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1) Receive 
invoice via post 

or email

2) Send copy of 
Invoice to 

scanning and 
keep another 

copy for 
yourself

3) Validate 
invoice using 

Infoview 
and/or AIS 

4) Raise  
indescrepancies 
with provider if 

appropriate 
(e.g. client 

contribution 
not collected)

5) Record 
invoice on  

Countywide 
Homecare 

Commitment 
Spreadsheet

6) When 
invoice returns 
to Webcycle, 

code and send 
for approval. 

(Attach copy of 
delivery note in 

SAP)

7) Shred paper 
copy


