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BILLING 
Billing process for a schedule 

When schedules and events become due, they will show under My Work Items. You will also receive an email to remind 
you to process the invoice. The trigger is the due date of the schedule or event.  

 

Go to My Work Items to start the billing process for a schedule. 

 

Select Schedule from the My Work Items list. Then click on Respond from the Items Requiring Action list. 

In this example there is a schedule for R75 000 due on 31 July 2023.  

 

Although there are other schedules, they will not show – the system does not allow you to bill in advance. 

Click on the link in the ID column to open the schedule. 
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Click on . 

 

Click on the Characteristics tab, showing all your schedules and events. 
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Click on the Fixed Monthly link. In this example the due date is 2023-07-31 

 

Click on to continue. 
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The first step in the invoicing process is to submit your invoice to us for approval. Scroll down to the Final Terms field.  

 

In this example the Final Terms amount was changed from R75 000 to R76 000.  

The amount in the Final Terms field may be adjusted to less but not more than the Fixed Monthly amount. However, 
for a Fixed Schedule it would not make sense to decrease the amount. 

In the example below you will see an error message because we tried to change the amount to a value higher than the 
limit.  
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The Final Terms amount has now been changed back to R75 000.  

 

 

 

Enter any additional information in the Comments field. Select the applicable VAT option from the 4 VAT options in the 
Name field. If you do not add VAT to the schedule line, it will delay the payment process.  

Click on  and scroll down. Then click on . 
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The schedule will now go the contract owner for approval, and the status will update to Pending Approval. 

 

At this stage the contract owner will approve the schedule and the status will change to Approved.  
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Now you must create the invoice in Fieldglass. The SOW module does not have auto-invoicing. 

 

Billing process for an event 

Milestones may be subject to certain conditions. For example, if only half the event has been completed for the 
milestone, we will pay only half of the amount. It is important to note that the system will not keep the other half for 
billing purposes.  

The contract will have to be revised to add an event for the other half. The contract value will, however, stay the same.  

Go to My Work Items to start the billing process for an event. 

 

Select Event from the My Work Items list. Click on Mark as Complete from the Items Requiring Action list. 

A list of events and milestones will then display. 
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Click on the link of the of the relevant event, eg Milestone 2 for R250 000. 

 

Click on . You will then see the Event setup page.  
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Select the date on which the event was completed using the calander option ( ) and scroll down to the General 
Information and Adjustments sections. 

 

Capture additional information in the General Information section in the Comments field. Select the correct VAT option 

from the Name field, eg Standard and click on . Then scroll down and click on  to submit the event to the 
contract manager for approval.  
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Once the event has been approved, you can generate the the invoice in Fieldglass. 

INVOICE 
Create an invoice  

At the end of the month invoices can be created in the system for all billing that has been submitted and approved. The 
invoices will flow via Ariba to our SAP Finance System for payment. 

Go to your Work Area to create an invoice. 

 

Click on Create and then SOW Invoice. You will see a list of Statement of Work items.  
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• Click on the link of the relevant item from the list, eg Time Sheet, Schedule, or Event. 
• The example above has 2 schedules grouped together. However, they cannot be invoiced together. Every schedule 

must have its own invoice.  
• If there was an event and a schedule, they must also be invoiced separately.  
 

The Create a SOW Invoice screen will now display. 

 

 

 

Complete these fields: 

Section Field Details 
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SOW Information Invoice Code  Your internal invoice number, which is purelyyou’re your 
reconciliation purposes. 

An invoice number (starting with NDBKPI) will be generated in 
Fieldglass. This is reference that will appear on our remittance 
advice.  

You can also run reports using the invoice code and the invoice 
number, which is helpful for reconciliation. 

 Remit-to-Address This is an optional field. 

Schedules  Under this section there are currently 2 schedules. Select one at 
a time – they must be processed separately. 

Click on  and scroll down to the the Adjustments section to select the correct VAT option.  

 

 

Section Field Details 

Adjustments Name Choose the correct VAT option from the Name field. 

Summary  Double-check all the amounts for accuracy.  

General Information Comments Add comments (if required). 

Click on . 
The invoice will then be created and will be integrated into the various systems, eg Ariba, Remittance Advice and 
Accounts Payable where the payment will be processed.  
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The invoice will look as follows:  

 

The Invoice ID (NDBKPI number) is the invoice number that will show on our remittance advice. The invoice code under 
SOW Invoice Details is your internal invoice number or reference. 

Click on the dropdown list from Actions and select Print if you would like to print the invoice. 

A Downloads window will then appear.  

 

Either select Open to view the file or Save as to save the file. In this example Open was selected.  

The PDF document will look like this: 
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The invoice/tax/tax invoice/credit note will include the details of the invoice, the billing information, the shipping 
information and the values. 

 

Create invoices for time sheets 

 

Things to consider when processing invoices for time sheets: 

• Time sheets can be revised, but the same peson who captured the time sheet must revise it.  
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• You will not be able to revise time sheets.  
• Time sheets are rated according to hours (60 minutes) or 30 minutes.  
 

Miscellaneous invoices 

A miscellaneous invoice can be linked only to a worker or contractor and is used for rate adjustments or volume 
discounts.  

Example 

A discount must be applied to an invoice or a rate needs to change, and the revision process will take too long. In such a 
case it would be easier to process a miscellaneous invoice. Miscellaneous invoices also allow you to capture debits or 
credits. 

Go to your work area to create a miscellaneous invoice.

 

Click on Create and select Miscellaneous Invoice from Payments. 

The screen will update, showing a list of contractors or workers. 

or 
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Click on the link of the contractor or woroker for whom the miscellaneous invoice must be created, eg Bat Man. 

If you scroll down, you will see the following screen: 

 

Field Details 

Miscellaneous 
Invoice Code 

Enter your invoice number or reference in this field. 

 

Miscellaneous 
Reasons 

Select a reason from the list under the Amounts section.  

 

After selecting the reason, enter the amount on the right.  
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Field Details 

Amount Enter the amount, eg R100. If there is a discount, enter a minus before the amount.   

Adjustment Choose the appropriate VAT option. If you do not choose a VAT option, it will 
delay the payment process.  

Click on  and then on . 

The miscellaneous invoice will now go through an approval process. Other invoice types that have already gone through 
an approval process will not need approval again.  

The screen will now update to Buyer needs to approve in the Next Step field and you will see confirmation that the 
miscellaneous invoice has been submitted. 

 

 


