Instructor Invoicing

Our goal is to make the process of submitting, tracking, and correcting invoices to LearnQuest quick and
painless. We also hope that this new functionality will reduce errors in invoices and thereby enhance our
ability to pay each invoice correctly and on-time.

This new functionality has been added to our Partner Portal which makes it integrated with our systems
and easy to access.

We will explore each of those three processes in this document:

A. Submitting an Invoice
B. Tracking an Invoice
C. Correcting an Invoice



Submitting an Invoice

This can be simply summarized as a three-step process involving: Logging In, Finding the Class you want
to invoice for, and Submitting the Invoice...

e Find Class
(-www.LearnQuest.com (-Confirm Data
elogl oC t Dat
g n *My Scheduled Classes orrect ba ?
eUpload Invoice and
Contract (ITO
*Training Schedule ontract (IT0)
~— Log In N A S I, mit Invoice
Log In
1st. Visit www.LearnQuest.com
2nd. Click “Login” in the upper right corner
3rd. Enter your Username and Password
a. Ifyou are not sure of your Username and Password, you can either click “l Forgot My
Login Information” or contact your regional account manager.
Americas EMEA India and APAC

Graciela Vazquez
Graciela.Vazquez@Ilearnquest.com

Dana Hupkova
Dana.Hupkova@learnqguest.com

Kavitha Masilamani
Kavitha.masilamani@learnguest.com

Ruth Mondragon
Ruth.Mondragon@Iearnquest.com

Kinga Terneiova
Kinga.Terneiova@learnquest.com

Manjula S
Manjla.S@learnquest.com
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Find a Class

There are two easy ways you can choose from to find the class you want to invoice against. Both are
found in the menu that appears on the right side of your Portal once you are logged in:

1. My Scheduled Classes

Scheduled Classes
Clear Searc
Course Mame or Number
Partner Class 1d
Start Date on or After ~ hui GGl
Start Date on or Before * b ~|iciiTijca

Clear Search

This screen allows you to search for a delivery by its course code/number, course name, or a
date range. It is quick, easy to use, and brings you clearly to the list of classes you can invoice
against. Then you can select the “Instructor Invoice” or “T&E Invoice” from the list of links below
the class entry:

Scheduled Classes

|Starting on or After | 3/1/2023|
Starting on or Before |4/8/2022

|Client | Course | Class Dates |Instructar |
Global Deme |B&258GIT IBM Cognos Analytics: Author 28-Mar-2022 - 30-Mar-2022  |Pradeep Hanumalah
Reports Fundamentals (V11.1.x) (961994; 0%:30 AM - 11:30 PM
B&258GIT)

Partner: Demo Partner - Global
Partner Class Code: 1234567890
Dema Location - Italy

Clagsroom Training

Prep Request | Reserve a Lab | Courseware | Badge

utline | Attendance Sheet | Registrat ystem () | Computer Assignment Sheet | Assessments | Progress Report
155 Documents | Wi tup | C i Supplemgpbald Tt — jps | Get Bval Links

Machine1 | Connect to Machi@?2 | Instructor Invoice | T & E Invaice |

Conn:

*NOTE: This method of searching is limited to only displaying up to 100 records.
2. Training Schedule

Training Schedule
Enter your selection criteria

Clear Search

Course Number or Name

Starton or after Apr v||§ ~ |2022 "‘ C||T||Cal
Starton or before Jul v |7 ¥|[2022 v ||C|/T| Cal --*|

Continue

This screen also allows you to search for a delivery by its course code/number, course name, or
a date range. It is quick, easy to use, and brings you clearly to the list of classes you can invoice
against. The list from this method of search has no limit to the number of records it can display
and shows the results in a calendar-like format.



