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Summary

This Supplier Adoption Pack is intended to provide a single reference document for
SOP Interface Files (also known as electronic invoice or feeder files). It will detail the
background, process and technical specification for payment of invoices using the
Feeder method.

Its use is intended for, but not limited to new and existing suppliers of goods and
services to Government Departments/Agencies whose invoices are processed by
SSCL Shared Services and Nominated Business Contacts at other Government
Departments/Agencies who are customers of SSCL Shared Services.

Author(s) contact details
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Abbreviations

AP Accounts Payable

APHA | Animal and Plant Health Agency

AR Accounts Receivable

CAB Cabinet Office

CCC Committee on Climate Change

CIS Construction Industry Scheme

CTS Courts & Tribunals Service

DECC | Dept of Energy and Climate Change
DEFRA | Department for Environment Food and Rural Affairs
DFE Department for Education

DWP Department for Work and Pensions
EA Environment Agency

EDI Electronic Data Integration

ERP Enterprise Resource Planning

FSA Food Standards Agency

HAS Health and Safety Executive

HMRC | Her Majesty’s Revenue and Customs
HR Human Resources

JAC Judicial Appointments Commission
LAA Legal Aid Agency

MMO Marine Management Organisation
MOJ Ministry of Justice

NEG Natural England

NMS National Offender Management Service
NUC Office for Nuclear Regulations

OPG Office for the Public Guardian

P2P Purchase to Pay

PBD Parole Board

PDF Portable Document Format (Adobe Systems)
PO Purchase Order

PSV Pipe Separated Value

SOP Single Operating Platform

STD Standard Rate for VAT

VAT Value Added Tax

WLS Wales Office

YJB Youth Justice Board
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1 Overview

1.1 Purpose

This document is intended to provide a one-stop reference point for new and existing
Suppliers who submit or wish to submit electronic invoices to SSCL Shared Services
to pay some or all of their invoices.

The document will focus on the system process and technical requirements for

Invoice Interface Files, with a detailed breakdown to explain the process,
construction and technical specification.

1.2 Useful Contacts

For all technical queries concerning SOP Interface Files please contact:

(Will be provided to suppliers at the engagement stage)
1.3 Background

SSCL Shared Services is be upgraded to the Single Operating Platform (SOP) ,
Oracle Release 12 E-Business Suite as its primary Enterprise Resource Planning
(ERP) system

This will provide functionality which allows the import of high volume invoice
transactions directly to the AP Open Interface Table using the SOP Interface

responsibility. This is known as an electronic feed or Interface file.

What's In a Name?

There are several different names for the same process, including:

Feeder file / Feeder payment
Electronic Data Integration (EDI)
SOP Interface File

Pipe Separated Value (PSV) File

O O oo

The preferred name (as reflected in the Team Name) is SOP Interface File.
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1.4 SOP Interface File

What is it?

An SOP Interface File is a specially formatted file which is used to pay high-volume
invoice payments to suppliers. The process allows an electronic upload to the SOP
system.

Why use an SOP Interface File?

The main benefits are:

+ Allows large volumes of invoice data to be transmitted quickly, safely and
reliably allowing for swifter payment

* No reliance on postal service and no associated print and postage costs

* No complicated printed forms required

* Files are processed upon receipt and any issues are reported back to the
submitter allowing quick turnaround of files

+ SOP Interface Files can accommodate debits and credits in the same file, and
can be used to pay purchase order and non-purchase order invoices as well
as invoices associated to specific projects.
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2 Setting Up a New Feeder

2.1 Purpose

The main purpose of this document is to demonstrate the process and provide full
technical details on the file format, to potentially equip suppliers to use this as a
standard submission method for their invoices.

When deciding whether or not to use the SOP Interface Process (and which method
of invoice type to use), a number of other factors may need to be considered (e.g.
costs, statutory obligations, adherence to procurement policy) which are beyond the
scope of this document.

2.2 Invoice Types

Only one file format which is used by SOP (PSV file, described in detail in Technical
Specification). However, there are two different types of invoice which can be paid
using this method:

1. Purchase Order Invoice (PO)
2. Non-Purchase Order Invoice (non-PO or Cost Centre/Account Code Format)

The type of invoice is dictated by the way the Department you are dealing with has
ordered the goods and services. The information to create an electronic invoice for
each of the invoice types will be supplied at the point goods and services are
ordered.

Non Purchase Order invoices are charged to either a cost centre location and charge
account or a Project identifier. These values will be provided to you at the point the

Department you are dealing with orders the goods and services.

A single SOP Interface File may contain any combination of invoice types listed
above.
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2.3 Communication and Testing

In order facilitate a smooth transition to electronic invoicing the SOP Interface Team
will work closely with the Nominated Business Contacts and Suppliers to ensure that
the requirements of the Feeder format are fully understood by all parties from the
outset. Furthermore, the SOP Interface Team maintain this close working relationship
throughout the process, fully supporting the Supplier during the testing phase right up
to the successful submission of the first live files.

Once the live files are being transmitted, the SOP Interface Team remains available
for all technical support issues, and all live operational issues will be communicated
via the Nominated Business Contact.

Following initial meetings to discuss the format and specifications as described in this
document, Suppliers will be invited to submit test files to the SOP Interface Team
(email address will be advised at the time, since this may be subject to change).

