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Governance Service and Finance

Monthly Billing Volume Consolidation and Bill Production

Introduction

Purpose

The purpose of this document is to provide standard operating procedures for monthly fee for

service (FFS) volume collection, billing and FFS reports to agencies.

Overall process flow

Collect
volume data

—>

Create a new
Managing
Director’s

report

Create Fee
for Service
reports

Record other

ppp{ | charges on

FFS reports

Prepare
requests for
invoices

. Complete
MD’s report
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Fee for Service Billing timeline

EOM Task -3 -2 -1 1 2 3 4 5 Responsible Comments
1 | Pricing volume templates distributed Product Analyst
2 | Volume templates completed
Various
3 | Volume template accuracy verified
4 | Volume templates authorised 1200 Product owner
5 | Volume templates returned Various
6 | Volume templates received and collated
Product Analyst
7 | Fee for service reports completed 1300
8 | Fee for service reports reviewed and checked Business Analyst
9 | Request for invoices prepared 1400 For SPA, JJ, AA, AHO only
Product Analyst
10 | Summary of Service Schedules prepared 1400 For CS, HNSW, ADHC only
All agencies: Request for Tax
11 | Authority to invoice approved 1400 CFO Invoice & Summary of Service
Schedules
12 | Authority to invoice delivered to AR 1400 Product Analyst
13 | AR invoicing and collection processes Various
14 | MD's report completed CcoB
Product Analyst
15 | FFS reports distributed to client agencies COB
Legend | Corporate Finance | Metric providers | Product owners | Accounts Receivable
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Governance Service and Finance Monthly Billing Volume Consolidation and Bill Production

Audience

The audience for this document includes:

e Process Owner: Corporate Finance

e Product Analyst

e Corporate Finance Staff

e Service Metric Providers

e Product Managers

e Service Owners

e Business Leadership Team (BLT)

Roles and responsibilities

Role

Responsibilities

Product Manager

Signs off on monthly Billing Volumes — confirming key controls and process
compliance.

Product Owner

Responsible for developing and publishing data collection procedures,
checking and validating billing data, ensuring that data maintenance
complies with audit requirements / potential billing queries, and sending
data on a monthly basis (or as agreed) to Corporate Finance.

Service Owners

Develops and maintains Data collection procedures and is responsible for
ensuring that data regarding strategic, tactical and operational outcomes
and KPIs is captured and stored.

Service Metric
Provider

Responsible for ensuring that processes are followed to accurately capture
the metrics; obtaining volume data; storing data in line with audit
requirements and potential billing queries and providing billing data for
review each month by the product owner.

Corporate Finance

Responsible for monthly billing and reporting activities as well as advising
Businesslink management on product pricing matters.

They are also responsible for overseeing that the billing and reporting
process is performed in accordance with the agreed quality and timeframes.

Corporate Finance analyses and reports on monthly revenue and budgets.
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How to read this document

Keystrokes and buttons
Buttons and keys are referred to square brackets around them, for example:

e Click [OK] means click on the button on the screen with ‘OK’ on it with the left button of your
mouse.

e Press [Enter] means press the Enter key on your keyboard.

Where you are required to hold down one key and press another, the instruction will be something
like this:

e Press [Ctrl]+[C] to copy the data means hold down the Ctrl key on your keyboard and then
press the letter ‘c’.

“Clicking” means clicking with the left button of your mouse unless instructed otherwise.

Typing into fields
Where you are required to type data in to fields, the instruction will be something like this:

e Type your user name in the User field.

Field names are always in italics and if you are required to type in something literal, it will be in
between single quotation marks. For example:

e - Type ‘110’ in the Client field and then press [Enter].

If there are several fields that need to be completed on a screen, the instruction will be something
like this:

o Complete the following fields on the SAP log on screen and then press [Enter] when finished:

Field Particulars

Client Type ‘110'.

User Type your user name.
Password Type your password.

Version: 1.0 - 7 March 2011
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Menus

Where you are required to use the menu at the top of the screen, the instruction will be something
like this:

. From the menu. select Eile >

Perm|ss|on 9 DO NOt Egd'rt View Insert Format Tools Table Window Help
a W.... - i Normal - Arial
Distribute means click the File =5 o, ko [ .gr.e‘..n‘..m.‘.n. —————
menu, then click Permission I i Finance] ' ‘ ‘ '
and then click Do Not Distribute | |l save B
from the sub-menu. [
&9 SaveasWeb Page...
2 Fie Searcﬁ.../ 2. Click here
Permission P |||w | Unrestricted Access
Versions... Do Not Dmﬁbute__.(_ 3. Clic.k here
Web Page Preview Restrict Permission As... N G e
Page Setup...

Pop-up menus are usually activated by clicking with the right button of your mouse. The instruction
will be something like this:

. Right-click on the cell and 1. Click here
select Format Cells means N R
click the cell with the right =
button of your mouse and then S 33l copy
click Format Cells on the pop- :  mo
up menu. ]
Do Dnsert.
. Delete...
’ ° Clear Contents
d Insert Comment
7 Format Cels.. €= 2. Click here
DIk From DOm-down LSt |eveeeseremioe
Version: 1.0 - 7 March 2011 SOP manual
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Collecting volume data

Overview

Volume data is captured each month to generate monthly fee for service invoices and reports. At
the end of each month, the Product Analyst prepares and issues templates to metric providers and
product managers for completion. Metric providers enter actual volume data and make
adjustments to previous volume data for billing purposes.

The completed templates are returned to the Product Analyst who collates them and then uses the
data to produce Fee for Services reports.

Process flow

Volume data collection

Creates new ' Distributes Next process:
templates 1 templates FFS reports

Product
Analyst

S h 4
3
D:.) Cozmﬁ:‘:’;he Returns temlates
5 3
S
é % Verifies template
=t % accuracy
o=
Procedures
This process requires the completion of the following procedures:
Procedure Performed by To be completed by
1. Creating new volume templates Product analyst Three working days before month
end
2. Distributing the volume templates | Product analyst Three working days before month
end
3. Completing the volume templates | Metric providers First working day of the month
4. Verifying template accuracy Service owners First working day of the month

Version: 1.0 - 7 March 2011
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5. Signing off and returning the Product managers | Noon - second working day of the
template month

1. Creating new volume templates

The Product Analyst creates new volume templates from the previous month’s files.

This task is to be completed three working days before month end.

Follow the steps below to create new volume templates:

Step | Action Key points

1. Browse to the Billing e The path to the Billing Volumes & Templates folder is
Volumes & Templates Q:\Commercial Ops&Corp Serv\Billing Data &
folder. Reports\Billing Volumes & Templates\

2. Create a new folder for the | e Open the folder for the current financial year.

thb ing th . : .
perCiousyrrﬁgﬁ%/rI]r’]s?folger ¢ Right-click the previous month’s folder and select Copy .
¢ Right-click in the right window and select Paste to create

a new folder.

@ Q:\Commercial Ops&Corp Serv\Biling Data & Reports\Biling Volumes & Templates\2

File Edit View Favorites Toolk Help
@Backv >0 ﬂ‘|, ! Search ||~ Folders|'

Address. |l.j Q:\Commercial Ops&Corp Serv\Biling Data & Reports\Biling Volumes & Templatesi2010-11

Folders x| Name = | Size | Type
: = 201 Jul 10 File Fu
Y al
] DIV\.S)DH on Bnchpz(\fbmpvﬂ\ﬂ;erver - 202 Aug 10 Fie Ft
) Businessink on 'Bnpcfpz0_bnpvfil_ser 503 Sep 10 File Ft
) Special on 'Bnpcfpz0_bnpvfill_server\| 504 0ct 10 File Ft
Commerdial Ops&Corp Serv 205 Nov 10 File Ft
() Administration Deguliy File Fe
3 AL BizLinkReports H)2010-  Explore 30KB Micro
- b7 i Open
(23 Audit Reports Ssarch
(=3 Biling & Reporting
|} Biing Data & Reports Scan for Viruses...
B I3 01 New Product Development
5 2005-06 N NetWare Copy...
=) Annual Planning N Novel Map Network Drive...
H |2 Biling & Reporting
N -
Biling Reports N zaNag;Fﬂes...
Biling Volumes & Templates SR View >
1 [ 2005-06 N Trustee Rights... T —
H (3 2006-07 i N Inherited Rights and Filters... Arrange Icons By ¥
® [ 2007-08 — Refresh
= 3 2008-09 LD : P
® 0 2009-10 = ustomize This Folder...
H 2 01dul10 Paste Shortcut
¥ 3 02 Aug 10 Create Shortcut T —
® 3 03 Sep 10 Delete L i
¥ ) 04 0ct 10 pEi i Properties
& ) 05 Nov 10 Properties

] # ) 06 Dec 10

e Select the new folder, press [F2] and rename it to reflect
the current month. For example if, the previous month’s
folder is 06 Dec 10, the new folder's name would be 07
Jan 11.

e i |/ ) Search lik: Folders HEI'

Imercial Ops&Corp Serv'Biling Data & Reperts\Biling Volumes & Templates\2010-11

X | Name =~ | Size

rgrr—— | [0 AT z e =
i |~ g
zu,bnpvﬂ\ﬁ,server_l 202 Aug 10 Ops&Corp Serv\Biling Data & Reports\Biling Volumes &
pcfpz0_bnpvfill_ser (203 Sep 10 = =
10_bnpvfill_server\l 204 Oct 10 ‘ mm—l
Irp Serv [£105 Nov 10 vfils_server' & jUZ ALL‘Jg 10

)06 Dec 10 brpvfil set | 503 Sep 10
ts zcwlt\rlfclume collection regist... fi1_server\| D04 Ot 10

s Copy of 05 Dec 10 | 205 Nov 10
g 1206 Dec 10
ports 212010-11 volume coliection regist...

° Juct Development dElnil
Version: 1.0 - 7 March 2011 SOP manual
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Step | Action

Key points

3. Clear the previous month’s
source files.

Delete all the files in the new folder except the master
templates. Do not delete the following files:

BS (month year).xls
FS (month year).xls
HR (month year).xls

IT (month year).xls

4. Rename master templates.

For each template file, select the file, press [F2] and
rename it to reflect the current month. For example if the
current month is January 2011, then the Business
Services template would be named BS Jan 11
Template.xls.

5. Delete supporting
documents from the
previous month.

Delete all files in sub-folders.

6. Open the newly created
template file.

Version: 1.0 - 7 March 2011
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Step | Action Key points
7. Update the Adjustment tab. | e Select the previous month’s rows including the total row.
e Copy the selected rows.
e Paste the copied rows into the cell below the previous
month’s totals.
e Select the previous month’s data rows and from the from
the Data menu select Group and Outline - Group .
Notes:
1. Do not select the total row for the previous month.
2. Do not delete the agency columns.
@Eﬂe Edt Vew Insert Format Ioc\smmndow Help
DEHRIS|B B9 st .8 < B I
Ad4 - # AANS Eiter »
1[z0] A B | rem.
+ 4 Subtotals...
+ 17 Valdation... L Tot
+ 27 - 1
+ 36 Table... 71.0
[ADHC: Business S Text to Columns... December
Consolidate...
Group and Outline ¥ | =% Hide Detal
[id PivorTable and PivotChart Report... %2 show Detal
Import External Data » ‘4 Group...
List » | = Ungroup... K
o Business§ »|  mtooutne B
Clear Outline
38 | Seftings...
e Click the minus sign next to the newly group cells to hide
them.
i
38
. ECS
. 40 |HNSW
o 41 |DHS
. 42 [
o 43 |AHO
. 44 [AANSW
=] 45
\ [ADHC
46
ADHC
e Delete any data from the previous month in the pasted
cells.
¢ Replace the month in the total row with the current
month.
e Save thefile.
8. Update the Volume tab e Click the Volume tab.
headin .
g ¢ Change heading at cell Al to the current month.
Version: 1.0 - 7 March 2011 SOP manual
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Step

Action

Key points

Display the actuals
columns for the current
month

Display the hidden columns:

Select the last data column for the previous month and
first total column.

Hint: There will be hidden cells between these columns.
It looks like columns are missing.

]
]
il
o
2
A

m

= ] EE

ginal Mm,l__ Ry

ing Office |AfFairs NS'W

Right-click on one of the selected columns and from the
menu, select Unhide .

Abori I
ice |Affairs ¥ Cut

=3 Copy I

AA
) De|

a2

Insert

Delete

Clear Contents
5 Eormat Cels...

Column Width...

Hide

Unhide

Insert Page Break

Set Print Area
Reset Print Area

Page Setup...

Hide future months columns:

Select the columns from the next month through to
column ED.

Right-click and from the menu select Hide.

10.

Copy existing non-standard
entries to the new month

Refer to the previous month’s data and copy any cells
that are highlighted with a yellow background and red
text.

Paste them into the corresponding cells for the new
month.
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Step

Action

Key points

11.

Update the Current Month
Calculation column for
each client (columns ED to
EK)

Note down the columns for both the previous and current
month’s actuals for the client. For example, for December
2010, ADHC actuals were entered in column BL.

Select the Current Month Calculation column for the
client. For example, for ADHC, it is column ED.

0]
il
[
kL
o
=
A
5
gl
L
iz
Ly
il
W)
m =

Click here |

Jan-11 Jan-11
- s - $

r

Press [Ctrl]+[H] to display the Find and Replace box.

Type the previous month’s actuals column for the client in
the Find what field. For example, if the previous month is
December 2010 and client is ADHC, you would type ‘BL’.

Type the current month’s actuals column for the client in
the Replace with field. For example, if the current month
is January 2011 and client is ADHC, you would type ‘BV'.

Click [Replace All].
2| x]

Find Replace |

Find what: @
Replace with:

=l

=
Options = |
Replace All | Replace | Find All | FEind Next I Close |

Note: Make you sure you repeat this step for all client
agencies.

A message will display with the number of replacements
made. Click [OK].

Microsoft bxcel x|

\!.) Excel has completed its search and has made 41 replacements.

Click [Close].
The Find and Replace box closes.

Repeat this step for the remaining client columns.

Save the file.

12.

Repeat steps 6 — 12 for all

remaining template files.

Version: 1.0 - 7 March 2011
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Step

Action

Key points

13.

Next procedure

2. Distributing the volume templates

2. Distributing the volume templates

The Product Analyst distributes the new volume templates to metric providers by email. Completed
templates are to be returned by COB on the first working day of the month.

This task is to be completed three working days before month end.

Follow the steps below to distribute the volume templates:

Step

Action

Key points

1.

Distribute the new volume
templates by email.

¢ Refer to the Volume templates distribution list on page
84.

¢ Include the return date (first working day of the month) for
the return of the completed templates in the email.

Create a reminder and
follow up if required.

e Create a reminder in Outlook for the second working day
of the month to follow up any templates that have not
been returned.

3. Completing the volume templates

Metric providers use their own procedures to complete the volume templates and return them to
the Product Analyst.
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4. Verifying template accuracy

Service owners or production coordinators review the completed templates for accuracy and
investigate any abnormalities.

This task is to be completed on the second working day of the month.

Follow the steps below to verify template’s accuracy:

Step

Action

Key points

1.

Review raw data and
complete the billing
template with summary
data

Review data:

Check abnormalities of volumes or significant variations
from previous months and investigate by liaising with
service metric provider.

Investigate billing anomalies and comment on significant
variations in volume from previous months. Obtain and
review commentary from service metric providers on
trends in volume data. Update commentary as
appropriate for submission to clients in the Fee for
Service report

Record adjustments for previous months with
commentary on the Adjustments tab of the billing
template. Comments must explain the reason for the
adjustments and actions required to address in the
future.

Obtain approval.

Send the template to the product owner for sign off and
approval.

Save the file on the team
drive.

Save source data on team drive according to audit
requirements.

Maintain hard copy records as specified in the product
SOP.
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5. Signing off and returning the template

The product manager approves the template.

This task is to be completed before 12 noon on the second working day of the month.

Follow the steps below to sign off the template:

Step | Action Key points
1. Check the template data. e Check the template data for reasonableness.
¢ Confirm that control points are in place and have been
monitored.
2. Return the template e Email the template to the Product Analyst, Corporate

Finance advising the data has been approved.

Procedure check lists

Volume templates distributed
D Business Services
D Financial Services
D Human Resources

D IT Services

See Volume templates distribution list on 84 for the recipients.
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Creating Fee for Service reports

Overview

The Product Analyst prepares Fee for Service reports from volume data received from the metric

providers.

