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On the Invoice screen you will notice it is set up to mirror that of the Application and Project
screens. Here you are able to search for your Invoice. You can use any of the columns to
narrow down the list and find your specific Invoice and its status.
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1. Once your Project ready to Invoice, you will select the row and then ‘Invoice’:

B HANCOCK icaior o _ . _ _
Application ~ Project Invoice Report Measure Admin  More~ A lissa.ky.l t [0 signout
W SOFTWARE RR g P A & melissa ky.lexington g
Grid View v

Invoice || Validate | | Delete || Save Profile | Al ~ || Fiters ‘ Clear Search || Export || View20Rows ~ ~

& Process All 5 Records

L] Client Project Agency Address Order Install Inspection Invoice Total Cost Therm kWh Water \
Name Num| Date Date Date Finish Date Number Saving Saving Saving |
Q Q Q Q Q Ba @mQa Bma [@ma o Q Q Q Q Q q
» o lzzy 0000000069 2021 DOE - CAC 123 $1,052.65
Stevens Wx, 2021 Maysville
LIHEAP - Wx, Street ,
DSM, Other, Adairville
Weatherization KY 45644
Ready

2. The pop-up will allowing you to add the Project to an existing Invoice, or to select ‘New
Invoice’ to create a new one:

Create Invoice

Allocation
Select

New Invoice

Reporting Month
2021-05

Invoice Number

Select.
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Allocation: Here you will select which allocation you would like to Invoice
Create Invoice

Allocation

Select...

‘ 2021 LIHEAP - Wx

2021 DOE - Wx

(

2021-05

Invoice Number

Select...

Reporting Month: Here you will select the year and month to invoice
Invoice Number: Here you will see a list of eligible invoices to add you Project to

Create Invoice

Allocation

2021 DOE - Wx

New Invoice

Reporting Month
2021-03
Invoice Number

Select...

Search ancel

00042 - Multiple - 2021-04

00015 - 2021 DOE - Wx - 2021-03

Cancel
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Once you have located your Invoice you can expand the view by selecting the triangle to the left

of the row

1. Direct Costs: This area will be populated with the information pertaining to each measure

assigned to that Allocation

=.§|&#ch Application  Project Involce Report Measure Admin Contractor Management More~

8 & melissakylexington (]  Sign Out

WARE
g More~
Allocation Invoice Number Reporting Month Status Direct Cost Indirect Cost
Q Q Q Q Q Q
» 2021 DOE - Wx,2021 LIHEAP - Wx,DSM 00042 2021-04 Open $701.78
2021 DOE - Wx 00015 2021-03 Open $13,000.00

Direct Costs E] View{Direct GCost v ] Submit Invoice | More +

| New || save || cancel | | Clearsearch || Export | Viewz20Rows | Totak:2

Total Cost Invoice Date ~ PaymentDate  PaymentNumber  Agency
Q oo ma Q
$701.78 CAC
$13,000.00 cAC

Cancel Clear Search Export || View 100 Rows ~ |Total: 1

Job Number Client Name Submit Status Message Address Total Cost
Q Q Q Q Q Q
ﬂ ~ 0000000079 Melissa Ann Open 123 User Guide Ave , Adairville KY 11111 $13,000.00 '
Job Cost Details & Clear Search || Export | View 100Rows  ~  Total: 1
Allocation Measure ‘Submit Status In Allocation Invoice Budget Type Measure Qty Total Cost Comment
Q Q Q Q Q Q Q
2021 DOE - Wx A/C Tuneup Open Materials & Labor 1 $13,000.00 ---

2. Indirect Costs: By selecting ‘New’ you can add a variety of Budget Type options costs to your

Invoice:

v Submit Invoice

Indirect Costs EJ View : | Indirect Cost

Allocation Budget Type Start Date
(All) v (All) v Q
2021 DOE - Wx l [Select... 7 J

» 2021 DOE - Wx 06/01/2021

Health & Safety
Materials & Labor
Program Support
Admin

T&TA

Vehicles & Equipment

Financial Audit

Liability Insurance
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Once you have selected your Budget Type continue with the necessary fields and select ‘Save’

.I HANCOCK Application  Project Invoice Report Measure Admin  Contractor Management More~ A & melissa ky.lexington 0 signoOut
W SOFTWARE
g More~ | New || Save | Cancel | | ClearSearch | Export | View20Rows - Total:2
Allocation Invoice Number ~ ReportingMonth ~ Status Direct Cost IndirectCost  Total Cost Invoice Date  PaymentDate  PaymentNumber  Agency
Q Q Q Q Q Q Q Q o a o a Q
» 2021 DOE - Wx,2021 LIHEAP - Wx,DSM 00042 2021-04 Open $701.78 $0.00 $701.78 CAC
~ 2021 DOE - Wx 00015 2021-03 Open $13,000.00 $250.00  $13,250.00 CAC
Indirect Costs &1 View Submit Invoice | ————Jp New || Save || Cancel || ClearSearch || Export | View100Rows ~ Total:0
Allocation Budget Type Start Date End Date Bill Amount  Submit Status Description
(A1) ) - a [ a ma Q Q
e |~ 2021 DOE - Wx Admin 06/01/2021 06/30/2021 $250.00 Open W
Bill Details & New || save || Cancel | | clearsearch || Export | View 100Rows  ~ | Total:0
Budget Type Detail Amount
(A1) - Q
Admin $250.00 Il

3. When the Invoice is completed you will select ‘Submit Invoice’ where you will then be asked
to verify the Invoice Date:

Submit Invoice

Invoice Date

06/14/2021 [

| save || Close
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4. You will then note the job will move to a ‘Submitted’ or ‘Partially Submitted’ status:
For this example we have not yet submitted our Indirect Costs, thus the Partially Submitted.