Once testing is completed and both parties are satisfied with the format of the SOP

Interface File, the Nominated Business Contact and supplier will be informed and
submission of live files can commence using the process outlined in Section 3 below.
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3 SOP Interface File Process

3.1 Interface and Upload of Files

The process for the Interface and Upload of files is as follows:

1. The Supplier generates a PSV file (in a format specified by SSCL) containing
invoice data for an agreed time period [see technical specifications for further
details of file format]

2. The File is then transmitted either directly to SSCL or it can be passed via the
Nominated Business Contact if the Department who is being invoiced wish to
apply additional controls. Details of the email address will be provided when you
receive confirmation that you can submit live files.

If you are asked to send your files via a Nominated Business Contact the file will be
forwarded to the SOP Interface Team one validity is confirmed

3.2 Errors and Rejections

These will be notified as and when they occur. The process is set out in Para 5 of this
document.

Files will normally be loaded, to SOP, on the day of receipt, for business approval.
Once approval is complete, all invoices within the file are available for payment
(subject to payment terms) and will be processed using the same terms and
conditions as paper based invoices, for the Department for which you have provided
goods and/or services to.

3.3 Timescales

Files will normally be loaded, to SOP, on the day of receipt, for business approval.
Once approval is complete, all invoices within the file are available for payment
(subject to payment terms) and will be processed using the same terms and
conditions as paper based invoices, for the Department for which you have provided
goods and/or services to.
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4 Technical Specification

4.1 Introduction to File Format

An SOP Interface File is a Text file in Pipe-Separated Value (PSV) format which must be set up according to very specific parameters.
Each field is separated by a pipe (]). It may appear complex on first inspection, but it is in fact a simple text file arranged in a specific
order which maps to the relevant input fields in SOP. Please note that although the file is separated by Pipes (|) the actual file
sent for upload is in .txt format (as opposed to .psv format).

All Files consist of at least one of each of the following:

Batch Header (B)
Invoice Header (H)
Invoice Line (L)
Batch Trailer (T)

O O O o

Every file must have only one B and one T line, but may have multiple H and L lines (see Section 4.6 for more detail). An example of a
simple SOP Interface File is shown below (For a screen print of a sample file in .txt format please see Appendix 5):

B|TestBatch001]|06-Feb-2017|Source_OU]|

H|TestBatch001|Invoice001]|120.00|06-OCT-2015|This description will appear on remittance|1234567|CFL43UW/|||IIIIINNINITININIEFT]
L|TestBatch001|1234567|Invoice001|100.00|UK STD|GL Description||||[|||1234.12345678.1234567890.0000000.00000000.0000.0000000|{|[I[I1INIYHININIIIICategory.Code. Here|
T|TestBatch001|1]|1|120.00

Fig 4.1 Example SOP Interface File

Each of sections 4.2 to 4.5 below will detail the format and requirements of each field.
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4.2 Batch Header

All files must start with a Batch Header. There must only be one Batch Header per file, and the Batch Name must be unique.
From the example file in Figure 4.1, the Batch Header is shown below:
B|TestBatch001|06-OCT-2015|Source_OU|

« B is the Batch Header Identifier. This will always be the same for every file. The relationship between batch and file has to be one to
one

+ TestBatch001 is the Batch Name. This will run throughout the file, on every line but must be unique to that file. This can be made
up of letters and/or numbers, and can be in UPPERCASE, lowercase or Sentence Case. This field has a limit of 20 characters.

+ 06-OCT-2015 is the Batch Date. This must be in the format shown, i.e. DD-MMM. This is the date that the supplier creates the
batch.

+ Source_OU is the source. This identifies the customer being invoiced to. E.g. WAP_OU is the identifier for Department for Work
and Pensions. A list of all the current values is in Appendix 1.

The line finishes with a single |

No further information is required in the Batch Header.
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4.3 Invoice Header

The next line in the file is the Invoice Header (H). There must be at least one Invoice Header in each file but there is no limit to the
number of H lines in each file. Each Invoice Header must also have at least one Invoice Line (see 4.4 below) associated with it.

H|TestBatch001|Invoice001|120.00|06-OCT-2015|This description will appear on remittance|1234567|CF143UW|

H denotes Invoice Header. This is required to denote the record type.
TestBatch001 is the batch name. This must be the same as the batch name in the Batch Header. The format is described in 4.2.

Invoice001 is your invoice number. This must be unique to the Supplier and the Invoice Header. Each associated Invoice Line (L)
must have the same number (see 4.4 below). Limit of 50 characters.

120.00 is the Invoice Amount. This is always shown gross, including tax. It must always be in standard currency format (i.e. 2
decimal places) but must not include any currency symbol (i.e. £). Please note that comma separators for thousands must not be
used (i.e. 1200.00 not 1,200.00).

06-OCT-2015 is the Invoice Date. This is normally the tax point date of the invoice. The format is DD-MMM-YYYY. This date is
relevant for payment terms and VAT calculations (see Section 4.7 on tax).

Invoice Description (“This description will appear on remittance”). This is a 240-character free text field. The text in this field
will be shown on the remittance advice which is sent to the supplier when the payment is made.

1234567 is the Supplier Number. This is a unique number for each supplier held on the SOP database. It is always a 7-digit number
(numeric only). You will be informed of your supplier number.

CF143UW is the Site Code. This is usually (but not always) the Supplier's Post Code written as a single string (i.e. no spaces). You
will be informed of your supplier number.
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« EFT is the method of payment. An entry here is not required but will allow the file to influence the method of payment for each
invoice header. This will override the method of payment stored on the SOP Supplier Record.