The reports provide information on volume data and trends, the cost for products provided during

the previous month and commentary on any significant variations from previous months.

Process flow

Fee for service reports

Start Collate volumes
templates

A 4

Volumes and Billing

OH&S Service

HR Forms Elimination Billing
Service Summary report
ADHC FMS information

Product Analyst
ooooo

Record charges from these reports:

> Creates new
report files

I

A 4

Update billing
volumes
spreadhseets

AANSW
ADHC
AHO
cs
DHS
HC
HNSW
JJ

SPA

oooooooCdo

Next process:
Requests for Invoices
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Procedures

This process requires the completion of the following procedures:
Notes:
e All procedures are performed by the Product Analyst
e All procedures are to completed by the 13:00 on the third working day of the month,

e Procedures 4 to 8 must be completed for all nine agency report files.

. Collating the templates

. Recording other charges on the master templates
. Creating new FFS report files

. Updating the Adjustment Schedule tab

. Updating the Trends tab

. Updating the Charts tab

. Updating the Summary tab

o N o o A W DN P

. Updating the Introduction and Cover Sheet tabs

1. Collating the templates

The Product Analyst collates the templates as they are received from the metric providers. As
metric providers include information regarding non-standard and billing information not captured in
the templates, the Product Analyst also updates the master templates with this information when
collating the templates.

This task is to be completed by the second working day of the month.

Note: Repeat this procedure for each data file as it is returned. Refer to the Volume templates
reference on page 88 for a guide as to the files you should have when all templates have been
returned and collated.
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Follow the steps below to collate the templates:

Step

Action

Key points

1.

Save the returned volume °

data file.

Detach the file from the email and save in folder for the
month.

Name the file so that you can easily identify where they
came from.

For example, if the business services template was from
Fleet Management, then you would name the file
something like BS-Fleet MMMYY Template.xls where
MMMYY is the month and year.

Save any supporting documentation in a sub-folder under
the month’s volume data folder.

Open the master templ
file and the returned
volume data file

ate

Copy the data from the
returned sheet to the
clipboard.

FSuppert « lier 1|EEL Hepert]
i - Tier & Suppert

Fer Lallf Event

315)
slztateflecy

kage mamt zervice
s

ey

Open the returned file with the metric provider’s data.

On the Volume tab, scroll to the product section with the
data for the month just ended.

Copy the entire section for all clients for the month.

Hint: Click in the top left cell for the section, hold down
the shift key and use the arrow keys to scroll to the
bottom right cell for the section and then press Citrl]+[C]
to copy it to the clipboard.

0425
50.000

400.00%

" 1. Click here

0%

133 1154 Bid S

300.00

21 23

16.00

126
r
) r

B
¥

¥

¥

3 605.00
B

B

B 500.00
B

b

189.151.00

-

*

*

$

¥

i 2. Use the arrow keys to scroll te here :i
. i

i *

*

%

¥

7007

3. Press [Ctri]+[C]

Paste the data into the
master sheet

lezto state archives

IFile Maintenance

er Support - Tier 1[BSE Repor]
=Record: -Tier 2 Suppert
2 storage

Femert[7315)

o [state flect]

w

chags mamt service

: managemant

»d Yehicl Management

icls zasts [ Laase)

Perfile
Fer paid employes per annum

Fer Call{ Event

Perfile per annum

Per annum! gigabyte

Por vehicle per annum
Per vehicle per annum
Per vehicls per annum
Per vehicle per annum
Per vehicls per annum

Paste the data (as values) into the same product section
for the month.

Check total amounts back to the template to ensure that
calculations are correct.

Save the file.

Hint: Click in the top left cell for the section and then
press [Ctrl]+[V] to paste the copied from the clipboard
into the product section.

15.50
25.00

1. Click here in the
°l-- same product section

taastoo |

2. Press [Ctri]+[V]
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Step | Action

Key points

5. Check any volumes and

amounts in red

¢ Volumes and amounts in red should generally not change
from month to month. If there has been a change,
contact the sender of the volume template, requesting an
explanation by COB the same day.

6. Copy any adjustments from | ¢ Go back to the returned file and copy any rows with
the returned sheet to the adjustments.
clipboard.
Hint: Click to select the first row with an adjustment, hold
down [Shift] and then click the last row with an
adjustment and then press [Ctrl]+[C].
62 [ADHC |
63 |[HC , 1. Click here
-0
ISW Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 [-$ 605.00 |Agency char
INSW Recruitment Premium Receipt of work request Oct-10 1 nil $ 1,405.00 [Agency char
\HNSW Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 |-$ 605.00 |Agency char
8 \HNSW Recruitment Premium Receipt of work request Oct-10 1 nil $ 1,405.00 |Agency char
\HNSW Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 |-$ 605.00 |Agency char
0 \HNSW Recruitment Premium Receipt of work request Oct-10 1 nil $ 1,405.00 |Agency char
\HNSW Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 |-$ 605.00 |Agency char
[HNSW  [Recruitment Premium Receipt of work reguest Oct-10 1 | nil $ 1,405.00 |Agency char
HNSW  |Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 |-$ 605.00 |Agency char
4 h.{',?“ck.t‘fﬁ?mem Premium Receipt of work request Oct-10 1 | ni $ 1,405.00 |Agency char
Recruitment Basic Receipt of work request Oct-10 2 (3 1,210.00 |-$ 1,210.00 |Agency char
Recruitment 1
new recruitm
3. Press [GtrI]+[C] established s
metrics are &
—| | 76 |DHS
77 |4
78 |AHO
79 |AANSW
80 December Total HR Services| $ 2,790.00
a1

Version: 1.0 - 7 March 2011

NSW Businesslink Pty Ltd

SOP manual
Commercial in Confidence




Governance Service and Finance Monthly Billing Volume Consolidation and Bill Production

Step | Action Key points
7. Copy the adjustments from | ¢ Go back to the master file and use the following as an
the returned sheet to the example:
clipboard. : : , . ,
P ¢ Right-click the row with the client for the adjustment and
then select Insert Copied Cells.
Save the file.
+| |61
62 ADHC | I
63 |[HC _, 1. Right-click here
64/cs/ |
(-es. W |
™ Cut
453 Copy
H @ Paste
[ Tnsert Copied Cells &——— 2. Glick here
: E\EarCDﬂt
4 Eormat Cels...
|1 Row Height...
! Hide
—~ Unhide
S — w
62 |[ADHC \
63 [HC N
64 |CS Data pasted
fGanT=YY:
HNSW Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 |[-$ 605.00 |Agency char
\HNSW Recruitment Premium Receipt of work request Oct-10 1 nil $ 1,405.00 [Agency char
g \HNSW Recruitment Basic Receipt of work request QOct-10 1 $ 605.00 |-$ 605.00 |Agency char
\HNSW Recruitment Premium Receipt of work request QOct-10 1 nil $ 1,405.00 [Agency char
I\HNSW Recruitment Basic Receipt of work request QOct-10 1 1% 605.00 |-$ 605.00 [Agency char
\HNSW Recruitment Premium Receipt of work request Oct-10 1 nil $ 1,405.00 |Agency char
\HNSW Recruitment Basic Receipt of work request Oct-10 1 $ 605.00 |-$ 605.00 |Agency char
\HNSW Recruitment Premium Receipt of work request QOct-10 1 nil $ 1,405.00 [Agency char
4 \HNSW Recruitment Basic Receipt of work request QOct-10 1 $ 605.00 |-$ 605.00 |Agency char
\HNSW Recruitment Premium Receipt of work request Oct-10 1 [nil $ 1,405.00 [Agency char
HNSW Recruitment Basic Receipt of work request Oct-10 2 |3 1,210.00 [-$ 1,210.00 |Agency char
Recruitment!
new recruitm
established
metrics are 2
T7LDA
78 |JJ
79 |AHO Total for the month updated N\
80 [AANSW N
81 December Total HR Services| § 2,790.00
8. Check Property Services e Print the accompanying summary sheet.
amounts and volumes
e Check that all amounts and volumes are accurately
reflected in the master template.
9. Enter non-standard fees e Are there any reports attached to the email with charges
and other other charges (if that need to be entered manually?
any). .
If... Then do this...
yes e goto 2. Recording other charges on the .
no o if there are more volume templates to
collated go back to step 1
o if all volume templates have been
collated, then go to 3. Creating new FFS
report files.
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2. Recording other charges on the master templates

The Product Analyst receives information regarding non-standard and some standard fees not
captured in the templates via a series of reports from the Business Service Centre. The reports are
received in PDF or XLS and the fees must be entered manually on the master report files for the
month.

The reports received are:
e Volumes and Billing
e HR Forms Elimination Billing
e OH&S Service

Step | Action Key points
1. Detach and open the e Detach the report and save it in a sub-folder under the
report. templates folder for the month.

e Open the report.

2. Deal with the report e What is the report?
If... Then do this...
Volumes and e (o to 2a) Checking Volumes
Billing and Billing report information.
OH&S Service e goto 2b). Entering OH&S

Service report information.

HR Forms e Qo to 2c) Entering HR Forms
Elimination Billing Elimination Billing report

information

Service Summary | e go to 2d) Entering
report Queanbeyan Government
Service Centre information.

ADHC FMS e Qo to 2e) Entering ADHC FMS
information information.

2a) Checking Volumes and Billing report information

The Volumes and Billing report is received from the Business Service Centre by email as a PDF
file. The file name is BSC Billing Report YY-YY MMM.pdf. The data should already have been
entered into the billing template and is to be checked only. If there are any discrepancies, Accounts
Payable is to be advised.
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Follow the steps below to enter HR Forms Elimination Billing report information:

Step

Action

Key points

1.

Enter volumes for
electronic records volumes.

e Open the BS-Records template. For example, if the
report was for January 2011, the file would be BS-
Records Janll Template.xls.

e Scroll to row 14 (ERDM User Support Tier 1)

e Check that for each agency, the volumes entered on the
template agree with the volumes on the Volumes and
Billing Report.

L2 A | B | G BH

Business Services Volumes November 201{

Bgeing & Home
Disability
2 Product T
[3| 2010711 ADHC )
4 Price Metric Price < | Ne
& |Physical Records Management (7311)
| 6 | Register files Per file 5 10.25 71
7 | Update file locations Per file 5 526 a6
| 8| Storefiles Per file 5 1025
9 | Search & refrieve files Per file 5 10.25 46
1 10| Dispose of files Per file/box 5 15.50 1.001
| 11| Off site storage Per FTE § 85.000.00
| 12| Transfer files to state archives Per file 5 15.50
13 Per paid employes per annum 5 25.00
&4 | ERDM User Support - Tier 1 (BSC Repert) Per Call / Event ) 25.00 101
15| Ele Per file per annum 5 0125 Z 959
| 16| Remote file storage Volumes and Billing =a-000 /

|| 22 |Fleet Management (7315) i i
23| Part senice (state fleet) Business Service Centre .00 1,046
L24] Full senice

Summary

25| Salary package mgmt seric Ao 21
| 26| Log sheet management ABHE ( EF 6er S g
| 27 | Specialised Vehicle Manage: FMSIFAAS Support - Tier Card 00
1 28| Gther vehicle costs (eg Lea A fs:?/zr:/ .00
| |35 |Property Serices (7312) b 4
38| Office Fit-out §
| 37| Minor works AAREN o 1 / J 0% 510.421.36
38| Planned & Praventative main V. 0% 221.323.67
| 39| Reactive Maintenance ADHC P ™ 73 00
0 00
41 | AHO 1 0 oo
| 42| 00
B BL 17 ) 1 o
|44 Ty TaTe - 00

e Do the amounts on the template agree with the amounts
on the report?

If... Do this...
Yes

e Save and close the file.

e Go to the next step.

No e Advise Accounts Payable of the

discrepancies by email.

e Save and close the file.

e Go to the next step.
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Step | Action

Key points

2. Enter expense card
volumes.

e Open the FS-AP template. For example, if the report was
for January 2011, the file would be FS AP Jan 11
Template.xls.

e Scroll to row 19 (Expense & Card Management User
Support - Tier 1)

e Check that for each agency, the volumes entered on the
template agree with the volumes on the Volumes and
Billing Report.

¢ Do the amounts on the template agree with the amounts
on the report?

If... Do this...
Yes

e Save and close the file.

No e Advise Accounts Payable of the

discrepancies by email.

e Save and close the file.

3. Work with the next
template

e If there are more templates to be collated:
- goto 1. Collating the templates.

- goto 3. Creating new FFS report files.
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2b). Entering OH&S Service report information

Follow the steps below to enter OH&S Service report information:

Step | Action Key points
1 Enter non-standard e Open the HR master file template. For example, if the
charges for CS and HNSW report was for November 2010, the file would be HR
Nov10 Template.xls.
e Scroll to row 37 - Tier 1 OHS Incident logging support
(BSC report)
e Enter the totals for ADHC, HCS and HNSW in their
columns for the month.
e Save and close the file.
T2 T B T IC: BC BT T L=} zia}
i [Human Resources Volumes December 2010
, Product Disability Service NSW g::
[ 3] 2010111 ADHC HCS Cs HNSW
4 |Human Resources Price Metric Price Dec-10 Dec-10 Dec-10 Dec-10 O
2| General Support Hourly Rate $ 100.00
| 32 |Payroll Services
| 33| Payroll Services (7344) - Tier 1 Per transaction $ 2350
| 34 | Payroll Services (7345) - Tier 2 Per transaction $ B2.50
| 35 | ‘Workers comnp administration TBA $ -
5@ [‘]'[, j : > 70 7 / =
| 41 | Recruitmert: basic (i
B : /
| a4 | Summary oo
% Total ED /
|48 4]
| 43| Rolling Fecruitment Total 119 o
50 o
i ADHE 78 %/
5t Hes 7 oo,
R vty " V|
+ | 60 |CRIMTRAC (rs23) - National Criminal Histary Record Chec!
| 61 | (i
+ %Advenising
2. Work with the next e If there are more templates to be collated:
template .
P - goto 1. Collating the templates.
- goto 3. Creating new FFS report files.
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2c) Entering HR Forms Elimination Billing report in formation

Follow the steps below to enter HR Forms Elimination Billing report information:

Step | Action Key points
1 Enter non-standard e Open the HR master file template. For example, if the
charges for CS and HNSW report was for November 2010, the file would be HR

Nov10 Template.xls.
e Scroll to row 90 (Establishment Tier 2)

e Enter the total for DOCS total in the CS column for the
month.

e Enter the HNSW total for the month in the HNSW
column.

Product Services
2010111 Ccs HNSW DHS

Human Resources Price Metric Price Oct-10 Oct-10 Oct-10 | O
5000 NG N O

5000 11 0
5000 0 0
5000 0 7
5000 142 104

ddect o an Eligibility List
tended on an Eligibility List
Change of Recruitment Product
Recritment activities
CRIMTRAC (z329) - Nafional Crirminal History Fiecord Checl
7.0
500

150
30250
605.00
30250

slolole oo

500
3100
2000
460.00
92000

{ g
I

Total HR Services |
i « [{= Y] [
Recruitment activiti HR Forms/Email Not Accepted Total 3 \ 16 / \ 8 /
etween manual col
it post #7103 3

g

1
cou

411112010 0

(
|

o

w [\ Volume (TAdjUSEmENE ik} I |

2. Work with the next o If there are more templates to be collated:

template - goto 1. Collating the templates.

- goto 3. Creating new FFS report files.
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2d) Entering Queanbeyan Government Service Centre i  nformation

Ticket volumes and service charges are received from the Queanbeyan Government Service
Centre as Excel spreadsheets.

Follow the steps below to enter Queanbeyan Government Service Centre information:

Step

Action

Key points

1.

Open the report files

e Open the following files:
e Service Summary Report
e QSGSC Monthly Billing Report

e SPA Volumes report (MMM YYYY Volumes SPA.xlIs
under the Billing Reports folder)

Copy the ticket volumes.

e Switch to QSGSC Monthly Billing Report.

e Copy the entire worksheet.
Hint: Click in the top left corner and then press
[Ctrl]+[C].

5 Microsoft Excel - 2010-12-01-05-30-23 QSGSC Monthly Biling Repo

@] File Edit View Insert Format Tools Data Window Help

DEHRSF B B-2-Az-3 g

N hEaSE |« = G2
Al - # BUSINESSLINK SERVICE CENTF

1/12/2010 £
il

= —oon o~

DECC NSW Department of Environment & Climate Change
WO01106 DECC
W0110¢ DECC
WO01106 DECC
1011152 DECC
1011302 DECC
DWE NSW Department of Water & Energy
1011060 DWE £

thomom

LY
=4

Paste the ticket volumes
in the volumes template
master.

e Switch to the SPA Volumes report and paste the data
from the clipboard.
Hint: Click in the top left corner and then press
[Ctrl]+[P].