[Courseinctivity WWCourseCodd Client | Instructor Location [Webex1D_[En [Men- 12727 T - 1220 Wed - 1229 Tha - 127301 - 12/31]
|Course/etivity WWCourseCode Client | Instructor Location [Webex D _[Ene | Mon- 173 | Tue- U4 | Wed-1/5 | Thu- 16 | Fri-17
Course/Activity WWCourseCode Cliend___| Instrustor Location Webrx 1Dk [ Man - 110 Tue - 1/11] Wed - 1/12| Tha-2/13 ] Fri- V14
CourselActhity |WWCourseCodel Cllens | Instructor Location Webex ID_[Enr | Man- 3717 Tuo - 1/18| Wod-1/19| Tha- 1/20] Fri- /21
| |
| Courseetivity |WWCourseCodel Client | Instruetor Location |Webex D _|Ene Mon - 1/24 | Tue- 1/25 | Wed - 1/26 | Thu - 127 Fri- 128
jEm'Mle Laeation Imlﬂ Enr iMﬂH 31| Tus-21 | Wed - 272 | Thu-2/3 I Fri- 204
(Ceursaetivi i Laeation Wb ID_Enr | Mo 277 | Tus- 208 | Wea- 209 | Thu-2010] Fri. 211
|Courseihetivity !W’Wtwse(nde:clienl [instrustor Le<ation [WebexID [Enr | Mon-2/14 | Tue - 2/15 | Wed- 2716 | Tha- 247 | Fri-2/18
| |
B i [WWCoumseCote Cient  Instructor Location WebexID_|En [ Mon 2021 | Tve - 2122 Wed -2/23| Th 2724 ] Fri 2725
! Location {Mon- 2621 Tue- 2722 Thes- 2724 Fri- 2125
|CoursaiActivity Toe - 3/1 | Wod-37 | Thu-3/3 | el 374
(GCP-100 Googie Cloud Platform Fandamentalg
Virtual Trairing using Google Qwikdabs
Vit ooghe Cpwildabs
|WWEursetode Client Instructor Location Webm IE)_|Enr | Mon-2/7 | Tun- 378 | Wed -7 | Thu-3010 | Fri- /11 |
| |
|WWCourseCode Client. | Instructor Lecation [WebexID [Enr | Mon- 3414 | Tue - 3/15 | Wed -3/16 | Tha- 3017 Fri- 318
|
| WWCeurseCorel Client | Instructor |Location Webrx 1D _|Ent | Mon -3/21 | Tve - 322 Wed - 3723 | Tha - 3/24] Fri- /25
|
[ Man - 2728 | Tue - 3/29] Wod -2/30 | Th-3/31] Frl-4/1 |
oDl
Partner: Demo Partner - Giotal | B
| Courseinetivity | WWCourseCode Client | Instructor Location [Webex 1D _[Ent | Mo - | Tue- 415 | wwqmi Thu-477 | Fri-4/8
|

Then you can select the event by clicking on its name. This will bring you to the same display
screen as demonstrated in the “My Scheduled Classes” from which you can click the “Instructor
Invoice” or “T&E Invoice” from the list of links below the class entry:

Scheduled Classes

[starting on or After 1;70921'
|Starting on or Before |4/8/2022

Instructar

Course

Client

Class Dates

28-Mar-2022 - 30-Mar-2022

Pradeep Hanumalah

B&258GIT IBM Cognos Analytics: Author
Reports Fundamentals (V11.1.x) (F61994/
B&258GIT)

Partner: Demo Partner - Global

Partner Class Code: 12345678790

Dema Location

0F:30 AM - 11:30 PM

Prep Request | Reserve a Lab | Courseware | Badge |
Outline | Attendance Sheet | Registration System (| Computer Assignment Sheet | Assessments | Pragress Repart
Client Class Documents | View Setup | Class Materials | Supples jps | Get Eval Links




Submit an Invoice

Once you have logged in and selected a course to invoice against, the last step is to submit the invoice.
When you reach this form, our system will automatically pre-populate any information we already have.
Please verify this information against your records and ensure that the matching information is in your
invoice.

*NOTE: The number one reason for invoices being denied is due to missing information, like our identifier
(Job Code). The number two reason is that the information in the invoice does not match the information
in the Task Order. Please take a moment to ensure your invoice is both complete and accurate.