If the method of payment is not required then the line finishes after the Site code with a single |. If the method of payment is required
then there should be 29 pipes (|) between the Site Code and the method of payment. The line should end with a single |.

4.4 Invoice Line

Every Invoice Header record must have at least one associated Invoice Line (L). This represents the charging for the invoice. It is
possible to have more than one Invoice Line for each Invoice Header. Although this is uncommon it is covered in Section 4.6. There
are three possible types of invoice line. The type to use will depend on the way the Department you are dealing with has ordered the
goods and services. A single invoice file can contain a mixture of all three methods, although in practice most suppliers will only need
to use only one method. Examples of al to follow:

4.4.1 Invoice Line type 1: Cost Centre and Account Code method

L|TestBatch001|1234567|Invoice001|100.00|UK STD|GL Description]|||||||1234.12345678.1234567890.0000000.00000000.0000.0000000||[IIIIIYIIIIIIIIIIIIICategory.Code.Here|

« L denotes Invoice Line. This is required to denote the record type.

« TestBatchO0O01 is the batch name. This must be the same as the batch name in the Batch Header. The format is described in 4.2.
» 1234567 is the Supplier Number. This will be the same as the Supplier Number in the corresponding Invoice Header.

* Invoice001 is the invoice number. This must be the same as the invoice number in the corresponding Invoice Header, and will
appear the same in each Invoice Line associated with the same Invoice Header. Limit of 50 characters.

« 100.00 is the invoice line amount. This is shown net of tax. It must always be in standard currency format (i.e. 2 decimal places) but
must not include any currency symbol (i.e. £). Please note that comma separators for thousands must not be used (i.e. 1200.00 not
1,200.00).

« UK STD is the tax code. A list of values for tax code to reflect the amount of VAT charged on the invoice is detailed in Section 4.6
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« The Invoice Line description (“GL Description”) is used for Management Information. This is a free-text field with a character limit
of 240. The format of the GL description will be agreed with you.

+ There are 7 spare fields in the example above (denoted by |||||||]) — 8 pipes. These are used for other accounting methods (see
4.4.2 and 4.4.3) so for this method (Cost Centre and Account Code) they must be left blank, but the pipes (]) must be included in the
record.

The accounting string in the next position is a series of values separated by a “.”

« 1234 is the Business Unit Code. It is used in SOP to denote the relevant Government Department or Agency/Business Unit within a
Department. This is always a four-character numeric format. The BU code will be supplied to you.

+ 12345678 is the Cost Centre code that has ordered the goods and services. This is always an 8-digit numeric code. The costcentre
code will be supplied to you.

« 1234567890 is the Account Code. This is always a 10-digit numeric code and will be supplied to you.
« 0000000 Objective. This is always a 7 digit numeric code - use the number supplied to you or zeros.

+ 00000000 Analysis. This is always an 8 digit numeric code - use the number supplied to you or zeros.
« 0000 Intercompany. This is always a 4 digit numeric code - use the number supplied to you or zeros.

« 0000000 denotes a spare accounting segment — use zeros.

If a line amount is not subject to Construction Industry Scheme the line record can be closed with a | and no further
positions are required. If a line amount is subject to CIS then:

* Y denotes a line amount is subject to CIS or N denotes a line amount is not subject to CIS

If a category code is not required the line record can be closed with a | and no further positions are required. If a category
code is required the remaining are applicable:
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« If there is no CIS indicator entered there are 33 spare fields in the example above (denoted by ||||[IIINITHHNIIIID — 34 pipes.
They must be left blank, but the pipes (]) must be included in the record. If there is a CIS indicator there are 17 spare fields in the
example above (denoted by |||||[IIIIIII]) = 16 pipes.

+ Category.Code.Here Use the category code supplied to you

The line finishes with a single |

No further information is required on the Invoice Line.

4.4.2 Invoice Line: Purchase Order (PO) method

An example of an SOP Interface File using the PO method. The B, H and T lines are the same for all files. The only differences are in
the accounting information in the Invoice Line (L). No accounting is required as it is taken directly form the PO number quoted.

L|TestBatch001|1234567|Invoice001|100.00|UK STDJ|Line Description will appear on GL listing|7012345|1||||IIIITTIIIY]

All items above from L to Line Description are the same as in other input methods. Please refer to Section 4.4.1 for further details. The
remaining information relates only to PO invoices.

» 7012345 is the Purchase Order (PO) number. This is a numeric code which varies in length depending on the Government
Department. The PO will be raised in the normal manner (beyond the scope of this document) and the supplier will know which PO
numbers to quote on the invoice (in the same way in which they would quote a PO number on a standard paper invoice).

* 1 denotes the PO line number to which the PO number relates.

* Y or N denotes whether a line is deductible as part The Construction Industry Scheme. This indicator should only be used if the

supplier is part of the Construction Industry Scheme. Y Line is deductible, N line is not deductible.

244441220 16



Shared Services Connected Limited

The line finishes with a single |

No further information is required for this Invoice Line.

4.4.3 Invoice Line: Project Codes

SOP can accommodate project accounting. This is not a common method of invoice submission and the Department you have
supplied the goods and services to will advise you if this method is ever to be used. No accounting is required as it is taken directly
form the Project information quoted.

Each Invoice Line (L) can only contain one of: Project Code, PO Number or Cost Centre/Account Code.

