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Introduction
The Mosaic Provider Portal (MPP) is Kent County Council’s (KCC) online system for the

submission of invoices for services provided.

MPP is updated every 30 minutes with details of care packages due to be delivered by care
providers. Providers are then able to record details of services they have provided and
request payment based on KCC orders.

Login to Mosaic Provider Portal
It is recommended to use Chrome to access MPP. The following browsers are also
supported: Internet Explorer and Microsoft Edge.

Use the following link to logon to MPP:

https://kcc-prodpp-
ext.corelogiccloud.co.uk/ProviderPortal/Apps/Security/Login.aspx?ReturnUrl=%2FProviderPortal%?2
FApps%2FSecurity%2FAdmin%2FUserList.aspx

Enter your username and password. You will have setup your password when you activated
your account. If you have not activated your account or, are having issues logging on, please
contact the mosaic support team at: mosaicpaymentqueries@kent.gov.uk

*®Mosaic | Provider Portalss

Login
Please enter your email address and password to login.

Email

Password

Forgotten your password?

q.,
Servelec
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Requesting a Payment
Once logged in to the MPP, the following menu optoins will be displayed:

*Mosaic | Provider Portate: 1 e B ) Servelec®

Welcome to Kent Mosaic Provider Portal

Copyright ® Servelec Abacus 2008-2020 v13.3

Click on the ‘Payment’ tab, and then click on ‘Request Payments’ from the sub-menu in oredr to

submit a payment request:

— 2 O B mosaicproviderportal kent.gov.ulk ProviderPortal/ Apps/ CMS /CMSGat Page.axd Tid s 1

B ompps B Finestrs Admiec Mo B5 Finestra Portal: M. 3 Finestree KN Pages-Home Q9 MewTab () witpe/meomsichent. @) Mosaic Prod B Provider Pomal Ad...

*\Mosaic | Provider Portal:: (4] service orders NS
o nesidemiol ——

Welcome to Kent Mosaic Provider Portal Exquast Paymants
Payment Schedulas
Payment Enquiry
Copyright © Servelsc Abscus J008-2070 w180

By default, all contracts for which the logged-on user may request payments are listed.

The date up to which payments have already been requested for each contract is displayed in the
rightmost column — ‘Paid Up To’.

To request a new payment, click on the calendar icone next to the ‘Pay Up To’ option toward the top
left of the screen. Select the week ending date up to which payments are to be requested (i.e. last
Sunday of the month). It is not possible to select a week ending date that is in the future.

, B-cEN
|/ b2 abacus Extranet Reque: x \\ \

€ C (0 | ® Notsecure | 10.64.129.151/AbacusExtranet_18.2_CU/AbacusExtranet/Apps/Dom/PaymentSchedules/RequestPayment. aspx *lo B

[ .
% Extranet ... (@] eneonasevce o povmens | B @oservelecatocys
S VY VX

Request Payments AAAA

This screen allows you to request payments for one or more Contract. If configured, you will receive an email confirmation once your request has been processed.

PayUpTo  16/092018 ]

[n ™~ rrovid,0 EAEETII o F e mber—omirac e g up
T Su Mo Tu We Th Fr Sa

3B 624 n HCO0000624 Home Care Contracted 03/06/2018

0 Contracts Submit

Using the check box(es) in the left hand side of the screen select the contract(s) for which payments
are to be requested. Ticking the top check box within the heading area will select all check boxes in
the below table:

, B-cEN
|/ b2 abacus Extranet Reque: x \\ \

< C O @ Notsecure | 10.64.129.151/AbacusExtranet_18.2_CU/AbacusExtranet/Apps/Dom/PaymentSchedules/RequestPayment.a

spx | o B

oo
20 S () ety s G P = @ servelecabcs
T VY Y Y-

Request Payments AAAA

This screen allows you to request payments for one or more Contract. If configured, you will receive an email confirmation once your request has been processed.

PayUpTo  10/082018 ]
(5 providor et provider hame e mber———— commat e e up e
L

T _ —
1 Contracts Selected Submit
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Having selected the week ending date and the set of contracts for which payments are to be
requested, click the ‘Submit’ button to make the request.