Instructor Invoice

" First Name " Last Name
| Walt ‘ ‘ Bartsch ‘
* Email " Job Code

wibartsch@sbcglobal.net ‘ ‘ PUB21-19-3048 ‘
LearnQuest Incorporated * Student Attendance Count
AMERICAS-finance@learnguest.com ‘ 0 ‘
United States
United States
“Your Invoice Number * Currency
| Your Invoice Number ‘ ‘ UsD v ‘

*Total Training Cost

= Attach Invoice @

| Total Training Cost ‘ ‘ Choose File | Nofile chosen ‘
Total Course Materials Cost Total Lab Cost

| Total Course Materials Cost ‘ ‘ Total Lab Cost ‘
*Taxes @ Description

| 0 ‘ ‘ Tax Not Applicable V‘
* Total * Attach Instructor Task Order /LQ Purchase Order @

| 0 ‘ ‘ Choose File | Nofile chosen ‘

Send this Invoice to LearnQuest

If the information in your invoice does not match the information on the screen, you may update the
screen, but you will also want to ensure that any deviations are clearly delineated and explained on your
invoice. Updating this form to match your invoice will not make it so that your invoice matches the
original Task Order.



Please upload BOTH your invoice and your counter-signed copy of the Instructor Task Order.

Instructor Invoice

* First Name “Last Name

‘ Walt ‘ Bartsch ‘
* Email *Job Code

‘ wibartsch@sbcglobal.net ‘ ‘ PUB21-19-3048 ‘
LearnQuest Incorporated * Student Attendance Count

AMERICAS-finance@learnquest.com ‘ 0 ‘
United States

United States

*Your Invoice Number *Currency

‘ Your Invoice Number ‘ ‘ usD v‘
* Total Training Cost = Attach Invoice @

‘ Total Training Cost ‘ ‘ Choose File | Nofile chosen ‘
Total Course Materials Cost Total Lab Cost

‘ Total Course Materials Cost ‘ ‘ Total Lab Cost ‘
*Taxes @ Description

‘ 0 ‘ ‘ Tax Not Applicable V‘
* Total = Attach Instructor Task Order / LQ Purchase Order @@

‘ 0 ‘ ‘ Choose File | Nofile chosen ‘

Send this Invoice to LearnQuest

Note: Do not put any special characters in the invoice file name you are trying to upload. The invoice file
format must be PDF. Eventually, you will not need to upload your ITO.




Tracking an Invoice

Invoices are categorized four ways, and can all be viewed easily on the “Instructor Invoice History”
screen which is linked from the Partner Portal Menu on the right side of your screen when you log in. If
you have navigated to another area of the Portal, you can easily return to the home page with the main
menu by clicking “Partner Portal” at the top of the page.

Instructor Invoice History Instructor Portal Menu

Mext 30 days | Next 80 days | Mext 90 days Instructor Home

Quick Dates: - W&fk.l T e Hen iR e EE Instructor Resources
his Month | Last Month Next Month
2022 YTD | 2022 | 2021 Apply To Teach

statbateater [ v|[ v|[ ~]|[c][T][cal My Scheduled Classes
statDate Befors| ][ ~|_ ~][C|[T|[Cal Instructor Invoice History
Job Code Evaluation Histary
Status O submitted O Completed O Mot Submitted O Rejected @ Al Skills Update

Search Invoice Awvailability Calendar

Training Schedule
Report a Problem

Certification Tracking

Once you have clicked “Instructor Invoice History”, you can use the query screen to select a specific
invoice by Job Code or you could narrow your selection by date range or status. To see a complete
history, enter no dates, no Job Code, and set the Status to “All”.

N
e Class is complete
Not ¢ An Invoice has not been submitted via the system.
Submitted )
\
*Some or all of the invoices have been submitted
{ ¢ An invoice for the delivery may be submitted, but Travel and Expenses may not have been submitted yet.
Sme.'tted e The invoice has not been reviewed by LearnQuest's Finance department.
Invoices )
\
*These have been submitted, they have been reviewed, and there is a problem.
Rejected *The reason for the rejection will be noted next to any rejected invoice.
Invoices )
N
*These invoices have been submitted and reviewed.
{ * Any deficiencies have been resolved.
In.v0|ce e Their due date, status, and ultimate Paid Date are all visible.
History )

Not Submitted
This table summarizes any classes which have completed but which have not had an Invoice submitted
against it yet.



Courses appear in this table on the last day of a scheduled session. You cannot submit an invoice for a
class until it has completed.