L|TestBatch001|1234567|Invoice001|100.00|UK STD|GL Description|||[PRJ12345|101.111.121|Recovery|Allocations|06-OCT-2015||[|1I1IHTHIHTTIHNIIIIIICategory.Code.Here|

All items above from L to Line Description are the same as in other input methods. Please refer to Section 4.4.1 for further details. The
remaining information relates only to Project Codes.

e PRJ12345 is the Project Number. In most cases this has an 8 character limit (3 Alpha and 5 Numeric). The maximum number of
alpha numeric characters is 30. This will be supplied to you and must match a valid SOP project code.

e 101.111.121 is the Task Number to which the Invoice Line refers. In most cases this is 11 characters, format is alpha numeric with a
character limit of 30. This will be supplied to you and must match a valid SOP task number.

e Recovery is the Expenditure Type. The character limit is 30. This will be supplied to you.

o Allocations is the Expenditure Organisation to which the Invoice Line refers. The character limit is 60. This will be supplied to you.

06-OCT-2015 is the Expenditure item date. This must be in the format shown (i.e. DD-MMM-YYYY).
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If a category code is not required the line record can be closed with a | and no further position are required. If a category
code is required the remaining are applicable:

» There are 34 spare fields in the example above (denoted by |[[IITHITHHIHNINIID — 35 pipes. They must be left blank, but the pipes
() must be included in the record

+ Category.Code.Here Use the category code supplied to you

The line finishes with a single |

Please note that the examples above are typical project examples and actual values you may need to quote will be supplied by the
Department that ordered the goods and services if Project information is required.

There is no further information required on the Invoice Line. As with other cases described above, the residual unused fields can be or
omitted.

4.4.4 Batch Trailer

The final line on this example (and on all files) is the Batch Trailer. This must always be the last line on the file, and there must only
ever be one Batch Trailer in each file.

T|TestBatch001|2|9]|120.00
« T denotes Batch Trailer. This will always be the same in each file.

« TestBatch001 is the batch name. This must be the same as the batch name in the Batch Header. The format is described in 4.2.
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« 2|9 is the number of invoice headers and lines. In this example, there would be 2 Invoice Headers and 9 Invoice Lines. Please note
that in the example file in Fig 4.1 this will appear as 1|1 since thereisonly 1 Hand 1 L.

+ 120.00 is the total value of all Invoice Headers. This is the sum of all H lines and will be gross (including tax).
» Character return, at the end of the Batch Trailer line press Enter, so the cursor is in position 1 of the next blank line

No further information is required for the Batch Trailer. The line does not finish with a single |

4.5 Headers and Lines

The relationship between Headers and Lines is very important. Each invoice header must have a minimum of one line record.
However, there may be occasions where you have to provide multiple line records to support a single header record. E.g. if you are
submitting a single invoice header for multiple requests for goods and services you have supplied. This produces 2 potential invoicing
formats:

e Single header record associated with a single line record

e A single header record with multiple associated line records

When creating a file, for ease of reference, Line Records should always be placed below their associated Header Record

Please refer to examples shown below:

B|TestBatch002|06-OCT-2015|Source_OU|

H|TestBatch002|Invoice001|120.00]|06-OCT-2015|Header Description|1234567|CFL43UW||[III1ITINTTTTTHTNITTICheck|

L|TestBatch002|1234567|Invoice001|100.00|UK STD|LineDescription||||||]|1123.10513234.4440666666.0000000.00000000.0000.0000000||||[I11IIHYIINIIIIIIICat.Code.here|
T|TestBatch002|1]|1|120.00
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Fig 4.2 Single Header (H) and Single Line (L) per invoice

B|TestBatch004|06-OCT-2015|Source_OU|
H|TestBatch004|Invoice001|120.00|06-OCT-2015|Header Description|1234567|CF143UW|

L|TestBatch004|1234567|Invoice001|25.00|UK STD|LineDescription||||||||1123.10513234.3294055555.0000000.00000000.0000.0000000(|[[[IIIYIIIIIIIIICat.Code.here|
L|TestBatch004|1234567|Invoice001|25.00|UK STD|LineDescription]|||||||1123.10513234.4440666666.0000000.00000000.0000.0000000|[[[[[[111INI11Cat.Code.here]
L|TestBatch004|1234567|Invoice001|25.00|UK STD|LineDescription||||||||0456.11245123.1234555555.0000000.00000000.0000.0000000|[[[{[1111INI11ICat.Code.here]
L|TestBatch004|1234567|Invoice001|25.00|UK STD|LineDescription]|||||||0912.15123456.4440666666.0000000.00000000.0000.0000000|[[[[[1111INIIICat.Code.here]|

T|TestBatch004|1|4]120.00

Fig 4.3 Single Header (H) and Multiple Lines (L)

4.6 Taxation

Taxation refers to standard UK VAT. As described above, invoice headers are shown gross (including VAT) and invoice lines are
shown net (excluding VAT) with an additional field to denote the VAT status.

In SOP, the following VAT codes are used:
+ UK STD - SOP will calculate VAT at the prevailing rate based on the Invoice Date (as given in the Invoice Header)
* UK ZERO -no VAT
* UK EXEMPT —no VAT
« UK OUT OF SCOPE — no VAT

+ UK REDUCED
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SOP performs its own VAT calculation at the Validation stage after the Feeder has been imported. To avoid discrepancies, it is
important to understand the method that SOP uses and to ensure that Feeders are submitted using the same calculation method.