Copy the call charges
report.

e Switch to the Service Summary Report.
e Click the Summary tab.

e Copy the entire worksheet.
Hint: Click in the top left corner and then press
[Ctrl]+[C].
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Step | Action Key points
5. Paste the call charges e Switch to the SPA Volumes report.
t. .
repor e Click the Call Charges Report tab
e Paste the data from the clipboard.
Hint: Click in the top left corner and then press
[Ctrl]+[P].
6. Copy the call charges e Scroll to the Grand Total at the bottom of the sheet and
Grand Total to the copy the amount..
clipboard. Hint: Press [Ctrl]+[End] to get there quickly and then
press [Ctrl]+[C].

[ET Microsoft Excel - Jan 2011 Volumes SPAXIs

El'l Fle Edt \iew Insert Format Tools Data Window Help

DEHRS S BRI E-4ile fcn -1 <[B]z U =
At aoT & Hy i} | ¥'¢ Reply with Changes... End Review f}’ f)“ =3 "Ci it
nurs - [ 2R
A [ B [ C [ D [ E [ F

8]
El SPA
| 82 | Calls to 13 Numbers $2.73 $2 734
| 83 | i Calls to Mobiles $31.67 $31.67!
| 84 | | Local (NDD1) $10.32 $10.32]
| 85 | | NDD over 25 Km $17.10 $17.10]
6
| 87 Spare
| 88 | | Calls to 13 Numbers $0.04 $0.04;
89

[} Service & Equipment $3,389.62 $3,389.62
| 91 | OFT $3,389.62 $3,389.62
| 92 | $3,389.62 $3,389.62]
93
K Directo arges | 0
| 95 | OFT 0624 06.24
| 96 | ‘ $106.24

97

98 |Grand Total $11,118,59] $11,118.59]
3

100

M 4 » M|/ Deci0IT Service Centre Report ¢ Janiil IT Service Centre Report %,Jani1 Call Charges Report /|4 |

Ready
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Step | Action Key points
7. Paste the call charges e Click the SPA Trends tab.
Grand Total on to the . .
SPA Trends tab. . nght?cllck the Call Charges actual and select Paste
Special .
e Select [Values] and then click [OK].

I Microsoft Excel - Jan 2011 Volumes SPA.xis a =

@_] Fle Edit Vew Insert Format Took Data Window Help

DBEHRS S B @B~ »%Ev%l@gﬁma\ 12 =|B T O|E=S=
QAo 2 @ g3 | ¥ Reply with Changes... En s R i e
Y11 - # 592499
B T B3 | G W % | 57 | A AR
1 | State Property Authority Detail Standard Product iths to January 2011
2 Product Dec-10 Jan-11 2010/11 YTD Actuals
| 3 | Price SPA SPA SPA
Price Metric 2010/11 $ Volume $ Volume $
| 6 |Government Service Centre
| 6 | Shared Network Service Perannum $ 16534000 | 5 13.778.33 13778 | § 965448 [ § 95448 ¢
| 7 | Shared Telephone Service Per annum based on the $ W04673.00 | $ 872275 §723 |8 61059 [ § 61.059.2
| 8 | Shared Applications Service Per annum 3 4450500 | S 3 78 709 | 8 25961 [ § 25061 1
9 | Shared Communications Service 6840 58 6841 |5 61884 | & 651.884(
= i T
[0 | I Service Desk Support Pasie SPe e 2lx 100 00 4 2115 525.(
Ll | Call Charges Paste 5,193.60 50258 2. 38 R13 81725
| 12 |Subtotals Al " Validation Lo J 764 & Cut
H i =
Ea Formulas Al except borders N s o| =8 Copy
% GRAND TOTAL alligst € Column widths 40,344.02 $/ 41,0754 [ paste
|- | (" Fhiwgats ¢ Formulas and number formats ‘ Paste Special.. 2
| 18 | = 7 Values and number formats 1. Right-click here et
3. Select this e
i)
= Delete...
- (® HNone " Multiply -
| 2t |  add € Diide Clear Contents
| 21 | (bt d Insert Comment
2| % Format Cels...
| 23| [ Skip blanks [ Transpose Pick From Drop-down List...
i Fasta Link | 4 oK Cancal Add Watch
| 25| Create List...
E3 & Hyperink...
| 22| By Lookup...
kE) |
M 4 » #\Cover/ CoverSheet(2) / Summary 4 Summary Dec Variarfice ) SPA Trends 10 Trends Var bili| 4 |
Readv HUM

2e) Entering ADHC FMS information

ADHC FMS-Application support and maintenance charges are received from the Projects &
Property Solutions group as Excel spreadsheets.

Follow the steps below to enter ADHC FMS information:

Step | Action Key points
1. Save the reports. e Detach the FMI Billing Framework Report and save in a
sub-directory of the folder for the month.
2. Open the report files e Open the following files:
¢ FMI Billing Framework report
e ADHC Volumes report (MMM YYYY Volumes ADHC.xls

under the Billing Reports folder)
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Step | Action Key points
3. Copy the Monthly Billing e Switch to FMI Billing Framework report.
Total. e Copy the Monthly Billing Total for the month.
e entire worksheet.

Hint: Click in the top left corner and then press

[Ctrl]+[C].

BT Microsoft Excel - BZ-6493 - FMI Biling Framework v1 0 - 31-01-2011.xls = |EI _>ﬂ
B Fle Edt Vew Insert Format Took Data Window Help = B
DEEHRH 3B @B-9-8=-3Eo [l =o- B
i =¥ [ U M R = Wy (5] Reply with Changes... End Review f}“ i?’ L “{5 e k

AL25 - #A =SUM(AL22:AL24)
A Al [ Al | Ak [ AL =l
2
Oct-10 Mov-10 Dec-10 Jan-11
3
18 |B7-5493-26 W36 FIS Change Request $0.00 50.00 50.00 $0.00
19 B7-6493-27 WS7 FMS Implementation $301.418.70] S72680.15] 531.818.23 $7,020.6
20 B7-£493-28 W58 Project Closure $0.00 50.00 50.00 $0.00
21
22 Total $461.996.40] $244 228 .85] $153.632.03] $35627.65
23
24 Recovery YTD (Feb 09) @ 25% per month 30.00 30.00 S0 94 S0
25 |Monthly Billing 846199640 524422885 §1 53,632(03| §35 627 A4)
2B |Conversion to ASG Hours @ $120/Hr. From 01/07/2010 @ $115/Hr 4,017 2,124 | 1,338~

|27 | ~
i 4 » w[\consolidated Summ| < | | »
Ready NUM S
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Step | Action Key points
4. Paste the Monthly Billing e Switch to the ADHC Volumes report and paste the data
Total in the ADHC from the clipboard as a value:

Volumes report. e Click the ADHC Trends tab.

¢ Right-click FMS-Application support & maintenance
actual figure for the month and select Paste Special.

e On the Paste Special box, select Values and then click

[OK].
_lo)x]
@_’] Fle Edt Vew Insert Format Tools Data Window Help Type or help
DEHRS S B B~ v?yzv%l@u%;\ma\ 12 5|B Z 1
atnasa % | (@ H 3| ¥ Reply with Changes.. End Review... B0 5= 3 <5 7
Ag - # FMS-Application support & maintenance
1z ] [ E] I E T ] &
+ [ADHC Detail Standard Product Purchasing for the 3 month
21
2 Product Jan-11
| 3 Price ADHC Actual
4 Price Metric 20010/11 Volume $
| 5 |INFORMATION TECHNOLOGY
| & | Application Hosting
| 7 | Client Specific Licenses Actual estimates per annum $ 150000000 [
8 Application Support and Maintenance Per hour 3 11500 [
] FIS-Application support & maintenance Per hour $ 11500
|10 HP Guality Cenire Maximum Concurrent Users/per month 3 50000 [
| 11 | HP Performance Centre Per Half Day Booking 3 225000 [
| 12 | Siebel-Application Suppoert & Maintenance Expert| Atcost $ 1.000000.00
| 2| Siebel CRM Support Per hour 3 11500 [
| ¥ | Database Management
| 5| Test/Development Per annum / database 3 21.000.00 [ 440( § 77.000.00
B Standard Per annum / database $ 2500000 [ 120| % 2500000
E Transactional Per annum / database 3 3100000 [ 10/ % 256333
1 Data \Warehouse Per annum / database 5 40,000 00 r 00| 3%
4 [ 21| Hosted Client Servers
E Virtual Windows Server /’—‘m ; ) L ‘
Y e e e Trenas L e L 04 e
Ready HUM &
5. Work with the next e If there are more templates to be collated:
template .
P - goto 1. Collating the templates.
- goto 3. Creating new FFS report files.
3. Creating new FFS report files
The Product Analyst creates a new folder and files for the month’s reports.
Follow the steps below to create new report file:
Step | Action Key points
1. Browse to the report folder. | For example, if the current financial year is 2010-2011, the

report folder would be Q:\Commercial Ops&Corp Serv\Billing
Data & Reports\Billing Reports\2010-11\.
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Step | Action Key points

2. Create a new folder for the | e Open the folder for the current financial year.
month ing th : : .
prgviougyrﬁgﬁ%/r:’sgfolger ¢ Right-click the previous month’s folder and select Copy.
¢ Right-click in the right window and select Paste to create

a new folder.

8 Q:\Commerdal Ops&Corp Serv\Biling Data & Reporis\Biling Volumes & Templates\2010-11
Fie Edt View Favorites Tools Help
Qesck ~ © ~ 9| O search [ roners || -
Address |D Q:\Commercial Gps&Corp Serv\Bling Data & Reports\Biling Volumes & Templates\2010-11
Faders x| Name ~ | size | Type
201 Jul 10 File F¢
) Division on Brpcipzo_brpufis_servert 4 | 302 el bt
) Businessink on 'Bpcfipz0_brpvfil_set | 503 sep 10 Fie Ft
) Special on 'Bnpcfpz0_bnpvfil_server!| 204 Oct 10 File Fc
Commercial Ops&Corp Serv 205 Nov 10 File Ft
[ [=06 Degaiadl Fie Fe
g ﬁin;x;r:x;ms E2010- Sxp:’:ﬂre 30KB Micro
;' Audit Reports b
| Biing & Reporting
\) Biing Data & Reports Scan for Viruses...
[# | 01 New Product Development
[ (5 2005-06 %
# |3 Annual Planning N Novel Map Network Drive...
? ,3 Biling & Reporting N Salvage Fles...
£ Biling Reports
’ N Purge Fies...
l?l\l\ng Volumes & Templates \iew "
& () 2005-06 N Trustee Rights... -
B = 2008-07 e N Inherited Rights and Fiters... Arrange Icons By 17
) 2007-08 V. @ Refresh
® £ 2008-09 Send To i -
® & 2009-10 —Cut Customize This Foider...
= O s — D
B3 01 ul10 — Paste Shartcut
H (3 02 Aug 10 Create Shortcut
® ) 03 Sep 10 Dexcte |
3 04 0ct 10 RERET Properties
H I3 05 Nov 10 Propertes
[ ) 06 Dec 10

e Select the new folder, press F2 and rename it to reflect
the current month. For example if, the previous month’s
folder is 06 Dec 10, the new folder's name would be 07
Jan 11.

Y |/ ! Search |. Folders "

Imercial Ops&Corp Serv'Biling Data & Reports\Biling Volumes & Templates\2010-11

X | Name ~ | Size
< 201 Jul 10 £ i i
z0_bnpvfi =l =
=0_bnpvii 7server_| E202 Aug 10 Ops&Corp Serv\Biling Data & Reports\Biing Volumes &
pcfpz0_bnpvfill_ser 303 Sep 10
0_bnpvfil_server\l 304 Oct 10 | Mhgine =~
(o e o 201 1ul10
rp Serv 205 Nov 10 vf\lS_server‘ﬂ =i
-~ 202 Aug 10
206 Dec 10 bnpvfil_ser |
E2010-11 volume collection regist AR 05 A0
s olF 00 o 95T fil1_server\| 204 Oct 10
e 05 Nov 10

g =) 06 Dec 10
ports 512010-11 volume colection regist...
07 Jan 11

juct Development
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Step | Action Key points
3. Delete obsolete files e Delete all spreadsheet files except those that conform to
the following naming convention:
[month year] Volumes [agency].xlIs
For example, if you had just copied the February 2011
folder to create the folder for March, then the new folder
should look like this:
8% :\Commerdal Ops&Corp Serv\Biling Data & Reports\Biling Reports\2010-11\09 ! o it Iil
File Edit View Favorites Tools Help | i
Qsack ~ )~ (T ‘ - search |‘_.1:'_.“'_‘_ Folders ‘ [ 2 X 6 | [iigjm
Address Ii[i‘l Q:\Commercial Ops&Corp Serv'\Biling Data & Reports\Biling Reports\2010-11409 Mar 11 j Go
Folders * || Name = 5|ze| Type | Date Moc
S = | |E]Feb 2011 Volumes SPA.xXIs 4,249 KB Microsoft Excel Works... 02/12/20
= '? E""ng Reports EFeb 2011 Volumes HC.xls 1,355 KB Microsoft Excel Works... 22:’12:’20
= 2 2005-05 HFeb 2011 Volumes C5.xks 1,372 KB Microsoft Excel Works... 22/12/20
# D) 2006-07 EHreb 2011 Yolumes ADHC xls 1,436 KB Microsoft Excel Works... 22/12/20
&l () 2007-08 EFeb 2011 Volumes J1.xls 1,271 KB Microsoft Excel Works... 07/12/20
£ ‘,j 2008-09 EFeb 2011 Volumes HNSW.xls 1,323 KB Microsoft Excel Works... 07/12/20
H 53 2009-10 E]Feb 2011 Volumes DHS.xls 1,240 KB Microsoft Excel Works... 07/12/20
3 5 2010-11 @Feb 2011 VYolumes AHO.xls 1,232 KB Microsoft Excel Works... 07/12/20
& 23 01 Jul10 EFreh 2011 Volumes AANSW.xls 1,321 KB Microsoft Excel Works... 07/12/20
[ [ 01 Jul 10 Cost Centre Reportir
H [ 02 Auglo
& (53 02 August Cost Centre Biling
(53 03 Sep1o |
) 03 September cost centre Bilin
53 04 Oct 10
M [ 05 Nov 10
E | 06 Dec 10
H 53 07 Jan 11
M ()08 Feb 11
(=] 09 Mar 11
B .|_='| Biling Volumes & Templates &
e | LI_I 4] | 2l
|9 objects (Disk free space: 186 GB) [14.4 M8 [%J Local intranet 7
4, Rename files for the new e For example, if the current month was March 2011, then
month. the folder should look like this:
SN E P L B EH
Data & Reports\Biling Reports\2010-11409 Mar 11
* || Name =~ |
g E]mar 2011 Volumes AANSW.xls
E]mar 2011 Volumes ADHC.xls
E]mar 2011 Volumes AHO.xIs
EMar 2011 Volumes CS.xls
E]mar 2011 Volumes DHS.xls
EMar 2011 Volumes HC.xls
E]mar 2011 Volumes HNSW.xls
E¥Mar 2011 Volumes 10.xls |
E]mar 2011 Volumes SPA.xIs
5. Next Procedure 4. Updating the Adjustment Schedule tab
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4. Updating the Adjustment Schedule tab

Follow the steps below to update the Adjustment Schedule tab:

Step

Action

Key points

1.

Open the report file.
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Step | Action Key points
2. Roll over the adjustment ¢ Click the Adjustment Schedule tab.
schedule

e Select the previous month’s rows including the total row.
e Copy the selected rows.

e Paste the copied rows into the cell below the previous
month’s totals.

e Select the previous month’s data rows and from the from
the Data menu select Group and Outline - Group .

Note: Make sure you do not select the total row for the
previous month.

