
HOW TO INVOICE  
A JOBSHEET 
AND REVIEW 
JOBSHEETS WHERE 
PAYMENT HAS NOT 
BEEN REQUESTED



Jobsheet statuses
The following jobsheet statuses will be accessible in the mailbox under the  
jobs in progress tab:

Authority approved – everything in your job was approved with no changes. 

Approved with changes – full authorisation is given, but the Scheme Operator has 
modified some of the content within the jobsheet. This can include prices.  

Authority part approved – some of your jobsheet lines have been approved, but 
some lines have not been approved. If you want to invoice a job that is part 
approved, you will need to delete the declined line items to be able to proceed. 

Authority deferred – no response has been given, this is just a holding response from 
the Scheme Operator, notifying you that they cannot respond just yet.  

Information requested – authority has not been given and the Scheme Operator 
requires further information from you before they can authorise your job. 

Authority declined – all of your job has been declined in full.  

The following jobsheet status will be accessible in the mailbox under the job 
complete tab

Job Complete – the jobsheet has been marked as complete but not invoiced off.  

Using the search box at the top of the page, select any date from the dated drop 
down to show all jobsheets. The display drop down can also be used to filter the 
jobsheet statuses.



Invoicing a job once authority is  
approved/approved with changes
Any jobsheet with the status authority approved can be marked as complete  
and then invoiced.

To proceed to complete a jobsheet, click completion/invoice details

Click yes to mark the job as complete, fill in the completion date and  
time and then click close jobsheet/invoice

 



The invoice has now been raised. 

Jobsheet status of authority part approved
If a jobsheet has a status of authority part approved, the unauthorised line will need to be 
deleted or amended as necessary.

A declined line will need to be deleted.

 

Complete the billing details and then click raise invoice/request payment



The jobsheet status will then change to authority approved and the jobsheet can then be 
marked as complete and invoiced.

If more information is required, the jobsheet line will need to be responded to and 
authorisation requested again or the jobsheet line needs to be deleted.

Once the response to the information request has been added, click request authorisation



Invoicing a jobsheet marked as job complete
Complete the billing details and then click raise invoice/request payment

Payment not yet requested report
A report can be run by clicking payment not yet requested on the homepage.



Click download file to export it into an Excel spreadsheet.

 