For each line which contains the STD code for VAT, SOP calculates VAT at the rate based on the Invoice Date. At present, this is 20%.
SOP rounds up at 0.5, and rounds to the nearest penny on each line. The total of each rounded line is then added up to get the total
amount of VAT. It is important to note that SOP calculates VAT on a line-by-line basis, rounding at each line, as opposed to calculating
VAT on the total value of all lines. Failure to follow this method will result in the file being rejected.

Example: VAT Calculation

A Feeder is submitted with one header line and five invoice lines as shown below:

B|TestBatch005|31-MAR-2015|Source_OU|
H|TestBatch005|Invoice001|319.56|31-MAR-2015|Description|1234567|CF143UW|

L|TestBatch005|1234567|Invoice001|32.47|UK STDjLineDescription|||||[||1123.10513234.3294012345.0000000.00000000.0000.0000000|[|[I1HNINIYHHIINMNNIIICat.Code.here|
L|TestBatch005|1234567|Invoice001|25.00|UK STD|LineDescription|||||[||1123.10513234.4440666666.0000000.00000000.0000.0000000|||[I[I11111I1IICat.Code.here|
L|TestBatch005|1234567|Invoice001|47.67|UK STD|LineDescriptionl|||||[]|0456.11245123.1234567890.0000000.00000000.0000.0000000||[|[I1111ITHHHHNIIIIICat.Code. here|
L|TestBatch005|1234567|Invoice001]|56.96|UK STD|LineDescriptionl||||||]|0987.15123456.4440666666.0000000.00000000.0000.0000000||[|II111ITHHHIHNIIIIICat.Code.here|
L|TestBatch005|1234567|Invoice002|104.21|UK STD|LineDescription||||||||0456.11245123.3000012345.0000000.00000000.0000.0000000|[[I1111111HHI1/|Cat.Code.here|

T|TestBatch005|1|5|319.56

Fig 4.4 Single Header (H) and Multiple Lines (L) UK STD (VAT)

SOP will calculate and round each line in turn, as follows:

Net Amount Vat @ 20% Vat Rounded
32.47 6.494 6.49
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25.00 5.00 5.00

47.67 9.534 9.53

56.96 11.392 11.39

104.21 20.842 20.84

Totals: 266.31 53.262 53.25

The total VAT calculated is £53.25; however the sum of the non-rounded amounts (Vat @ 20% Column) is £53.26. It is important to
use the same method as SOP (i.e. sum of Vat Rounded Column).

If a genuine tax exception arises which is supported by HMRC whereby a supplier wishes to charge a tax rate which does not correlate
with standard VAT please contact the AP Interface Team for further advice.

4.7 Credit Notes

Credit Notes can be submitted in the same way as invoices, and can also be submitted within the same file. The only difference is that
Credit notes are shown as negative numbers, with a “- sign immediately before the amount, as shown in Fig 4.5 and highlighted in
yellow in the example below:

B|TEST008|27-OCT-2015|Source_OU|
H|TESTOO8|TESTINV008|1.11|29-SEP-2015|Consolidated Hospitality Charges September 2015|1234567|CF143UW|

L|TESTO008|1234567|TESTINV008|-2.28|UK STD|Cardiff||||||||0456.11248012.3270812345.0000000.00000000.0000.0000000[|I[I1NNNYIIIIIIIIEstates. Catering.Catering services|
L|TESTO008|1234567|TESTINV008|3.04|UK STD|London|]|[[|0456.11065456.3270812345.0000000.00000000.0000.0000000||[[[[IIINIIIIIIIIIEstates.Catering. Catering services|
L|TESTO008|1234567|TESTINV008|-3.64|UK STD|Coffee]|||||||0456.10006543.3270812345.0000000.00000000.0000.0000000[|[I111INIII11111]]/ Estates.Catering.Catering services|
L|TESTO008|1234567|TESTINV008|3.81|UK STDJAdelphi|||||||0456.11067987.3270812345.0000000.00000000.0000.0000000|||[[[[/[[[111¥ 1111/ Estates.Catering.Catering services|

T|TESTO08|1[1/1.11

Fig 4.5 Example File containing credits and debits

244441220 22




Shared Services Connected Limited

4.8 File Format and Naming Convention

The completed SOP Interface File should be saved as a text file (.txt file extension). Please note that even though we refer to the file as
a PSV file since it is delimited by pipes, the final file which is sent for transmission MUST be in .txt not .psv format.

The file name must be in the following format and will contain a specific prefix depending on the Government Department which is
sending the file as shown below:

[OU Code]APINV_[file_name].txt

OU Codes to use:

Department or Agency OU Code
Animal and Plant Health Agency APH
Cabinet Office CAB
Committee on Climate Change CCC
Courts & Tribunals Service CTS
Dept of Energy and Climate Change DEC
Department for Environment Food and Rural Affairs | DEF
Department for Education DFE
Environment Agency ENV
Food Standards Agency FSA
Health and Safety Executive HAS
Judicial Appointments Commission JAC
Legal Aid Agency LAA
Marine Management Organisation MMO
Ministry of Justice MOJ
Natural England NEG
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National Offender Management Service NMS
Office for Nuclear Regulation NUC
Office for Public Guardian OPG
Parole Board PBD
Wales Office WAL
DWP (including CMEC,JCP, PDCS and Corp) WAP
Youth Justice Board YJB

The file name is chosen by the Supplier and it can contain standard alphanumeric characters. The file name must not contain any
spaces; instead underscore () must be used.