3 Microsoft Excel - Jan 2011 Volumes AHO.Xis

&) Fle Edt View Insert Format Took | Data | Window Help

DS HBRIS B9 2 s *8 + B I U
A40 ~ # Informaj Fifter »
17 o e (L R ——
1 |Fee for Service Adjust Subtotak...
Valdation...
Product i Variation to
2 |Group Product Varil Text to Columns... aried Volume
+ 9 Consolidate... August 2010 AHO Adji
+ 19 Group and Outine » ‘ == Hide Detai O Adjt
429 5 3 shon 10 Adjt
B 3 [idl PivotTable and PivotChart Report... 'Z  show Detail 0 Adit
Tnformation Import External Data » |+ Group... \4—
2 Technology "
.‘“ig';:;'g“ List » | ¥ Ungroup... ]
LAl Technology XML » Auto Outline
— f Clear Outline L]
HR Senices T .
Sertings... HR ¢
[T Finance Senices | | I |
Finance §
.7 ol | | |
LYl Services
Business ¢
| .. [nformation | [ |
e Click the minus sign next to the newly group cells to hide
them.
4 [29]
+| 39
[ Information
gl Technology
Information
wil [ Technol
HR Senices I

4 }Fmance Senices |

Business
Senvices

J Information
= | 50 |Technology
\ Information
Technology.

"5

53 THR Senices ‘
54

e Delete any data from the previous month in the pasted
cells.
Note: Do not delete the agency columns.

¢ Replace the month in the total row with the current
month.

e Save the file.

3. Next procedure 5. Updating the Trends tab

5. Updating the Trends tab
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Follow the steps below to update the Adjustment Schedule tab:

columns.

Step | Action Key points
1. Display the current month’'s | e Click the Trends tab.
columns on the Trends tab. . .

e Display the hidden columns:

e Select the last data column for the previous month and
the 2010/11 YTD Standard Product Actuals column.
Hint: There will be hidden cells between these columns.
It looks like columns are missing.

I T
Typeaquestonforhep ~ - & x
B/ U EE=E= g & E-o-A-B
| A =
\ J
‘yer 2010 |
2010/11 YTD Standard Product
Dec-10 Actuals
AHO AHO
Volume $ Volume $

¢ Right-click on one of the selected columns and from the

menu select Unhide .
2010/11 YTD 3tand
0 Artuals
AHO
$ Volume
& Cut
53 Copy
@ Paste
Paste Specil...
Insert
Delete
Clear Contents
% Format Cels...
Column Width...
Hide
‘ Unhide
Insert Page Break
Reset Al Page Breaks
Set Print Area
Reset Print Area
Page Setup...
- I 633
> 86.7)
2. Hide future months’

e Select the columns from the next month through to
column AE.

¢ Right-click and from the menu select Hide.
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Step | Action Key points
3. Update the month number. | e Scroll to cell AG1 and increase the number in by one.
2l
E [ F AH | J
Pl i
duct Total | PRICE ZHC”E Date
6
Y, Buc
al Bud W Reven
12.383.652.50 6.090,635.70 6.0
3.,712.950.00 Various 1,821.730.77 14
Siertn e raale e
Increase this cell by 1 |-
051
5 225000(s% -
2,000.000.00 $ 999.997 65 <
§ 11500 (5 -
4.190.000.00 $ 2,019.432.25
e Use the following table as a guide:

If the month is...

Value for AH3...

July

August

September

October

November

December

January

February

March

April

0

May

R RO NOOOAIWINIEF

1

June

12
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Step | Action

Key points

4. Copy the data from the
previous month to the
current month.

e Copy the data from
the previous month.

e Select all cells in
both the Volume
and $ columns
from row 4 though
to row 352.

o Press [Ctrl]+[C].

¢ Right-click in the

Volume cell at row 4 for Ho

the new month and

select Paste Special.

¢ On the Paste Special box,

select Formulas and
then click [OK].

The copied data is pasted

into the cells.

[ Microsoft Excel - Jan 2011 Volumes Al
&) Fle Edt Vew Insert Format To

I

$ % » %3 H

R4 - # Volu
FIFIE] A I ] [ g I
i1 |Aboriginal Housin®&er 2010
2 Product Dec-10
12 ] AHO
4 $ A}
[ 283
1270 | Register files I 0o ¢
1271 | Update file locations L 00
[272| | Store files 8 ool §
|273| | Sesrch & retrieve files I a0 §
|274| | Disposs of files 0ol §
1275| | OFf site storage L ools
|276] | Transfer files to state archives ool s
|277| | Personnel File Maintenance L asg|
[278| | ERDM Uiser Support - Tier 1 I on| &
1273| | Electraric Records - Tier 2 Support 0ol
1280 | Remots fils storsge
ENNES
|287] | Part service (stale flest) I 20| § ~400.00
1288 | Ful service I 0ol g =
|289] | Salary package momt service L 0.0] _:5 -
[290] | Log sheet management I 0g| 8 =
1281| | Specialised Yehicle Management I 00§ =
[232] | Other vehicle costs [eg Lease] 0] $ -
1329
EE| Techrology
| 331 | Human Resources
| 332 | Financial Services
| 333 | Business Services
334
335|Total Standard Fee for Servic;
33 |Gther - Non-Standards
[ 35 | ubtotals
=]

2c-10 Jan-11

’—#;'0
$ Volume $

- l nol 4
£ & Cut
Paste her:l 3

- " [ Paste

ok Paste Specil...

A

L]
&
g
3

Insert Copied Cels...

Delete...

Clear Coptents
.d Insert Comment
% Format Cels...
Pick From Drop-down List...
Add watch
Create List...
‘5‘,, Hyperlink...

ﬂ Look Up...

Faste
Al " Validation
(" All except borders
 Values (" Column widths
€ Formats (" Formulas and number formats

" Comments (" Values and number formats

operation

@ Ngne (" Multiply
i Add (" Divide

" Subtract

[~ Skip blanks [ Transpose

e | € o P o
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Step | Action Key points
5' Update the Ilnked flleS (1). [ ] From the Edlt menu’ select @_1 Fie | Edt | View Insert Format Tools Data
. O 5|9 UndoPasteSpecal Cti+Z || @,
Links...
mmel
21310 | ¥ cut Crix
B =C offi
— @& office Cipboard... —
/@
= |
4 L3
| 5]
(5 m »
7 B¢
[a] Clear 4 P
Ta Delete... E
il Delete Sheet Pe
12 ce| At
H [ Move or Copy Sheet...
jj‘g: 43 EBnd.. Ctri+F E:
% Replace... Crl+H §:
#' [2 | GoTo. cul+G
| 22)
23] Links... P
|24 P
25 Pt
T _
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Step | Action

Key points

6. Update the linked files (2).

¢ On the Edit Links box, replace all the linked files with the
current month’s.

e Click on the files.

¢ Click [Change Source].

| o B vz an P fal ¥

5 ,

Update Values

ne

06 Dec 2010-11 MD Forecast.XLS
BS Decld Template.xds

FS Dec10 Template xds —_———
HR Decl0 Template.xls Unknow

Qpen Source
I Decld template.xs Worksheet Unknous

Click to select Break Link

Unknown

Change Source

Location: Q:\Commercial OpsCorp Serv\gilling Data Reports\MDs ...\2010-11
Ttem:
Update: @ Automatic C Manual

Startup Prompt... Close

e Browse to the folder with the current month’s files.
e Select the current month’s data file.
e Click [OK].

|| e csacs o e - s sors 2 ap .

Maintenance R % a1
L Er e dit Links =5
ool §

[
P, (|00 [rype [ update zt:tus | Update Values T

06 Dec 2010-11 MD ForecastXLS ~ Worksheet A

BS Decl0 Template.xls wrorksheet A unknown Change Source... ool 3

FS Decl0 Templatexis Worksheet A Unknovn Fily
Change: Source: 06 Dec 2010-11 MD Forecast.XLs e
Look in [& 201011 S @~ Q@ X Ly - Tosls-

F]02 Aug 2010-11 MD Forecast.XLS =l Copy of 05 Nov 2010-11 MD Forec
03 Sep 2010-11 MD NO DATAXLS @JCDpy of 2010-11 MD Forecast.XLS

2003 Sep 2010-11 MD Forecast NO DATAXLS = Copy of BL10 31686 Agency Trans

My Rece... L o,
B 03 Sep 2010-11 MD Forecast NO Dolars.xLS Bl Expense budget 2010-11 (PHASING
= 03 Sep 2010-11 MD Forecast.XLS ENHC Budget.xls
L& 04 Oct 2010-11 MD Forecast.xLs EHP budget journal ad].xls
Desktop =05 Nov 2010-11 MD Forecast (sample).XLS E]PNOT REVISED SCENARIO 100210,
05 Nov 2010-11 MD Forecast.XLS B Recrutment Budget Recal.xis
206 Dec 2010-11 MD Forecast (estimated).XLS B September 11 MDs excerpt.xls
06 Dec 2010-11 MD Forecast.XLS B AN Analysis July August 2010.xls
(Rl 07 J=n 2010- 11 MD Forecastls
1. Click current month file |, budget.xls
! &) agency Transition Consolidated v1 5 MB.xls

= pmanda.xls
=) Budget Revenue 2010-11.xIs

=) Copy of 05 Nov 2010-11 MD Forecast SHXLS

My Computer

wr | My Netwo...

Files of typei  [Micrasoft Office Excel Files (0™} =.xls; =.xla; =adt; *.dm; e = |
[ Perpage 3 T3] oo[s = |7 |

e The Change source box closes and the Edit Links box is
updated.

e | Drlomie & e nn P nnl ¢+ LA

1}

= Source Type Update | Status Update Values g

S [BS Declo Template.xis Worksheet A Unknown

IT Decld template.xls Worksheet A Unknown Change Source... 0

| HR Decl10 Template x| Vorksheet A Unkpoyn il

' 07 Jan 2010-11 MD Forecast.XLS  Worksheet A QK | Open Source ]

FS Decld Template.xls Worksheet A Unknown = 0
Break Link

Check Status o

Location: Q:\Commercial OpsCorp Serv\Billing Data Reports\Billi...\06 Dec 10 g

Ttem: 0

Update: @ Automatic " Manual o

i}

Startup Prompt... | Close 1}

i}
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Step | Action

Key points

7. Update the linked files (3).

Links box should look like this:

nee ‘ Per hour £ 11500 ‘ ] 230.00 P EIEI‘ i
EEW Fdit Links x|
ene | Source [ Type [ update | status | update values
07 Jan 2010-11 MD Forecast.XLS Worksheet A OK.
BS Jan11 Template.xs Worksheet A OK. Change Source...
FS Jant1 Template.xls Worksheet A ok
1T Janl1 Template.xls Worksheet A oK Open Source
HR Jan11 Template.xls Worksheet A OK.
Break Link
Check Status
ol
Location Q:\Commercial OpsCorp SenviBilling Data ReportsiMDs ...\2010-11
Ttem:
Update @ Automatic € Manual
Startup Prompt... C Close ]
|
‘ Per annum per user $ 100.00 ‘ $ - + 00| §

e Click [Close] when finished.

8. Update formulas (1).

e Click on one of the cells in the Volume column for the
current month and note the linked column.

Volumes HC.xls

Format Tools Data Window Help
AR~~~ x~3 e Arial ~12 2B I UEESEES %
mercial Ops&Corp ServiBilling Data & ReportsiBilling Volumes & Templates\2010-11.06 De
$BMEG

Detail Standard Product Purchasing for the 3 moi|
act Jan-11
Price Home Care Act
Price Metric 2001011 Volume :
NOLOGY
nses Actual estimates per annum $ 15.000.00 0.0l
tand Maintenance| Per hour $ 115.00 00[=
Ipport & Per hour $ 115.00
Maximum Concurrent Users/per month 5 500.00 [

e Select the Volume column for current month and then
press [Ctrl]+[H] to display the Find and Replace box.

B J U ESE==|2]$% % »
t U
e3 mo
n-11
Price Home Care Actual
2001011 Volume $
00 s
0o|s
2.500.00 | 00| s
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Step | Action Key points
9. Update formulas (2). ¢ On the Find and Replace box:
e Type the current linked column in the Find and Replace
field.
e Type new linked column in the Replace with field. See:
Column update matrix on page 89 for the column to use.
e Click [Replace All].
A message will display the number of replacements
made.
2| x|
Find Replace |
ind what: bm LI
Egplace with:_[bw 3 =
Options => |
. Replace | Find All | Find MNext | Close |
Per annum / Server Index 3 25,000.00 [ 00l s
10. | Save the file.
11. | Next procedure 6. Updating the Charts tab.
Version: 1.0 - 7 March 2011
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6. Updating the Charts tab

Follow the steps below to update the Charts tab:

Step | Action Key points

1. Click the Charts tab.

2. Copy the previous month’s | e Select the data for the previous month.

data to the current month. :
¢ Move the cursor the lower right corner or the selected

cells. The cursor will change to a plus sign (+).

e Hold the down the left button and drag the cursor one cell
to right.
That data is copied to the current month.

Mov-10 Dec-10 Jan-11
10.955.24 | 5 -
15.073.00 |8 208,137.50
36.060.00 |/ 157.249.00
10.524 55 |8 2472333
i2,612.82 | § 390.109.82~ - $
1548889 | § 905 488 905 48389 § 904
35BE6.72 | & 108650672 & 1086585672 | 5 10,865

1. Click here ‘ 2. Drag to here ‘

Mov-10 Dec-10

208.137.50

&3] 208.137.50
i6 157.249.00 157.249.00
10.§24 58 24,723.33 2472333

12,042.82 390,109.83
905.488.89

390,109.83

€7 & &7 en e o

35.866.72 | e ]0.865 §66.72
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Step

Action

Key points

Preserve the previous
month’s data.

e Select and copy the previous month’s data.

¢ Right-click and select Paste Special.

Cut

Copy
Paste

o & o

| Paste Specil...

— Delete...

Clear Contents

Insert Copied Cels...

— | | Insert Comment
% Format Cels...
Pick From Drop-down List...
Create List...
T &, Hyperink...
L Lookup...
5 = T =
$ 20813750 & 208,137.50
5 15724900 S 16724900
5 247233313 2472333
$ 390,109.83 | § 390,109.83 §
" AAr Ann on e Anr ann oo (el

e Select Values and then click [OK].

— |
Paste Spedial 2 x|
Faste
- Al " validation
" Al except borders
" Column widths
" Formulas and number formats
" Comments " Values and number formats
" Operation
-  Hone  Multiply
el Add " Divide
— " Subtract
e
| ' Skip blanks [~ 0se
Faste Link | oK I Cancel
o
TR
MNov-10 Dec-10 Jan-11 F
10,955.24 | & - 5 -
45.073.00 ||§ 20813750 | 5 208.137.50
86,060 00 | & 167.24900Q 5 167 2459 00
10,524.58 | & 247233305 2472333
52,612.82 § 390,109.83 | § 390,109.83 §
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Step | Action

Key points

4. Update the chart range to
include the new month.

e Click inside the chart.

The data range for the chart is highlighted.

e Move the cursor to bottom right of the select range. The

cursor changes to a plus sign (+).

¢ Hold down the right button and drag one cell to the right.

—‘ 1. Click here

-

o -

.

—_—

Sep-10 Oct-10 Mav-10

Dec-100

Human Resources

—4- Financial Services

Total —— Monthly Budget
- | ~ [B|m
10 Aug-10 Sep-10 Oct-10 Nov-10 Dec-10] Jan-11
9.5 41031533 § 431.575.41 | % 39197917 | § 41095524 ' § - |8 -
0 s 247.358.00 § 283.569.50 | § 26629550 § 245.073.00 § 208.137.50 | § 208.137.50
5% 194,096 00 § 18641575 | § 17321300 ' § 186,060 00 ' § 157.24300 | § 157.249 00
48 3055034 5 26.30373 | 5 11.02726 | § 1052458 § 2472333 |5 2472333
78 882,319.67 § 927,864.39 | § 842,514.93 § 852,612.82 § 390,109.83 | § 390,109.83 | §
9.3 905.488.89 § 905.488.8%  § 90548389 § 90548889 § 905.488 Erj 90:’1@8 89 % 905
2% 1086586672 5 10865686672 5 1066586672 § 108658 ’ 865

This is the result;

2. Click here ’! ‘ 3. Drag to here

1 The chart covers the new month

/

—_——_____

o

Sep-10 Oet-10

Mov-10

Dec-10 W

—— Human Resources

—4— Financial Services

—+— Total —— Monthly Budget
Plot Area v 5~ glg Uﬂ Y »

Jul-10 Aug-10 Sep-10 Oct-10 Nov-10 Dec-10 Jan-11,
522579 | 8 41031533 ' § 43167541 & 391.979.17 | § 41095524 | % - $ -
147690 | § 24735800 § 26356950 § 266.29550 | § 24507300 | § 20813750 § 208.137 50
5.04925 | § 194,086 00 & 18641675 & 173.21300 | § 186.060.00 | § 16724800 & 167,248 00
108914 | 5 30,550.34 & 26,303.73 ' § 11.027.26 | § 10.524.58 | § 2472333 § 2472333
1,840.07 | § 882,319.67 § 927,864.39 § 842,514.93 § 852,612.82 | § 390,109.83 § 390,109.83 | §
146889 § 90546889 § 90548589 § 905486 8% § 90548889 | § 90546889 § 9054888915
1.866.72 | 5 10.865866.72 § 10,865866.72 § 10.865.866.72 |5 10,865.866.72 § 10.865866.72 § 10.865866.72 5 10

5. Save the file.

6. Next procedure

7. Updating the Summary tab
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7. Updating the Summary tab

Follow the steps below to update the Summary tab:

Step

Action

Key points

1.