The following screen will be displayed to advise the portal user that their request is being processed:

: O-cEN
/it Abacus Exrane: Reauec x\\ \

= C 0 @ Notsecure | 10.64.129.151/AbacusExtranet_18.2_CU/AbacusExtranet/Apps/Domy/PaymentSchedules/RequestPaymentComplete.aspx #o @ ¢
oo
LJ o

3 Extranet ... 8] essomn [ rien] o | F1B @hservelecabocs
Request Payments AAAA

Thank you. Your request to create payments for the selected contracts has been received.
If the system has been configured to do so, appropriate notifications will be sent via email once your request has been processed.

You will be able to view the results of processing using the Payment Schedules screen.

Copyright ® Servelec Abocus 2008-2019 v18.2.1

Click on the ‘Payment Schedule’ hyperlink to navigate to the enquiry, where the results of processing
may be viewed. Alternatively, via the ‘Payments’ tab at the top of the screen, click on ‘Payment
Schedules’ to access the enquiry screen.

%MOSBIC PFOV]der Portal:""” m Payments
Provider Portal

Welcome to Kent Mosaic Provider Portal Request Paymaents
Fayment Schedylas
Paymant Enquiry

apyright © Servelec Abacus 7008 2020 viBd

It may take a minute or two for the Request Payment process to complete at which point the results
will appear.

Payment schedules enquiry
The Payment Schedules enquiry screen has the following appearance.

The Search Criteria panel provides a means of filtering the enquiry results which are displayed in the
results paneljon the right-hand side of the screen.

O--Em
J’Ii,: Abacus Bxtranet: Non-Re xliL
< C O | ® Notsaflre | 10.64.129.151/AbacusExtranet_1B.2_CU/AbacusExtranet/Apps/Dom/PaymentSchedules/Lister.aspx #/ 0 @ :
*-@
*5. Ext t
fo EXUANPTL 2. {4 esss0io]service oers]paymeres | FIES servelecabocis
Non-Residential P .yment Schedules AAAA
Search Criteria @ | Payment Schedules
#h Search @ Reset % Clear Filters (& Export Views: | System v
General @ T Reference Provider Contract Date From Date To T visit Based
Provider: Select an Item e~ 04/06/2018 10/06/2018 No
: 28/05/2018 03/06/2018 No
Contract: Select an item... w0
21/05/2018 27/05/2018 No
Covering part or all of the period 14/05/2018 20/05/2018 -
Date Period;  From: 14/09/2017 I 07/05/2018 13/05/2018 No
To: 30/04/2018 06/05/2018 No
Unprocessed Provisional Invoices Having: 23/04/2018 29/04/2018 o
+ No Provisional Invoices. 16/04/2018 22/04/2018 No
 Provisional Invoicas that are Awaiting Verification 09/04/2018 15/04/2018 No
+ Verified Provisional Invoices 02/04/2018 08/04/2018 No
Payment Invoices Having:
 Unpaid Invoices  Suspendad Invoices
 Authorised Invoices  Paid Invoices
Unprocessed Visit Amendment Requests Having:
. Raquests that ars Awaiting Verification
 Verified Requests ) ) i
- Daclined Requests € Clraget of1l )} N1 C | pagesize: Auto ~ Displaying 1 - 10 of 10
D New

Copyright © Servelec Abacus 2008-2019 v18.2.1
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Structure of a payment schedule
By double clicking on the appropriate line in the Payment Shedules screen, you will have access to
the payment summary screen.

/:;: Abacus Extranet: Non-Re X \\ |

<« C O | ® Notsecure | 10.64.129.151/AbacusExtranet_18.2_CU/AbacusExtranet/A

oo
.%. Extranet 18.2.1 ml
The Upper section of the Payment Schedule will display

Back | _ Edit | Delete | Auditiog| | References

a summary: Provider Name, Contract, Period of which

Summary

Provider the payment is being made and the Total Value
Contract

Reference HC00000624-04062018-10062018

Payment From 04/06/2018 To 100672018

Visit Based

Total Value £2,311.82

Unprocessed Provisional Invoices

¥ 7 Invoices 'Awaiting Verification', totalling £2311.82 List

® 0 ‘Verlfied Invoices, totalling £0.00 Add The lower section of the screen shows the workflow
Payment Invoice . .