For example, a Cabinet Office file for taxi fares may appear as: CABAPINV_Taxi_00011223 31Mar18.txt
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5 Rejections and Payment

5.1 Rejections

Please note that for the SOP Interface Process to be successful it relies on files
which are prepared to a high standard using the specifications outlined in this
document. As described in Section 2.3 above, the SOP Interface Team is fully
committed to providing support throughout the technical development stage and is
available for technical queries in the live environment. However, the team does not
have the capacity to make wholesale corrections to files which have been submitted
with errors, and it is very important to ensure that files are submitted in the correct
format. If a file contains an unacceptable level of preventable errors then it may need
to be returned and re-submitted.

Interface and/or Import stage, error reports will be generated and sent by the SOP
Interface Team to the original submitter. This will either be the supplier or Nominated
Business Contact (but only if the file is submitted through them rather than sent
directly to SSCL).

An example Interface Report can be found in Appendix 2 (please note the actual
report will be sent as a Notepad text file .txt but in this guide it has been reproduced
directly into the Word document.

At import stage, a report is also produced which includes details of all files imported
as well as any errors (rejections). As with the interface stage, if there are no errors
then no report will be sent out. An example of an Import report can be found in
Appendix 3.

Appendix 3 also contains a full list of error codes plus a simple explanation of what
each one means., a list of the top 6 common errors are listed below.

Error Stage of Process | Notification Action Required
Method
File format Initial validation Email from Amend format
Interface Team
Duplicate filename | Informatica Email from Amend filename
Interface Team and batch 1D
Duplicate batch ID | Interface Email from Amend filename
Interface Team and batch ID
Closed cost centre | Interface Interface report Amend cost centre,
filename and batch
ID
Invalid cost Import Import report Amend cost
centre/account centre/account
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code/company code/company
number number, filename
combination and batch 1D
Duplicate invoice Import Import report Amend if

necessary and
resubmit in new
file.

5.2 Payment and Remittance Advices

Payment for electronic invoices will be made via your nominated payment method.
Remittance advices will include details of all invoice header records associated with
the total payment value made.
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6 Appendices

List of Appendices

Appendix 1: Business Unit Codes
Appendix 2: Interface Report & Error Rejection Codes
Appendix 3: Import Report

Appendix 4: Figure List

244441220 27



Shared Services Connected Limited

Appendix 1: A full list of Business Unit Codes as at 20" April 2018

Entity Codes

Organisation From To Source Code
SSCL 0005 0005

Environment Agency 0010 0029 ENV_OU
DEFRA 0030 0049 DEF_OU
Marine Management Organisation 0050 0069 MMO_OU
Animal and Plant Health Agency 0070 0089 APH_OU
Natural England 0090 0109 NEG_OU
Food Standards Agency 0110 0129 FSA_OU
Dept of Energy and Climate Change 0130 0149 DEC_OU
Committee on Climate Change 0150 0169 CCC_Oou
National Offender Management Service 0210 0229 NMS_OU
Ministry of Justice 0230 0249 MOJ_OU
HM Court & Tribunal Service 0250 0269 CTS_OuU
Legal Aid Agency 0290 0309 LAA _OU
Judicial Appointments Commission 0330 0349 JAC_OU
Wales Office 0350 0369 WLS_OuU
Parole Board 0490 0509 PBD_OU
Office for the Public Guardian 0470 0489 OPG_OU
Youth Justice Board 0510 0529 YJB_OU
Cabinet Office 0370 0389 CAB_OU
Dept of Work and Pensions 0390 0409 WAP_OU
Dept for Education 0410 0429 DFE_OU
Health and Safety Executive 0430 0449 HAS_OU
Office for Nuclear Regulations 0450 0469 NUC_OU
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Appendix 2: Interface Report

An example of an Interface Report is shown below:

Example Output:

START OF REPORT

End of Operating Unit Validation Messages

START OF REPORT

End of Warning Validation Messages

XXSOPAPINVI SOP AP Invoices Load
BATCH_NAME :TECHO11ENV0017
BATCH DATE :19-AUG-2015
INVOICE HEADERS INSERTED INTO INTERFACE TABLES 1
INVOICE HEADERS WITH EXCEPTIONS 0
TOTAL INVOICE HEADERS PROCESSED 1
INVOICE LINES INSERTED INTO INTERFACE TABLES 1
INVOICE LINES WITH EXCEPTIONS 0
TOTAL INVOICE LINES PROCESSED 1

R R R e e e R R R R R R R R R
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AP INVOICE EXCEPTION REPORT

B R R R R R R R

ERROR CODE KEY

001 : This batch has previously been loaded.
002 : Supplier invoice operating unit mismatch.

003 : Invoice type does not exist.
004 : Product Type does not exist.
005 : Business Category does not exist.

006 : Invalid Prorate Across Flag.
007 : Invalid Line Type.
010 : The number of invoice header records does

not match the count specified in the file trailer.

011 : The number of invoice line records does not match the count specified in the file trailer.

012 : The Invoice Line Does Not Match Any Invoice Headers (Based on Supplier Number and Invoice Number in this Batch).
013 : The sum of invoice header amounts does not match the amount specified in the file trailer

014 : The Invoice Header has no matching lines based on Invoice number and Supplier number

015 : There is another invoice header in this batch with the same Supplier number and Invoice number

020 : Invoice number at header is Null.

021 : Invoice Amount at header is Null.

