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IMPORTANT TERMINOLOGY

Work order The area being worked on — this could be a particular site or a type of work
e.g. annual inspections. It is a 12-digit code incorporating the project code.

Project This is used to group work orders. For example, work on voids might be one
project with each site being a separate work order. This is a 9-digit code
and the first 6 digits are a cost centre.

Note that all projects must have at least one work order.

Provider The costc providing the service, forms the first 6 digits of the work order
code (where project type is IRAREV or IRACAP).

Receiver The costc receiving the service.
Held on the Work Order Information tab of the work order.

Invoice base The holding place of different types of cost before being charged to the
receiver: can be the cost of hours or purchases, or a quotation.

Project type: Project type dictates the type of hourly cost that will be charged onto the
IRAREV or IRACAP receiver.

IRA = Internal recharge Adhoc

Rev = Revenue — charges base pay and overheads for hours in invoice base
Cap — Capital — only charges base pay for time costs

Internal recharge Adhoc — either for revenue or capital: allows a work order
to belong to the provider of the service but then recharge to a different
receiver costc via an Invoice Proposal.

Invoice rule Dictates what type of expense can go into the invoice base.
NB Landscapes are currently using quotation invoice rule for Revenue works,
they could also use costplus for these works.

Invoice rule: The invoice base accepts both
COSTPLUS 1) The cost of hours: this could be just the base pay element (if project
type is IRACAP) or include the overhead element too (if IRAREV).

2) The cost of materials/services from purchase orders — if the work
order code is on the payment it will automatically go into the
invoice base

Can be used against revenue or capital works.

Invoice rule: The invoice base only accepts a quotation amount entered into it manually.
QUOTATION This invoice rule can be used for Revenue work (and should not be used for
Capital).

Must only be used against revenue works.

Revenue work General running expenditure including maintenance works, energy bills,
wages etc.
Capital work Expenditure on land, buildings or equipment (assets) used to provide

services for periods greater than a year (so includes the costs of extending
the life of an asset or improvements).
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TIMESHEET HOURS THAT CAN GO INTO THE INVOICE BASE

Only timesheet hours that have a transferred status can go into the invoice base.

Timesheet status | Meaning Notes

T Transferred Processed into the General Ledger (credit the costc of the
resource and debit the costc of the work order).

C Closed Either in workflow or ready to transfer (by systems team).

P Draft Not yet set to ready therefore not in workflow.

N Ready Not yet gone into workflow.

The hours have to be against a work order (& project) that can receive costs in the invoice base.

This will be a Work order linked to a project set up as project type IRAdhoc/IRACAP and will be
using an invoice rule of Costplus.

Only Costplus can charge timesheet hours onto the receiver, Quotation does not accept hours.

WHEN DO TIME AND MATERIALS GO INTO THE INVOICE BASE?

When a timesheet has finished in workflow it becomes available to be ‘transferred’.

A timesheet becomes transferred because of a process run by BW Help.

This ‘timesheet process’ makes various checks (e.g. that the timesheet has been authorised, that the
time entered is against valid work orders etc), before posting any valid income or expenditure
(inc/exp) related to those hours into the General Ledger (GL).

This is the end of the line for most hours’ costs.

However, if the time has been spent on a work order where the invoice rule is Costplus (and the
project type IRAREV or IRACAP) then the timesheet process does two things:

- It puts the time inc/exp onto the provider costc — posting a transaction into the GL.
- It hasalso put these hours costs into the Invoice base — because they have not yet charged
the receiver of the service.

In addition, the timesheet process also checks for purchasing expenditure coded to the costplus
work order and, at the same time, moves these costs into the invoice base.
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PROJECT & WORK ORDER BILLING SETUP

For the work order to invoice (recharge) the receiver costc there are a few prerequisites:
- The project type must be IRACAP or IRAREV.
- The customer must be 9999998 (internal billing).
- The invoice rule must be costplus or quotation.
- The work order information tab must have a Receiver costc and a Capital receiver work ord
if the receiver costc is capital (begins with ‘C’ or ‘'SC’).
- It might also have a Revenue receiver work ord where the receiver costc is not capital
- Lastly the Billing tab must be correct — see below:

If the Billable status is set to ‘Billable’ and the Separate Invoice box is ticked with Inv.spec set to
‘Standard invoice specification’ (on both the project and work order) each work order is capable of

separately billing the receiver costc.

Invoice level Invoice rule Invoice status
INV RULE Cost plus overheads - Billable -
COSTPLUS N
Separate invoice
L
Separate invoice Billing address
Inv.spec Payment terms Street address
Standard Invoice Specification Due Immediately - Country United Kingdom
1 oy Dectordd
Or
Invoice level Invoice rule Invoice status
INV RULE Quotation - Billable -
QUOTATION
Separate invoice
v
Separate invoice Billing address
Invoice specification Street address
Standard Invoice Specification Country United Kingdom
1 Postcode
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ENTERING A QUOTATION INTO THE INVOICE BASE

The invoice base is a collection of costs per work order that can be recharged to another costc.

Costs that can be recharged include time (hours) and materials ordered by Purchase Order.
It is also possible for a work order to charge a pre-agreed set price to the receiver — a quotation.

You do not need to enter anything manually into the invoice base unless the work order is
guotation based.

To enter a monetary amount into the invoice base first call up the quotation work order in question.

From the Menu item Project management select Project information and then Work orders.
In the Lookup field enter the required work order code (remember that it should be revenue).
In the button list at the bottom of the screen choose Invoice base

| Clear |H New H Copy H Invoice base H Export ‘

The screen will open on the Summary tab.
Click the Load button (you have to do this before you can access any of the tabs)

is S0 Invoice base X

[4] Work orders » Invaice base
Invoice base
# Selection criteria

Responsible
Invoice status

Work order Project Customer
v L
AT2080RQU101 e |AT2080RQU Ready for invoicing
Lords Hill car park Landscapes Project typs IRAREV with_ | Partly invoiced
Cost centre Date to invoice Time period to™ V| Parked
02/03/2021 B 202040 e Not to be invoiced
Week 43 - 01/03/21 - 07/03/21 On propogal

Summary = Timeand ACE  Fixedprice = Other invoice elements

Transactions up to and including period 202049

Search Detail level | Level 1 - Project - Copy to clipboard
& Work Work E t T c Curr. To be Inv status
order order (T) emen -per u amount invoiced (w]

Time executed 02/03/2021 10:51:21 Number of rows 0

Transactions for later invoicing

Search | Detalllevel | Level 1 - Project - Copy to clipbeard
& Worle Worlc El t T c Curr. To be Inv status
order order (T} emen -per ur amount invoiced ™
‘ Clear ‘ | | Create invoice proposals | ‘ Recalculate prices ‘ | Export ‘ | Project ‘
H No records match your search crggria. . . ’
B informations 1 \ This particular work order doesn’t

currently have any results for the above
invoice status.
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Click the Fixed price tab and the Add button

Work orders » Invoice base
Kl

Invoice base

# Saelection criteria

Respansible
Invoice status
‘Work order Project Customer o
AT2080RQU10L | |AT2080RQU . | Ready for invoicing
Lords Hill car park Landscapes Praject typa IRAREY with.. | Partly invoiced
Cast centre Date to invoice Time period to* ¥ Parked
02/03/2021 m 202040 . Not to be invaiced
Week 49 - 01/03/21 -07/02721 On propasal
Load

Summary  Time and ACE | | Fixed price | Other invoice elements

Transactions up to and including period 202049
[ Zeom Project Work order Activity Element Deescription Date to invoice Time period Currency To be invoiced Imvoice plan Inv.status

- ] - ~ | [Filter

Add Dedete

The screen changes to a Zoom screen giving you more fields.

Start typing the details in the top section — Fixed price (zoom) — once you have entered the amount
the row will populate.

Multiple rows can be entered by clicking Ok and then Add again (you might need to scroll down to

see this).
The Time period will default in with the current week but can be set back if required (if invoicing for
an earlier period.

| Summary | Timeand ACE  Fixed price  Other invoice elements
Fixed price (Zoom)
Work order Project Activity * Element*
AT2080RQU10L e AT2080RQU e GENE e Quotation -
Loerds Hill car park Landsoapes Praoject type IRAREV with GENERAL
Description *
Quotation re Lords Hill car park - ref LIR- 10000028
Curr. amount Inv Curramount To be invoiced Invoiced
2.000.00 2,000.00 2,000.00 0.00
Invoicing
Customer Date to invoice Time period * Invoice status *
9999998 10/02/2021 [ 202046 . Ready for invoicing -
Internal Billing Week 48 - 08/02/21 - 14/02/21 N
Status*
Active -
N
Tr tions up to and including period 202049
[] Zeom Project Work order Activity Element Description Date to invoice Time period To be invoiced Imv.status
- =] ~ | [ Fiter |
E AT2080R.. AT2080RQU1. GENE Quotation  Quotation re Lords Hill car park - ref LIR- 10..  10/02/2021 202048 2,00000 N
Clear Create invoice proposals | | Recalculate prices Export Project
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Click OK if you need to add more lines

Click Save when you have finished adding lines.

& Success

Successhdly saved

Click OK

Invoice base

The screen will go back to the transaction listing on the tab you were on

# Selection criteria
Responsible
Invoice status
Work arder Project Customer o
AT2080RQU101 | [AT2020RQU /| Reeady for invaiaing
Lords Hill car park. Landscapes Project type IRAREV with_. | Partly invoiced
Cost aentre Date to invoice Time pariod to* ¥| Parked
02/02/2021 E: 202040 - Mot to be invoiced
Vieek 49 - 01703721 -07/03/21 On proposal
Load
Summary = Timeand ACE | Fixedprice | Otherinvoice elements
Transactions up to and including period 202043
0| Zoom Project ‘Work order Activity Element Description Date to invoice Time period Currency To be invoiced Invoice plan Inv.status
- s - - [Filter
|E| AT2080R.. AT2080RQU1. GENE Quotaon  Quotation re Lords Hill carpark ref LIR- 10 1070272021 202048 GEP 2000.00 M
I 2,000.00
Add Delete
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If you go back to the Summary tab and click load again it will populate with the total just entered:

Invoice base

# Selection criteria

Responsible

e Invoice status

Work order Project Customer 1 Raady for imeoic

AT2080RQU101 v..| |AT2020RQU eady forimvoicing

Lords Hill car park Landscepes Praject type IRAREV with. +| Partly invoiced

Caost centre Date toinvoice Time period to* +| Parked

04/03/2021 E 202049 e Not to be invoiced
Week 48 - 01703721 - 07/03/21 On proposal

Summary Time and ACE Fixed price Other invoice elements

Transactions up to and including period 202049

Search | Detaillevel | Level 1 - Project - Copy to clipboard

Waork Wark Curr. Tobe Irv.status
S order order (T) Elment U= e amount imvoiced

+ Il AT2080RQU Landscapes Project type IRAREV with Quokation Invoice. .. 2,000.00 2,000.00

I 2,000.00 2,000.00

Time executed 04/03/2021 13:26:03 MNumber of rows 3

Tr il for lateri g

Search | Detaillavel | Level 1 - Project « | | Copyto cligboard

Worl Woarl Curr. Tobe Irvv.status
# order order (T) Element T.per Cur amount invoiced
Time executed 04/03/2021 13:26:03 MNumber of rows 0
| | Clear | | Create invoice proposals | | Recalculate pricas | | Export | | Project |
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INVOICE BASE ENQUIRY/ENTRY SCREEN

The invoice base has four different tabs and shows costs associated with each work order that will
be charged onto the receiver costc (& work order if applicable, i.e. capital).

Tab

Summary A summary by project or work Gives a total for amounts on the other

order. tabs.

Time and ACE Applicable details from timesheet Shows the hours, and cost of those

entry. hours, entered on a timesheet where
the invoice rule is costplus.

Fixed Price Relates to quotations. Sums entered directly into the invoice
base where the invoice rule is
quotation.

Other invoice Other costs that aren’t time or a Costs from purchase orders or

elements guote. journals where the invoice rule, of the
work order, is costplus.

From Menu item Project management select Billing and Invoice base and then Invoice base again.
It opens as a blank screen — enter the details you wish to view in the selection criteria — this could be
one work order or project or where the responsible (work order manager) is a particular person.
Click Load - this will populate the screen with anything that is already in the invoice base — according
to what Invoice status boxes are ticked on the top right hand side.