Update the month for the
report.

e Update cell Al to reflect the month for the report.

e Type the first day of the report month in DD/MM/YY
format in cell D2.
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Step

Action

Key points

2.

Update links

e Click on one of the cells in the month column and note
the linked column.

ols Data Window Help Typeatc
qvg,_:-gilg_};gggm 14 - B I U ES=E S % or W%
: Trerds'IS7
S | £ | D |
of Services Schedule for January 2011 (Standard & Non-Standard)
Revenue Classification Product Jan-11 Ad

$

oduct/Standard Price Metric Client Specific Licences

App Support & Maintenance / HP Centre / SharePoint

BRZINTI BT

Siebel Support

e In column D, update the links to Trends tab by
incrementing the linked cell by two. For example, if the
cells are linked to column S, you would link the cells to
column U:

e Select column D.
e Press [Ctrl]+[H].

¢ Inthe Find what field, type ‘$’ followed the current linked
column.

¢ In the Replace with field type ‘$’ followed by the new
linked column.

e Click [Replace All].
A message will display the number of replacements
made.

S s

2xlf

Find Replace |
=

Find what: QE) j | No Format Set | Format..
Replace with: ﬁ, No Format Set Format..
Within:  |Sheet ~| [ Match case

S m |_ Match entire cell contents

Look in: |Formulas hd Options << |

! Replace All | ) Replace | Find All | Find Mext | Close | i
TTTFTR A ra Raniiaef Farm  (LIENT SOECTIT LICENCES d

o Click [Replace All], clear the message until the following
message displays:

icrosofcexcel x|

Microsoft Office Excel cannot find any data to replace. Check if your search formatting and criteria are defined correctly. If
t you are sure that matching data exists in this workbook, it may be on a protected sheet. Excel cannot replace data on a

protected worksheet,
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Step | Action

Key points

3. Delete any values in the

Adjustments column.

e Locate and delete any values in the Adjustments column

(column E)

i

Subtotal (Projects)

|

Regional & Metro HR Centres

Industrial Relations

s

.
1.950.00 S)

Lot

o
-
N

@

Payroll Services - Tier 1

i

Payroll Services - Tier 2

i

Run Payroll

i

Tier 1 OHS Incident legging support

Recruitment

w

Criminal History Check

)

Position Development

W
il i e W owl e

@

4. Save the file.

5. Next procedure

8. Updating the Introduction and Cover Sheet tabs
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8. Updating the Introduction and Cover Sheet tabs

Follow the steps below to update the Introduction and Cover Sheet tabs:

Step | Action Key points
1 Update the Introduction e Click the Introduction tab.
tab. : .
¢ Replace the previous month with the month of the report:
e Press [Ctrl]+[H] to open the Find and Replace box.
e Click [Options].
e Type the previous month in the Find what field.
e Type the month of the report in Replace with field.
e Select Sheet from the Within drop down list.
e Click [Replace All].
A message will display the number of replacements
made.
ce, IT and Business Services. The Fee for Service Report contains the following
20x)
vh Find Replace |
|)tnti Find what: IDecemher 2010 = LI | Mo Format Set | Format... |-|
Replace with: IJanLlar,- 2011 P LI | Mo Format Set | Format... |-|
wiithin: [ [Sheet ~| I match case
:’?d gearch:<% [~ Match entire cell contents
jUC ook in: ormulas hd tions <<
e Look Fi I l Opti |
)I‘I‘ Replace All |) Replace | Find All | Find MNext | Close |
fiture against budget
e Save the file.
2. Update the Cover Sheet (2) | o Click the Cover Sheet (2) tab.
tab. : .
e Replace the previous month with the month of the report.
Refer to Step1l for the steps.
3. Update the Cover Sheet e Click the Cover Sheet tab.
tab. : ,
¢ Replace the previous month with the month of the report.
Refer to Step1l for the steps.
e Save thefile.
4. Next procedure e Repeat the following procedures until you have updated

all files:

- 4. Updating the Adjustment Schedule tab

- 5. Updating the Trends tab

- 6. Updating the Charts tab

- 7. Updating the Summary tab

- 8. Updating the Introduction and Cover Sheet tabs
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Procedure checklists

Authorised volume templates returned
DFIeet volume data received from Business Services
D Property volume data received from Business Services
DRecords management volume data received from Business Services
DAP volume data received from Financial Services
DAR volume data received from Financial Services
DOFS and Tax volume data received from Financial Services
DPayroII volume data received from Human Resources
DHR volume data received from Human Resources
DRecruitment volume data received from Human Resources

DVqume data received from IT Services

Volume templates collated

D Business Services standard volume data entered
D Business Services adjustments entered

D Financial Services standard volume data entered
D Financial Services adjustments entered

D Human Resources standard volume data entered
D Human Resources adjustments entered

D IT Services data standard volume data entered

D IT Services data adjustments entered
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Agency reports created and updated
DVqumes AANSW
DVqumes ADHC
DVqumes AHO
DVqumes CsS
DVqumes DHS
DVqumes HC
DVqumes HNSW
DVqumes JJ

DVqumes SPA
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Preparing requests for invoices

Overview

The Product Analyst completes the billing process by preparing requests for invoice for Accounts
Receivable as well as distributing fee for service reports to the client agencies.

Accounts Receivable prepares and despatch the final invoices.

Process flow

Preparing invoices

P e oo e
B |
2
<
g
_8 A\ 4 A\ 4 A\ 4 ‘-'
& P reets O ors Vover sheets End
Procedures
Procedure Performed by Date to completed by
1. Checking the report files Product analyst Third working day
2. Preparing the summary sheets Product analyst Third working day
3. Reviewing the reports Product analyst and Third working day
checking officer
3. Preparing the request for invoices Product analyst Third working day — 1400
4. Adding commentary to reports Product analyst Third working day
5. Finalising the reports and invoices Product analyst Third working day — 1400
6. Distributing reports and invoices Product analyst and Fifth working day
checking officer
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1. Checking the report files

The Product Analyst checks all the report files to ensure that they accurate before proceeding. This
procedure must be repeated for each volume report file. A second check by another officer is
performed later in the process.

Follow the steps below to check the report files:

Step | Action Key points
1. Check the Adjustment o Refer to the returned volumes templates and ensure that
tab. all adjustments have been correctly entered. The files

are located in the Q:\\Commercial Ops&Corp Serv\Billing
Data & Reports\Billing Volumes & Templates\ folder for
the year and month.

2. Check the Trends tab. e Ensure that all links for the current month actual volumes
point to the master volume templates for the month.

e Ensure that all links in the current month budget columns
point to the current month’s MD’s Forecast Report,
located at Q:\Commercial Ops&Corp Serv\Billing Data &
Reports\MDs Report.

3. Check the Charts tab. e Ensure that chart includes data for the current month.

e Ensure that values for each division are displayed
instead of links.

4. Check the Summary tab. e Ensure that the current month is displayed in the
heading.

e Ensure that all links in column point to current on the
Trends tab.

5. Save and print. ¢ Print the following tabs:
- Summary

- Charts

- Trends

- Adjustments

6. Repeat steps 2 to 6 for
each agency report file.
7. Next procedure 2. Preparing the summary sheets
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2. Preparing the summary sheets

Follow the steps below to prepare the adjustment sheets:

Step | Action Key points

1. Browse to the Billing e The path to the Billing Volumes & Templates folder is
Reports folder for the Q:\Commercial Ops&Corp Serv\Billing Data &
month. Reports\Billing Reports\

2. Copy and paste the e Copy and paste the previous month'’s report into the
previous month’s report current month’s folder.

e Rename the file to reflect the current month.

3. Update links. e Update all links so that point to the current month’s
reports.

e Click the first tab.
¢ Hold down [Shift] and click the last tab.
o Press [Ctrl]+[H]

e Replace the previous month with the current month and
then click [Replace All].

In the following example, January’s report has been rolled to
over February’s:

= = P ——— R ———
S R iy R, - et -
End Review.. 2 52 =z == 2 0R

Changes n =
arp Serv'Billing Data & Reports'Billing Reportsi2010-1 I"-.O? Jan 11\[Jan 2011 }o\umes AHO xIs]Summd

Tax = /’ 5 7325! § -
Other Financial Services / 7318; 8
Subtotal {Non-standardf Quotable %
2%
Find Replace |
Find what: ID?Jan 11\[Jan 2011 LI 3.400.50
;"Metric Replace with: |E|8 Feb 11\[Feb 2011 LI 250.00
= 400.00
Options >>
. Replace Find All | Find Mext I Close |
E'Ec”urier Services 73221 8
iSubtotal (Standard Products) ! 5 650.00
4. Save, print and close the
file.
5. Get a second officer to e Take all paperwork to a second officer for checking.
review and check the _
reports e Next procedure: 3. Reviewing the reports.
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3. Reviewing the reports

A second officer checks the accuracy of the data in the reports by reviewing the reports for large
variances and checking that certain amounts reconcile.

Follow the steps below to review the report:

Step | Action Key points

1. Review the Trend report. ¢ Review the Trend report for each agency, paying
attention to the following:

- Variations greater of more 10% from the previous
month’s report are to be highlighted and investigated
by liaising with the Product Owner.

- Check non-standard and volume exceptions.

- If there errors, discuss adjustments with the Product
Manager and update and comment all relevant
spreadsheets and templates as required.

e Corporate Finance Checking Officer initials the Trend
report to indicate it has been checked.
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Step | Action Key points

2. Check adjustments for the | e Check that the monthly adjustments subtotals on the
month. Fee for Service report agrees with the monthly subtotal
on the adjustment sheet.

e Use the following example as a guide:

Fee for Service Adjustment Schedule 2010/11

$ Previously
Product Senvice / Process Variation to billed to
Group Product Varied Varied Month/s Varied Volume client $ Variation |Comment/Reason for Variation
August 2010 HC Adjustment Total -$536.78
September 2010 HC Adj 1t Total £0.00]
October 2010 HC Adjustment Total $800.00]
November 2010 HC Adjustment Total £1.950.00|
December 2010 HC Adjustment Total $0.00]
January 2011 HC Adjustment Total $0.00]
HR Services |Establishment Establishment Tier Jan-11 840/ 5 - |3 210000 [Data reports ran but not completed in time for]
1 January billing
HR Services |Establishment Establishment Tier Jan-11 310/ 8 - |$ 2.170.00 |as above
2
HR Services
HR Services Total £4.270.00|
| February 2011 HC Adjustment Total| $4,270.00]
| HC Adjustment Total $6.483.2

N

Home Care Detail Standard Product Purchasing for the 3 months to February 2011

201041f TD Standard Product
Froduct Dec-10 Jant Achls
FHlome Care Aoyl Fiome Care Aoyl
e ——

2010411 YTD Budoet
Frice i
Frice etric 2001071~ Tolume ]

Tl Fome Care
T T T

These two figures
should agree

Tota! Stendsrd Fee for Service 5 weranE § Tesgsiel S EAsTar

Other - Non-Stzndznds
fubiotals.

GrandTotsl Fee for Service. S 86243006 S 76985264 S B50497.61

¢ If the amounts do not agree, the checking officer and the
Product Analyst work together to locate errors, liaising
with the Product Manager and metric providers as
required.
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Step | Action Key points

3. Check the year to date e Check that the year to date adjustments subtotals on the
adjustments total. Fee for Service report agrees with the year to date

subtotal on the adjustment sheet.
e Use the following example as a guide:
Fee for Service Adjustment Schedule 2010/11
$ Previously
Product Service | Process Variation to billed to
Group Preduct Varied Varied Menth/s Varied Volume Vclient § Variation |Comment/Reaseon for Variation
ptember 2010 HC Adjustment o 50,00
October 2010 HC Adiustment Total $800.00]
November 2010 HC Adjustment Total $1,950.00|
December 2010 HC Adjustment Total £0.00]
January 2011 HC Adjustment Total £0.00]
HR Services |Establishment Establishment Tier Jan-11 840 % - |$ 2.100.00 |Data reperis ran but not completed in time for|
1 January billing
HR Services }Estahlshment Establishment Tier Jan-11 305 3§ 217000 |as above
HR Services |
HR Services Total £4.270.00|
| February 2011 HC Adjustment Total| - Giaind
| HC Adjustment Totall I s6.483.22( |
| S—
Home Care Detail Standard Product Purchasing for the 3 months to February 2011 ‘ x _ :
- e e B e — = e e —
These two figures
should agree
?:‘:\‘;I(:rdamﬁylu&rvlw ; T s TEIESIE ;t BSIMBHH §10,865 56672
;:::ml;e‘elurs;mne : SGZASD.VN 5 759353’&! ;} BSDA97VG1
e If the amounts do not agree, the checking officer and the
Product Analyst work together to locate errors, liaising
with the Product Manager and metric providers as
required.

4. Check that non-standard
charges for the month
been entered correctly.

5. Check the total actual e Check that the Grand Total Fee for Service on the
expenditure for the month Trends page agrees with the Total Recurrent
reconciles. Expenditure on the Summary Sheet.

e |f the amounts do not agree, the checking officer and the
Product Analyst work together to locate errors, liaising
with the Product Manager and metric providers as
required.

6. Next procedure e 3. Preparing the request for invoices.
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3. Preparing the request for invoices

For clients except SPA, the total billing amount is recorded on the invoice. The SPA invoice is

itemised.

Follow the steps below to prepare the request for invoices:

Step | Action Key points
1. Copy and paste the e Copy and paste the previous month’s invoices into the
previous month’s invoices current month’s folder.
e Rename the files to reflect the current month.
2. Copy the SPA invoice e Open the SPA Volumes report for the month.
data .
e Click the Summary tab.
e Select and copy cells D6 to D12 inclusive.
—lolx]
@_1 Fle Edit View Insert Format Tooks Data Window Help or - F X

Iy~

DEEdRIIB@d-9-8z-tlBef ===

NS . | & W ga Reply with Changes... End Review... £ S 3 o= 2
F6 - # =DG6+EG
C D E F G 3
schedule for January 2011 J
.
Z Product Jan-11 Adjustment Total Note
4| s s 5
g |Shared Network Service ] 13,778.33 $ 1377833
. Shared Telephone Service % 872275 & ByoPTh
. Shared Applications Service $ 370875 8 370875
4 Shared Communications Service 3 5.840 58 .| 5 884058
_, |IT Service Desk Support 3 100 00 / 5 10000
, |Cali Charges § 502400 / 's 592400
L, |Subtotal (Standard Products) s ’J_LOIE.A_LA_| -|['s 41,075.41
s ‘ Copy all this | S 41,010.41
13

Please Invoice to Goververnment Service Centre - Cost Centre

3 41,000 81
15 | |
1 >
W 4 » »|f Cover Sheet () \Summaryz Yeummary Dec varance /[ | | |
Ready S—— Sum=% 82,150.81 HUM S
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Step

Action

Key points

3.

Paste the SPA invoice

data.

CLUTIEAL T SE U=

‘ ANurew Vi iuig: =

e Switch to the SPA invoice document.

e Select all the cells in the Net Invoice Amount column
including the total.

‘ [T TSV | B ‘

usinesslink-Billing-Detailsy

Net:Invoice-Amountz

countz Cost-Centre/WB S/ProjectBZ#z

- 7326 Shared-Net] 1. Click here

= 7326-Shared Telephone- Servicex

= 7326 Shared Applications Service®

= 7326-Shared-Communications-Service®
El 7326-IT-Service-Desk-Support=

=) 7326 Telephone-call-charges®
Net-Invoic

2. Drag to here —

iformation-to-be-printed-on-the-Tax-Invoice

541,075.41a

iptiony ‘

Tl 1an11 BLCreate Tax Invoice_ SPA.d|

Edit | View Insert Format Too

Fe

(™ Redo Paste
& Cut

=3 Copy

& Office Clipboard...
@ pastecels Cul+v

Paste Specil...

