€ bloom

ow to submit
a payment request




g How to submit a payment request

Payment Requests are setup with project delivery milestones aligned to the Payment Schedule as agreed
within the work order.

For each milestone, you can submit a request for payment in line with the deliverables of the project.

Once the submission has been approved, a self billed Purchase Invoice will be generated, accessible via the
Bloom Finance Portal.

The system will display two action types:
Payment Request Line: This is where you as the supplier submit a request for payment and highlight report
Approval Line: This is where the client will approve or reject the supplier Payment Request. Once approved,

payment terms begin.

When both lines are In Progress nothing has yet been submitted. You can click into the line to submit.

ACTION NAME ACTION SCOPE BUYER OWNER SUPPLIER OWNER ACTION OWNERSHIP ALLOW OWNER ACTION STATUS ACTION START DATE ACTION EMD DATE
START

Project Name fam iy B Milestone dates 0 17/04/2022
and as per the Work
Mi leSt_ID_;lséA clion iam (Default) Ruyer 4 Order S5 18/03/2022 17/04/2022

© 0203948 9400 @) enquiries@bloom.services www.bloom.services




" How to submit a payment request

QUICK LINKS

STANDARD LINKS

iy Ao e To Submit your Payment Request
action, you first need to go into your
— Work Order Contract. You can do this
; by clicking My Contracts under the
quick links section on your Main
by FiTa Dashboard.

List of Directories

My RFls

Organisation Profile

Once you have the list of your Work Order
Contracts, click into the Contract/Project you wish to
raise a payment request for.
From the headers click Details > Settings > Actions. e

The number after the word actions, relates to how »
many lines are in the Payment Schedule. There will
be twice as many as in the Work Order Contract, as
each ODD line is the Supplier Submission and each
EVEN line is the CUSTOMER approval.

Messages (Unread 0)

Associated Users ( Actions () ]

| 2 P =
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Showing Resuit 1-6 of & Show: 50 -

ACTION NAME SUPPLIER ACTION OWNER ACTION OWNERSHIP | ACTION STATUS

E Supplier Submission (D Supplier In Progress

Supplier ¢ ] (D Supplier In Progress

Upplier Subm

Supplier Submission 3 D Supplier In Progress

Customer Approval 2 (D In Progress

2.1 EZE Supplier Submission 2

In Progress

Customer Approval 1 (Defa In Progress : 2.1 E2E Supplier Submission 3
If you look at the Action Ownership column, you can Once you have your list of actions, click into
see who owns the action (Supplier or Client.) If you click the action you would like to submit against.
the header, you can filter the line actions by owner, so For the purposes of this guide we are going
you can see all of your Supplier Actions at the top. to submit against line 1 of the plan.
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‘ How to submit a payment request

BIOGM®™ 1314 WET - Westem Europe Time © Wekome SalyHR &
+ Action: 22.1 F2E Suppller Submission 1 In Progress Cancel Attion

Collaboration Area

« Collaboration Overview

Piease confim the curnent status of Gsiivery aganst plan and the percentage of planned
INORCE Value You propose 10 SUDMIL 1T Spproval and receipt prior Bo wour submieion of the

~ Buyer Altachments

l © o Attachments

+ supplier Attachments

‘ @ No Atachme

~ Caollabaration Farm
w FINANCIAL INFORMATION

QuLsTIoN DLSCRIPTION RESPONSE LOFIABLE Y

PG Line: Besripian berkiraani! PO =il pl s s v B il Pyl S Exxles raal
1 System

Total Agread Payment Schecuse Value The waie shown harg 5 he total value of this paymant schaduls which matched vour Purchase Orser 2 [oeternial
Syatemn

Femaining Vaiue Avalladie The waluse shown Neng i he remainng balance availabie 1of you 1o submit 1o approcvai i your Serice Dedivery Flan. This matcnes your Furchase Orger MW Externa
Sratem
It o gve partially iraolcad agairst This fing previously, the figure displayed will be updated to show the marimum remaining svailable vaius for this payment scheduie.

o e R 3 CRLACHIGA [y e 1) 10 ENMERIGR ERNGE Cntr o6

Click Edit Values under the collaboration form,
this should be halfway down the page. Edit Values
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The top section titled Financial Information relates to how much has been agreed for this milestone and also how
much values remaining. If you have previously billed against the line, the value will be deducted of that invoiced.