Viewing a Revenue Quotation example:
The user wants to view everything (with invoice status as per the tick box) for project AT2080RQU.

Invoice base

# Selection criteria

Responsible
Invoice status
Work order Project Customer

AT2020RQU

Landsospes Praject type IRAREV with._

<

Ready for invoicing

-

Partly invoiced

Parked

04/03/2021 [&| |202042 - Not to be invoiced
Week 48 - 01/03/21 - 07/03/21

Cost centre Date to invoice Time period to*

<

On proposal
Load

This section is showing the

Summary || Time and ACE || fiked price OmW summary results at Level 1 - Project

Transactions up to and including period 202049

Search | Detaillevel | Level 1 - Project - Copy to clipboard
; Worle Work Curr. Tobe Inv.status
# order order (T} Element T.per Cur amount invoiced
+ T1  AT2080RQU Landscapes Project type TRAREV with Quotation Tnvoice. 2,350.00 2,350.00
I 2,350.00 2,350.00
Time executed 04/03/2021 13:36:19 MNumber of rows 5
Tr ti for later i icing
Search | Detaillevel | Level 1 - Project - Copy to clipboard
; Worl Worl Curr. Tobe Inv.status
# i order (T) Element Tper Cur e i)
Time executed 04/03/2021 13:36:19 Mumber of rows 0
| Clear | | Create invoice proposals | | Recalculate prices | | Export |
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This is the same search but shown at Level 2 - work order

Invoice base

# Selection criteria

Responsible
Invoice status

Waork order Projact Customer o

AT2020RQU . +| Ready for invoicing

Landsospes Project type IRAREV with._ | Partly invoiced
Cost centre Date to invoice Time period to* +| Parked

04/03/2021 = 202049 wes Not to be invoiced

Wesk 48 -01/03/21 - 07/05/21 On proposal
Summary = Time and ACE | Fixed price | Other invoice elements Thls SeCtlon IS ShOW|ng the summa I'y

results at Level 2 — Work order.

Transactions up to and including period 202049

Search | Detail level | Level 2 - Work order, = Copy to clipboard

. Work Work Carr Tobe I status
# s order (T) Element T.per Cur mTT e

4 52 AT280RQUIDI  Lords Hil car park 2,000.00 2,000.00

4 32 AT280RQUID3  Void st no 1 Bear Cottage 350.00 350.00

— 51 AT2080RQU Landscapes Project type IRAREV with Quotation Invaice... 2,350.00 2,350.00

Time executed 04/03/2021 13:41:28 Mumber of rows 5

This project is quotation based, therefore we know to look at the Fixed price tab to see the details.
It shows the same data although with slightly more information such as the Date to invoice column:

Invoice base
# Selection criteria
Responsibla
Invoice status
Waork order Project Customer
AT2020RQU | Ready for invoicing
Landsoapas Projest type IRAREY with_ | Partly invoiced
Cost centre Date to invaice Time period to* | Parked
04/03/2021 m 202049 e Not to be invoiced
Week 38 - 01703/21 - 07/05/21 On proposal
Lo=d
Summary  Time and ACE Fixed price | Other invoice elements
Transactions up to and including period 202049
[0 Zoom Project Work order Activity Element Deseription Date to invoice Time pericd To be invoiced Invaice plan Inv.status
- E - - Filter
AT2080R.. AT2080RQU1.. GEMNE Quotation | Quotstion re Lords Hill car park ref LIR - 10000028 | 10/02/2021 202046 2,000.00 N
AT2080R.. AT2080RQU1.. GEME Quotstion | Void clearance st 1 Bear Cottage - watch outfor G.. | 10/02/2021 202045 350.00 N
z 2,350.00
Add Delete
‘ Clear ‘ | Create invoice proposals ‘ | Recalculate prices | | Export |

A quotation project will only have detail on the Fixed price tab.

A costplus project may have detail on the Time and ACE tab plus the Other invoice elements tab
(the latter is where expenses from purchase order invoices will show).
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The user has requested everything (with invoice status as per the tick box) for project AT2080CCP.

Because of the costplus invoice rule it may have information on the other two tabs — Time and ACE
(for costs derived from a timesheet) and Other invoice elements (for costs derived from purchase

order costs or journals).

Invoice base
# Selection criteria
Responsible
Invoice status
Work order Project Customer
¥ R
AT2080CCP Rleady forinuoicing
Landscapes Project type IRACAP wit... ¥| Partly invoiced
Cost cenire Date to invoice Time peried to * | Parked
04/03/2021 a 202049 . Not to be invoiced
Weelk 48 - 01/03/21 - 07/03/21 On propasal
Load
Summary || Time and ACE | Fixed price  Other invoice elements
Transactions up to and including period 202049
Search | Detaillevel | Level 1 - Project ~ | | Copyto clipboard
Work Work Curr.
# order order (T) Element T.per Cur amount
+ Il AT2080CCP Landscapes Project type IRACAP with Costplus Invoice... 439.84
z 439.84
Time executed 04/03/2021 14:30:56

To be
invoiced

439.84
439.84

Inv status

Number of rows 6

If we set it to work order level and open up the detail

Element: H = hours, E =

expenses

ready for invoicing

Work order AT2080CCP102 has both
hours and expenses in the invoice base

Time executed 05/03/2021 11:45:20

Summary | Timeand ACE | Fixed price  Other invoice elements (from a Purchase Order or journal)
T up to and including period 202049 and Q = quotation.
Search | Detailevel | Level 2 - Work order) = Copy to clipboard
Work Waork Curr. Tobe Inv status
# order order (T} Element Tper Cur amount invoiced (T}

1 AT2080CCP101  MEllbrook reundabout hydroseeding 202003 GEP 15002 15082 Ready forimvoici__
— I2  AT20B0CCPI01 Millzrook roundzbout hydroszeding 158,92 159.52

3 AT2080CCP102  Riwver Walk Drainage 202040 GEP 12000 12000 Ready forimveici_

4 ATI030CCPI02  River Walk Drainage 202003 GEP 15802 15032 Resdy for invoici_
= IZ  AT20BOCCP10Z River Walk Drainage 275.92 279.52
— E1  AT20B00CP Landscepes Project type IRACAP with Costplus Invoice... 439,84 433,84

b3 435.84 439.84

MNumber of rows &

Element type H will be on the Time and ACE tab.
Element type Q would be on the Fixed price tab but this is a costplus project so it will be empty.
Element type E will be on the Other invoice elements tab.

Summary  Timeand ACE  Ficed price  Other invoice elements.

T i to od 202048
Project ~ Workorder  Actiity  Element Description
ATIOBOC_ ATHSOCCP . GENE Hours  Lancscapes Project type IRACAP with Costpius kv

AT2080C. AT20B0CCP. GENE Hours Landscapes Project type IRACAP with Costpis b,

This Time and ACE tab is showing both
work orders with hours against them —
AT2080CCP101 & AT2080CCP102

£
Add || Delate

Changs valuss

ACE  Timeperod Resouce Resource name Curr. amount v vahoe Frice. Units to in
202003 K 15882 800 1988
202003 15982 800 1999
31084 1800

voice  Tobeinvoiced  Imvstatus
a00 15893 N
800 15892 N
16.00 31084
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Fixed price tab is empty because there are no quotes in here —invoice rule is costplus so it cannot
accept quotes.

Summary | Timeand ACE | | Fixed price | Other invoice elements

Transactions up to and including period 202049

O Zoom Project ‘Work order Activity Element Description Date to invoice Time period To be imvoiced Imv_status

- = - Filter

The Other invoice elements tab does have a row — this could be expenditure from a purchase order
or a journal correcting something that originally didn’t have the work order on it.

Summary | Timeand ACE = Fixed price | Other invoice elements

Transactions up to and including period 202049

O Project Work order Activity Element Description Time period Resource Inv Curramount To be invoiced Inv.status

i
AT2080C.. AT2080CCP1.. Expenses  Payment against purchase order mis_. 202049 120.00 12000 N

If there’s nothing in the invoice base yet this message will show at the bottom of the screen
! order order (1} ST WAL =

Clear | Create invoice proposals Recalculate prices Export

I Mo records match your search criteria.

H Information: 1

Although you can enter items in the invoice base from each individual work order (as shown on

pages 5 to 8) you can also enter a quotation from this screen looking at the whole invoice base
(rather than a view of just one work order).

Click on the Fixed Price tab to enter a Quotation amount
Summary  Time and ACE | Fixed price | Other invoice elements

Transactions up to and including period 202109

|:| Zoom Project Work order Activity Element Description Date to invoice Tim

v &

Either click in the first blank row or use the Add button seen when you scroll down: this will take you
into the Zoom screen.

12
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Invoice base

Enter the work order or project you wish to

2 Selecti iteri . . . 1
election criteria look in the invoice base for and click Load

Responsible
Invoice status

‘Work order Project Customer . o
AT2080RQU . +| Ready for invoicing
Landscapes Project type IRAREV with.. | Partly invoiced

Cost centre Date to invoice Time period to* | Parked
24/05/2021 a 202109 . Mot to be invoiced

Weel 09 - 24/05/2021 - 20/ . On proposal
Load 1. Tvpe the work order vou wish to enter a quote for

Summary  Time and ACE | Fixed pride  Other invoice elements

4. Enter the activity & a description

Al:‘livityx Element *
GENE . Quotation -

Fixed price (Zoom)

‘Work order Project

AT2080RQU104 AT2080RQU

Somerton AVE Garden reinstatment Landsca oject type IRAREV with... GEMERAL
Description *

Quotation for Semerton Ave Garden reinstatement 3. Enter the amount you wish to charge, other amount boxes autofill

Amounts
Curr. amount Inv Curramount To be invoiced Invoiced

1,000.00 1,000.00 1,000.00 0.00
Invoicing
Customer Date to invoice Time period * Invoice status*
9999998 13/10/2021 a 202129 wes Ready for inveicing -
Internal Billing \ Week 29 -11/10/2021 - 17/10/2021 N
Status*
Active - 2. Enter the date to invoice (it will be picked up if an invoice proposal is
N
run that includes this date)
oK
‘ Clear ‘ ‘ ‘ Create invoice proposals ‘ | Recalculate prices ‘ ‘ Export ‘
Click Save

13
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TSO1 INVOICE PROPOSAL INVOICING THE RECEIVER

From the Menu item Project management:

Select Billing, Invoice proposals and then Create invoice proposals.

In the variant box click the drop down and choose IRA* Generate Project Invoice Proposal. As you
tab out, the number of parameters on the screen should change to this below:

Note that it is useful to write down th@his proposal is going to use.

Create invoice proposals

Variant IRA™ Generate Project Invoice Propos b

e I ‘Time period to’ picks up anything in
the invoice base with a date earlier
than the end date of this week — so
if you want to invoice monthly in

Open parameters arrears you could amend this.
Fields that can be changed
BatchID * ( E 101
| Date to invoice * K / \ 05/01/2021 |
[ Time period to- v\ Wesk 41 - 04/01/21 - 10/01/21 | - /
\ 202041
| Project* \ \ - |
| Work order ] - |
»
‘Work order relation -
‘Work order rel.value -
Invoice date * 05/01/2021 g

To run a proposal for just one work order, enter its
number here (or you can enter a multiple such as
AT2080* - which will pick up any work orders (that
have project type IRA*) and begin AT2080.

¥ Printer parameters The same could be done on the Project field.

You could even run it based on the RESNO relation
on work order —add RESNO in work order relation
and the resource id of the work order manager in
the work order rel.value field.

¥ Fixed parameters

Save

Finally click the Save button.

Your ordered reports Report variants Create menu Export

14
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Example — running an invoice proposal for just one work order

Create invoice proposals

Variant IRA™ Generate Project Invoice Proposal

¥ General parameters

Open parameters

BatchlD = 2102244

Date to invoice ™ 24/02/2021 B

Time period to™ Week 48 - 22/02/21 - 28/02/21 -
202048

Project™* -

‘Work order AT2080CCP100

‘Work order relation | | -

‘Work order rel.value -

Invoice date* 24/02/2021 B

Example: running an invoice proposal for one project

is SO Create invoice proposals % |

Create invoice proposals

Variant IRA™ Generate Project Invoice Proposal

¥ General parameters

Open parameters

Work order relation RESNO

Work order rel.value

Invoice date~ 05/03/2021

¥ Fixed parameters

H Your ordered reports H Report variants H Create menu || Export ‘

BatchlD* 2103052

Date to invoice* 05/03/2021 iz

Time period to* Week 49 - 01/03/21 - 07/03/21 -
202049

Project™ AT2080RQU

Work order i //

&l

Work order is left as an asterisk
so that it runs for all work
orders on the project.

