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Overview of the stages: 

 

1. Find the contract instruction CINT number. 

2. Finding the inspection(s) INS number. 

3. Attaching inspection document(s) per inspection (INS). 

4. Changing the inspection status to complete. 

5. Creating the online invoice. 

6. Selecting the relevant inspection numbers to attach. 

7. Attaching a copy of the invoice document. 

8. Submitting the invoice.  

 

Contract instruction 

Select contract from green bar across the top of the page.  

 

Select the contract number to be invoiced against. 
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Find the contract instruction by selecting instructions from side bar: 

 

 

Then select the relevant (CINT number) contract instruction: 

 

 

Instructions status 

• Please note the status "POS- Posted (Sent to Oracle)" (see blue field) means it can 

be invoiced for. 

• COM- Completed status means the contract has come to an end and has already 

been invoiced for. 
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Inspections 

After selecting the hyperlinked CINT number, select inspections from the sidebar: 

This enables suppliers to see the number of inspections to invoice for that specific contract 

instruction. In the image below there are 585. 

 

 

Key points about inspections: 

• It is optional to invoice per inspection.  

• The inspections against a contract instruction (CINT) can be consolidated if they are 

not for a cheque book school.  

• There can be multiple inspections (INS) per site, which may be on different contract 

instructions (CINTs).  The inspections must be invoiced per contract instruction 

(CINT).  

• An invoice cannot be submitted for multiple contract instructions (CINTs) or 

inspections (INS) on different contract instructions. 

• If an inspection is not found it may be attached to another contract instruction. 

•  If there are missing inspections the design and construction team must be 

contacted – please see further guidance section for contact information (page 16). 

• Can only invoice for inspections with the status set to complete. 

• Issued status means that it is a chequebook school so the invoice must be per 

school per Contract instruction (CINT). 
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Inspection screens 

 

Upon selecting inspections the status must be must checked, as: 

 Issued clarifies it is for a cheque book school. 

 Posted to oracle means that it is not for a cheque book school. 

 

This must be changed to complete as and when the work has been completed. 

 

 

Select the (INS number) inspection number for more information.  
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This takes you to the following screen: 

 

 

 

Inspection documents: 

The majority of suppliers will have to evidence inspections. These documents consist of 

either a test certificate or service sheet. 

 

Attaching the inspection document 

At this stage you must attach any documents in PDF file format such as certificates to the 

inspection.  

This is done by selecting new document from the side bar: 
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 Browse for your file 

 Enter description as highlighted below. 

 Enter compliant group from the dropdown as highlighted below. 

 Save.  

 

All documents can be attached as a single PDF file or manually attach each file following 

the process as above. 

 

Please note: Next review date; Review owner and Archived fields should be blank. 
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Changing the inspection status 

 

 

Select edit inspection in the actions sidebar on the left of the page:  

 

The inspection status MUST be changed to complete for each inspection 

to be invoiced. 

 

 

 

 

 

 

Select the status dropdown as directed below. 

 

 

Change inspection (INS) status to complete, as below:  
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Scroll to the bottom of the inspection page to enter the completed date (when the work 

was completed). Select yes or no as relevant for updating the logbook at the site and for 

attaching certificate documents and save. 

 

 

 

 The status must be changed for all inspections you wish to invoice for. 

 

Online Invoice 

 

To create the online invoice you must select the CINT number from the sidebar:  
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Select new invoice from the sidebar to create your online invoice:  

 

 

Key points for Online invoice: 

• CINT number should show at the top of the page in the code section. 

• The net, VAT and Gross total fields will automatically populate when other figures 

are entered. 

• Description is optional. 

• Final payment is always no. 

 

Fields requiring data entry: 

• Invoice number.  

• Tax date matches paper invoice. 

• If CIS applies. 

• Labour/ material/ other costs.   

• Tax rate.  

 

When the field values (highlighted in red on the following page) have been populated you 

must save. 
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Image of the contract invoice screen:  

Fields highlighted in red require data entry. Fields highlighted in blue will differ according to 

your contract instructiion number and whether CIS is applicable to your business. 
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Attaching the inspection(s) to online invoice 

 

Inspection(s) MUST be attached, as shown below for payment. 

This is done after saving the online invoice and scrolling to the bottom of the page. 

 

• Select the inspection(s) to attach as highlighted in red. 

• Only inspections with completed status on the selected CINT will show. 

• If the estimate value does not match your Net value amend the actual after 

selecting the inspection as below in blue fields.  

• If you are invoicing for multiple inspections please ensure the net total value is 

equal to the total of the inspection value(s) which is adjustable in the actual 

column. Please see blue fields below. If this is not corrected then it can delay 

payments being processed. 
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Attaching the invoice document 

 

 Select new document from the sidebar. 

 Browse and attach your (PDF) invoice file.  

 Enter description as supporting invoice. 

 Enter group is financial. 

 Save. 

 

 

 

 

PLEASE NOTE: THIS ATTACHMENT IS MANDATORY FOR PAYMENT. 
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Invoice submission 

The status must be changed to "registered" 

for LCC to access for payments to be 

processed. Ensure all earlier stages are 

completed to ensure they can be processed 

for payment without delay. 

 

Select change status from the sidebar. 

 

 

This is where the status of the invoice should be changed to Registered and then saved.  

Please leave the date and time as it is to show when submission is made.  

 

 

 

 

 

 

Confirmation of information being saved at each stage will always show across the top of 

the page. 
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REJECTED INVOICES must be resubmitted by creating a new invoice with: attachments, as 

per LCC requirements; with a unique reference number. 

 

Potential error and solution 

The error message below means the actual and net total must match. This occurs when the 

actual and estimate value on the online invoice do not match – please see page 13 to 

correct this. 

 

 

Further Guidance: 

For any further queries, please see below: 

 

 Missing Inspections, please contact: designandconstruction@lancashire.gov.uk. 

 Online learning, takes you through the steps:   

http://www3.lancashire.gov.uk/corporate/web/?siteid=6864&pageid=41660.  

 Contact PIM team for support with the invoice submission process on 01772 

534966 option 2 or PIM@lancashire.gov.uk.  

mailto:designandconstruction@lancashire.gov.uk
http://www3.lancashire.gov.uk/corporate/web/?siteid=6864&pageid=41660
mailto:PIM@lancashire.gov.uk