022 : Invoice Date at header is Null.

023 : Invoice description at header is Null.

024 : No Tax or incorrect Tax Classification Code/Tax Code supplied
031 : Supplier number provided at header but Supplier Site Code is Null.

032 : Supplier Site Code provided at header but

supplier number is Null.

033 : Supplier and Supplier Site Values not provided.

040 : Line Amount is Null.

041 : Expense account segment value is invalid.
050 : Incorrect number of invoice distribution
Invoice Line

- PO Number and PO Line Number

- Project Number and Task Number

- a full and complete Account Combination
Either multiple combinations have been supplied,
060 : PO Number supplied, but PO Line Number is
061 : PO Line Number supplied, but PO Number is
065 : Oracle Projects Information supplied, but
066 : Oracle Projects Information supplied, but
067 : Oracle Projects Information supplied, but
068 : Oracle Projects Information supplied, but
069 : Oracle Projects Information supplied, but

field combinations supplied. One and only one of the following combinations must be supplied for an

or none at all.
Null.
Null.

Project Number is Null.
Task Number is Null.
expenditure type is Null.
expenditure org is Null.
expenditure date is Null.

070 : Code Combination supplied, but required segments are NULL.

075 : An end-dated value for an Account segment
079 : Code Combination is disabled

080 : Project Number cannot be found.

081 : Task Number cannot be found.

082 : Expenditure org cannot be found

083 : Expenditure Type cannot be found

095 : Invalid Date Format (DD-MON-YYYY).

096 : Invoice line invalid Category wvalue.
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100 : PO Line contains Multiple Shipments, No Shipment Number provided.
101 : PO Shipment contains Multiple Shipment Distributions, No Shipment Distribution Number provided.

Batch Header Exceptions

NO ERRORS FOUND

Invoice Header Exceptions

NO ERRORS FOUND

Invoice Line Exceptions

NO ERRORS FOUND

End of Report

The Interface Report contains a list of error codes using standard Oracle terminology. For ease of reference, this table is reproduced
below with an additional narrative giving a more detailed explanation of the error and the possible action required:

The program output will consist of a processing summary, followed by a list of any errors occurring during the validation steps
detailed above.

The format of this output should be as follows:

The first part of the output should be a processing summary, outlining the number of invoice header records processed, the number
of invoice line records processed, the number of invoice headers inserted into the Oracle Payables open interface table, the number of
invoice lines inserted into the Oracle Payables open interface table, the number of invoice headers that failed validation and the
number of invoice lines that failed validation (including those lines that only failed as a result of the relevant invoice header failing

validation).

The second part of the output should be a key, explaining the error codes used in the final part of the report, the detailed errors.
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The final part of the output should be detailed error report, containing the entire invoice header or line record, with the exception of
the batch id and record type columns, followed by a comma separated list of error codes that each record encountered.

These error codes are as follows:

Error Code Meaning

001 This batch has previously been loaded.

A batch with the same Batch Name (B) already exists.
002 Supplier invoice operating unit mismatch.

The Business Unit Code (Operating Unit) must match the operating unit to which the supplier invoice relates. See

Appendix 1
003 Invoice type does not exist.
010 The number of invoice header records does not match the amount specified in the file trailer.

The count in the Invoice Trailer (T) must exactly match the sum of all invoice header records (H)

011 The number of invoice line records does not match the count specified in the file trailer.

The count in the Invoice Trailer (T) must exactly match the sum of all invoice line records (L)
012 The invoice line does not match any invoice headers (based on Supplier Number and Invoice Number) in this batch

All Invoice Line (L) records must have a corresponding Invoice Header (H). The Header is either missing or there is an
error in the Invoice Number
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Error Code Meaning

013 The sum of invoice header amounts does not match the amount specified in the file trailer
The sum in the Invoice Trailer (T) must exactly match the sum of all invoice header amounts (H)

014 This Invoice Header has no matching lines based on Invoice Number and Supplier Number
All Invoice Line (L) records must have a corresponding Invoice Header (H). The Header is either missing or there is an
error in the Invoice Number

015 There is another invoice header in this batch with the same supplier number and invoice number.
Invoice numbers must be unique to each supplier, a duplicate header (H) has been identified.

020 Invoice number at header is null.
No value has been provided for the Invoice Number at Header level (H). Please check that the positioning of the
information is correct as per the file specification

021 Invoice amount at header is null.
No value has been provided for the Invoice Amount at Header level (H). Please check that the positioning of the
information is correct as per the file specification

022 Invoice date at header is null.
No value has been provided for the Invoice Date at Header level (H). Please check that the positioning of the information
is correct as per the file specification

023 Invoice description at header is null.
No value has been provided for the Invoice Description at Header level (H). Please check that the positioning of the
information is correct as per the file specification