This will pick up both of these work orders which currently have rows ready to invoice in the invoice

base (AT2080RQU101 and AT2080RQU103)

Summary | Timeand ACE | Fixedprice  Other invoice elements

Transactions up to and including period 202049

Search | Detaillevel = Level 2 - Work order Caopy to chpboard

Work Work G

< order order (1) B Toer o s
+ I2  AT2080RQUIOI  Lords Hill car park 2,000.00
4 I2  AT2080RQUIO3  Void at no 1 Bear Cottage 350.00
~ Ii  ATZ080RQU Landscapes Project type IRAREV with QuOtation Invoice... 2,350.00
£ 2,350.00

Time executed 05/03/2021135228  Number ofrows 5

Tobe Inw status.
oice ful

Version: 1, March 2021
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This message is received when you Save

@ Success

Successfully saved. The report output has order number 387 and is available
in Your ordered reports.

Click OK and then click on Your ordered reports

Save “ Your ordered reports I‘ ‘ Report variants H Create menu H Export ‘
I 1

The TS01 you just ordered will appear in the first two lines of the report — file a and file f.
Your ordered reports

Scheduled
From @ 05/03/2021 g
Filter
Ordered reports
D Show report User Report name ReportlD  Order numb. Scheduled Completed Server queue File name Status Zoom Show log
] = - [ Fiter |
®|  GGREW. IRA"Generat. TSO1 387 05/03/2021 05/03/2021 DEFAULT  1s01a_3870is Finished |3 ®]
| GGREW.. IRA" Generat.. TS01 387 05/03/2021 05/03/2021 DEFAULT 5011 387kis  Finished [a] [®]
The ‘F report is in an invoice style layout whereas the ‘a’ report shows the resource and weeks
involved and is perhaps more useful.
You might also receive an ‘e’ file if there are any errors
Ordered reports
[] Showreport  User Reportname  Report!D  Order numb.. Scheduled Completed Serverqueu.. -« File name Status Zoom Show log
T501 5 5] -
SRAY0Q1 IRA" Generat. TS01 335 13/01/2021 13/01/2021 DEFAULT ts01a_335lis Finished
II SRAY0L IRA"Generat. TSO01 335 13/01/2021 13/01/2021 DEFAULT Finished
W‘HQI IRA™ Generat.. TSO1 336 13/01/2021 13/01/2021 DEFAULT ts01f_3350s Finished
Clicking on the Show report box for this line will give details of the error

RT Project Work order Activity Iic Pericd
Illegal work order
ATZ080107 ATZ080107101 GENE HRSMAT 202007

If you have an error look at the work order entry screen in the first instance (could be a date issue or
the work order has been closed etc) and contact BW Help BW.help@southampton.gov.uk if you
need assistance.
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray

Click on Show report

Version: 1, March 2021

Your ordered reports for the ts01a line:
Scheduled
From 05/03/2021 L+
Filter
Ordered reports
D Show report Reportname  ReportlD  Order numb. Scheduled Completed Server queve  File name Status Zoom Show log
] ] v Filter
GGREW.. IRA” Generat.. TSO01 387 05/03/2021 05/03/2021 DEFAULT  1s01a_387lis  Finished Q
GGREW.. IRA” Generat.. TS01 387 05/03/2021 05/03/2021 DEFAULT 1s01f_387lis  Finished Q
Report : TSO1A Southampton City Council Page: 1
Client Southampton City Council 05/03/2021
User : GGREWALOL IRA* Generate Project Invoice Proposal 13:54:22
INVOICE DETAILS
PROTYPE: IRAREV
Invoice Work order: AT2080RQU101 Lords Hill car park
CustID 9959958 Internal Billing
FIXED PRICE
Project: AT2080RQU Landscapes Project typs IRAREV with Quotation Invo
Inv.rule Work order Activity ExtRef Amount in GBP
QUOTATION AT2080RQUIO0L GENE Quotation re Lords Hill car park ref LIR - 1000002 2,000.00
TOT Project AT2080RQU 2,000.00
Total FIXED FRICE: 2,000.00
Total Work order AT2080RQU101 2,000.00
Report : TSO1A Southampton City Council Page: 2
Client : S50 Southampton City Council 05/03/2021
User : GGREWALOL 1RA* Generate Project Invoice Proposal 13:54:22
INVOICE DETAILS
PROTYPE: IRAREV
Invoice : Work order: AT20BORQU10D3 Veoid at noc 1 Bear Cottage
custIip 9599598 Internal Billing
FINED ERICE
Project: AT2080RQU Landscapes Project type TRAREV with Quotation Inve
Inv.rule Work order Rotivity ExtRef Amount in GBP
QUOTATICN AT2080RQUL03 GENE Woid clearance at 1 Bear Cottage - watch cut for G 350.00
TOT Project RT2080RQU 350.00
Total FIXED PRICE: 350.00
Total Work order ATZO080RQU103 350.00
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

Looking back at the invoice base - we can see the two work order amounts are on a proposal —we
have to amend the invoice status tick box in order to see them.
(Access the invoice base via menu item Project management / Billing / Invoice base / Invoice base).

Invoice base

# Selection criteria

Responsible
Invoice status
Work order Project Customer for invoici
AT2080RQU . . Ready for invoicing
Landscapes Project type IRAREV with Partly invoiced
Cost centre Date to invoice Time period to = Parked
05/03/2021 | 202049 Not to be invoiced
Wael 49 - 01/03/21 - 07/03/21 [T on proposal ]
Load

Summary = Time and ACE  Fixed price = Other invoice elements

Transactions up to and including period 202049

Search | Detail level | LLevel 2 - Work order, + Copy to clipboard

Work Work Curr. To be
o order order (T) Element [Up=y Coy amount invoiced
+ 32 AT2080RQU101 Lords Hill car park 2,000.00 2,000.00
+ 32 AT2080RQU103 Void at no 1 Bear Cottage 350.00 350.00
= Fi AT2080RQU Landscapes Project type IRAREV with Quotation Invoice... 2,350.00 2,350.00
I 2,350.00 2,350.00
| Clear | | | Create invoice proposals | | Recalculate prices | | Export |

DELETING AN INVOICE PROPOSAL

If an invoice proposal doesn’t include everything you think it should you can delete it.
From the Menu item Project management: Select Billing, Invoice proposals and then Delete invoice
proposal — enter the batch id and click Save.

Delete invoice proposal

¥ General parameters

Open parameters

BatchlD* 2105242

¥ Printer parameters

H Your ordered reports ‘ ‘ Report variants ‘ Create menu

The items picked up in it will be available to pick up again in another invoice proposal.
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

INVOICE PROPOSAL WORKFLOW

Summary

Project management invoicing has workflow on it. This means that there is a route each invoice
proposal follows:

1. Work order manager — approve/reject
2. Costc manager — approve/reject

If the work order manager rejects the invoice proposal it will go back to the initiator to be amended
or have its status changed as requested.

If the costc manager rejects the invoice proposal it will initially go back to the work order manager
who can approve it or send back to the initiator for amendment.

From the Menu item Project management:
Select Billing, Invoice proposals, Workflow enquiry — Invoice proposals

Enter the BatchID from the TSO1 you ran earlier (if you didn’t note it down check the report output
on the TS01a — the parameters used are shown at the top) and click Search.

‘Workflow enquiry - Invoice proposals |

F—— If these two boxes
(Active and Historical)

Company like Active La
Project manager fike Historical V]

-

Customer like

Project ke

BatchiD like 21010523

Seqholike
Workflow status like. -

‘Task owner like

ECEl Detail level | Alllevels = | | Cooyto chpboard
Task

o u awner (T)

Process Step

Workflow
status (T)
Invoice Prapo.

Invoice Progo...
Invoica Prape

bWk e
EE

Inverce Prope..

Work arder manager Appr... Al Warkfiow in progr.
Work order manager Appr.. AL I
Work arder manages Appr__ M e
Work arder manager Appr.. M v n proge

Customer | Custgmer | Acrbuae
9999998
0890908
9000008
21010523

Internal Bill.. WORKORD
WORKORD
WORKORD

WORKORD

Internal Billi.
Internal Bill
Internal Bill

Invlevel

AT2080101
AT2080101.
AT2080104.
AT2080104.

are ticked, you can
see any batch id at
any time.

Project
manager (1)

Curr.
Description Cur sy SeaNo  Com|

IRA revenue maintenance Snowyacres Pl GBP
GBP

GBP

ar3e 2 SO
3739 3 S0
10.90 0 S0
1989 1 s0
114.76

IRA revenue maintenance Snowyacres Pl
Heeter's Castle Refurbishment warks
Hector's Castle Refurbishment works

Workflow enquiry - Invoice proposals
2« Selection criteria

Company like S0

Project manager like
Customer like
Project like

BatchiD like 2103052
SeqNollike

Workflow status like

Task owner like

Results

Detaillevel | Alllevels =

# T

Copy to clipboard

Task
owner (T)

Process Step

Invoice Propo... Work order Invoice manager App... MATTHEW LO.
Invoice Propo... Work order Invoice manager App... MATTHEW LO.

Workflow
status (T)

@ Customer

Workflow in progr... 9999998
Worldlow in progr... 9999998
2103052

Internal Bill
Internal Billi

Active Cd
Historical v

Project

Curr
manager (T)

Attribute
(U] amount

Invlevel Description

WORKORD  AT2080RQU..
WORKORD  AT2080RQU.

Lovell, Matthew  Lords Hill car park GBP
Lovell, Matthew  Void at no 1 Bear Cott.. GBP

2,000.00
35000
2,350.00

You can use the Choose columns button to reduce the number of columns shown — just untick those
that you don’t need to see (it does retain this information after logging out and back in).
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Version: 1, March 2021

Choose columns
Columns
Process v Customer |
Customer (T) Step v
Attribute (T) L Task owner (T) ’Z
Inv.level Workflow status (T) [¥]
Project manager (T) Description [¥]
Ccur v Curr. amount vl
SeqNo . Company O
This will result in a reduced number of columns:
Workflow enquiry - Invoice proposals
# Selection criteria
Company like S0 Active Ld
Project manager like B Historical v
Customer lile .
Project like .
BatchiD like 2103052
Seqlo like
Workflow status like -
Task owner like .
Results
IEEEN 0etoillevel | Alllevels « | | Copy toclipboard
# T Process Step WL’:{"m gzﬂﬁ!‘] I level Description Cor Cur.
1 A Invoice Proposal  Work order Invoice manager Approval Workflow in progress ~ AT2080RQU101  Lords Hill car park GBP 2,000.00
7 A Invoice Proposal  Work order Invoice manager Approval Workflow in progress ~ AT2080RQU103  Void at no 1 Bear Cottage ~ GBP 35000
- n 235000
= azennn
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray
AUTHORISING AN INVOICE PROPOSAL AS WORK ORDER MANAGER

Version: 1, March 2021

When you login to the web you will have tasks showing in the top right of your screen.

If you click on the orange square it shows the tasks you have

AN &+ /B ™~

Southampton City Council v Search (Alt+q)

X

Your tasks 2 Group by ¥

Approve Supplier Invoice Co: SO TransNo: 3174844

Work order Invoice manager Approval BatchlD: 2102235 CustomerlD....

Go to Task management

You can click on the Go to Task management button but an alternative is to just click on the task line
itself — so here the “Work order manager Approval BatchlD: 21022235 CustomerlD: ...” line.

If you do want to use the Task management option you don’t get the Batch index column on the left
with the ability to approve all at once.

You may have multiple batches so it’s a good idea to sort by batch id as per top left of screen shot
below.

The first invoice we are looking at is time based.