Paste as Hyperiink

Ctrl+Y
Crl+%
Cirl=C

Clear »

Select All Ctri+A
33 End.. cirier  phnta
Replace... Ctri+H R
ine:
Go To... Cr+G

e Paste the invoice amounts as plain text and pad out the

amounts with spaces so that they line up.

[ | LEVErY, DU IULSE, DI EEL YUY

I
]
ﬂ Paste Spedal 2] x|
3il Source;  Microsoft Office Excel Worksheet

| Summary!R6C6:R12Ca
As: (=]
= Cancel

Micrg ice Excel Worksheet Object -

ormatted Text )

Unformatted Text

it & Nnag
Bitmap

Picture (Enhanced Metafile)
HTML Format

ﬂ ] Display as icon

— [ Result

Inserts the contents of the Clipboard as text without any

= = formatting.
bl EE

‘b

e Change the font size to 8 point for the item amounts.

This is the result;

e S ettty ¢ ety
Address-on-Invoicen Level-9 -Bligh-House,-4-6:Bligh-Sireet: Sydney=
= Client-Contact-Personz Andrew-McClure--= Phone-No.= ]
il
» 2.+ Businesslink-Billing-Details|
GL-Accountz Cost-Centre/VB S/Project-BZ#a Net:Invoice-Amouni
£1130= 7326-Shared-Network Services $13.778.33 =
611309 7326-Shared Telephone-Services §872275n
511301 7326-Shared-Applications-Senice® $-3,708 75
51130m 7326 Shared Communications Serviced| $-8,840 58
51130 7326-IT Service Desk Support= $ 100.00=
51130k 7326 -Telephone-call-charges® E-5024 00=
Total-NetInvoice-Amounta $41,075.41x
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Step | Action Key points

4. Copy and paste the e Open the agency Volumes report for the month.
invoice amounts for the .
remaining clients. e Click the Trends tab.

e Select and copy the Grand Total Fee for Service amount
for the month.

e Switch to the agency invoice document.

o Paste the invoice amounts as plain text.

1.+ Tax-Invoice-DetailsT

sClient-AgencyNamez Aboriginal-Affairs-NSW=
Address-on-Invoicen Level-13, - Tower-B-Centennial-Plaza, -280-Elizabeth-St-Surry-Hills:-NSW-2
= Client-Contact-Personz Mark-Brosters | Phone-No.= | (02)-9219-0754=

il
» 2.-+ Businesslink-Billing-Details

GL-Accounta Cost-Centre/WB S/ProjectBZ#a )iet'wnou nta
51120= Various-please see-attached= 388,942 88x )

e o

- e A
Total-Net-Invoice-Amounts ( $88,042.880 )H Paste here ‘

1
3.- Information-to-be-printed-on-the-Tax: i

Description |

5. Save and print all
requests for invoice.

4. Adding commentary to reports

Metric providers send commentary on the data they provide by email. The Product Analyst records
commentary on the Introduction tab on each agency report.

5. Finalising the reports and invoices

Follow the steps to finalise the reports and invoices:

Step | Action Key points

1. Create PDFs e Create PDF files of all fee for service reports and save
the files in the PDF folder for the month.

2. Obtain authorisation e Take all paperwork to the Chief Financial Officer for
approval.

Version: 1.0 - 7 March 2011

SOP manual
NSW Businesslink Pty Ltd Commercial in Confidence




Governance Service and Finance

Monthly Billing Volume Consolidation and Bill Production

6. Distributing reports and invoices

Follow the steps below to distribute reports and invoices to the recipients:

Step | Action Key points
1. Send requests for e Email the following documents to Accounts Receivable:
invoices and reports to .
Accounts Receivable. - SPA Fee for Service report.
- scanned SPA invoices
- summary sheet.
2. Email the summary sheet. | e Email the summary sheet to the Financial Accountant.
3. Deliver the signed hard
copy invoice requests to
Accounts Receivable.
4. Distribute the fee for e Email the Excel versions reports to the client agencies.
service reports to the See Agency FFS and volumes reports distribution list on
client agencies. page 5.
5. Advise Corporate Finance

e Email Corporate Finance that month end fee for service
reporting is complete.
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Procedure checklists

Checking officer review check list

Agency Trend variances Adjustsments Non-standard Actuals
checked checked charges checked reconciled
AANSW D D D D
ADHC D D D D
AHO O O O O
cs O O O O
PHS O O O O
He O O O O
HNSW D D D D
- O O O O
SPA O O O O
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Managing Director’s forecast report

Overview

Each month, the Product Analyst prepares the Managing Director’s report by rolling over the
previous month’s reports and updating it with data received.

Process flow

MD’s report

Creates new Next
report files | Updates report ]! Collates templates

Product Analyst

Procedure

This process requires the completion of the following procedures:

Procedure Performed by Date to completed by

1. Creating a new managing Product analyst Three working days before month
director’s forecast report end

2. Updating the Managing Director’s | Product analyst Fourth working day

report

1. Creating a new managing director’s forecast repo  rt

The Product Analyst creates a new managing director’s forecast report from the previous month’s
file. This task is to be completed five working days before month end.

Follow the steps below to create a new managing director’s forecast report:

Step | Action Key points

1 Browse to the MDs Report | e The path to the Managing Director’s report is
folder. Q:\Commercial Ops&Corp Serv\Billing Data &
Reports\MDs Report\.
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Step | Action

Key points

2. Create a new file for the

month by copying the

Right-click the previous month'’s file and select Copy .

: e £ e Right-click in the right window and select Paste to create
previous month’s file. :
a new file.
03 Sep 2010-11 MD NO DATAXLS 367 KB Micrc
5103 Sep 2010-11 MD Forecast NO DATAXLS 25,531 KB Micrc
#]03 Sep 2010-11 MD Forecast NO Dallars XLS 530 KB Micrc
)03 Sep 2010-11 MD Forecast.XLS 25,624 KB Micrc
H04 0ct 2010-11 MD Forecast.XLS 26,670 KB Micrc
H]05 Nov 2010-11 MD Farecast (sample).XLS 26,704 KB Micrc
#]05 Nov 2010-11 MD Forecast.XLS 26,886 KB Micrc
=06 Dec 2010-11 MD Forecast (estimated).XLS 27,210 KB Micrc
= D6 Dec 2 MD Forecast. 27,210 KB Micrc
H]2010-11 MD Forecast.XLS Hpey 25,051 KB Micrc
#12010-11 Price List Businessink | MNew .doc 355 KB Micrc
20101 1PricelistBusinessinkProi.  Print 155 KB Adok
Hadhc, he, cs, hnsw 2010-11 bu Save As... 138 KB Micrc
H)agency Transition Consolidated 96 KB Micrc
H)amanda.xis Scan for Viruses... 1,210 KB Micrc
@]Budget Revenue 2010-11.xls T o
T BusinessinkServiceCatalogue2(l N NetwWare Copy... View '
HCopy of 05 Nov 2010-11 MD F ¥
S Copy of 05 Nov 2010-11 Mp F__Pe Wit 2 Altahdedcons By ar
&) Copy of 2010-11 MD Forecast.  sand To R Roliesd
H)Copy of BL10 31686 Agency T B.XLS | Customize This Folder...
(= E3094000 cut
HExpense budget 2010-11 [PHA —
%HC Budget.xls hi Pata SHOFEL
=]HP budget journal adj.xls Create Shortcut
FPIVOT REVISED SCENARTO 101, Dt tndo Dekte e
HRecruitment Budget Recal.xis Rename Mew v [
Eseptember 11 MDs excerpt.xls ¥
HWAN Analysis July August 201C  Properties Properties
e Select the new file, press F2 and rename it to reflect the
. . , . .
current month. For example if, the previous month'’s file is
)
06 Dec 2010-11 MD Forecast.XLS, the new folder’s
name would be 07 Jan 2010-11 MD Forecast.XLS.
24HP DUAZET JoUrnal ad).Xis 24 KB MiCro
EPIVOT REVISED SCENARIO 100210.xls 20,672 KB Micrc
ERecruitment Budget Recal.xls 39 KB Micrc
Eseptember 1] MDs excerpt.xls 439 KB Micrc
EVWAN Analysis July August 2010.xls 79KB Micrc
27,210K8 Micre
EHP buddet journal adi.xls 24 KB Micrg
EPvOT RIYISED SCENARIO 100210.xls 20,672 KB Micrc
[Type: Microsc ERecruitmelt Budget Recal.xls 39 KB Micrc
— | E]september Y }Ds excerpt.xks 439 KB Micrc
EwWAN AnalyS¥July August 2010.x1s 79 KB Micrc
27,210K8 Micre
« | B
Type: Microsoft Excel Worksheet Size: 26.5 MB Date Modrﬁe|26.5 MB \-g Local intranet v
. . . y
3. Open the newly created ¢ If the following message displays, click [Don’t Update].

file.

Morosomtexced x|

This workbook contains links to other data sources.

« If you den't update the links, Excel will use the previous information.

= I you update the links, Excel will attempt to retrieve the latest data.
] E
e

Hote that data links can be used to access and share cenfidential information witheut your permission and possibly perform
other harmful actions. Do not update the links if you do not trust the source of this workbook.

Don't Update

Help

Version: 1.0 - 7 March 2011

NSW Businesslink Pty Ltd

SOP manual
Commercial in Confidence




Governance Service and Finance Monthly Billing Volume Consolidation and Bill Production

Step | Action Key points

4. Update the year to date e Click the DCOM Budget tab for the current financial year.
budget amounts for each For example, if the current financial is 2010 — 2011, then
client. this tab would be named DCOM 10-11 Budget.

Hint: The quickest way to get to this tab is to:
e Click "l to scroll the last tab.
o Keep clicking < until you can see the DCOM Budget tab.
¢ Click the DCOM Budget tab.

e Scroll to and select the two cells in row 4 for the previous

month.
Hint: They will be the last cells with the text Actual
Budget Volume.
e Press [Ctrl]-[C] to copy both cells to the clipboard.
L | M N | 0 [ P
10 [T Jan-11
TzAval s (7AYol T7A-Val __ C3A-Vol T3A-val
Actual Budge Actual Budget Actual Budget Remaining Remaining R
c Value Volume Value udget Yolume | Budgel Yalue | Buc
r $13.160.36 T $19,160.36 19.160.36]" $19.160.36
r $13.26148 13,261 48 13,2148 13.26148) §13,26148
r $11,916.91 L4 11,1531
$13.114.30 13.714.30 $12.114.30
r sz COPY these two cells 1a.802 41 $13,02 41
r $0.00 oooff $0.00
r $21.967.7 T S Tan T 2567720 $21967.72
r $1.873.74 1873 74 §$1.873.74 11573 74) §11873 74
r $18.705.74 16.705.74 $18.705.74 ws $18.705.74
$0.00 0.00 $0.00 .00) $0.00
r §24,283 67 24,983 67 $24,29367 24,283 67) $24,283 67
r 3905489 9.054.89 $9.054.89 9,054,839 $9.054.89
r $13.958.73 13.956.73 $13.958.73 13.956.79 $13.958.79
$171.000.00 171,000 $171,000.00 171,000 $171,000.00

e Scroll to the first cell in row 4 for the next month.
Hint: They will be the first cells with the text Remaining

Budget Volume.
Dec-10 Jan-11

0O2A-Yol O2A-¥al = Q3A-Val
gel Actual Budget Actual Budget Remaining Remaining

Yolume Yalue Budqget Yolume Budget Yalue B
16036 19,160.36]7 $13.160. 35 BRI o $13,160.36
26148 13261480 $13.261 4 [ $13.261.48
1651 X 4 4115569 Paste here [ $11.876.91
1430 13 14.300 $13,114.3 [ $13,114.30
202,41 1380241 $12.802.4 TEEIZAT $13.802.41
$0.00 0.00f" $0.00 0.0l $0.00
k772 21967720 $21967.72 219677200 $21.967.72
171 TA GELERT 4 187774 v Al +1 87274

e Press [Ctrl]-[V] to paste the text.

0 | P | ¢

N
Jan-11 .

12A-¥al 3A-Vol 3A-Val Y 03a

1al Bud Actual Budget Actual Budget Rema

Value Yolume Yalue udget
$19.160.36 = 19,160, 36|
$13.261.48 13261480 $13.261.48
$11.816.91 1. 51
$13,714.30 i i 4.30
sE0sa | This is the result g
$0.00 - 0.00
$21967.72 21967.72 $21.967.72
1187374 1.873.74 $11.873.74|
$18,705.74 18.705.74] $18.705.74
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Step | Action

Key points

5. Update all other client

budget tabs.

e Repeat 4 step following client agency budget tabs:
- SPA
- AANSW
- AHO
-3
- DHS
- HNSW
- HC
- CD
- ADHC

- Businesslink

6. Update the month number
on the Businesslink

e Perform this task on the Businesslink budget tab only.

e Scroll to cell AH3 and increase the number in by one.

budget tab.
-
E [ F AH | J
duct Total | PRICE 20° 1‘:-5;:; —
(7.;
12.383.652.50 6.0
3.712.950.00 Various 1.821.730.77 1.1
6,465 702 5p -8 123 08g 77 3
Increase this cell by 1 651
5 225000]% -
2.000.000.00 $ 999,997 65
5 115005 -
4.190.000.00 $ 2.019.432.25
e Use the following table as a guide:
If the month is... Value for AH3...
July 1
August 2
September 3
October 4
November 5
December 6
January 7
February 8
March 9
April 10
May 11
June 12
7. Save and close the file.
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2. Updating the Managing Director’s report
This procedure requires the completion of the following tasks:
a) Updating the column headings
b) Updating the agency trends tabs
¢) Updating the Board Summary Table tab
d) Updating the Comparison tab

a) Updating the column headings

Follow the steps below to update the column headings:

Step | Action Key points
1 Open the Managing e |If the following message displays, click [Don’t Update].
Director's report for the TR x
month ' This workbook contains links to other data sources.
= If you update the links, Excel will attempt to retrieve the latest data.
.5 « If you den't update the links, Excel will use the previous information.
Hote that data links can be used to access and share cenfidential information witheut your permission and possibly perform
other harmful actions. Do not update the links if you do not trust the source of this workbook.
[T Wl elp
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Step | Action Key points

2. Update the year to date e Click the DCOM tab.
actual amounts for each

client e Scroll to and select the two cells in row 4 for the previous

month.
Hint: They will be the last cells with the text Actual
Volume and Actual Value.

e Press [Citrl]-[C] to copy both cells to the clipboard.

- I U EE=ER % v %8 z
U | = =4 $ % .60
a
3 q/\.
-
D a | R | s | T \
>
Sudget 10-11 Valy Dec-10 Jan-11
H2A-Yol Q2A-Val A-Yol Q3A-Val [F
Actual Forecast Fo
Volume Actual Value lume Forecast Value | Wi
$229,924 160 ; 2 & iB 17.974.50 $17.974.50
$159,137. 73 12,267 $13.261.48 15,531.00 $15.521.00
$141,802 87 1218275 $13.18275
se737164 | Copy these cells | wanmn $15,820,00
$165.625.93 T OO T FTTOUZ T 12.030.00 $12.030.00
$0.00) 000 $0.00 0.00 $0.00
$263,612.70 2186772 $21967.72 1371750 $13.717.50
$142,434.85 187374 1187374 141110 114110
$224 468.85 18.705.74 $18.705.74 13.040.00 $19.040.00
$0.00) 000 $0.00 1336875 $13.368.75
$291.404.03 24,283 67 $24 29367 13,025.00 $19,035.00

e Scroll to the first cell in row 4 for the next month.
Hint: They will be the first cells with the text Forecast
Volume and Forecast Value.

10 Jan-11 |
02A-Val [ [FH
Forecast
stual Yalue Yolume Forecast Yalue [
—y
$19,150.36| 1797450 $17 974 50
$13.261.48 .
trgkgl| | Paste to the right
$13.114.30 15,8200 F15 52000
$13.802.41 12.090.00 $12.030.00
$0.00 0.00 $0.00
$21.967.72 13.717.50 $13.717.50
$11.873.74 14110 $1141110
$18.705.74 13.040.00 $19.040.00
$0.00 13,368.75 $13.368.75
$24.283 67 13.035.00 $19.035.00

e Press [Ctrl]-[V] to paste the text.