The “Instructor Invoice” and/or “T & E Invoice” in this table will be hyperlinked to the Invoice
Submission screen.

Note: T&E (Travel and Expenses) are not necessarily applicable and should never be applicable for virtual
training. Please review your Instructor Task Order to verify if any Travel Expenses are expected.

File Edit View History Bookmarks Tools Help = a %
Z Home | LearnCuest Dev Tracker f: Request List x £ Vendors *® £ Instructor Inwoice History £ +

€« (] 0O 8 welipointassessment leamquest.com/ sment/Ig-test/ims-vendor.aspa?realpage=InstructorinvoiceHistory.asp B & = F =
) Import bookmarks... @ Getting Started () Microsoft Office Home @ Problem Reporting - . £ Leamnquest Login [T LeamQuest Request T. &1 LeamQuest Login Bl Login | Ntirety Custo... »

[&?ﬁ@ﬂ&é’t Search for Training

Training | Solutions | Company | Offers | Partners | Trainers | Partner Portal Contact Us 877-206-0106 | Logout E EN

Invoice Not Submitted for following jobcodes

Excel
| JobCode | Course Number| Instructor Name | Start Date | EndDate |Instructor Inveice T & E Invoice
IBM36-18-0029 LO-093101 | Duplicate Instructor Three 109/17/2018 09/20/2018 Instructor Invoice T & E Invoice
IBM34-18-0045MOC-20334-CZ Pradeepyy H 110/15/2018 10/18/2018 Instructor Invoice T & E Invoice Partner Portal Menu
SEC21-19-0001| TWOP3GNL | Pradeep Hanumaiah Hanumaiah 07/02/201% 07/04/2019 Instructor Invoice T & E Invoice
CLY09-19-0001| MOC-40551-PT | Pradeep Hanumaiah Hanumaiah 0%/09/2019 09/12/201% Instructor Invoice T & E Invoice Vendor Home

Course Catalog

Class Schedules

Load Data

Single Class Management
My Scheduled Classes
Invoice History

Training Schedule

Reparts w




Submitted Invoices

This table summarizes any classes for which you have submitted either partial or complete invoicing.
Invoicing could be partial in cases where Travel and Expenses are being billed as actuals after the class. It
is ideal to receive all invoices at the same time, but we understand there are times when receipts need

to be submitted separately.
The invoices have not been reviewed and are neither approved nor rejected yet.
Submitted Invoices
Excel

Green Jobcode = Primary instructor invoice is submitted.
ltalicized + Gray BG Jobcode = Primary instructor invoice is not submitted.

. Student
Job Code Invoice Attendance Currency] Submitted | Instruction| Cours‘e Labs T & L| Other| Taxes| Sub Total TDS Receipts / Invoice|
Number Material
Count
Instructor Invoice|
IBM18-19-00011011 |0 AED 08/01/2022 10 101 1 NA | NA |1 1 0 ITO/PO
Request ITO/PO
Instructor Invoice
BAS48-19-0001)1011 |0 AED 08/01/2022 100 o] o] NA | NA |O 0 0 ITO/PO
Request ITO/PO




Rejected Invoices
This table shows any invoices where a discrepancy has been identified. Those discrepancies could
include but are not limited to:

e Invoicing the wrong LearnQuest entity with complete and correct address
e  Missing countersigned Task Order

e Differing price

e Differing currency

The specific reason for the rejection will be reflected in the “Reason” column. Whenever an invoice
enters this state (and this table) you will receive an email alert so that you know corrections are
necessary.

Clicking the hyperlinked Invoice Number on the invoice’s row will bring you to the Invoice Submission
window where you can re-submit a corrected invoice.

If you believe your invoice is accurate and our rejection is in error, you can contact our Accounts Payable
department at AP@LearnQuest.com.

*NOTE: LearnQuest’s Net Payment Terms begin from the date we received an accurate invoice.