TR o e Summary of this invoice with description of this
work order and totals of any previous values.
Sortly | BatchiD + |[ Ascending | « Invoice proposal approval
[ Selest al visitle itams I A rewimvoice Proposal requires your approvy. Please review and scoon.
BatchiD: 21010523
S A # Invoice propasal # Image . .
Amount to be invaiced: 74.78 . ‘ The |mage IS a
" " — 21010823 ‘ ’
S, GG o P L ~| | system ‘mockup
Amaunt iobaineoiced 30,68 e :::t: g::::: Road I'a: ::::br: °F : 6B GB 183 5048 22 of the invoice
. ?;mmwy ::;:h:;ﬁ!n Frired Tingden InvoiceFo : ; .
- perrhre oy anan showing cost,
Rt et ensnce Soyacres Py st T hours and work
P Coemsrm: ssssase order code.
leﬂe&h Internal Billing ;::ox;e date D!fbl/]:z]
me Our ref: Lindfield, [N l;:::; WA | eieasen
External ref COFY INVOICE
Index are on e S N - ———
the left: Previusty ineiond ot . e e
. . Previously inveioed vaks TOT HOURS i.00 T4.78
whichever is — oo S— 7
highlighted i v
will show in -
the right-hand
[l Workflow log (row 1)
panel.
Invoice details
Zoom Map Status Project Work order | Activity  Invoice ele. Description Resource Trans dste Uinits to inv. Price Curr.amou.. Cumency V.. Unrounded.
- " Fileer |
L"\' ..I. Tobeinvol. AT2080101 AT2080101_ GENE Hours. IRAdhoc Tam... 16/04/2020 100 3738 3730 000 000
Q| A Tobeinvoi., AT2080101 AT2080101. GENE Hours IRAdhoc Tim.,, 0/04/2020 100 TN 3739 0.00 000
l. . 7478 000
_Ar
| W (o] [ | [t | [t ] [0t The Invoice details section shows who did the

hours and material costs if there are any.
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021
This invoice is Quotation based
= Work ordar Invoice manager Approval x
Sortby ~ | Ascanding « Invoice proposal approval
[] Salact i visibla itams [l # new invoics Propossl reguires your spproval. Piesse review and sction.
BatchiD: 2101131 )
B e sesee FESOE0O 06 # Ivoice proposal # Image
AMOunt 1o be invoiced: 06.56
Barchily 2101131 ’ 20113t
Customer, e EealBEng Customer City Council A
AmBunt 1o be invoiced. S00.00 Intgmal Biling SUVRUEEE .
Road VAT Regl¥s : GB GB 1B9 5545 B2
T ntead Kigdom
Total:2 Ouetmmedey Eren O 8 OO
Z?Q‘Eﬁakﬁ':‘ﬂ Due daze : 13/01/2021
) Work exdax ¢ ATI0E0104101
Dse(m::hunlﬁnrocqum Order dame : 1471072020
Projent manager CassomesID : BEERESE
You can approve each E— Insernal Biiling : sajoz/znm
Batchld singly by 0 =
fS—— e
clicking the Approve
bUttOn ] the blue e 400,00 %ﬁw WORK ORDER ACIIVITY  RESOURCE WEEE AMOUNT 1IN GEF
highlighted One is the Previously inveiced amount 200 AT2080104 AT2080104101 o e ::Z.::
) Previously invoioed value : ’
one you are approving a0 N
OR you can tick the box ’ - @ @ v
by each Batchld you are
okay with and then
i [l Workflow log (row 1)
click the Approve
button —all the ticked S
ones will be apprOVed. Zoom | Map Swws  Workorder | Aoty | Descripton | Resource | Period Trans date Units 1o mvosce Unit Price Curr. amourt

- [] -
[a]  [A] Tobeiwoi aT20801041. GENE Quote 123 202007 17/05/2020 000 400,00
E

T 400.00

Fitar |

Because this is a quote there are no
‘units to invoice’ just a Cur.amount.

| Reisct | | Advancedmoda | | Workfowssarlog | | Logbook |

Export
! |

As the work order manager, you can Approve the invoice or Reject it.

If you approve it and the costc being recharged is
- Revenue —it will go to the costc manager for authorisation
- Capital — it will go to the costc manager for authorisation
- Schools — it will go to the costc manager for authorisation

If you reject it the task will go back to the initiator of the invoice proposal.
In your rejection reason you can ask them to
- Close the invoice — will prevent it ever recharging
- Park the invoice — will set its status to P and it can’t charge until somebody manually
changes it to active (N)
- Postpone the invoice — prevents it charging this time but will be picked up next time an
appropriate invoice proposal is run
The work order manager is also able to ask the initiator to amend the invoice amount on existing
lines (the initiator is unable to add new lines). You will need valid reasons for so doing.
The initiator is able to regenerate the invoice image after changing the amount so it will match the
invoice details section.

Example of postponement rejection

Work order manager Approval - Reject

Enter your comment

|P\ease do not charge this invoice yet - postpone]

After entering your comment clicking the reject button will send it back to the initiator
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

If you click the Approve button for an invoice you will get this message (or similar if you have more
invoices still to look at).

® Success

The item is successfully processed. There are no more items to process.

Invoice proposal showing materials cost (no hours):

Invoice proposal approval
ﬂ A new invoice Proposal requires your approval Please review and acoon
2 Invoice proposal # Image
BatohiD
2101138
Customer Southampton City Counecil ~
Intemga! Biling Civic Centre INVOICE
Civic Cencre Road VAT Reglie : GB GB 189 8545 82
Terms Scuthanpton United Ringdom
Due immediately 3014 7LY InvoiceNo =
Inveice date : 13/01/3021
w&fx‘w Due date : 13/01/3031
e Work order : AT2080108101
e WO i Oxder date : 07/01/2021
Pr CustomerID : 5995998
“ ExtRes : €G0006
Internal Billing Inveoice date : 13/01/3031
Reference Due date : 13/01/3021
Hours phus mat § oo woioe base Our xe!:F Your ref: Hours plus materials added i
- nto invoice .
[
0006 COPY INVOICE
Amount to be invoiced
1,350.00 MATERIALS
FROJECT WORK ORDER  ACTIVITY RESOURCE WEEX AMOUNT IN GBP
Preveoutly wwoiced smount
000 AT202010¢ ATa020108101 1,3%0.00
Previoutly imvoiced vahse 55 TOT MATERIALS 1,3%0.00
Meader text
03207302
1350 00 s
cant
[¥] Workflow log (row 1)
Invoice details
Zoom Map Status Work order  Activity Description Resource Period Trans date Units to inv. Unit Price Curr. amount
= o - [Fier ]
[Q]  [A] TobeinvoL. AT2080108. GENE  Costoftopscimanu. 202020 18/08/2020 000 000 35000
[q] Tobeinvol. AT2080108. GENE  Fence materials man 202020 16/08/2020 000 000 100000
b3 135000
Can hover over the description to see
it in full or click the Zoom button.
Aoprove LRI | | Mmj erkﬂowm‘os | l Log book Export
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Title: Invoicing from IRAREV & IRACAP

Different example showing hours — the work order manager can see the resource and week too.

Author: Sarah Ray

Version: 1, March 2021

Invoice proposal approval
n A new invoice Proposal requires your approval. Please review and action.
2 Invoice proposal 2 Image
BatchiD
2102244
Customer Scuthampten City Counmeil ~
Internal Blling Civic Centre IpvoIceE
Civic Centre Road VAT Reglo : GB GB 189 5949 22
Terms Southampton United Kingd
Due Immediately 2014 7LY InvoiceNo 3
Invoice date : 24/02/2021
fork order .
g oss Due date : 24/02/2021
Fork order : AT2020CCP100
wﬂ.ﬂ S Do ol Order daze : 11/02/32021
Project manage CustomerID : 9995988
— ExtRef : Capizal costplus
Internal Billing Invoice date : 24/02/2021
Reference Due date : 24/03/3021
(60027100100 our ret: [ Your ref: €G0027100100
External ref COPY INVOICE
|Capital costplus
Amount to be iwoiced HOURS
75084 PROJECT WORK ORDER  ACTIVITY  RESOURCE WEEX  HOURSAMOUNT IN GBP
Previously involoed amount e AT2080CCP  AT20820CCP100 36.00 759. €64
— TOT MOURS 3€.00 785,64
400 TOT HOURS 78%9.64
Meader text
| 02207305 v
nes xa
[¥] Workflow log (row 2)
Invoice detadls
Zoom Map Sutus Workorder  Activity Description Resource Period Trans date Units to inv. Unit Price Curr. amou
- | a| | g [(Fieer]
Q] [A] TobeiwoL AT2080CCP. GENE  LandscapesProjec. 202002 07/04/2020 800 Hours 1099 15092
j'Q @ Tobemwol. AT2080CCP. GENE Landscapes Projec 202002 08/04/2020 800 Hours 1000 15002
[Q] [A] Tobeiwo. AT2080CCP. GENE  LandscapesProjec 202002 11/04/2020 400 Hours 2090 11006
] [T;J Tobeiwol AT2080CCP_ GENE  LsndscapesProjec. 202002 00/04/2020 800 Hours 1000 15002
[&]  [A] Tobemwoi. AT2080CCP. GENE  LandscapesProjec 202002 06/04/2020 800 Hours 1099 150.02
A d TEACA
Mf Reject | | Advancedmode | | Wordlowuserlog | | Logbook || Expont |
| | | ||
X
Invoice proposal details (row 3 of 5)
(]| e |
Invoice details
Invoice elements Hours Status To be inveiced
Description Landscapes Project type IRACAP with Costplus Inveice rule
Amounts
Unit Hours Units to invoice 400 Price 2599
‘Curmrency Sterling Pound (GB) Curr. amount 119.96
Hours and ACE
. Landscapes overtime
Resource I ine coss Time & a Half Fices 400
ACE Price list
Fixed price -
Invoice plan
2 GL Analysis
AT2080CCP100 _ AT2080CCP AT2080
Waork order Emr:‘\:,n Road/Six Dials - wall  Project .L.;’;‘Si%?.‘?f"”““"‘” Cost centre Landscage Trading
Close
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Title: Invoicing from IRAREV & IRACAP

COSTC MANAGER APPROVAL

Author: Sarah Ray

Version: 1, March 2021

The Costc manager gets the same approval screen with an image, but less columns are shown in the
invoice detail section — the employee is not shown nor does the costc manager have the ability to
zoom in on each line.

Your tasks (7.

v A 8 /0 =

Search (Alt+q)

X

Group by ¥

PLC Invoice Approval Costc Manager BatchlD: 2102225 CustomerlD:...

Go to Task management

& Invosce proposal
Batoral

Customer
Intesmal Eding

Terms

Dus Immscianely

Pr Work coder
AT2020CCP100

Projeed mas

Relerence:
CG0027100100
Enfermal rcf

Capital costplus
Amount b ba imoiced
Previsusly rvaiced amaund
Prevausly rvoioed valoe

Haader bext

[¥] Warkflow log (row 1)

=

Invoice details

Zoom Pap Status
A] [A]  Tobeimoi
[a]  [A]  Tebeime
Bl [A]  Tobeimsi
[a]  [A]  Teeime
Al [A]  Tobeimsi
z

Invoice proposal approval

2102244

Ciezcription
Brinton Rosd."Six Diials - wall removal

TER B4

Q.00

Qa0

Wark crder

AT0B0CCR
AT0B0CCP.
AT0B0CCR
AT0S0CCR.