024 No tax or incorrect tax code supplied
The tax code in the Invoice Line (L) is missing or is in the wrong position.

031 Supplier number provided at header but supplier site code is null.

Supplier Site Code is missing or is in the wrong position on the Invoice Header (H)
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Error Code Meaning
032 Supplier site code provided at header but supplier number is null.
Supplier Number is missing or is in the wrong position on the Invoice Header (H)
033 Supplier and Supplier site information not provided
Both Supplier Number and Supplier Site Codes are missing or are in the wrong position on the Invoice Header (H)
040 Line amount is null.
No value has been provided for the Invoice Amount at Invoice Line level (L). Please check that the positioning of the
information is correct as per the file specification
041 Expense account segment value is invalid.
050 Incorrect number of invoice distribution field combinations supplied. One and Only one of the following combinations
must be supplied for an Invoice Line:
¢ PO Number and PO Line Number
e Project Number, Task Number, Org and Type
e Account combination.
Either multiple combinations have been supplied, or none at all.
As per Section 4.4 of the Supplier Adoption Pack, only one of the three types can be used on a single Invoice Line (L). This
suggests either that information has been merged (e.g. Project Number and Cost Centre used) or that the information is in
the wrong position on the file
060 PO number supplied, but PO line number is null.
PO Line Number is missing on the Invoice Line (L). Please check that the position of the information is correct as per the
file specification
061 PO line number supplied, but PO number is null.
PO Number is missing on the Invoice Line (L). Please check that the position of the information is correct as per the file
specification
065 Oracle Projects information supplied, but project number is null.
Data has been located in the Project fields, but the Project Number is missing or in the wrong position
244441220 34




Shared Services Connected Limited

Error Code Meaning
066 Oracle Projects information supplied, but task number is null.
Data has been located in the Project fields, but the Task Number is missing or in the wrong position
067 Oracle Projects information supplied, but expenditure type is null.
Data has been located in the Project fields, but the Expenditure Type is missing or in the wrong position
068 Oracle Projects information supplied, but expenditure org is null.
Data has been located in the Project fields, but the Expenditure Org is missing or in the wrong position
069 Oracle Projects information supplied, but expenditure date is null.
Data has been located in the Project fields, but the Expenditure Date is missing or in the wrong position
070 Account Combination supplied, but is incomplete (at least one segment is null).
Data has been located in the Cost Centre/Account Code fields, but at least one segment is missing or in the wrong
position
075 An end-dated value for an Account segment was found in the value set, but no alternate value has been entered.
An Account segment has been used which is no longer available on the live list of cost centres in SOP
079 Code Combination is disabled
Certain cost centre/account code combinations are not permitted due to system security rules. If you receive this message,
please contact the SOP Interface Team for further advice.
080 No batch header exists
There is no Batch Header (B) in the File. As per section 4.1 of the Supplier Adoption Pack, all files must have as a
minimum a Batch Header (B), Invoice Header (H), Invoice Line (L) and Invoice Trailer (T)
081 No batch trailer exists

There is no Batch Trailer (T) in the File. As per section 4.1 of the Supplier Adoption Pack, all files must have as a minimum
a Batch Header (B), Invoice Header (H), Invoice Line (L) and Invoice Trailer (T)
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Error Code Meaning

082 Project number cannot be found.
Project Number cannot be found. Please check information is in the correct location

083 Task number cannot be found.
Task Number cannot be found. Please check information is in the correct location

095 Invalid Date Format (DD-MON-YYYY).
A date format has been used in the file which is not in the valid format. All dates must be in the format DD-MON-YYYY
e.g. 12-NOV-2015

096 Invoice line invalid Category value.
Category Code information is invalid or is in the wrong location on the file

100 PO Line contains Multiple Shipments, No Shipment Number provided.
PO line has been split into shipments and no shipment information is in the file

101 PO Shipment contains Multiple Shipment Distributions, No Shipment Distribution Number provided
PO line has been split into distributions and no distribution information is in the file
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Appendix 3: Import Report
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i Payables_Open_Interface_Import_121010 TestBatch001 06 OCT 2010 - Notepad

DWwWP_RM_SOB Report Date: 12-0CT-2010 14:14
1

Payables open Interface Import Report Page:
Source: SUPPLIER ELECTRONIC & Hold mMame:
Grouﬁ: Hold Reasaon:
Eatc Mame : TestBatchool GL Date:
PUrgE: MO
summarize Report: MO

Payakhles open Interface Audit Report

supplier supplier Irnwvoice Irwoice Imvoice Invoice Dist Dist accounting
Mumiber nMame Mumber Date CUPrency Amount Mumber Amount Date

TEST =URPFLIER 1 TestInwiol 1&a-SEP-10O [e1=15 S5. 54 1 5.06 12-0CT-10

1234567
2 FE.59 12-0CT-10

Total Invoices Imported H 1

Total Functional cCurrency Invoice Aamount: S5, 94

wew End of Report wew

ODwWP_RM_SOE Report Date: 12-0CT-2010 14:14
Page:

Payables open Interface Import Report 2
Source: SUPPLIER ELECTRONIC & Hold mMame:
Sroup: Hold Reason:
Batch Mame: TestBatchool GL Date:
PUrge: []=]
Summarize Report: ]=]

Payahbhles open Interface Rejections Report

Suppliear Supplier Invoice Irvoice Invoice Invoice Line
Mumber Mame Mumber Date CUrrency Amourt Mumber Reason Description
1234567 TEST TestInwool 16—SEP-10 GBP o5. 98 puplicate Inwvoice Invoice number for this suppliar
SUPPLIER number alreacdy exists
1
Total Invoices Rejected : 1

wew g of ReporT s

On-Screen Keyboard

psc slk

Appendix 4: Figure List
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Fig 4.1 Example SOP Interface File

Fig 4.2 Single Header (H) and Single Line (L) per invoice

Fig 4.3 Single Header (H) and Multiple Lines (L)

Fig 4.4 Single Header (H) and Multiple Lines (L) UK STD (VAT)
Fig 4.5 Example File containing credits and debits
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