R | s [ 1 ]

— dan- 1l ™,
‘A-Val Q3A-Vol Q3A-Val
Actual
al Val Yolume Actual Yalue

el

$19,1sn.35\"|'r~,-97-un. 74,50

1326148 e 82100 6 By

$1L516.591 e i

$13 11420 ‘Thls is the result

$13,202.41 1209000 $12,090.00
$0.001 0.00 $0.001
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Step

Action

Key points

3.

Update all client tabs.

o Repeat step 2 following client budget tabs:

SPA Trends
AANSW Trends
AHO Trends

JJ Trends

DHS Trends
HNSW Trends
HC Trends

CD Trends
ADHC Trends

Businesslink
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Step | Action

Key points

4. Update file links to the
current month’s volumes
reports.

e Select Edit > Links.

&) He | Edi | view Insert Format Took D
0 b -l
9 Repeat Close Crrl+Y
@t P SN0E]

R & Cut Clrl+X Comr
12 53 Copy CukC Hs'IS1
1 B office Cipboard... e 20
)
12| L
13
Fil »
4 Clear P —
5 Delete...
= Delete Sheet 46)
Move or Copy Sheet...
7 |33 End.. Ctrl=F  $00
z Replace... CirkH 01 Fiv
9 Go To... Ctrl+G
ﬂ‘ Links.
erk -
11
12
13 |Database management [7340]
14| Testt Develooment

o Click one of the linked volume report files and then click
[Change Source...].

Status
Jan 2011 Volumes AANSW.xls Wi A Unknown
Jan 2011 Volumes ADHC.xls W A Unknowin
Jan 2011 Yolumes AHO.xls v A Unknovin
Jan 2011 Volumes CS.xls W A Unknovin
Jan 2011 Yolumes DHS.xls W A Unknowin
Jan 2011 Yolumes HC.xls W A Unknovin Brask Link
Jan 2011 Volumes HNSW.xls Waorksheet A Unknovin -
Jan 2011 Yolumes J1.xls Worksheet A Unknowin
so 11203011 Vnlumee 522 vl \Warkchoot & Linknesn LI Lrzar simng
Location: Q:\Commercial OpsCorp ServiBilling Data Reports\Billin...\07 Jan 11
. Trem: .
Update: @ Automatic ¢ Manual
Startup Prompt... Close

e Select the current month’s volume report for the agency.

e Repeat this step until all current month agency volume
reports have been linked. For example if the current
month was February 2011, the screen should look like
this:

| Price Metric

Eatunks x|
4 | Update | Status |A| Update Values |
Feb 2011 f/olumes AANSW.xls A Unknowin
Feb 2011 l/olumes ADHC.xls A Unknown Change Source... |
10 4| Feb 2011 J/olumes AHD.xXs v A Unknown 1
Feb 2011 p/olumes CS.xls Worksheet A Unknowin Open Source |
to || Feb 2011 Jolumes DHS.xIs Worksheet A Unknown = 1
Feb 2011 f/olumes HC.xls Worksheet A Unknowin Break Link | £
Feb 2011 lolumes HNSW.xs Worksheet A Unknawn — s
Feb 2011 folumes 11.xls Wworksheet A Unknowin B
Location: Q:\Commercial OpsCorp Serv\Billing Data ReportsiMDs ...42009-10 1
Item:
Ll
Update: @ Automatic " Manual L
p—— C
( ) | a
Startup Prompt... Close c

T T

e Click [Close].
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Step | Action Key points
5. Update the month number | e Perform this task on the Businesslink budget tab only.
on the Businesslink . o
budget tab. e Scroll to cell AH3 and increase the number in it by one.
;‘
E : F (‘, AH ______l J
. Increase this cell by 1
5 225000(s% [_'57
; o ; 999 997765 <
¢ Use the following table as a guide:
If the month is... Value for AH3...
July 1
August 2
September 3
October 4
November 5
December 6
January 7
February 8
March 9
April 10
May 11
June 12
6. Next procedure e Updating the agency trends tabs
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b) Updating the agency trends tabs

Follow the steps below to update the agency trends tabs:

Step | Action Key points
1. |Update the current month’s | e Select the previous I s
data Columns_ monthys data Columns Typeaquestionforhelp « - & x

. IEEZEs % » W EE T-H-A
from the cells with g

Actual Volume and

F 1] I W A
Actual Value to the :F
monthly total_ Select from here...
£ aoieT o] b
e Gaval o vor e var =
—‘ Farcenst -
olum Forecast Yah v
01.000.00 om 0m
105,000 | o ]
o o
79000 | 0m 0m
7. 0w 00
| 0w 0w
| 0m 0m
| ] ekl
| o o
‘ 0w 0.0
| o ]
| om o
| 0m 0m
0w 0m
... to here
v ¥

e Move the cursor over the bottom right edge of the
selected are and when the cursor changes to a + sign,
drag to include the current month’s columns.

[ =151 x|

Type & question for t

-B]r u|EEEE S %+ BB EE

E I = i I T I u I v [ 4]
“roduct Total PRICE 2010-11 Jan-1 Feb-11
§  foioonao |- 00 0 —
$ 10500000 | 00| $ = 0.00| 4 =
$ 7300000 | 000 # = 0.0 =
3 .00 | oo = 0.0 =
432000
719.235.45
1042 |
B 001 & 00| $ =
| oo s £
______________ - N _ {__
| 0 Drag from here... ... to here
.10 42
730,335 87
¥ ¥
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Step | Action Key points

2. Check that adjusted e Look at the cell under the Grand Total value for the
amounts have been month.
included. - .

o If the cell is displaying ‘Y’, then go to the next step.

o If the cell is displaying ‘N’, open the volumes report for
the agency for the month and manually add adjusted
amounts.

ﬁ ;:;:EI;I][ Service 5 629,572 64
344| Sundraton Standards [7300) 0.00
345 LeD(7320) 0.00
ﬂ Frinting [7314) 0.00
347| HMSW HOMES Horme Service Delivery [73 629.572 64§ 629572 64
343 000
349
E Sale of other services 61200 5
351| Managed Tasks [7300) 0.00
352 000
3583 0.00
|354| 0.00
1355 0.00
356 | Total Other 5 529570 64
1357|HN SW Grand Total 713 62957264
358 L~ | ‘
359
O =
3. Repeat steps 1 and 2 to e Update the client trends tabs:
update all client trends
tabs. SPA Trends
- AANSW Trends
- AHO Trends
- JJ Trends
- DHS Trends
- HNSW Trends
- HC Trends
- CD Trends
- ADHC Trends
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¢) Updating the Board Summary Table tab

Follow the steps below to update the Board Summary Table tab:

Step | Action

Key points

1 Click the Board Summary
Table tab:

2. Update the month.

e Scroll to cell D1 and type the current month.

vial _ vIQEE;QS%’*QaS

=TT
gt |

¥

)
o
)

. E F G
( January January January January
IYTD 101 Actual N1 Actual 1M1 YTD 111 YTD Budget | 10
nue Yolume Revenue Budget Yolume Revenue .
Update link monthly
17.353.98 0 5 1040363280 0.0 5 91.293.125.05

The cells to right are updated automatically.

YP

il -8 -[B]z U EEEE S % 0 BS

| Review... % 33 =(x (2

o

os

D s = i i

February l February February February YT

IYTD A1 Actual 1011 Actual NN YTD N1 YTD Budget (101 A
nue Yolume Revenue Budget Yolume Revenue Yolu

Update link monthly

17.353 95 0 5 1040363280 00 5 91.293.125 08

na n38 &An an a7g & 41 07R 41 AN9 7773 & 41133333 3R
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Step | Action

Key points

3. Update the links on column

volumes on the
Businesslink Trends

D so that they point to the
current month’s actual

tab.

e Select column D.

e Press [Ctrl]+[H] to open the Find and Replace box.

e On the Find and Replace box:

e Type the previous month’s linked column in the Find what

field.

e Type current month’s linked column in the Replace with
field.

e Click [OK].

e RO e
i Reply with Changes... End Review :P}Eﬂ:ﬂia‘,{,

F

G

B | C E
All February | February

Find and Replace

Find Replace |

February

February

Budgi
nue

Find what: IES

93.125

Replace with: IEU

2lx|
[
[
Options >> 43‘333i

11,333.
68,000

Replace All | Replace | Find All | Eind Next |

Close |

n

0
0

g >
5 1,008,976 54

§  81.819.564 66

00§ .
00 5 2.022 666

This example rolls the report over from January to February.

Notes:

e Make sure the columns being replaced started with ‘$’ to

indicate that they are links.

e Use the following table as a guide.

Month Column

July

August

September

October

November

December

January

February

March

April

May

SIZ|<|g|c|nlolo|z|x|-|o

June
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Step | Action Key points

4, Update the links on column | e Select column E.
E so that they point to the
current month’s actual

revenues on the e On the Find and Replace box:
Businesslink Trends tab.

e Press [Ctrl]+[H] to open the Find and Replace box.

e Type the previous month’s linked column in the Find what

field.
e Type current month’s linked column in the Replace with
field.
e Click [OK].
Notes:

e Make sure the columns being replaced started with ‘$’ to
indicate that they are links.

e Use the following table as a guide.

Month Column

July
August
September
October
November
December
January
February
March
April

May

June

SIBIN[x|<|+|m|v|Z|r ||z
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Step

Action

Key points

5.

Check all totals

350 |Consolidated FFS + Other

353 ADHC

ADHC FF5S Wotal

ADHC FASS [7372)

694 | ADHC FFS + Other Total

697 |HC
1033|HC FFS Total

691
692 | ADHC Seniors Card Services [737E)
693 |  ADHC Seriors Information Line [7377)

e The FFS + Other Total for each agency must agree with

the Grand Total on the agency trends tab.

$

0.0 & 161.136915.64

27.810,076.96

$  27.810,076.96

05 1141260934

0 5 361875959

0.0 %

5 6,675,584,

149,020 § 149.020.00 0§

0s = 00§

o 0.0 §

""59. 20[E_376r77969 ) 00§
This figure should agree with 3

the grand total on the

ADHC Trends tab for the month.

In this example, the highlighted figure must be agree with

the Grand Total on the ADHC Trends tab.

o Do all FFS totals agree?
If... Then do this...
Yes
Dgo to Updating the
Comparison tab.
No

Dgo back to Step 3 and check
that all links are correct.
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d) Updating the Comparison tab

Follow the steps below to update the Comparison tab:

Step | Action

Key points

1 Click the Comparison tab.

2. Update the current month.

e Scroll to cell D1 and type the current month in
dd/mm/yyyy format.

B Microsoft Excel - 08 Feb 2010-11 MD Forecast.XLS

@_'l File Edit View Insert Format Tools Data Window Help

MEHRSG IR B9~ =3 log
o 'fJ EJ d T 8 ) -l e Reply with Changes... End Review i)ﬂ 53
D2 - & 01/02/2011
Alg] A e D E
1
2 |Comparison worksheet Feb-2011
H This Month
10-11 10-11
3 Product
Yolume Yolume
4 GROUP
ﬁ Lease negatiation 0.00
1323|  Lease management 369.00
ﬁ Buszinezs Case development 0.00
325|  Market Search 0.00
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Step

Action

Key points

3.

Update the links on

columns with volumes so

that they point to the
current month'’s actual
volumes on the
Businesslink Trends

e Select columns D and K.
e Press [Ctrl]+[H] to open the Find and Replace box.
e On the Find and Replace box:

tab. | ® Type the previous month’s linked column in the Find what

field.
e Type current month’s linked column in the Replace with
field.
e Click [OK].
Ll e ENG KEVIeW A oA SuE g
D E G H J |k
update monthly [update monthly]
Feb-2011 Budget
—| This Month XU ¢ rrent Mon | €
10-11
Find Replace |
Yolume Find what: IES LI Yolume
Replace with: IEU| LI
373,074.46 457,963.02
205.311.04 Options == | I 286.933.97
1.366.45 4.325.85
309.81 ) ’—I 0.00]
48.00 Replace All | Replace | Find All | Find Next Close | 2592
0.00 Uuu ALY 0.00
el 166,666.66 166,039.18 1,333,333.31 1,334,427 .81 ‘ 1,990,995.70 1,990,995.70 166,666.27

This example rolls the report over from January to February.

Notes:

e Make sure the columns being replaced started with ‘$’ to
indicate that they are links.

e Use the following table as a guide.

Month Column

July
August
September
October
November
December
January
February
March
April

May

June

BIZ|<|Z|c|niolo|z|x|-|@
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Step | Action Key points
4, Update the links on column | e Select columns P and V.
with revenues so that they :

; ) + .
point to the current month's e Press [Ctrl]+[H] to open the Find and Replace box
actual revenues on the e On the Find and Replace box:

Businesslink Trends tab. ) o ) )
e Type the previous month’s linked column in the Find what
field.
e Type current month’s linked column in the Replace with
field.
e Click [OK].
- - = = = = S
3 Monthly
[¥] R S T 0] [
Update Monthly pdate Moni
Feb-2011 Feb-2011
- ] This Monrh Thiz Manrh TN An-1 YT n-1 na-in Frvy na-1n Frry BUDGET
: Reven p— R | Revenue
516.! i . & - X .
Find what: |55 =] ﬂﬁg;sgag 3527
€ Replace with: [sui | 457.386.89
it 0.00
2 Opti 18.46154
ptions => -
1—8; Replace All | Replace | Find All | Find MNext I Close | 188‘8553;
3an. 363.827 34
184,975.00 1583,575.00 2,653,560.00| 234, 266.12
104,79167 729,375.00 1.324,291.67] 89,713.66
15.500.00 ‘ 108.500.00| ‘ 167.916.67| 19,847 56
Notes:
e Make sure the columns being replaced started with ‘$’ to
indicate that they are links.
e Use the following table as a guide.
Month Column
July H
August J
September L
October N
November P
December R
January T
February V
March X
April Z
May AB
June AD
5. Save and close the file.
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Procedure checklist

D New MD'’s report created
DAII tabs updated

DChecked report distributed
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Reference section

Volume templates distribution list

IT template

Position or Title Name

Production Coordinator ADHC

Production Coordinator HNSW

Production Coordinator CS

Production Coordinator BL

Manager, Service Management, Businesslink (cc) Phillip Frost
Manager, Corporate Finance, Businesslink (cc) Susan Herald
Business Analyst, Corporate Finance, Businesslink (cc) Derek Lewis
Finance Officer, Corporate Finance, Businesslink (cc) Tony Donohoe
HR template

Paosition or Title Name

Business Manager, Human Resource Services, Businesslink David Haynes
Specialist Payroll Analyst, Payroll Operations, Businesslink Natalie Davis
Practice Manager, HR Services, Businesslink Oriana Groves
Project Manager, Workforce Solutions, Businesslink Christine Hiebler
Manager - Establishment Unit, Workforce Solutions, Businesslink Scott Churchin
Service Delivery Manager, Human Resource Services, Businesslink Elizabeth Tonkin
Human Resource Consultant, Bizlink Employee Relations, Businesslink Lesley Jennings
Team Leader, Workforce Solutions, Businesslink Deborah Cunningham
Manager, Human Resource Services, Businesslink (cc) Ruth Sun
Manager Payroll Services, Payroll Operations, Businesslink (cc) Sharlene Kelly
Manager Recruitment, Workforce Solutions, Businesslink (cc) Anthea Arnol
Business Analyst, HR Management Solutions, Businesslink (cc) Penelope Corney
Manager, Corporate Finance, Businesslink (cc) Susan Herald
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Position or Title Name
Business Analyst, Corporate Finance, Businesslink (cc) Derek Lewis
Financial Services template

Position or Title Name

Manager - Finance Transactions, Businesslink

Craig Napper

Manager — Accounts Receivable, Businesslink

Justin Pinkus

Financial Accountant, Businesslink

Mark Russell

Team Leader Accounts Receivable, Businesslink

Nicolas Katsouras

Manager, Corporate Finance, Businesslink (cc)

Susan Herald

Business Analyst, Corporate Finance, Businesslink (cc) Derek Lewis
Business Services template
Position or Title Name

Team Leader, Records, Projects & Property Solutions, Businesslink

Linda Trovato

Manager Fleet Services, Businesslink Paul Varga
Manager Property Services, Businesslink Robert Smith
Property Projects (PropertyProjects@dhs.nsw.gov.au)