AT20B0CCR

{2 PLC Invoice Approval Coste Managar

The costc manager clicks on the task description (or
could use the Go to Task management button)

Fouthampren City Counsdl
Civic Cantze

Civie Cemere Rzad
Jouthampton Unised Hingdem
014 7LY

Intesnal Billing

INVOICE

VAT Regle : GB GE 123 5549 #2
Inveigelic H

Tnreice date = 24 0303031

Due dase : 24/0a3/a0a1

Wozk sxdes = AT202C0CPIC0
Oedar date = 117833030
CusvomerlD = BEEEREY

ExtRasf : Capdtal costplus
Trwales dite = 3a/E303030

Dues dave = 34/03/3031

Your med: CGO037100100

WEER HOUREZAMOUNT IN GBF

79884

TES &4

755,84

This invoice is for hours worked

HOURE
FROJECT WORR ORDER ACTIVITY REFQURCE
ATI0R0CCE ATI08CCCRICE .00
TOT HOURE JE. 00
TUT HOURE
WM‘.%E:F -
Asthaty Descrgtion Periad Trans date Linits &6 imadecs:
E
GENE Landsospes Project type IRACAP wich_. 202002 08AD4/2020 200
GENE Landscapes Project type IRACAF with..  J02002 06/04/2020 200
GENE Landsospes Project type IRACAP wich_. 202002 07/04/2030 200
GENE Landscapes Project type IRACAF with.. 202002 11/04/2020 400
GENE Landsospes Project type IRACAP wich_. 202002 08042030 200

hdvancadmode | | Woddlowuserlog | | Logbook | | Export |

Urit

Haurs

Haurs

Price:

lo99
1=

1=

Curr. amount

150.82
15082
15082
1188

15082
THRE4

‘I-~\\\§\\\

The costc manager can Approve or Reject back to the work order manager
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Version: 1, March 2021

A quotation invoice will look like this with just an amount and no hours.

The user might not be able to tell it was from a quote but the Invoice details section has 0.00 units to
invoice when it’s quotation — it will only have a figure in the curr_amount column.

BatchliD
Customer
Internal Bdling

Terms
Due Immediately

PrajectWork order
AT2020RQUIOL
Deescription
Lords Hill car park

Praject manager
Lowell, Matthew

Reference

ATO400

External ref
Revenue quotation

Amount to be invoiced

Header text

Imvoice details

Zoom Map

Invoice proposal approval

# Invoice proposal

Previously invoiced amount

Previously invoioed value

¥ Workflow log (row 1)

H PLC Invoice Approval Costc Manager x

2103052

2,000.00

0.00

0.00

Work order

# Image

[a] [A] Tobeinvoi. AT2080RQU.. GENE  Quotatien reLords Hill
I

Fouthampton City Council "~
Civiec Centre IBNVOICE
Civic Cemtre Road VAT BReglic : BB GB 18% $54% 33
Zouthampton United Fingdom
2014 TLY Invoicelo z
Invoice date - 05/03/2021
Due date : 05/03/2031
Work crder - AT2080RQULGL
Order date : lif0a/a0al
CustomerID - 8885583
ExtRef : Revenue guotaticn
Internal Billing Invoice date - osfoafanal
Due date : 05/03/20a1
Our ref: Lovell, Matthew Your ref: AT0400
COFY IRVOICE
QUOTATION
PROJECT WORE CORDER ACTIVITY REZQURCE WEEE EMOUNT 1IN GEP
AT2030R0T AT2080BQU10L 2,000.00
TOT QUOTATICH 2, 000 .00
02207309
2000 00
£alL v
Tmemoowms - A= dnndanaa
Activity Description Resource Period Trans dste Units to inv_.. Unit Price Curr. 8mou...
B -
202046 14/0272021 0.00 0.00 2,000.00
2,000.00

If the costc manager rejects the task it initially goes back to the work order manager in a task called
‘Work order manager invoice proposal check’.
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray Version: 1, March 2021

AMENDING A REJECTED INVOICE PROPOSAL AS IT S INITIATOR

Either the work order manager has rejected
after the costc manager rejected it to them.

Access your rejected items from Tasks

an item directly to you or they have rejected it to you

Y
Southampton City Council ~ L [~ & B ™ | Search(Alt+q)

X

Your tasks (2 Group by ¥

Return to initiator BatchlD: 2102101 CustomerlD: 9999993
Return to inttiator BatchlD: 2103091 CustomerlD: 9992998

Go to Task management

It is easiest to click on one of these rows but you can
click on the Go to Task management button instead

The example below does not show hours — it is an expense amount (e.g. from a purchase order).

£ Rewniomitiator x

Sont by - Amcerding o Invoige proposal approval
[ st it v e B ™ b IFrngporsal s S ropectis. Fiaass revew and acton.
BatchiD: Hoxo:
E‘:_"f- S m‘?nl 4 Inveico propesal & Image
mlﬂb&lm 8500
= Batchi)
202101
BatchiD: 03081 Pa— Southangtos City Comeil -~
Customar Ismal Bling Trernal Bilg Civiz Centre TRLETE
Project ok orclee  AT20BORCULOD Civic Castse Resd VAT R : GBS 10 SRR B
v b b et 10000 Sorum & it Kimgd
Dot Ivsad ey o4 TIY Imroises 2
Izvsize Szte s RE/ERfEIEL
Propect ok vt Toe ZaTe 1 36/02 2R
Totat:2 N woze zzas : AT2oEOIOELOE
] = Commants P IFLACAF, WO charging schoois CAF SCT00 Crder cate : a3/eafrom
Pr Carnonerid T REREERT
e ExeRal : SCTOSR
Imtasmel Billing Isvsize 2ste @ RE/ERfEIEL
[L— Dua deme 1 1g/ea/I0n
HOPs, gl arian s pekiod MO0 inveics Bt o= cor: [ Your sef: Houss ploy ostesialy sdded L
nha LnTvoLCe SaIe
Extmrrad ruf
SCTO30 ==rp s = 4
Amnaurt 1o be Greciced
0
mosEcT WO CRIER  ACTIVITY  RESOCX L NI I G
Provcassly Freskoed s
123000 ATICOSAEE  ATIOSCLOSINT B3.50
Proecas sy irrestoed vaiue sea o7 ®e_o0
[
SIIVTITN
s oo A
The workflow -
log will show Figencran: docsarent | | Fofveah
e ~a If the amounts are
g [] werkfiow log {row 1)
i e v changed these buttons
[ Il.%g;_:;{ga };53‘_35.:\“} I'S-%EISLF’})OFIEIG.I Rapicted - TEST REAECTION TO CHECK FRE'Y NITWTOR SCREEN o
order manager e — n— are important to Change
. the image
{Entar 3 comeent)
Copr
Ivwoice detais
Zooem Mag Sans Whork orcler Aty Descripmen Femowrce | Pariod Trares date Lt 1 rwcace Lt Prics Cur. armoant
- B -
[A] Tobeime. ATMEOLE. GEME  [sst s imiator sowsn 2042 17M0L/202 (1] L] woo  [=]
Tt wion.. ATIONORMNAD  GENE o
3
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Title: Invoicing from IRAREV & IRACAP

Underneath are the options buttons

Author: Sarah Ray

Version: 1, March 2021

| Postpone invoicing H Close || Resubmit H Park for invoicing || Advanced mode ||| Workflow user log H Log book || Export ‘

Depending on the work order managers instructions you can:

Amend the amount (&/or hours) on the invoice.

Save the amended invoice and then use the Regenerate document and Refresh buttons within the
image section to produce an invoice that reflects the changes just made.
Resubmit — send the amended invoice back to the work order manager and then costc manager for

approval.

Changing status of the invoice

Postpone invoicing — this prevents it charging this time, but it will get picked up again (& go through

workflow) next time an invoice proposal is run.

Close - Closing an item will prevent it from ever recharging.

Park for invoicing - Parking an item sets its status to P and it can't charge until somebody changes it

to N (in the invoice base).

Amending amount to invoice - example

Invoice proposal approval

[l T Invoics Progasal e besn nefacted Plass redew and action

& Invoice proposal = lmage
BrichiD
2100102
Cantraner Ssstheoptan City Soensil "~
ezl Blng Siviz Cantoe IXVSGICEX
Civic Cantoe Rosd VAT Regiz : GB GE 159 5949 B2
Tormm Sz United X
Duss Innrradiaiedy 2216 TLY InvaiceXa H
Irvaice dete : 10/os/2021
Prajact/Work srder Toe dote : 10/03/2021
AT 20800CF10L
D Wark acdac AT208D0CPi0L
Sl roundklout hytreessding Codar date : 23/e3/20m
CortoasID : pERRERE
Prajact musa)
— e ExcPal : Copital cazxtplax
Intarnal Billing Invaice dete : 10/03/2021
Betvrascn Doe date : 20/es/ 202
COO0A9100100 oee coc: [N Ees ST smitiioay
Extorrul refl QCFY DOCICX
Captal comiplas
Memvzurrt 8 be imweised NIURE
s@|n FROJECT WORE CROFR  ACTIVITY RESTURCY WEEYX = MOURSENCUNT IN GEP
Pewvlovely breslosd seseui o0 ATZOBOOCF  AIZOBDOCHIOL 28.00 299.72
odly brmdcon i _ TAT HTURS 28.00 299.72
e ICT BRRS 299.72
In the workflow log the initiator srzomsom v
has been asked to amend the
overtime hours line Fganaras Sacamaa | [ v
/ The initiator can change
¥ Waridiow log (row 2) the hours or the amount
Inveice details
Zoom Map Status Wiorkordar | Activiy Description Fasource Pariad Trans dane Units £ baw.. Price Cure amou.
h =
E] Toba ol ATI0B0CCF.. GEME  Lanckcases Project . 0003 14042000 200 1899 159482
q Tobaiwoi.. ATIDB0CCP. GEME  |Landscagss Progern 0015 110772000 400 Howrs 11995
s o — = [:]
E] Tobeimeoi. ATIDOOCCE. GEME  Lanchcages Project. 200015 10/07/2020 800 Hows 14499 159492
E] Toba imeci.. ATH0B0CCE. GEME  Lanchacages Project. 0015 0472000 800 Hows 18 15042
I 58872
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Version: 1, March 2021

Here the price per hour has been amended, reducing the total to £559.72 from £599.72

COFY INVOICE

HOURS

External ref
Capital costplus
Amount to be invoiced
599.72
Previously invoiced amount
0.00
Previously invoiced value
0,00
Header text
¥ Workflow log (row 2)
Invoice details
Zoom Map Status Work order
[a] [A] Tobeinwoi. AT2080CCP
[a] A Tobeinvei. AT2080CCP.
E Tobeinvoice . AT2080CCP101
'i] [a] Tobeinvei. AT2080CCP,
'q| A|  Tobeinwoi. AT2080CCP..
z

PROJECT WORK ORDER  ACTIVITY RESCURCE WEEK
AT2080CCP AT2080CCP101
TOT HOURS
TOT HOURS
02207309
coo
Regenerate document Refresh
Activity Description Resource Pericd Trans date
GENE Landscapes Project t 202003 14/04/2020
GENE Lendscapes Project ty 202015 11/07/2020
GENE 202015
GENE Landscapes Project t 202015 100772020
GENE Landscapes Project t 202015 09/07/2020

HOURSAMOUNT IN GEF
28.00 598.72
28.00 S99.72
5389.72
W
L
Price amended from
£29.99 to £19.99
Units to inv.. Unit Price UIT. amMount
- Filter
200 Hours 19.99 159.92
0] s ]
800 Hours 19.99 159.92
800 Hours 19.99 15992
558.72

If this were to be resubmitted back into workflow now the image would not match the Invoice

details.

To correct this the user must first keep the changes by clicking Save draft

X
@ Success

Successfully saved

Click OK

Next use Regenerate document to run a TS56 report which will make a new image.

© Success

reports.

Click OK

The report output has order number 23 and is available in Your ordered

X

The task screen doesn’t have a direct link to Your ordered reports. You can go and open it from the
menu if you want to know when it has finished (accessed via Common, Ordered reports) or click the
Refresh button within the image section — the image will change when the TS56 has finished

running.

These amount changes are not reflected in the invoice base so if later parked or postponed the
original values will still be there and might need changing next time it’s picked up in an invoice

proposal.
Amount to be invoiced
559.72
Previously invoiced amount
Q.00
Previously invoiced value
Q.00

Header fext

PROJECT WORK CRDER ACTIVITY RESCURCE WEE
AT20B0CCP AT2080CCPLOL
TOT HOURS
TOT
02207309

The amount to be
invoiced has updated too

K HOURSAMOUNT IN GBP

2B.00

28.00

559.72

558.72

558.72

cEa 79

Regenerate document

/‘ v

Amount now matches the

Invoice details section

Finally click the Resubmit button to
send back to the work order manager

29




Title: Invoicing from IRAREV & IRACAP

Changing status - example

Two options change the status of the invoice but allow it to still be invoiced later — these are Park

and Postpone.

Author: Sarah Ray

The third option of Close will mean the row cannot invoice in future.

