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Creating an Assessment Report Fee Invoice — Internal Assessor has completed the assessment

1. Under the ‘Finance’ section on the job, select the ‘Accounts Receivable Invoices’ tab
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2. Type = Assessment Fee
3. To =Bill To (For CBA claims, select Hollard Insurance Partners Limited)
4. Select ‘Create’

Finance

Summary Authorised Works Summary Accounts Receivable Invoices Accounts Payable Invoices Expenses Timesheets

Accounts Receivable Invoices

Total Invoiced Mot Invoiced Invoiced Paid Invoiced Mot Paid

i remre oo ) o o P

0 There are no accounts receivables

5. Under ‘Items’, select ‘Predefined Items’

6. Click on ‘Select from Template’ and type ‘Assessment Report Fee’. A list of all assessment report
fees will be displayed, select the correct amount for the IC you are creating the invoice for

7. Select ‘Add Item’

Summary Authorised Works Summary Accounts Receivable Invaices Accounts Payable Invoices Expenses Timesheets
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4 List
Total Inveiced Mot Invoiced Invoiced Paid Invoiced Mot Paid
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= Client Account - HOLLARD INSURAMCE PARTMERS LIMITED
cof ol
Account Number Account Mo

Notes Additional Motes...

4 |tems

8. Check the ‘Due Date’ has been prefilled to 14 days from the created date.
9. Select ‘Create PDF’
= 1800000 180000 V7 1880000
mt Tota Status Bocument Detais
» 1060000 Drst Crsterr | -
Create PDF
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10. Select ‘Template’, Division = Building, Type = Invoices, Select ‘Show All’ and select ‘Tax Invoice’

Forms
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11. Select ‘Generate’
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12. Page will refresh and invoice Status will update to ‘Pending’
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13. To approve the invoice, click on ‘Pending’ and update the Invoice Status to ‘Approved’ and select

‘Change Status’

Change Invoice Status

Paige McDonald (Me)
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14. Invoice Status will now be ‘Approved’ and invoice will transfer to Exo.

Invoices

Invoice Number Invoice Date Due Date Payment % Invoice Amount Totlll Status Document Details
INV-172 21 Dec 2022 30 203 100.0000% 1980000 1oa000fll Agprove =L Y
X 108 i ! 3 pproves [lsnct i

If you have incorrectly created an invoice or need to make changes after you have changed the status to
‘Approved’, please cancel the invoice. This will trigger Prime to send a notification to accounts that the
invoice has been cancelled and please recreate the invoice with the correct details.
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15. Invoice PDF will now be saved under ‘Documents’
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Creating an Assessment Report Fee Invoice (internal assessor has completed assessment) with a
Specialist Report Invoice. E.g Roof report, Leak detection

Creating the Specialist Report Invoice

1. Under the ‘Finance’ section on the job, select the ‘Accounts Receivable Invoices’ tab
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© There are no sccounts receivables

2. Type = Allocations
3. To=Bill To (For CBA claims, select Hollard Insurance Partners Limited)

4. Select ‘Create’
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5. Under ‘Items’, ‘Allocations’ should already be selected
6. Click on ‘Select from locked allocation estimate and select the allocation you are creating the

invoice for. If we are invoicing for multiple allocations, select all required allocations.
7. Select ‘Add Item’

a |tems

4k

. - i : -

B Mo items have been added

. Select All
Invoices

AQ050 | Roof Report

@ Thers are no active invoices

8. Check the ‘Due Date’ has been prefilled to 14 days from the created date.

Invoices

Invoice Number Invoice Date Due Date Payment%  Inuoice Amount Total Status Document Details
NV-176 21Dec 202z | | 2Jan 2023 1000000 % 396.0000 3060000  Draft CreazPDF | =
Today|[+1 y || -1 Day
I

Adding the Assessment Report Fee to the invoice (Internal Assessor attended)

9. Under ‘Items’, select ‘Predefined Item’
10. Click on ‘Select from Template’ and type ‘Assessment Report Fee’. A list of all assessment report

fees will be displayed, select the correct amount for the IC you are creating the invoice for
11. Select ‘Add Item’
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12. Check the Assessment Report Fee has been added and the total invoice amount has updated
= |ltems

Deduct Excess $594.00 |
Description

Item Code Rate Unit

Qty Subtotal Tax Total
x
Code v =i x 1800000 120000 N/ 1920000
x
PR ot ot tem Coge W B |x 1 3600000 160000 W 3080000
Invoices
Invoice Number Document Details
NV-176 — -
1 Invoice