R S s e through which payments will move as they change
10} Susperdecininkcess Wtaitng €000 state within the payment process.

¥ 0 'Authorised’ Invoices, totalling £0.00

¥ 0 'Paid’ Invoices, totalling £0.00

Copyright © Servelec Abacus 2008-2019 v18.2.1

Unprocessed provisional invoices
Unprocessed provisional invoices with a status of ‘Awaiting Verification’ represent unclaimed

payment invoices.

The list of unprocessed provisional invoices is accessed by pressing the ‘List” button within the
‘Unprocessed Provisional Invoices’ section of the Payment Schedule:

Unprocessed Provisional [nvoices
# 7 Invoices ‘Awaiting Verification’, totalling £2311.82 Lt

# 0 “Verifled' Invoices, totalling £0.00 Add
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This action navigates to the following screen where the list of invoices is presented:

/5 Avacus bxvanec o % L o-oxm
€ C O | © Notsecure | 10.64.129.151/Abacuskxtranet_18.2 CUybacustx

%5 Extranet ...

Non-Residential Provisional Invoices

null&pScheduleld=158id=158awoil=truedver=trueSpSWE=0107/.. @ %| O [@ 1

@ servelecabacus

‘This screen sllows you & maintain Frovisionsl Invoicss.

Back

® Detail

T
18083018 Vesity fl Awaiting Verification £257.41 o -
18082018 .| Vesily L Amaiting Verfication £185.59 o -
182018 | .| sty 1 Amaiting Verification £1032.03 o -
18092018 | . ety 1 Awaiting Verification £216.93 o -
80820 ety 1 Aaiting Verihcation 7038 o -
18082018 Vesty 1 Awaiting venfication 25952 o -
180208 | | Vesity L Awaitng Verification £271.84 o -

0 Provisionsl Invoices Selected Rocase || Duiets | Vordy || Unvery | _Prime |

Amending the provisional invoice

As noted above, the initial status of a provisional invoice is ‘Awaiting Verification’. The next stage in
the payment workflow is the transition from ‘Awaiting Verification’ to ‘Verified’. The service provider
will amend provisional payments by exception, making changes where they know that planned
service was not delivered. An additional tool that the service provider might use is the content of the
‘Payment’ column which shows the value of the payment that the provider portal will pass forward
for payment; if this value does not match the amount that the service provider is expecting,
amendments might be made to remedy this.

B Service User Ref Service User Name Payment Ref Invoice Date Update - Status Payment N

T - v Y T
18092018] .. | Veriy 1 Awaiting Verification £257.41 1) *®
18092018 Verfy 1 Awaiting Verification £185.59 1) @
18092018 Verty 1 Awaiting Verification £1032.03 1) ®
19082018 [ Veriy 1 Awaiting Verification £216.93 1) @
18082018 Verify 1 Awaiting Verification £70.98 (1) L
18082018| | | verfy 1 Awaiting Verification £259.52 [ ®
18082018 . Verty 1 Awaiting Verification £271.84 (1) *

To make changes to a provisional invoice, click on the hyperlink service users name in the Service
Username column;
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For SIS, Supported Living or Respite Units
A pop-up window containing the underlying detail of the provisional invoice is displayed:

53 Apacus Eraner Nomse % W

€ C O | Notsecure | 1064129151 Abacuskxtranet_16:2_CUfAbacusEstranetApps/Tiomy Proformalvoice/ViewMonVisitinvoices.aspi?=rullipScheduleld =1 28id =12 await —ruefiver—tnedpSWE=1006/20.. | @ [ i

Cost
2108 %
Zm X
28 X

The claim for payment is expressed in terms of two different types of units:

e Delivered Units
e Non-delivery units

The objective is to record the actuals of the delivered hours, this is to be recorded in the ‘Delivered’
column. Do not amend or use the ‘Non-delivery’ column.

The units will be equal to a 1/2 hour, one hour, or one day etc, dependent on the service type.

Having made the required adjustments to the delivered units column, press Save to close the pop-up
window, returning to the list of unprocessed payment invoices.