Example of postpone
The invoice is in the invoice base and has a status of R — on an invoice proposal

Version: 1, March 2021

nvoice base
# Selection criteria
Responsible

Work order
AT2080CCP101

WilErsak reundabout hydresesdng

Cost cantre

|Summary || Time and ACE

Project
\AT2080CCP

Candscapes Project type IRACAP wil.

Date to invoice:
10/03/2021

Transactions up to and including period 202050

[] Preiect = Workcarder = Activity | Element
AT2080C. AT2080CCP.. GENE Hours
AT2080C.. AT2080CCP.. GENE Hours
AT2080C.. AT2080CCP. GENE Hours
AT2080C.. AT2080CCP.. GENE Hours

Landscapes Project type IRACAP with Costphus Imv__

Invoice status
Customer .
Ready for mwoscmg
| Partly invoiced
Time pericd to® | Parked
B 202050 Not to be imvoiced

Wieek 50 - 0B/03/21 - 14/03/21 | On proposal

Fixed price | Other invoice elements

Deseription Time period

202003
202015
202015
202015

Landscapes Project type IRACAP with Costphus I
Langseapes Project type IRACAP with Costplus Inv._.
Langscapes Project type IRACAP with Costplus Inv_

Resource Resource name Curr. amount.
15082
15092
15002
11008

Inv.value Price
8.00 1809 N
8.00 1089 N
8.00 1000 N
4.00 2000 LOT1S

Time code

To be invoiced

1500
15002
150.02
110.08f

EIEIEIE]

Inv.status.

It is in the initiators tasks as a rejected item and th
not invoiced at this time.

e manager has asked for it to be postponed —i.e.

[ —
= S0 Return to initiator I

Invoice proposal approval

n The Invoice Proposal has been rejected. Please review and action.

@ Success

The item is successfully processed. There are no more items to process.

Click OK.
The same can be done with Park for invoicing.

# Invoice proposal % Image
BatehiD
2103102
Customer Southampron City Council
Internal Billing Civic Centre INVOCICE
Civic Centre Rcad VAT RegNo : GB GB 180 5949 B2
Terms Southampton United Kingdom
Due Immediately 5014 7LY InvoiceNe :
Invoice date : 10/03/2021
ct/Work order Due date : 10/03/2021
AT2080CCP101
- Work order ¢ AT20BOCCP101
Description e o Order date : 14/04/2020
! v
Project mana CustemerID H 999?993
“ ExtRef : Capital costplus
Internal Billing Invoice date ¢ 10/03/2021
Reference Due date : 10/03/2021
External ref COPY INVOICE
Capital costplus
Amount to be invoiced
550.72 PROJECT WORK CRDER ACTIVITY RESCURCE WEEK HOURSAMOUNT IN GBP
Previously invoiced amount 000 AT2080CCE AT2080CCPL01 28.00 559.72
Previously ced value TOT HOURS 28.00 558.72
0.00 TCT 559.72
Header text
02207309
cza =3
Click Postpone invoicing
| Regenerate document || Refresh
Postpone invoicing | Close ‘ Resubmit | ‘ Park for invoicing Advanced mode | | Workflow user log ‘ | Log book | ‘ Export |
x
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

The lines are now back in the invoice base Ready to invoice

Invoice base

# Selection eriteria

Responsibie

Wark ceder Project Customer

AT2080CCP101 AT2080CCP

Millbrock reundabout hydrosesding Landscapes Project type IRACAP wit.

Cost centre Date to mvoice Time period to* Parked
10/02/2021 M 202050 Not to be mvoiced

Wk B0 - 0B/02/21 - 14/03/21 On propossl
[ Losd |

Summary  Timeand ACE | Fixed price | Other invoice elements

Transactions up to and including pericd 202050

[ Project Work order Actrity Element Description Timeperod  Resource Resource name Curr. amount I value Price. Time code To be mvoiced

AT2080C._ AT2080CCP.. GENE Hours Landscapes Progect type IRACAP with Costplus bnv._ 202003 15902 800 1099 N 15092
AT2080C. AT2080CCP. GENE Hours. Land: Progect type ith 202015 15902 BOO 1899 N 15092
AT2080C_. AT2080CCP.. GENE Hours Landscapes Project type IRACAP with Costplus bnv. 202015 15802 BOO 1999 N 15092
AT2080C. AT2080CCP.. GENE Hours Landscapes Progect type IRACAP with Costplus kv, 202015 119.96 400 2999 LOTIS 119.96|
Z  Raetumn tointistor x
Invoice proposal approval

I ™= krvaics Proposal has been rejectad. Pleass review and acticn.

& Invoics proposal & Image
Batchil
2102001
Customer Boathampren City Coumcil A
Irternal Bilrg Ciwvic Centre IRVOICE
Ciwie Cemsre Road VAT Regle : GB GB 185 5545 B3
Terma Bsathaspton United Fingdom
Due immedistely 2014 TLY Inveicels [
B Invesiee dame = 08/03/3031
ardar Due da = 05/03/3021
AT2030RQU100 = feal
Work order = AT20ROAQTLO0
Deesiriplaoen N
z . "1 . Order daze = 11/0d/30d1
o CustomerID : BE5EEES
_ ExtRef ' Tenue qUstaticn
Imvernal Billimg Invoice dats @ 08/03/3031
Refenencs Dus dave @ 0803/ 3031
ATOZ10 our cet: [ Your zef: ATG410
Extarnal ref COPY INVOICE
Reverue gutation
Amaird to b i d SUOTATION
10000 FROJECT WORR QRDER  ACTIVITY REICORCE KEER RMCUNT IN GEF
Pideioi sty wvisimd arvideeil ATI020RQD AT2080RIDLO0 100,00
Praviously inciosl TOT QUOTATION icg.o0
[:1::]
S bk 03307308
1 100 00
sa0L b
Tasal sala nalas o
Regenerste dooument | Rafrezh
=¥ Workflow log (row 1)
Irvascs datails
Zoom ap Seatus Workorder | Activity Deescription Resourcs  Paricd Trans dats Units to inwci. Unit Prica: G, @mount
il | . | . 2| | - Il [Fier
[A] Tobsinvi. AT2080RQU_ GENE |testnotfinished in warkfic 202040 07/03/2021 000 000 1000, [«
Tobebmvoice,, ATHOBOROUL. GINE TS 03048 ——
b1 100,00

BN | rostsorammoioing || Cose | [ Remibmit | [ Parkiorimioing | [ Advancedmode | || Workdowusariog | | Bport | | Logbook
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Title: Invoicing from IRAREV & IRACAP

Current invoice base status

Author: Sarah Ray

Version: 1, March 2021

Invoice base

# Selection criteria

Responsible . .

| . Invoice status
Wark: srder  Prajest Customer . o
AT2080RQU100 [o1a] [aT208080u N L Ready for invoicing
Schoeis Anmaal Inspection Landszapes Project type IRAREV with... | Partly invoised
Cast centre  Date to invoice  Time period fo* | Parked

| 10/03/2021 = | [202080 Mot i be invaioed

: Weeh 36 G0/3791 - 1470721 p—
Summary Timeand ACE  Fixed price | Other invoice elements

up to and including period 202050
[]| Zoom Project ‘Work order Activity Elemant D i D Time period Cumency Te be invoiced Invoice plan Iy status
| — | = it i -
B] AT2080R.. AT20B0RQUL.. GEME Quotation  test nat finished inwork_.  03/03/2021 202040 GEP 100.00 R
When you click the Close button you are asked for a comment — enter your note and click Close
*
Return to initiator - Close
Enter your comment [i
o
® Success
The item is successfully processed. There are no more items to process.
Invoice base status has now changed to C and this item cannot be picked up in another invoice
proposal.
Invoice base
2 Selection criteria
Responsible
I e
Waork order Project mer o
|AT2030RQULOD || |AT2080RQU || [] Ready far invoicing
Schoals Anmual Inspection Landscapes Project type IRAREV with_.. [] Partty invaiced
Cost centre Date to invoice Time period to* Parked
| || [ror0ar2021 [E] [202050 [s] § L] Mottobe invoicea
Week 50 - 08/03/21 - 14/03721 T On propasal
Summary = Timeand ACE || Fixed price | Other invoice elements
T up to and including period 202050
[0 Zoom Project ‘Waork order Activity Element Deescription Date to invoice Time period Currency To be invoiced Invoice plan Inv.status I
| | | I [-]] [:1] | | | K | |- |
O E AT2080R.. AT2080RQUL.. GENE Quotation  test not finished inwork_.  03/03/2021 202049 GBP 100.00 c I




Title: Invoicing from IRAREV & IRACAP
ENQUIRY TO FIND WHAT HAS FINISHED IN WORKFLOW AND IS READY TO INVOICE

Accessed via Project management, Billing, Invoice proposals — ‘Invoice proposal maintenance’

This screen shows all active batches (invoice proposals) currently in the system.
- Some batches will be approved and ready for the TS02 invoicing process to be run.

- Some will be partly approved and the invoicing process can be run but it will only pick up

approved rows leaving the unapproved for another TS02.

- Other batches will not have any rows approved yet and cannot be invoiced.

Author: Sarah Ray

Version: 1, March 2021

In the screen shot below the focus is on the first batch (in blue) 2106082 for work order

AT2080CCP104 — and it has a message at the bottom of the screen to say that it is still in workflow.

Sort by

[] Select all visible items

BatchiD:
Project/Work order:

BatchlD:
Project/Work order:

BatchID:
Project/Work order:

BatchiD:
Project/Work order-

BatchiD:
Project/Work order:

BatchiD:
Project/Work order:

BatchlD:
Project/Work order:

BatchlID:
Project/Work order:

BatchID:
Project/Work order:

BatchiD:
Project/Work order:

H Information: 1

Amount to be invoiced:
Amount to be invoiced:
Amount to be invoiced:
Amount to be invoiced:
Amount te be invoiced:
Amount te be invoiced:
Amount to be invoiced:
Amount to be invoiced:
Amount to be invoiced:

Amount to be invoiced:

H The invoice proposal is currently on workflow. Amendments are not allowed in this window:

is Invoice proposal maintenance x

+ | Ascending

2106082
AT2080CCP104
582945

2106087
AT2080CCP105
1,557.60

2108089
AT2080CCP115
32,190.46

21080812
AT2080CCP106
481.44

21060815
AT2080CCP116
11,048 32

21060817
AT2080CCP120
10,803.27

21060819
AT2080CCP121
181461

21060821
AT2080CCP130
60.48

21080821
AT2080CCP128
324800

21060821
AT2080CCP123
16048

Invoice

Invoice proposal maintenance

# Invoice proposal

BatchiD
2106082

Project/Work order

AT2080CCP104

Description

TownHill Green - New open space, Outdoor

Customer

9999993

Intemal Billing

Project manager

Lovell, Matthew

10087721

Terms

Due Immediately -

o

Reference
External ref

Amount to be invoiced

5820.45
Previously invoiced amount

0.00]
Previously invoiced value

0.00]

Workdlow state
Workflow in progress

Header text

Delete invoice proposal

% Image

Southampton City Council
Civic Centre

INVOICE

Civic Centre Road VAT RegNo : GB GB 189 5949 82
Southampton United Kingdom
5014 7LY InvoiceNo ]
Invoice date 1 08/06/2021
Due date : 08/06/2021
Work order : AT2080CCP104
Order date 1 24/02/2021
CustomerID : 9995998
ExtRef :
Internal Billing Invoice date 1 08/06/2021
Due date 1 08/06/2021
Our ref: Lovell, Matthew Your ref:
COPY INVOICE
HODRS
PROJECT WORK ORDER  ACTIVITY RESQURCE WEEK  HOURSAMOUNT IN GBP
AT2080CCP AT2080CCP104 241.40 5,181.07
TOT HOURS 241.40  5,181.07
TOT HOURS 5,181.07
EXPENSES
EROJECT WORK ORDER  ACTIVITY RESQURCE WEERK AMOUNT IN GBP

Regenerate document || Refresh
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Version: 1, March 2021

If | click on a different batch 21060812 for work order AT2080CCP106 the message clears — it is
finished in workflow and ready to invoice (via TS02) — we could also see this in a workflow enquiry
(but requires us to remember all our current batches).