+ FINANCIAL INFORMATION

QUESTION DESCRIPTION RESPONSE

PO | ine Description Relevant PO line description linked to this action item Payment Schedile 1

Total Agreed Payment Schedube Value The value shown here is the total value of this payment schedule which matches your Purchase Order.

Remaining Value Availaile The value shown brere is the remaining balance availaile for you Lo submil for appooval in yowr Service Delivery Plan. This malches your Purchase Order.
If you have partially invoiced against this ine previcusly, the figure displayed will be updated to show the maximum remaining available value for this payment schedule

Please note that you cannot submit your Service Defivery Pian reguesting a payment for more than the value shown here. Requests Tor additional payment need to go through change controd.

Now input the value you would like to submit, this should be done in the section titled Invoicing. You have the option to include
expenses and also upload any expense receipts. Please note, you can only include expenses, if you have already agreed this
within the Work Order Contract. If you haven't and need to submit expenses, please contact Bloom to arrange this.

w INVOICING

QUESTION DESCRIPTION RESPOMSE

Inice Value Piease input the amount you would Bee to invoice (EXCLUDNG VAT - But INCLUDE the Management Fee) i
1000

Ensurc i Smount you 40 imvaicing for docs ndt axcosd the amaunt avallabhe on this paymant Schadula ling, &5 stated Within the "Hemaining Value Avallable™ saction.

Are there any expenses to be included inthis = Are there any expenses to be included in this invoicing period?

imiing period? yes "

1105 - Wt I5 the vabug of th Censts 1o 17 925 - Whiot 151N valug of te Xpenses 1o be charged? .

Be chargad? 200

It o4 - Please attach copy of racsipts It yes - Flease attach copy of receipls o gt
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The next section titled Project

Status will ask you to complete -

5 questions relating to the

Project. This includes if you are

on track or off track and what key Wt oot of oy . Pl lct o e o, it oo ey i it Ok By, M oo STe
deliverables you have completed

and plan to complete. This e o e S e e R ey s S TN e e it
helps the Customer to further Key vratie  aces i i o
understand the status of the
Project and alsohelps them to
approve the payment submission.

RESPOMSE

utcome Delivery + Do you confirm that you have delivered all outcomes detalled in the work order as expected Tor this reporting period?

* Please enler key delivesables [ aclivilies in this period
Lorem Ipsum dofor sit amet, congectetur adipisging ait. Ut vl

Key deliverables / activities planned next = Flease enter key deliverables | actvities planned next period = £ : i
period Larem ipsum dobor sit amet, consectetur adipiscing efit. Ut velit

The final section titled Payment Request Status is to be used by Bloom only, so no further action is required.

Once you have completed your submissions, click Save in the top right corner of the page. This will take you to an overview of the form,
where you can check all information is correct.

Cancel Action Complete Action

Finally click Complete Action in the top right corner of the page.
This will close the Submission line, and the Customer will be notified by email to review and approve your submission.
Once the Customer has approved the submission an invoice will automatically generate, and you will be able to view this within the Supplier
Invoicing Portal.

You can login here: Jaggaer login %
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g How to submit a payment request

Whilst awaiting approval from the Customer, if you go back into your contract and
plan actions, you can review the status here. You will see on the screenshot below
that Submission 1 is completed, but Approval 1 is In Progress this means we are still
awaiting Customer approval.

ACTION NAME SUPPLIER ACTION OWNER ACTION OWNERSHIP ) ACTION STATUS

2 1 E2E Supplier Submission 2 (Default) Supplier In Progress

12,1 EZE Supplier Submission 3 { ) Supplier In Progress

)21 EZE Customer Approval 2 ( ) Buyer In Progress

E2E Customer Appre 3 { ) In Progress

Once the Customer has approved, you will see both lines are in completed meaning
they have approved and your invoice will be a vailable. You will be notified by email
once the line has been approved.
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