As the term suggests, service that was delivered to / received by the service user is recorded in the
Delivered Units column. Amendment is simply a matter of overtyping the default value.

For Homecare Individual Contract Units
A pop-up window containing the underlying detail of the provisional invoice is displayed:

Week Ending Rate Category Planned Delivered Unit Cost

379.5 Money(£s) £1.00 £79.50 rox
379.5 Money(£s) £1.00 £379.50 x
379.5 Money(£s) 100.00 £1.00 £100.00 %
379.5 Money(£s) £1.00 £379.50 x
Add

2

The objective is to record actuals of what was delivered to the client each week and that should be
recorded in the ‘Delivered’ column.

The units for homecare individual contract are recorded as £1 per unit. These can be entered up to
the planned total amount (which will match the agreed weekly amount from the client’s Purchase
Order). Amendment is simply a matter of overtyping the default values.
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Having made the required adjustments to the delivered units column, press Save to close the pop-up
window, returning to the list of unprocessed payment invoices.

Payment Ref and Invoice Date

Following the Service User Name column are two columns headed Payment Ref and Invoice Date:

L] Service User Ref Service User Name Payment Ref Invoice Date Update e Status Payment

v v T T
18082018 | .. Verify 1 Awaiting Verification £257.41 L] -
180872018 | .. Verify 1 Awaiting Verification £185.59 1] k4
18/08/2018 | .. Venfy 1 Awaiting Verification £1032.03 o L.d
180972018 | Verify 1 Awaiting Verification £216.93 o -
180082018 | ... Verify 1 Awaiting Verification £70.98 o L J
18/08/2018 | .. Verify 1 Awaiting Verification £259.52 L1 -
18108/2018 Verify 1 Awaiting Verification £3271.84 o L

e The ‘Payment Ref.” column is optional. This column might be used to record an internal
(provider) reference. The reference is carried forward onto the payment invoice and4
visible and reportable in the Extranet.

e ‘Invoice Date’ defaults to the date that payments were requested.

Adding Notes to the Provisional Invoice

A note may be added to the provisional invoice by clicking on the “"icon in the Notes column.

[ )|

Invoice Note:

e Private notes are intended for
use by the service provider whilst they
are working on a provisional invoice
before it is ready to be submitted to
Kent County Council for payment. The
presence of a Private notes will be

® Private Note () Note viewable by the Council on the Payment Invoice

highlighed in a blue icon

e Notes that are viewable by the local Authority : the service provider may wish to
communicate the Council additional informations about a specific claim for payment. Notes
viewable by the local Authority will be highlighed in yellow

M
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Edit status

The final column in the table indicates the edit status of an item, being one of the following:
A ‘save’ icon indicates that the provisional invoice has been altered in some way.
A closed book indicates that the provisional invoice has not been viewed.

An open book indicates that the provisional invoice has been viewed but has not been
altered.

Verifying payments
Verifying a provisional invoices will alter the invoice from ‘Awaiting Verification’ to ‘Verified'.

Service User Ref Service User Name Payment Refl Invoice Date Update Weeks Status

— I 14092018 | | | Verity 1 Aweaiting Verification £257.41

14/09/2018 | | [ Medy 1 Awaiting Verification £185.59
Upon clicking the Verify button the service provider is presented with a verification message which
must be read carefully. Select ‘Yes’ if you are happy to verify the invoice:

Verify (]

9 | declare that the information | have given on this form is correct and complete. |
understand that if | knowingly give information that is incorrect or incomplete, | may be
liable to prosecution or other action.

After having verified a provisional invoice the payment is moved one step further along in the
payment workflow to “Verified”:

Unprocessed Provisional Invoices

¥ 0 Invoices 'Awaiting Verification', totalling £0.00 List
¥ 7 'Verified' Invoices, totalling £2308.32 Add
Payment Invoice

¥ 0 'Unpaid' Invoices, totalling £0.00 List
¥ 0 'Suspended' Invoices, totalling £0.00

# 0 'Authorised' Invoices, totalling £0.00

¥ 0 'Paid' Invoices, totalling £0.00

By verifying a provisional invoice the service provider is submitting the invoice for processing by Kent
County Council. Once processed by the Council, the invoices are available to view in the “Payment
Enquiry” screen. Follow steps in the reporting section of this document below on how to access the
payment enquiry screen.