Invoice proposal maintenance x
Sort by + | Ascending <« proposal 1ance
[ Select all visible items
& Invoice proposal
BatchiD: 2108082
Project/Work order:  AT2080CCP104
Amount to be invoiced: 5.829.45 BatchlD
21060812
BatchiD: 2106087 Project/Work order
Project/Work order:  AT2080CCP105
Amount to be invoiced: 1557 60 AT2080CCP108
Description
BatchiD: 2106089 City Wide Wild Flower
Project/Work order:  AT2080CCP115
Amount to be invoiced: 32,190.46 Customer
9999998
["] BatchiD: 21060812 Internal Billing
Project/Work order:  AT2080CCP106
Amount to be invoiced: 481 44 Project manager
Lovell, Matthew
BatchlD: 21060815 10067721
Project/Work order:  AT2080CCP116 Terms
Amount to be invoiced: 11,049.32 .
Due Immedistely -
BatchiD: 21060817 o
Project/Work order:  AT2080CCP120 Reference
Amount to be invoiced: 10,803.27
BatchiD: 21060819 External ref
Project/Work order:  AT2080CCP121
Amount to be invoiced: 1.814.61
Amount to be invoiced
BatchiD: 21060821 481.44
Project/Work order:  AT2080CCP130 o
Amount to be invoiced: 160.48 Previously invaiced amount
0.00
BatchiD: 21080821 Previously invoiced value
Project/Work order:  AT2080CCP128
Amount to be invoiced: 3,248.00 000
‘Workflow state
BatchiD: 21080821
Ready f
Project/Work order:  AT2080CCP123 ==k TETL
Amount to be invoiced: 160.48 Header text
BatchiD: 21080821
Project/Work order:  AT2080CCP125
‘ ‘ Refresh ‘ | Invoice plan ‘ ‘ Invoice ‘ ‘ Delete invoice proposal ‘ ‘ Export ‘

2 Image

Scuthampton City Counmcil A
Civic Centre INVOICE
Civic Centre Road VAT Reglio : GB GB 189 5949 a2
Scuthampton United Kingdom
S014 7LY InveiceNo :
Invoice date  : D8/06/2021
Due date : 08/06/2021
Work order : AT2080CCP106
Order date : 24/02/2021
CustomerID : 2999938
ExtRef :
Internal Billing Invoice date  : 08/06/2021
Due date : 08/06/2021
Our ref: Lovell, Matthew Your ref:
COPY INVOICE
HOURS
FROJECT WORE ORDER ~ ACTIVITY  RESOURCE WEER  HOURSAMOUNT IN GEE
AT2080CCF  AT2030CCF106 24.00 481.44
TOT HOURS 24.00 281.44
TOT HOURS 281.44
02207308 7
sar aa

Regenerate document || Refresh

There is one batch, at the bottom of the screen, which was an invoice proposal for multiple work
orders 21060821 and every different work order shows the message that it’s currently in workflow:

/AMOUNT 10 De INvoicea.

BatchiD:
Project/Work order:
Amount to be invoiced

BatchiD:
Project/Work order:
Amount to be invoiced:

1Luayse

21060817
AT2080CCP120
1080327

21060819
AT2080CCP121
181481

Invoice proposal maintenance x

BatchlD:
Project/Work order:
Amount to be invoiced:

BatchlD:
Project/Work order:
Amount to be invoiced:

BatchlD:
Project/Work order:
Amount to be invaiced:

BatchlD:
Project/Work order:
Amount to be invoiced

BatchiD:
Project/Work order-
Amount to be invoiced

BatchiD:
Project/Work order:
Amount to be invoiced

BatchiD:
Project/Work order:
Amount to be invoiced

21060821
AT2080CCP130
16048

21060821
AT2080CCP128
3,248.00

21060821
AT2080CCP123
16048

21060821
AT2080CCP125
970257

21080821
AT2080CCP127
404.00

21080821
AT2080CCP126
204.00

21060821
AT2080CCP124
2,058.00

Total: 14

soe |

Invoice plan

Invoice

0O zoom

Due Immediately
o
Reference

Capital costplus

External ref
Tony Woodsford

Amount to be invoiced

Previously invoiced amount

Previously invoiced value

Workflow state

Workflow in progress

Header text

2 Workflow log (row 1)

Your ref:

Capital costplus

08/06/2021 15:40 WADE HOLMES (WHOLMES01) - Approved

08/06/2021 12:1

9 MATTHEW LOVELL (MLOVELLO:

08/06/2021 12:10 SONIA GREWAL (GGREWALO1) - Distributed

(Enter a comment)

Copy

Invoice details

Project

Delete invoice proposal

Work order

Activity

Our ref: Lovell, Matthew
COPY INVOICE
HOURS
PROJECT WORK ORDER  ACTIVITY  RESOURCE WEEK  HOURSAMOUNT IN GEP
AT2080CCP  AT2030CCP130 2.00 160.43
TOT HOURS 2.00 160.43
TOT HOURS 160,423
02207309 2
PPONIRS
Regenerate document || Refresh
1) - Approved
Invoice ele... Description Resource Trans date Units to inv... Price Curr.amou...  Currency

H Information: 1

H The invoice proposal is currently on workflow. Amendments are not allowed in this window.
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

However, if we run an Invoice proposal workflow enquiry we can see that some work orders have
been authorised so we could invoice those by putting this batch number in the TS02 — it will pick up
everything that’s already authorised but leave the rest for another time.

i Inuoic proposal maintenance x | Workflow enauiry - Invoice proposals x |

Workflow enguiry - Invoice proposals

# Selection criteria

Company ke 50 Astive td
Projeat manager like . Historical t
Project like e n_ o .

S stos0snn Rows that are finished in workflow and ready
Seslofie for the invoice to be generated (by running the
Workflow status like -

- TS02 process).

Results

E Dt level | Allevels = | Conyta clipboard

= T Process Step —) e Customer | Cugtgmer | Atiure Imvlevel manelectyy | Desaription Cur Wi | Seano
1 A Invoice Fropo.. PLC Invoice Appraval CostoMan.. CLIFFORDERD.. Workfiowinproge 0000808 intemal Bili.. WORKORD ATI030CCF124 Lovell Matthew  Town QuayS_. GBR 640,00

2 A Invaice Propo... PLC Invaice Approval CostoMan.. CLIFFORDEBRO.. Workflowin proge..\ 0000008 Intemal B, WORKORD AT2080CCP124 Lovell Matthew  Town QuayS_. GEP 141900

3 A Invrice Propo... PLC Invaioe Approval CostoMan.. CLIFFORDERD.. Workfowin proge. \J900808  Intemal Bili. WORKORD  AT2080CCP125 Lovell Matthew  Hoglands MU GBP 244000

4 A Invoice Propo.. PLC Invoics Appraval CostoMan.. CLFFORDERD.. Workfiowinproge.. 4000908 intemal B, WORKORD ATI080CCF125 Lovell Matthew  Hoglands MU GBR 500000

5 A Invoice Fropo.. PLC Invaice Approval CostoMan.. CLIFFORDERD.. Workfowinprogr.. 0R00008  Intemal B, WORKORD AT2080CCF125 Lovell Matthew  Hoglangs MU GBR 05508 [
6 A Invaice Propo... PLC Invoice Approval Cost Man.. CLIFFORDBRO.. Workflowin progr.. 89Y9988  Intemal Bili., WORKORD AT2080CCP125 Lovell Matthew  Hoglands MU_. GBP 200125 [
7 A Invoice Fropo.. PLC Invoics Appraval CostoMan.. CLIFFORDERD.. Workfiowinproge.. 0000208 intemal B, WORKORD ATI080CCF125 Lovell Matthew  Hoglands MU GBR 120824 ]
5 A Invoice Fropo.PLC Invaice Approval Costo Man,_ REEECCA DAV Workdfiow in proge__ 0008902 inremal Bili__WORKORD _ATA0S0CCR123 Lovell Matthew _Cuckmere PL__GEF 16048 [
8 B Invaice Propo.. Finished 9980586 Internal B, WORKORD AT2080CCP126 Lovell Matthew  Intenational  GBP 20400 [
1w = Invoice Propo Finished 000000 imemal Bl WORKORD AT20S0CCP127 Lovell Matthew  Hoodrosd PL. GBP 40400 [
TR Invoice Propo.. Finished 0000002 imemalBli. WORNORD ATI0S0CCF128 Lovell Matthew _ brookwood R.. GBR 85,00 1
12 s Invoice Propo.. Finished 9900008 Internal Bl WORKORD AT2080CCP128 Lovell Matthew _brookwood R... GEP 95.00 L
LR Invoice Propo Finished 000000 imemal Bl WORKORD AT20S0CCF128 Lovell Matthew _brookwood R.. GBP 12200 [t
4 & Invoice Propo.. Finished 0000002 imemalBli. WORNORD ATI0S0CCF128 Lovell Matthew _ brookwood R.. GBR 20400 [t
15 & Invoice Propo.. Finished 9900008 Internal Bl WORKORD AT2080CCP128 Lovell Matthew _brookwood R... GEP 226,00 t
15 =8 Inveice Propo Finished 0000008 intemal Bl WORKORD AT2080CCP128 Lovell Matthew _ brookwood .. GBP 238,00 [t
TR Inveice Propo.. Finished 000000 imemal Bl WORNORD ATI0S0CCF128 Lovell Matthew _ brookwood .. GBR 25400 1
R Invoice Propo.. Finished 9900008 Internal Bl WORKORD AT2080CCP128 Lovell Matthew _brookwood R... GEP 201.00 e
12 = Inveice Propo Finished 0000008 intemal Bl WORKORD AT2080CCP128 Lovell Matthew _ brookwood .. GBP 21000 1
n B Inveice Propo.. Finished 000000 imemal Bl WORNORD ATI0S0CCF128 Lovell Matthew _ brookwood .. GBR 30000 14
n B Invoice Propo.. Finished 0000002 imemal Bl WORKORD ATZ0S0CCF128 Lovell Matthew _ brookwood R.. GBR 44000 2
2z B Invaice Propo.. Finished 9989986 Internsi Bl WORKORD AT2080CCP128 Lovell Matthew  brookwood R... GEP 584.00 2
12 B Invoice Propo.. Finished 000000 iniemal Bili. WORNORD ATI0S0CCF130 Lovell Matthew  Bedford plac..  GBR 16048 24

GENERATING THE INVOICE (TSO2 PROCESS)

It is not necessary for every work order invoice within a batch to have been approved before the
batch can be invoiced. The system will pick up whatever is finished in workflow and invoice that
leaving the remaining invoices to be processed later.

Running the TS02 invoicing process will charge the receiver in the General Ledger and allocate the
income to the provider.

If you wish to see which items within a batch have finished in workflow use the Workflow enquiry —
Invoice proposals shown here Invoice proposal workflow.
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021
In the example below all rows have a Workflow status (T) of Finished:

Workflow enquiry - Invoice proposals
# Selection criteria

Company like so
Project manager like

Customer like

Project like

BatchlD like 2012226
SegNo like

‘Workflow status like -

Task owner like

Results
LR Detail level | All levels - Copy to clipboard
Task Workflow
# T Process Step owner (T) status (T) Inv level
1 B Invoice Proposal Finished AT2080101103
2 B Invoice Proposal Finished AT2080102104
- i1

But you could have something like this — this can still be invoiced.

Workflow enquiry - Invoice proposals

# Selection criteria

Company like S0
Project manager like

Customer like

Project like

BatchiD like 2103052
SegNo like

Workflow status like -

Task owner like

Results
Detsil level | All levels ~ | | Copy to clipboard
Task Workflow
# T Process Step owner (T) status (T) Invlevel
i B Invoice Proposal Firished AT2080RQU101 Lord
2 A Invoice Proposal ~ Work order Invoice manager Approval M_ Workflow in progress ~ AT2080RQU102  Void

From the Menu item Project management:
Select Billing, Invoicing, Generate invoices.

In the drop down for variant choose the variant Generate Project Invoice — IRA Projects

Generate invoices

Variant NErate iINVoice -

Generate invoices

Generate Project Invoice

Generate Project Invoice - TRD Projects
I Generate Project Invoice - IRA Projects

¥ General paramet
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

Generate invoices

Variant Generate Project Invoics - IRA Projects -

¥ General parameters

You can enter the user id of
the invoice proposal initiator

Open parameters but it’s not mandatory.