=lg|(‘)\F"‘I'$V%IE Application  Project Invoice Report Measure Admin Contractor Management More~ A ﬂmelissaky.\exmgton 0  signOut

g More~ New || Save c=nceI‘ Clear Search || Export | View20Rows  ~ |Total:2

Allocation Invoice Number Reporting Month Status Direct Cost Indirect Cost Total Cost Invoice Date Payment Date Payment Number A
Q Q Q Q Q Q Q Q o [ q
» 2021 DOE - Wx,2021 LIHEAP - Wx,DSM 00042 2021-04 Open $701.78 $0.00 $701.78 c
~ 2021 DOE - Wx 00015 2021-03 $13,000.00 $250.00  $13,250.00 06/14/2021 c
Direct Costs E] View: Direct Cost ~ || submitinvoice | More ~ ['save || cancel J { Clear Search { Export J View 100 Rows ~ ~ | Total

Job Number Client Name ‘Submit Status Message Address Total Cost

Q Q Q Q Q Q
» 0000000079 Melissa Ann Submitted 123 User Guide Ave , Adairville KY ... $13,000.00 W

Additionally on the Project screen you will see the updated status.

< C @ acceptance2.hancocksoftware.com/KY/project o % O » &
u Hmco‘“ Application ~ Project Invoice Report Measure Admin Contractor Management More~ A & melissaky.lexington 0  Sign Out
W8 SOFTWARE
Grid View e
B Process All 6 Records | invoice H Validate J Delete || Save Profile | Al - { Filters ‘ Clear Search || Export || View20Rows
Client Project Allocation(s) Agency Address Assessment Order Purchase Install Inspection Invoice Invoice Total Cost Therm kWh Water Validation
Name Number Date Date Date Finish Date Number Status Saving Saving Saving Error
Q Q Q Q Q Q ma ma ma ma ma Q o Q Q Q Q
»  Melissa 0000000079 2021 DOE - CAC 123 User 06/11/2021 00015 Submitted [$26,000.00 No
Ann Wx, 2021 Guide Ave ,
LIHEAP - Wx Adairville
KY 11111
> lzzy 0000000069 2021 DOE - CAC 123 05/11/2021 00042 Open $1,052.65 No
Stevens Wx, 2021 Maysville
LIHEAP - Wx, Street,
DSM, Other, Adairville
Weatherization KY 45644
Ready
» BLACK F-9876BW 2021 DOE - CAC 123 $9,318.50
wibow Wx, 2021 ALPHABET
LIHEAP - Wx STREET,
Lexington
KY 40505
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State Review

Once Submitted on your end KHC will review the status of the Invoice. They have the option to
‘Approve’ or ‘Reject’ the Invoice. If rejected, it will be sent back to the Agency to make any
changes needed. If approved you will see the status change from ‘Submitted’ or ‘Partial
Submitted’ to ‘Approved’ or ‘Partial Approved’:

= | HANCOCK: . . _ v
Admin  Allocation  Application  Configuration ~ Invoice Measure Project More~ A & melissakykh 0  Sign Out
W SOFTWARE ppieat 9 i & & molissakykho g

g4  More ~ New Save

Cancel @\ Export | View20Rows -  Total: 1

Allocation Invoice Number Reporting Month Status Direct Cost Indirect Cost Total Cost  Invoice Date Payment Date Payment Number Agency
Q & 15 Q Q Q Q Q ma ma Q
~ 2021 DOE - Wx 00015 2021-03 Partial Submitted $13,000.00 $250.00 $13,250.00 06/14/2021 CAC
Direct Costs &1 View: Direct Cost ~ | Submitinvoice | More ~ | save || cancel } | ClearSearch | Export | View100Rows ~ |Total: 1
Job Number Client Name Submit Status Message Address Total Cost
Q Q Q Q Q Q
~ 0000000079 Melissa Ann Submitted 123 User Guide Ave , Adairville KY 11111 $13,000.00 W
Job Cost Details &7 [submit Status— ~ | || Apply ‘ Clear Search || Export || View 100Rows  ~  Total: 1
Allocation Measure Submit Status In Allocation Invoice Open Measure Qty Total Cost  Comment
Q Q Q Q Submitted Q Q Q
2021 DOE - Wx A/C Tuneup Submitted Rejected 1 $13,00000 ---
Approved
ll HANCOCK" i
Admin  Allocation ~ Application ~ Configuration ~ Invoice Measure Project More~ A melissa.ky.khc [ Sign Out
wl SoFTWARE o o | L & v o
& More~ | New | save || cancel [EESEETEN | Export | View20Rows ~ | Total:1
Allocation Invoice Number Reporting Month Status Direct Cost Indirect Cost Total Cost Invoice Date Payment Date Payment Number Agency
Q 15 - Q Q Q Q Q (et M a Q
~ 2021 DOE - Wx 00015 2021-03 Partial Approved $13,000.00 $250.00 $13,250.00 06/14/2021 CAC
Direct Costs §] View: Direct Cost ~ || SubmitInvoice | More ~ Save || Cancel Clear Search || Export || View 100 Rows ~ | Total: 1
Job Number Client Name ‘Submit Status Message Address Total Cost
Q Q Q Q Q Q
~ 0000000079 Melissa Ann Approved 123 User Guide Ave , Adairville KY 11111 $13,000.00 W
Job Cost Details &1 Approved - [ Apply ‘ Clear Search \ \ Export | View 100Rows ~  Total: 1
Allocation Measure Submit Status In Allocation Invoice Budget Type Measure Qty Total Cost  Comment
Q Q Q Q Q Q Q Q
2021 DOE - Wx A/C Tuneup Approved Materials & Labor 1 $13,00000 -



