
CINTOUOO0DEZ The contract mvoice detarls have been updated,
Hokes (0)
Doouments (0} Edil Invoice
e cancel
Bt Imegsce Details
Tigw Mot Tavoice No. ah123
Hew Document status e
Received Date 260272016 [ ]
Tax Date 26/02/2016 -
Tnstruction a Clear
cinToo000022
Description inusice for *** inspeetions
Fimal O Yes @ No
Actuals
Labwur (E) 250,00
Material (£} 0.00
Other (£) 0.00
Net Total (£) 250.00
= T VAILLE) = ] 50.00 ST - Standard Hate =] A
ana.00




Lancashire Rai i i
SINFC aise Inspection Invoice

Lancashire Step 51
Sainch C&Y
—— L E——S,,—, Confirmation that the invoice has been
e updated is displayed. Once the status
S has been changed to registered, the
o= invoice and attached documents and
e Images can be seen by the County
= Council.
If the system will not permit you to
change the status from draft to
e registered, it will be because you have
deph o not met invoice submission validation
“h | rules. Please review the details in the

Troubleshooting lesson, or contact our
Support Team for further assistance.



County
Council

Contracts

View
LINTOOOO002S
Hokes (0)
Documents (0}
Actions.

Lt Invesce
e Mot

Instructions

Invoices
Home - Contract Inwosces - Edit Contract Invaion
The contracd mvice detadls have been updated.

View Invoice
Back
Dartails

Tavoice No.

Received Date
Tax Date

Tnstruction

Labour (£)
Material (£}
ather (£)

Net Total (£)
VAT (E)

Gross Total (£}

ah123

RLG - Registered
260212016
26/02/2016

(=3
CINTODDDOO22

invoice for = mepechons

Yes % No

250.00

=~

cloud

You are logged in as: testcontractor
Lancashire County Council UAT

Logaut

~

Raise Inspection Invoice

Step 52

Click the scrollbar.



Bt Invesce

Details

Invoice No.
Stalus
Receieed Date
Tax Dale

Instruction

Description

Final

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

Gross Tolal (£}
Linkesd Tnspections

« Inspaections

Enspeclion Group

NEO1180% FASS

~
ab123
REG - Registered [~
26/ 2016
26/02/2016
o Clear
CINTOOOD0022
|||||||| for nsgection
¥ Na
250.00
.00
0.00
250.00
50.00 dard [~]
300.00
Type  Completed Avcount Estimate (£} Actual (£]
FAL 24/02/2018 19110151111063 250,00 250.00

Selected Towl: £250.00 E230.00

Copyright © 2011-2016 The Technology Forge Ltd.

Raise Inspection Invoice

Step 53

Details of the inspections included on
this invoice are listed at the bottom of
the screen.



Lancashire

County (D, Raise Inspection Invoice
Counci G553

—— @ ~ Step 54

Stalus REG - Registered ~|

Receieed Date 260212016
Tax Dale 26/02/2016
Instruction a Clear

S You have successfully raised and
= B R submitted an inspection invoice.

Final Ye: ® No
Actuals
cobour (5 End of Procedure.
Material (E) 0.00
Other (1) .00
Nel Tolal (E) 250.00
VAT (E) 50.00 ST - Standard Rate [
Gross Total (£) 300.00
Linkesd Tnspections
« Inspaections
Inspeclion Group Typu Cumpleted Accounl Eslimale (£} Actual (£}
NEG1180% FASE FAL 24/02/2016 15110151111063 250.00 250.00
Selected Totalt £250.00 E250.00
Bac

Copyright © 2011-2016 The Technology Forge Ltd.
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