A
Proposal created by SRAYDL -
BatchiD from* 2012226

You can run for

BatchiD to* IL2IE } more than one
batch at a time.

invoios date [pr7oirz02] [

™~

% Fixed parameters Invoice date will
default as today.

¥ Printer parameters

|| Your ordered reports || Report variants || Create menu | | Export |

Click Save

@ Success

Successhully saved The report output has order number 218 and is available
in Your ordered reports.

Click OK

Click the Your ordered reports button: there are 3 files produced for each TS02 run.
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Your ordered reports

Scheduled

From 07/0172021
Filter

Ordered reports

[] Show report User Report name

SRAY01 Posting Invoi..

SRAY01 Generate Pro.

SRAY01 Generate Pro..

07/01/2021

ReportID  Order numb._. Scheduled
GLO7 23136 07/01/2021
1502 216 07/01/2021
TS02 216 07/01/2021

| Clear H Print H Download H Export |

]

Completed

07/01/72021
07/01/72021

07/01/2021

]

Version: 1, March 2021

There are two TS02 files and if it has
worked there should be one GLO7 file.

Serverqueus  Filsname  Status | Zoom | Showlog
-
DEFAULT  gl07a_so_23. Finished E
DEFAULT  ts02a_216lis  Finished E
DEFAULT  1s02b_216lis  Finished

See the next section to find out how to check the GLO7 is okay.

If I try to run the TS02 for a batch that has only part finished in workflow

Generate invoices

Variant

¥ General parameters

Open parameters

Proposal created by
BatchID from*
BatchiD to*

Invoice date *

¥ Fixed parameters

¥ Printer parameters

Generate Project Invoice - IRA Projects

2103052

2103052

05/03/2021

@& Success

in Your ordered reports.

Successfully saved. The report output has order number 267 and is available

The system does run it for the finished row.
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Version: 1, March 2021

Your ordered reports

Scheduled
From B T 05/03/2021 B
Filter
Ordered reports
[] Showreport ~ User  Reportname = Report!D  Order numb.. Scheduled Completed Server queue  File name Status ~ Zoom  Showlog
GGREW... Posting Invoi.. GLO7 23351 05/03/2021 05/03/2021 DEFAULT  ol07a_so_23.. Finished
GGREW.. GeneratePro.. TS02 267 05/03/2021 05/03/2021 DEFAULT  ts02a_267is  Finished
[4] Your ordered reports » Generate Project Invoice - IRA Projects
Generate Project Invoice - IRA Projects
Southampton City Council
Civic Centre INVOCICE
Civie Centre Road VAT RegNo GBE GB 18% 5848 B2
Southampton United Kingdom
5014 TLY InvoiceNo £4000085
Internal Billing Invoice date 05/03/2021
Due date 05/03/2021
Work crder : ATZ20B0RQULOL
Order date 11/02/2021
CustomerID 5995938
ExtRef Revenue guotation
Our ref: Lovell, Matthew Your ref: AT0400
COPY INVOICE
QUOTATION
PROJECT WORK ORDER ACTIVITY RESCURCE WEEEK BMOUNT IN GBP
AT2080RQU AT2080RQU10L 2,000.00
TOT QUOTATION 2,000.00
GLO7 runs without error
Report : GLOT Southampton City Council Page: 1
Client : 50 Southampton City Council 05/03/2021
User - GEREWALOL Posting Invoices - IRA 15:28:14
STATEMENT BATCH_INPUT
Orig.acc Per. Account Catl Cat2 Cat3 Catd Cats Caté Cat7 Cus/Sup Trans. text TC Amount in GBP
TRAENS £3000104
R2750% 202009 R27505 AT0400 AT2080RQU ATZ080RQU101 0 R3593358 0 2,000.00
RS6000 202005 R56000 ATZ050 AT2080RQU AT2080RQU1OL 50 R5355558 1] 2,000_00-
TOT Debit amount - 2,000_00
TOT Credit amount : 2,000_00
I0T Net amount : Q.00

Generate invoices

Wariant

¥ General parameters

Open parameters

Propasal oreated by

Generate Project Invoice - IRA Projects -

BatchlD from * 2103052
BatchiD ta* 2103052
Invaios date* [ =

Click Save and OK

After the other row is approved, we can still access this batch in the invoicing drop down
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

Version: 1, March 2021

Your ordered reports

Scheduled
Fram 05/03/2021 E: Ta 05/03/2021
Filter
Orderad reports
[] Show report User Report name ReportiD | Order numb._ Scheduled

GGREW.. Postinglnvei.. GLO7 23352 05/03/2021

GGREW.. GeneratePro.. TS02 268 05/03/2021

Complated Server quels File name Status

B B -
05/03/2021 DEFAULT gl0Fs_so_23.. Fimished
05/03/2021 DEFAULT ts02a_263li=  Fimished

lzl Your ordered reports » Generste Project Invoice - IRA Projects
Generate Project Invoice - IRA Projects

Southampton City Council

Civic Centre INVOICE

Civic Centre Road VAT Beglic

Scuthampton United Hingdom

S014 TLY InvoiceNo

Internal Billing Invoice date

Dus= date
Work order
Order date
CustomerID
ExtRaf

Our ref: Lovell, Matthew Your ref: MR

: GB GB 1B5 554% B2

: 64000086
= 0OB/03/2021
- 0OB/03/2021

© AT20E0RQUIO3
1170272021

: 9555558
: Bewenue gquotation

COPY INVOICE

QUOTETION
DPROJECT WORE ORDER  ARCTIVITY EESOURCE WEEK
AT2020RQU AT2020RQULODS

TOT QUOTRTION

AMOUNT IN GED

350.00

350.00

The transaction posting is shown in the GLO7 file — it takes a few minutes to actually post into the
General ledger but the details are shown in the GLO7 report:

Report  : GLO7 Southampton City Council Page: 1

Client : SO Southampton City Council 05/03/2021

User  : GGREWALOL Posting Invoices - IBA 15:43:52

STATEMENT BATCH_INPUT

Orig.ace Der.  hecount Catl catz Cats Catd Cats Caté Cat? Cus/Sup Trans. text Imount in GBED

TRENS 63000105

R27510 202009 R27510 RHO320 ET2080RQU ATZ080RQU103 50 R5559998 350.00

n3E008 202008 R36005 aT2030 AT20B0RQU ATZ080RQU103 E EEEEEEEH 950.90-
TOT Debit amount : 350.00
TOT Credit smount : 350.00
TOT Net amount : 0.00

In this example it will debit (charge) the receiver £350 on account R27510 costc AH0320 (and shows
it’s from work order AT2080RQU103) and credit (give income to) the provider on account R96005 on
costc AT2080 (against the work order AT2080RQU103).

If you run a TS02 and all invoices are still in workflow you will get this result

m Your ordered reports > Generate Project Invoice - IRA Projects

BT Ly PR

Step 0
Version H
Post i1
Connect Action It : 1
Use Unrounded Tax : 0

Relation Date Fie :

D

AAAAAAR AR R AR R AR R AR AR A AR AR A AR A AR R A Ak kA A4 Use a WOFkﬂOW enquiry to ﬁnd out
B T E Where inVOiCes are.

NO INVOICE PROPOSAL FOUND
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Title: Invoicing from IRAREV & IRACAP

Author: Sarah Ray

CHECKING THE GLO7 REPORT PRODUCED

From your ordered reports click the Show report button on the GLO7 row

Version: 1, March 2021

Ordered reports

[] Show report User

SRAYO1L
SRAYO1
SRAY01

Report name

Posting Invoi..
Generate Pro...

Generate Pro..

ReportID  Order numb...

GLO7

TS02

1502

23136 07/01/2021

Scheduled

216 07/01/2021

216 07/01/2021

Completed
07/01/2021
07/01/2021

07/0172021

]

Server gueue File name Status Zoom
DEFAULT  gl07a_so_23.. Finished
DEFAULT  ts023_216lis  Finished
DEFAULT  ts02b_2160is  Finished IE‘

Show log

i= Generate invoices X Posting Invoices - IRA  x
E Your ordered s » Posting Invoices - IRA
Posting Invoices - IRA

e e e e " "

e e e e " "

e e e e " "
POSTIRG INVOICES - IRR
Report : GLO7
Database : uk_soc_prev
Orderno 1 23138
Variant 20
Copies : 1
Printer : DEFAULT
Uszer : SRAYOL
Client : 850, Southampton City Council
Date : 20210107 14:15:15
Filenama :
External System : IF
Batchid : 201222¢
Leriod - 202005

A file will open with the parameters used at the top of the page.

Scroll down to see details of the posting and whether it worked or not

This first screen shot shows a GLO7 report that has worked.

This is the text you
want it to show.

run).

Report : GLOT Southampton City Council Page: 1
Client : SO Southampton City Council 07/01/2021
User : SRaY0l Posting Invoices - IRA 14:15:15
orig.acc Per.  Account catl cat2 cat3 cat5 cat6 cat? cus/Sup Trans. text IC Emount in GBP
E TRANS 62000057 I
C031335 202009 c03135 CcGDO071 €G0071100 CG0071100100 SO ROGGOGGE AT2080102104 Mag @ 12.07
R27510 202008 R27510 AT0370 AT2080101 AT2080101103 50 RG993598 0 45.07
REE000 202009 RO9E000 AT2080 AT2080101 AT2080101103 SO ROGGOGGE 0 45.07-
R96205 202008 R36205 AT2080 AT2080102 aT2080102104 50 R8993598 0 12.07-
This is the transaction number that can be found in the Tor Debit amount ¢ 5714
TOT Credit amount = 57.14
General Ledger (about 10 minutes after this report has Zor Ner amount -
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Title: Invoicing from IRAREV & IRACAP Author: Sarah Ray Version: 1, March 2021

It is rare to get a GLO7 failure after generating the invoice via the TS02 but if you do please flag it

asap with BW.help@southampton.gov.uk

This is the easiest
thing to look for.

This second screen shot shows a GLO7 report that has failed. | Note: it now shows

Besort - GLO7 Southamoton Citv Coi 1 L H Page: 1

Ere Sosthamnan Givy Gl Error log Batch_input. 5736 2000

User = SRAYO1 Posting Invoices - IRR / 13:15:21
I Error log BATCH INPUT I

Orig.acc Per. Account Catl CatZ Cat3 Catd Cats Caté Cat? Cus/Sue Trans. text ™ Amount in GEE

RZ7305 202004 E99333
RsﬁnlsX 202004 RIE01S

AT0410101100 R399393398 0 296.89

AT0410101100 50 R3953398 a 236.83—

. . . . TOT Debit amount : 296.8%

It still has a transaction Areas underlined with TOT Cradiv smount : 3588

|| number although it has asterisks are a problem. ST ==
failed.

BUSINESS WORLD HELP ACTION TO TAKE IF NOTIFIED OF A TSO2 GLO7 FAILURE

If the TSO2 GLO7 posting has failed as notified by the initiator correct the error and then re-run the

GLO7.

This can only be accessed via desktop:

Project Management, Fixed registers, System setup, Posting of time costs and invoice details
(variant 0).

In External system choose TF — Transaction number invoicing (TS02)

Choose the Batchld that had failed and needs to be reprocessed.

This variant 0 does not use the ag16 TSBILL that amends the coding to the receiver details (etc) as
that has already happened when the GLO7 first ran.

Period is the period it will be posted into — normally the current active one.

E (GLO7) Posting of time costs an...
Show fixed parameters Create report template Log level parameter Tmp table parameter Company List
Variant R‘ e
Param name Value
1 |Copies 1
2 |Server gqueue DEFALULT 64-bit Report Queue (Serial)
3 |Priority 0
4 |Printer DEFAULT
5 |E-mail confirmation ]
6 |E-mail distribution ||
7 |Status N
8 |Startdate
9 |Start time
10 |Qutput type Auto-select
12 |External system TF - Transaction number invoicng (TS02)
13 |BatchiD 2011202 hd
14 |Period Dec 2020
15 |Post /N |

Save and check the output, let the problem reporter know the outcome.

FURTHER INFORMATION

If you have any further questions, please do not hesitate to contact Business World Help at
BW.help@southampton.gov.uk

42


mailto:BW.help@southampton.gov.uk
mailto:BW.help@southampton.gov.uk

