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‘ The process of a payment request

Once the Payment Request has been started, the Supplier will receive a notification to prompt them to file their submission.

+ Collaboration Form

«~ FINANCIAL INFORMATION

QUESTION

v INVOICING

~ INVOICING

QUESTION
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DESCRIPTION RESPOMSE

Redevant PO line frem bnked to this action fem

Redevant PO line description linked to this action tem
The value shawn here is the total value of this payment schedule which matches your Purchase Crder

The value shawn here 5 the remaining balance available for you to submit for appeoval in your Servies Delivery Plan. This matehes your Purchase Order,
If you hawe partially invoiced against this line previausly, the figure displayed will be updated to show the maximum remaining available value for this payment schedule

Plaase nate hat you eannot submit your Service Delivery Plan raquesting & paymant for mare than the value shown hare. Requests for adnional payment need 1o ga thiough
change control

DESCEIPTION RESPONSE

Please input the amount you would ke 1o involce, (EXCLUDING VAT - But INCLUDE the Management Fes)

Ensure the amount you are iInvoscing for does not exceed the amount awailable on this payment schedube line, as stated within the “Remaining Value Available™ section.

* Are thers any expenses o be included in this inveicing period?
1§ yes - Whiat is the value of the expenses o be charged?

If s - Please attach copy of receipts
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EDITABLE BY

External

EDITABLE BY

Supplier

This section is for information purposes
only. This section gives the Customer &
the Supplier an overview of the amount
agreed for this line and also the amount
left on this line

If a partial invoice has been generated
the Remaining Value Available will go
down to reflect the amount invoiced for.

In this section, the SUPPLIER will be
required to input their invoice value.
The Do you want to invoice for the full
line value question has been removed.

The Supplier can see above the
remaining value, so they are able to any
amount up to that value.There is also an
option for them to add expenses onto
this submission.
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" The process of a payment request

In this section, the SUPPLIER
will be required to input the
status of the project (are they
on track or delayed etc.)

This section is for Bloom
System Administrators
and no action is required
from either the Supplier or
Customer.

This allows Bloom to be able
to see any integration errors,
the ITT number, and the
Contract number.
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~ INVOICING

QUESTION

DESCRIPTION

Please input the amount you vwould like to involce. (EXCLUDING VAT - But INCLUDE the Management Fee)

Ensure the amount you are Invedcing for does not excesd the amaount avallable on this payment schedule line, as stated within the "Remaining Value fwailable” section

= Arethere any expenses 1o be included in this invaicing periad?

5 If yes-What is the value of the expenses to be charged?

~ SERVICE DELIVERY PLAN STATUS

QUESTION

If yes - Please attach copy of receipts

DESCRIPTION

IF fhwe Customer approves your Service Delivery Plan, our systern will generate your seli-billed invoice,

If there are any lssues generating the self-billed Invalce a status message will be shown here, [, for example, your Service Delivery Flan value exceads the avallable value or
remaining available value of the line a status will be displayed indicating that your self-billed invoice has not been generated

Diebug for Admin view (T0DB)

This field represents the ITT number related to this contract and SDP

Centract Code
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RESPONSE

{nofile
aftached)

RESPONSE

114

contract_1263

EDITABLE BY

Supplier

Supplier
supplier

Supplier

EDITABLE BY

Extermal
System
&

External
System

External
Syatem

External
System
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Once you have submitted, you need to close the line, you do this by clicking Complete Action in the top right corner.

Complete Action

Once the line has been closed the Customer will receive an email notification to say you have input a submission for
approval.

The Customer will then need to log into Pro-Vide 2.0 and locate the Payment Request. Once in the Payment Request,
they can review your submission by clicking on the first line.

If they are happy with the Submission, they can go into the second line and APPROVE

If they are unhappy with the Submission, they can go into the second line and REJECT.
If the Line is rejected, Bloom will be in touch.

Review Supplier Submission ® Completed

Customer Approval Yes In Progress
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~ Collaboration Form @

The
« SERVICE DELIVERY PLAN APPROVAL CUSTOMER
will need to
QUESTION DESCRIPTION RESPONSE EDITABLE BY select Yes
]
| _ | N Approved,
* Dy selecting yes, you confirm that you understand your response to the previous question. If you have approved the supplier Service Delivery Plan, Yes Buyer
this will trigger the invoicing process. If you reject the Service Delivery Plan the supplier will be prompted to amend and resubmit. Yes to ena ble
the invoice to
* Please respond using the dropdowns to confirm whether or not you agree with the Supplier's Service Delivery Plan. Buyer g enera te

* Do you confirm that you accept the delivery and associated costs reported by the supplier in the progress update this reporting period? Ye Buyer

Once the CUSTOMER has completed this form, they need to click Save in the top right corner, and once again close the line by clicking

Complete Action in the top right corner.Once both lines have been closed the invoice will generate. Complteacton

You will be able to see when an invoice has generated, or an error has occurred within the Payment Request. If you go into the

Customer Approval Line, you will notice the Approved line has changed from Approved to either:

* DO NOT USE Remaining Balance Available This means there has been a partial submission within the Payment Request line.

* DO NOT USE Fully Exported This means there is no value left on the line and an invoice has been generated.

* DO NOT USE Export Error This means there has been an issue with the integration, Bloom will pick this error up and fix the issue
to then resubmit.

Once the invoice has been generated, Bloom will then reopen the lines if there is any value left. If its fully exported no further action is

required. You will get a notification to say the line has been reopened for the next submission
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