Rejected Invoices

Excel

) Student
Job Code Invoice Attendance|Currency| Submitted |Instruction) Cours.e Labs T & L| Other| Taxes| Sub Total| TDS| Total Rejected Reason| Receipts / Invaice|
MNumbe Material
Count
Instructor Invoice
GCP15-19-00161 0 AED 07/25/2022|1 0 0 NA | NA (O 0 0o 1 test ITO/PO
Request ITO/PO



mailto:AP@LearnQuest.com

Invoice History

This table lists all submitted and approved invoices. It gives you a simple summary whereby you can
track the status of payments sent and due dates.

If you believe your payment due date is in error, you can contact our Accounts Payable department at
AP@LearnQuest.com.

*NOTE: LearnQuest’s Net Payment Terms begin from the date we received an accurate invoice.

Italicized + Gray BG Jobeode = Primary instructor invoice is not submitted.

Invoice History (Completed)

Excel

Green Jobcode = Primary instructor invoice is submitted.

Job Code

Invoice

Number|

Student
Attendance
Count

Currency|

Submitted

Instruction

Course
Material

Labs

T&L

Other

Taxes|

Sub Total

TDS|

Total

Due Date

Paid Date

Receipts / Invoice

PUB21-22-1209

9138

28

usD

06/24/2022

2250

NA

NA

2250

7/24/2022

07/26/2022)

Instructor Invoice
ITO/PO
Request ITO/PO

AMEO07-22-0009

9162

usD

07/12/2022|

4000

NA

NA

4000

8/12/2022

12/23/2021

Instructor Invoice
ITO/PO
Request ITO/PO

AMEO07-22-0009

9162

usD

07/12/2022|

4000

NA

NA

4000

8/12/2022

12/23/2021

Instructor Invoice,
ITO/PO
Request ITO/PO

AMEO07-22-0009

9162

usD

07/12/2022|

4000

NA

NA

4000

8/12/2022

12/23/2021

Instructor Invoice
ITO/PO
Request ITO/PO

AMEOQ7-22-0009)

9162

usD

07/12/2022|

4000

NA

NA

4000

8/12/2022

12/23/2021|

Instructor Invoice
ITO/PO
Request ITO/PO

DUK13-22-0005|

9167

usD

07/25/2022|

5000

1568

NA

NA

6568

8/25/2022

08/23/2022

Instructor Invoice
ITO/PO
Request ITO/PO



mailto:AP@LearnQuest.com

Correcting an Invoice

Ensuring accurate records effectively and efficiently is a critical aspect of invoicing and one of the
primary drivers that led LearnQuest to add this functionality into our Portal. Once you have received a
rejection notice, you will be able to find that same line item in the “Rejected Invoices” table of your
“Instructor Invoice History” screen.

Rejected Invoices

Excel

. Student
Job Code Invoice Attendance|Currency| Submitted |Instruction Cours.e Labs T & I Other| Taxes| Sub Total| TDS| Total Rejected Reason| Receipts / Invoice|
Numbe| Count Material

Instructor Invoice|
GCP15-19-0016 1 o AED 07/25/2022|11 0 o] NA| NA |0 0 0o |1 test ITO/PO
Request ITO/PO

Clicking the hyperlinked Invoice Number on the invoice’s row will bring you to the Invoice Submission
window where you can re-submit a corrected invoice.

Instructor Invoice

The invoice you submitted has been rejected for test

* First Name * Last Name
‘ Pradeep ‘ | H |
* Email * Job Code

p.hanumaiah@gmail.com ‘ | GCP15-19-00164 |
LearnQuest Incorporated * Student Attendance Count
AMERICAS-finance@learnquest.com | 0 |
United States
United States
*Your Invoice Number * Currency

1 ‘ | AED ~ |
* Total Training Cost * Attach Invoice @ View Attachment

1 ‘ | Choose File | Nofile chosen |
Total Course Materfals Cost Total Lab Cost
E | [ |
*Taxes @ Description

] ‘ | Tax Mot Applicable v |
*Total * Attach Instructor Task Order / LQ Purchase Order @ View Attachment

1 ‘ | Choose File | Nofile chosen |

Send this Invoice to LearnQuest

When you reach this form, our system will automatically pre-populate any information we already have.
Please verify this information against your records and ensure that the matching information is in your
invoice.

Please upload BOTH your corrected invoice and your counter-signed copy of the Instructor Task Order.
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