13. Select ‘Create PDF’

Forms

14. Select ‘Template’, Division = Building, Type = Invoices, Select ‘Show All’ and select ‘Tax Invoice’

Save & Praview S0F

15. Select ‘Generate’

Save & Preview POF Senerate B Visw = Actions

Cancel Si

16. Page will refresh and invoice Status will update to ‘Pending’
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17. To approve the invoice, click on ‘Pending’ and update the Invoice Status to ‘Approved’ and select
‘Change Status’

Change Invoice Status x
oice Status
]

Nate

Motify
Nty Q

Paige hMcDonald (M)

18. Invoice Status will now be ‘Approved’ and invoice will transfer to Exo.

Invoices

Invoice Number Invoice Date Duwe Date Payment 3% Invoice Amount Totlll Status

INV-176 215t Dec 2022 4th Jan 2023 100.0000 % 504.0000 584,000 Approved
If you have incorrectly created an invoice or need to make changes after you have changed the status to

‘Approved’, please cancel the invoice. This will trigger Prime to send a notification to accounts that the
invoice has been cancelled and please recreate the invoice with the correct details.

19. Invoice PDF will now be saved under ‘Documents’
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Creating an Assessment Report Invoice - External Assessor has completed the assessment

Creating the Specialist Report Invoice

1.

Under the ‘Finance’ section on the job, select the ‘Accounts Receivable Invoices’ tab

AJG0091 21 Test Ave, Taren Point, NSW, 2229 (SUTHERLAND SHIRE) @

CBA Insurance | Test211222

~ Summary E = Finance

Summary Authorised Works Summary Accounts Receivable Invoices Accounts Payable Invoices Expenses Timesheets

Customer
Baige Test

) Frefemsd Number
0403958152
Email
paige medonald @ajgaustr
sliacom.au
Site
21 Test Ave, Taren Point,
NSW, 2229
Client
CBA Insurance

B Assigned
Faige McDonald

o Case Manager
= A
o Supervisor
- NA
o Estimator
= A

» Show Mors
Filter Menu... Q
General
@ Overview
B Detai:
A Reminders

B Appointments

Accounts Receivable Invoices

Total Invoiced Mot Invoiced Invoiced Paid

A I To (Required)... v I cof..

. Type (Required)...

T=]

© There are no sccounts receivables

2. Type = Allocations
3. To=Bill To (For CBA claims, select Hollard Insurance Partners Limited)

4. Select ‘Create’

a

Assigned

Paige McDonald
Case Manager
MSA

Supervisor

NSA

Estimator

MSA

* Show More

Filter Menu... Q

General

Overview

Details

Remindars

Appointments

1300 254 726

AJGO0091 21 Test Ave, Taren Point, NSW, 2229 (SUTHERLAND SHIRE) | @

CBA Insurance | Test211222

u CBA Insurance

rinance

Summary Authorised Works Surmma Accounts Receivable Invoices Accounts Payable Invoices Expenses Timesheets

Accounts Receivable Invoices

Total Invoiced

Mot Invoiced

Invoiced Paid

Invoiced Mot Paid

bl I Account Mo, _

A Crests

Assessment Fee | HOLLARD INSURANCE PARTMERS LIMITED
Created by Paige McDonald @ 21st Dec, 2022 3:32 pm

ajgrantgroup.com.au

Draft  $0.00 paid

reception@ajgrantgroup.com.au



5. Under ‘Items’, ‘Allocations’ should already be selected
6. Click on ‘Select from locked allocation estimate and select ‘Assessment Report’

7. Select ‘Add Item’

~ | ADD51 | Assessment Report X - As One lte Add ltem
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Invoices
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8. Check the ‘Due Date’ has been prefilled to 14 days from the created date.

9. Select ‘Create PDF’
10. Select ‘“Template’, Division = Building, Type = Invoices, Select ‘Show All’ and select ‘“Tax Invoice’
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Cancel Si

12. Page will refresh and invoice Status will update to ‘Pending’.
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13. To approve the invoice, click on ‘Pending’ and update the Invoice Status to ‘Approved’ and select
‘Change Status’

Change Invoice Status x

Invoice Status
|Appmved v| %

Note...

Notify
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Paige McDonald (Me)
Cance| Change Status

14. Invoice Status will now be ‘Approved’ and invoice will transfer to Exo.

Invoices

Invoice Number Invoice Date Due Date Payment % Inveice Amount Totl|l Status
INV-177 22nd Dec 2022 5th Jan 2023 100.0000 % 0.0000 0.000¢ Approved
1 Invoice [—

If you have incorrectly created an invoice or need to make changes after you have changed the status to
‘Approved’, please cancel the invoice. This will trigger Prime to send a notification to accounts that the
invoice has been cancelled and please recreate the invoice with the correct details.
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15. Invoice PDF will now be saved under ‘Documents’
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