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Providers can hold and undo Milestone and Outcome claims to delay payment or to undo payments in
FIPS. Claims can set to holding and undone while pre-posting (status of Ready to Send to Finance) and
claims can be undone after being posted for payment, when the status is Sent to Finance. For any other
claim types that require to be undone e.g. Expense Claims, requests should be raised using the User
Requests function in FIPS for SDS action.

> Use the link icon below to access the FIPS landing page on the SDS corporate website
which contains additional FIPS guides and user information.
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Undoing Claims

» Milestone and Outcome claims can be undone by Providers. Claims can be undone prior to payment being made
(status Ready to Send to Finance), or after payment has been made (status of Sent to Finance). To undo a claim
that’s pre-posting, this can be done via the Payments entity using the “Initiate Undo Related Record Process”
button. For payments that have been processed by SDS finance (status of Sent to Finance), claims must be undone
via the Payment Claims entity.

1. Milestone and Outcome claims be undone within an assignment IPP or from within the Payment Claims entity. To undo
a claim from the Payment Claims entity, scroll down to the Payment Claims extension on the Workplace menu:
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- Undoes can only be processed for claims at Confirmed / Unconfirmed status. Pending / Undone etc cannot be
undone. Use the view to find the milestone or outcome claim required to be undone. Use the filtering options to filter
the records on NI number or individual name:
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- Scroll along to review the details in the view and ensure the claim you select is
accurate — check the Claim Type, Amount and Milestone Number. Double click to open
the claim record:
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v This can also be accessed via the participant Assignment, within the Individual Payment Plan
tab.

- When the claim form opens, ensure the view is set to Training Provider Information
Form. Click into the Submission tab and the Undo button will be displayed:
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- To undo the claim which will create an undo record and return the funds to SDS, click on
Undo. Two new fields will appear: Holding Undo Recovery Code and Invoice Reference.
Select the code “Recovery by Training Provider” from the list:
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- The Invoice Reference field is not mandatory and can be left blank. Click on Submit to
undo the claim. Review the confirmation dialogue and click on OK to complete the
undo process:

Confirmation Dialog X

You are about to undo the selected claim which has been
submitted to finance. These funds will now be recovered
and if you wish to reclaim them, you will have to submit

an entirelv new navment claim in line with the current

Claims must be undone in sequence. If multiple claims are to be undone e.g. milestone 2 and 3, milestone 3
must be undone before milestone 2. If milestone 2 is attempted to be undone while the status of milestone
3 is Confirmed / Unconfirmed, an error will be returned when the undo is attempted, and the claim will not
be undone. If claims are undone in error, this cannot be reversed. The claim(s) will need to be resubmitted
in full.

- The screen will refresh, and the status of that claim will now show as Undone:
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- A negative value relating to the claim will be added to the posting run — this
transaction can be viewed within the Payments entity on the workplace menu.

Claims can be undone in the same way by clicking into the participant assignment and
accessing the milestone / outcome via the Individual Payment Plan tab. The steps to
complete the undo action are the same as those described above.
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Holding Claims

» Providers can manually hold claims that have been submitted in FIPS but not yet paid
out. Doing this will delay payment until the claim(s) is taken off holding — Providers
have access to unhold payments via the Payments entity.

1. To hold a payment that has not yet been processed by SDS finance as part of the weekly
posting run, click into the Payments entity on the workplace menu. The default view is
Payments — Pre-Posting view. If another view has been set as the default, use the drop-
down to select the Pre-Posting view. A list of claims submitted that week will be displayed,
and the status reason will show as “Ready to Send to Finance”. Only claims at this status
can held.
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- Click into the claim by double clicking on the record.

2. When the record opens, click on the Hold button:
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- When clicked, the screen will refresh and the Un-hold button will be visible. When a
claim has been set to Holding in this way, it will not be included in the weekly posting
run and payment will not be made until it is set back to Ready to Send to Finance
status by clicking on the Un-Hold button.
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- To change the status from Holding to Ready to Send to Finance, click on Un-Hold:
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- The screen will refresh, and the status will be updated. The payment will be picked up
during the weekly posting run.

v" Claims can be undone by Providers at any status — Ready to Send to Finance and Sent to
Finance.

v" Claims can be held to delay payment (status of Holding) using the Payments entity in
FIPS when the status is Ready to Send to Finance. Users must un-hold claims in order to
receive payment.
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