Un-verifying payments

The invoice verification process may be ‘undone’ in a similar way to that used when verifying the
provisional invoice. First of allselect ‘List’ from the “Awaiting Verification” line and select ‘Unverify’.
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Reporting

The Payment Enquiry menu option holds all of the verified invoices that have been processed for

payment by Kent Council. Invoices will initially appear in this screen as:
“Unpaid” — Invoice is to be paid at the next payment run.

“Suspended” — Value is over the contractual amount and will not be paid until amended.

~/

L4 - .
355 Frovete Potal Admen Job Serv: X 350 M x + - o
- C O ©® Notsecuo | ivtes-app014: ageandlic * = O
H Agpe 550 FestaAdmin Mo 353 Finewa Porta Me. 30 Finews KD Page-Home @ NewTab @ Mipsiimowcikent. @) MowicProd 33 Provide fomalAd. 850 ProviderPoral A B35 Monsic Provider P B0 Motaic Provider P

° o
o3, Extranet ... (4] scrvice oroers RO /|3 @) servelecabac
I V V'Y

Welcoma to Kert Mosaic Provider Portal

uicy

Copyright © Servelec Abarus 2008-2030 vi83 L

As indicated by the content of the Search panel which may be used to filter the payment invoices .

2 Abacus Extranet: Non-Residentis X JIES - oIl

€ C O @ Notsecure | 10.64.129.151/AbacusExtranet_18.2 CU/AbacusExtranet/Apps/Dom/ProviderinvoiceExt/Lister.aspx Q v« o@EQ@ 6 :

e 5
%30 Extranet ... i

Non-Residential Service User Payment Enquiry

———

# Search  # Reset % Clear Filters 3 Export Views: [ System v
General © 7 Invoice No. Contract Provider ¥ Payment ¥ Service User Period Period To Net Payment Status
Ref. From
Pavioes omtorieidre it 11/06/2018  17/06/2018 £257.41  Unpaid
Contract: fect Ha it o'~ 11/06/2018  17/06/2018 £1,123.08  Unpaid
Service User:  Select an ite ~lhe 11/06/2018  17/06/2018 £216.93  Unpaid
e 11/06/2018  17/06/2018 £88.50  Unpaid
Status 11/06/2018  17/06/2018 £259.52  Unpaid
o Unpaid v Pad 11/06/2018  17/06/2018 £289.36  Authorised
v Authorised v Suspended 04/06/2018  10/06/2018 £257.41 Paid
s 04/06/2018  10/06/2018 £185.59 Paid
Falling within the period 04/06/2018  10/06/2018 £1,032.03 paid
Iovoice Dater Froms 21/09/2017 T 04/06/2018  10/06/2018 £216.93 Paid
04/06/2018  10/06/2018 £67.48 Paid
o 04/06/2018  10/06/2018 £259.52 Paid
Falling within the period 04/06/2018  10/06/2018 £289.36 Paid
Week Ending: 28/05/2018  03/06/2018 £262.22 Paid
28/05/2018  03/06/2018 £187.84 Paid
28/05/2018  03/06/2018 £1,055.07 Paid
28/05/2018  03/06/2018 £222.74 Paid
Status Date: 28/05/2018  03/06/2018 £266.64 Paid
28/05/2018  03/06/2018 £298.26 Paid
21/05/2018  27/05/2018 £257.41 Paid
. Hide retracted and retraction invoices
€ C iPge 1 ofa] ) | C| Pagesize: 20 ~ Displaying 1 - 20 of 75
15 Reports

Search for ‘Suspended’ invoices

In order to list suspended invoices, simply clear all search criteria except the Suspended check box
and click Search. A list of suspended invoices will appear. These will not be paid until agreed with
Kent County Council.

In the case that an amendment to the value being claimed is required, the invoice will need to be
retracted and resubmitted at the agreed value. In order to do this, please refer to the “How to
retract and resubmit a suspended invoice” section of this guide below.
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Search for ‘Unpaid’ invoices

In order to list unpaid invoices, simply clear all search criteria except the Unpaid check box and click
Search. A list of unpaid invoices will appear.

These will be paid in the next payment run completed by Kent County Council and the status will
then change from “unpaid” to “paid”.

Search for ‘Paid’ Invoices
Clear all search criteria except the Paid check box and click Search. A list of paid invoices will appear.

Payment invoices given a status “Paid”, are due to be paid into the providers account within the next
few days or, have already been paid into the account.

Frequently Asked Questions / Troubleshooting

How to retract and resubmit a suspended invoice
The lower section of the payment schedule shows the workflow through which payments will move
as they change state within the payment process.

on-Residential Payment Schedules

Back | _ Edit | Auditlog| | References | The Suspended invoice will be flagged under
Summary the section “Suspended” Invoice.

Provider
The list of suspended invoices is accessed by

pressing the List button within the ‘Payment

Contract

Reference
Payment From 14/10/2019 To 271072019

H 7
visit Based Invoice’.
Total Value £59,765.27

Unprocessed Provisional Invoices

# 9 Invoices 'Awaiting Verification', totalling £3947.96
# 0 'Verified' Invoices, totalling £0.00

Payment Invoice

¥ 1 'Unpaid' Invoices, totalling £876.20 | List
¥ 1 'Suspended' Invoices, totalling £80.88
# 0 'Authorised' Invoices, totalling £0.00

# 129 'Paid’ Inveoices, totalling £54860.23
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The list button will provide access to all invoices within the payment schedule with their status

within the payment workflow.

Back

Payment Schoduls

Raterence
Providar
Contract

Period From  14/10/2018 To 7/1042019

% Flters

<<1234567891011121314>>

To Retract the suspended invoice :

1- Select the suspended invoice

2

with the retraction

invtes-app014 says

Upon confirmation, Abacus will attempt to mark the selected Payment
Invoice as retracted and create a contra copy of the Payment Invoice; it

is not possible to undo this action.

Are you sure you wish to retract the Payment Invoice

(N
“ cance'

Confirmation message

0 The Payment Invoice has been retracted.

OK

1471012019

7/10/2019

et Payment
£296.56 Pail

141072019 702019 £471.90 Paid
1471072019 2T0/2019 £318.580 Paid
14/10/2019 2r0/2019 £80.88 ]
14/10/2019 27/10/2019 £1.277.23 raid
147102019 27/10/2019 £1.226.68 Faid
147102019 27/10/2019 E£80.88 ‘Suspended
147102019 27/10/2019 £283.08 vaid
14/10/2019 2741042019 £121.32 Paid
14/10/2019 TLV2019 £1,226.68 paid

Print | [ invoice Lines || Costed Visits

FRemacy

E4/10/201% 78072048 £3,726.68 Paid
14/10/2019 271078019 EB0.88 Suspended
14/18/201% 27/08/2019 E283.08 Padd
14/10/2019 27/20/2009 E121.32 Paid
14/10/2019 27/80/2019 £1.226.68 P

Print | | levoice Lines || Cosied Visits Fintract

Click on retract >> A pop up message to follow confirming if the user wishes to proceed

3- You will now need to click on “Add” next to the “Verified invoices totalling...” line in
order to reprocess the retracted invoices.

Mosaic Provider Portal — Guidance
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CSO015745%6-1410201 9 % f 2019 00:00:-00)

4- After clicking “Add” the above screen will appear. Select “OK” here.
5- Finally select “List” next to the “Invoices awaiting verification line...”. And nhow amend
and verify the invoice.
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Deleting a payment schedule that was created in error

This error is easily rectified as a Payment workflow that have transitioned beyond their ‘Awaiting
Verification’ may be deleted.

- \
/33: Abacus Extranet Non-Re X ‘\\ \

< C O O Notsecure | 106

*;; Extrane

Non-Residential Payr .ent Schedules

Back |  Edt | Delete | Auditiog|  Reterences

Summary
Provider
Contract
Reference
Payment From
Visit Based
Total Value £2,311.82

Unprocessed Provisional Invoices

¥ 7 Invoices "Awaiting Verification’, totalling £2311.82 Lt

¥ 0 'Verified' Invoices, totalling £0.00 Add
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