Business Analyst, Business Services, Businesslink Paul Francis

Project Coordinator, Project Office, Businesslink

Justine Nicholson

Director, Projects & Property Solutions, Businesslink

Tarun Gauri

Manager - Business Support, Businesslink

Dean Broderick

Manager, Corporate Finance, Businesslink (cc)

Susan Herald

Business Analyst, Corporate Finance, Businesslink (cc)

Derek Lewis

Senior Budget Officer, Businesslink (cc)

Michael Bridge
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Agency FFS and volumes reports distribution list

Ageing, Disability & Home Care

Position or Title

Name

Executive Director ICT,

Russel Stanton

A/Director Business Systems and Projects

Steve Sloan

Deputy Director-General

Alastair Hunter

Chief Finance Officer

Stephen Mudge

Executive Director

Steve O'Neil

Systems Support Coordinator, DADHC Corporate

Fouad Antonios

Executive Director SAMP

Jonathan Wassell

Executive Director, Strategic Human Resources

lan Peters

Business Analyst, DADHC Corporate

Gregory Chilton

Housing NSW

Position or Title

Name

Accountant, Corporate Finance & Planning

Lochana Jayasinghe

Acting DCIO & Project Director

McLaren Burgoyne

A/Chief Information Officer

Melissa Mccabe

Executive Director, Strategic Corporate Services, Office of Director General

Cliff Haynes

A/Director, People & Organisation Performance

Alan Bedford

Acting Director People & Organisation Performance

Denis Aslanis

Business Manager

Rick Towerton

Juvenile Justice

Paosition or Title Name
Deputy Chief Executive John Hubby
Chief Information Officer Troy Workman

Suzanne Mathieson
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Aboriginal Affair NSW

Position or Title

Name

Mark Broster

Luzvilla Viray

Aboriginal Housing Office

Position or Title

Name

Contracts & Relationship Manager

Joseph Stanecki

Acting Business Service Manager

Julie Morgan

Community Services

Position or Title

Name

Director, Corporate HR

Leon Newbery

a/Chief Information Officer

Greg Lansom

Director, Finance

Carol Limbo

Director, Asset Management Services

Russell Smith

Corporate Accountant

Elsa Tse

Executive Assistant, Corporate HR

Tracey Green (cc)

Executive Assistant to A/Chief Information Officer

Robyn Lassman (cc)

Infrastructure Service Delivery Manager

Simon Geraghty (cc)

Strategic Budget Accountant

Brian Falconer (cc)

Lisa Duong (cc)

Financial Business Analyst

Marielle Gonzales (cc)

Senior Project Officer, Budget & Resources

Ross Neuville (cc)
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File reference

Volume templates

File

Purpose

BS MMMYY Template.xls

Master Business Services template

BS-Fleet MMMYY Template.xls

Volume data received from Business Services

BS-Property MMMYY Template.xlIs

Volume data received from Business Services

BS-Records MMMYY Template.xls

Volume data received from Business Services

FS MMMYY Template.xls

Master Financial Services template

FS-AP MMMYY Template.xls

Volume data received from Financial Services

FS-AR MMMYY Template.xlIs

Volume data received from Financial Services

FS-OFS & Tax MMMYY Template.xls

Volume data received from Financial Services

HR MMMYY Template.xls

Master Human Resources template

HR-Payroll MMMYY Template.xls

Volume data received from Human Resources

HR-PD MMMYY Template.xls

Volume data received from Human Resources

HR-Recruitment MMMYY Template.xls

Volume data received from Human Resources

HR-Reg&Met MMMYY Template.xls

Volume data received from Human Resources

IT MMMYY template.xls

Master IT Services template

IT Monthly Volumes MMMYY .xls

Volume data received from IT Services

Version: 1.0 - 7 March 2011
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Governance Service and Finance

Monthly Billing Volume Consolidation and Bill Production

Column update matrix

Use this table to adjust formulas when updating the Trends tab on the fee for service reports.

Month Jul | Aug | Sep | Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | Jun
Agency | Column to link to
ADHC N X AH |AR |BB |BL |BV |CF |CP |CzZ |DJ DT
HC @] Y Al AS |BC |BM |BW |CG |CQ |DA |DK |DU
CS P Z AJ AT |BD |BN |BX |CH |CR |DB |DL |DV
HNSW Q AA |AK |AU |BE |BO |BY |CI CsS |DbC |DM | DW
DHS R AB |AL |AV |BF |BP |BzZ |CJ CT | DD |DN |DX
JJ S AC |AM |AW |BG |BQ |CA |CK |CU |DE |DO |DY
AHO T AD |AN |AX |BH |BR |CB |CL |CV |DF |DP |Dz
AANSW | U AE | AO |AY |BI BS |[CC |[CM |CW |DG |DQ |EA
DCOM Vv AF |AP |AZ |BJ BT |CD |[CN |CX |DH |DR |EB
SPA W |AG |AQ |BA |BK |BU |CE |CO |CY |Dl DS | EC
Version: 1.0 - 7 March 2011 SOP manual
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Checklists

Volume report checklist

Volumes | Adjustment tab Trends tab Charts tab ummary tab
Report
AANSW e All adjustments e  Current month actual volumes links e Chartincludes current month e Current month in heading.
correct correct data . :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division Printed
. displayed * rnnte
e Printed
e Printed
ADHC e All adjustments e Current month actual volumes links e Chart includes current month e Current month in heading.
correct correct data . :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division Printed
. displayed * rnnte
e Printed
e Printed
AHO e All adjustments e Current month actual volumes links e Chartincludes current month e Current month in heading.
correct correct data . :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division Printed
. displayed * rnnte
e Printed
e Printed
CSs e All adjustments e  Current month actual volumes links e Chart includes current month e Current month in heading.

correct

e Printed

correct
e Budget columns links correct

e Printed

data

e Values for each division
displayed

e Printed

e All links in column D correct

e Printed

Version: 1.0 - 7 March 2011
NSW Businesslink Pty Ltd
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Governance Service and Finance

Monthly Billing Volume Consolidation and Bill Production

Volumes | Adjustment tab Trends tab Charts tab ummary tab
Report
DHS e All adjustments e Current month actual volumes links e Chart includes current month e Current month in heading.
correct correct data : :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division .
displayed * Printed
e Printed
e Printed
HC e All adjustments e  Current month actual volumes links e Chart includes current month e Current month in heading.
correct correct data : :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division .
displayed e Printed
e Printed
e Printed
HNSW e All adjustments e Current month actual volumes links e Chart includes current month e Current month in heading.
correct correct data : :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division .
displayed * Printed
e Printed
e Printed
JJ e All adjustments e Current month actual volumes links e Chart includes current month e Current month in heading.
correct correct data : :
e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division Printed
. displayed * rnnte
e Printed
e Printed
SPA e All adjustments e Current month actual volumes links e Chart includes current month e Current month in heading.

correct correct data e Alllinks in column D correct
e Printed e Budget columns links correct e Values for each division .
. displayed * Printed
e Printed
e Printed
Version: 1.0 - 7 March 2011 SOP manual
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Glossary of terms and definitions

Term Definition
Key The means by which quality targets are measured.
Performance

Indicators (KPI)

Measurement
rules

Any rules used to calculate the value of a performance measure, for
instance, exclusions from the calculation, timing for inclusion or pro-rata
value of calculations.

Non-standard
volumes

Reflects agency-agreed deviations from the standard price list

Process

An activity or stream of activities performed in the delivery of a service.

Process owner

The person responsible for ensuring that the Process is delivered in
accordance with the agreed quality and timeframes. The Process owner
is also responsible for ensuring that data (regarding Quality KPIs and
pricing/pilling metrics) is captured (and stored) as per the agreed Service
Delivery Framework.

Product

A standard high-level business function or deliverable that is made up of
services and processes.

Product groups

Product groups include HR, IT and Finance.

Product owner

The person ultimately accountable for the delivery of the product (and the
associated Services and Processes) and the overall management of the
product-related costs and revenues.

Service

A stream of related and/or integrated Processes that deliver a standard
business outcome. This is represented by the second-line in the Service
Provisioning Model hierarchy.

Service owner

The person responsible for the review and monitoring of the delivery of
the service (in terms of resource planning, provision of tools (and any
associated coaching), quality (and timeliness) of delivery and compliance
with agreed service targets.

Standard
volumes

Reflects the current price list




Governance Service and Finance Monthly Billing Volume Consolidation and Bill Production

Appendix

Sample documents

e Consolidated Fee for Service Report
e Request to create a Tax Invoice (Debtor)

e Summary sheet
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State Property Authority
Fee for Service Summary & Report

Table of Contents Page
Summary of Service Schedule - February 2011 3
Pricing Analysis - February 2011

By Billing Metric 4
IT Service Centre Report (February 2011 Actual) 5

Disclaimer

NSW Businesslink makes no warranties, express or implied, by operation of law or otherwise, relating to this
document, the products or the computer products described herein.

NSW Businesslink disclaims all implied warranties of merchantability and fitness for a particular purpose.

The information contained in this document is subject to change without notice. NSW Businesslink assumes no
responsibility for any errors that might appear.

Contact

Please forward any questions or concerns via phone or email.

Email: products@bizlink.nsw.gov.au
Phone: 9765 3823 Product Management Group

Commercial in Confidence



State Property Authority Summary of Services Schedule for February 2011

Product Group I Revenue Classification | Product Feb-11 Adjustment Total Notes
$ $ $

Government Service Standard Product/Standard Price Metric Shared Network Service $  13,778.33 $  13,778.33
Centre Shared Telephone Service $ 8,722.75 $ 8,722.75
Shared Applications Service $ 3,708.75 $  3,708.75

Shared Communications Service $ 8,840.58 $  8,840.58

IT Service Desk Support $ 25.00 $ 25.00

Call Charges $ 4,235.36 $  4,235.36

Subtotal (Standard Products) $ 39,310.78 | $ $ 39,310.78

Total - Information Technology Product Group $ 39,310.78 | $ $ 39,310.78

Commercial in Confidence



State Property Authority Detail Standard Product Purchasing for the 3 months to February 2011
Product Dec-10 Jan-11 Feb-11 2010/11 YTD Actuals 2010/11 YTD Budget 2010/11 Annual Budget
Price SPA SPA SPA SPA SPA SPA
Price Metric 2010/11 Volume $ Volume $ Volume $ Volume $ Volume $ Volume $
Government Service Centre
Shared Network Service Per annum $ 165,340.00 13,778 | § 13,778.33 13,778 | $ 13,778.33 13,778 | § 13,778.33 110,227 | § 110,226.67 87,018.28 | $ 87,018.28 |  208,843.88 | $ 208,843.88
Shared Telephone Service Per annum based on the providion $ 104,673.00 8,723 (S 8,722.75 8723 |$ 8,722.75 8,723 [ $ 8,722.75 69,782 | $ 69,782.00 55,089.30 | $ 55,089.30 |  132,214.32 | $ 132,214.32
Shared Applications Service Per annum $ 44,505.00 3,709 | $ 3,708.75 3,709 | $ 3,708.75 3,709 | $ 3,708.75 29,670 | $ 29,670.00 23,422.94 | $ 23,422.94 56,215.05 | § 56,215.05
Shared Communications Service Per annum $ 106,087.00 8,841 (S 8,840.58 8,841 (% 8,840.58 8,841|% 8,840.58 70,725 | $ 70,724.67 55,833.49 | § 5583349 |  134,000.37 | $ 134,000.37
IT Service Desk Support Per incident $ 25.00 4|s 100.00 41 100.00 18 25.00 22§ 550.00 4053 | $ 1,013.13 97.26 | $ 2,431.50
Call Charges Per call based on charge sub type $ 187,258.00 5194 | $ 5,193.60 5925 | § 5,924.99 4,235 [ $ 4,235.36 42,848 | $ 42,848.08 34,706.20 | $ 34,706.20 83,294.87 | § 83,294.87
Subtotals $ 40,344.02 $ 41,075.41 $ 39,310.78 $ 323,801.41 $ 257,083.33 $ 617,000.00
-1$ -
| $ - $ - $ - $ -
‘GRAND TOTAL $ 40,344.02 $ 41,075.41 $ 39,310.78 $ 323,801.41 $ 257,083.33 $ 617,000.00
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BUSINESSLINK SERVICE CENTRE REPORT

Total
NSW Department of Environment & Climate Change

W102102546

DECC

1/03/2011
Total

1

1

5:30:41 AM 1/02/2011 to 28/02/2011
Jan-00
4
1

10-Feb-2011 PHONES/PABX

Queanbeyan Shared Government Service Centre related tickets

activate data/phone outlet 5:21 in QGSC
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ABN 26109726543

Request to create a Tax Invoice (Debtor)

Please complete this form to invoice a client for work performed.
Send the Request to Accounts-Receivable@bizink.nsw.gov.au

1. Tax Invoice Details

Client Agency Name State Property Authority
Address on Invoice Level 9, Bligh House, 4-6 Bligh Street Sydney
Client Contact Person Andrew McClure Phone No.

2. Businesslink Billing Details

GL Account Cost Centre/WBS/Project BZ# Net Invoice Amount

61130 7326 Shared Network Service $13,778.33

61130 7326 Shared Telephone Service $ 8,722.75

61130 7326 Shared Applications Service $ 3,708.75

61130 7326 Shared Communications Service | ¢ 8,840.58

61130 7326 IT Service Desk Support $ 25.00

61130 7326 Telephone call charges $ 4,235.36

Total Net Invoice Amount $39,310.78

3. Information to be printed on the Tax Invoice

Description

Ensure all charges are Businesslink Fee For Services February 2011

itemised for client review

Businesslink Product / Non Standard gg:z;ggency Businesslink | Revenue
Service NEe Reference Centre 7326
Attachments Provided February 2011 Fee for Service Report

4. Requested by

Name Amanda Dinh

Unit/Office Corporate Finance | Phone No. | 9765 3602

5. Approved by (Product Owner or name of Client on Closure Form)

Name | Phone No. |

Position

SUNDRY DEBTORS USE ONLY AR Number

Received On Tax Inv. Issued Tax Invoice
No

NET Invoice Amount GST Total Invoice

Feb11 BLCreate Tax Invoice_SPA.doc 1 Version 2, April 2007




ADHC Summary of Services Schedule for February 2011 (St  andard & Non-Standard)

Product Group Revenue Classification | Product Revenue | Total +GST
Centre
\ s
Information Standard Product/Standard Price Metric Client Specific Licences 7346 $ S ls -
Technology Application Support & Maintenance / HP Centre 7301 $ - s -
Siebel Support & Siebel CRM Support hours 7305 $ 83,333.33 | $ 91,666.67
Database Management 7340 $ - $ -
Hosted Client Servers 7342 $ - s -
Network Services 7352 $ - s -
Desktop Services 7350 $ - |8 -
Email Services 7354 $ - s -
Telephony Services 7356 $ - s -
Printer Services Support 7358 $ - |8 -
Complete Print Service 7367 $ - s -
Remote Access 7364 $ - s -
Mobile Email 7366 $ - |8 -
WAN 7304 $ - s -
Data Storage 7324 $ - s -
RISC Services 7336 $ - |8 -
IT User Support 7303 $ - s -
Subtotal (Standard Products) $ 8333333 ($ 91,666.67
Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $ -8 -
Application Support & Maintenance 7301 $ - |8 -
Siebel Support 7305 $ - |8 -
Database Management 7340 $ - $ -
Hosted Client Servers 7342 $ - s -
Core Infrastructure 7302 $ - s -
WAN 7304 $ - |8 -
Data Storage 7324 $ - s -
RISC Services 7336 $ - s -
IT User Support 7303 $ - |8 -
Subtotal (Non-standard/ Quotable) $ - $ -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Capital (Invoiced at Month End) $ - $ -
Subtotal (Projects) $ - $ -
Total - Information Technology Product Group $ 83,333.33 | $ 91,666.67
Human Resources Standard Product/Standard Price Metric Regional & Metro HR Centres 7306 $ -8 -
Industrial Relations 7308 $ - s -
Payroll Services - Tier 1 7344 $ - s -
Payroll Services - Tier 2 7345 $ - s -
Run Payroll 7310 $ - s -
Tier 1 OHS Incident logging support 7344 $ - s -
Recruitment 7307 $ - s -
Criminal History Check 7329 $ - $ -
Position Development 7327 $ - |8 -
Establishment 7328 $ - $ -
Subtotal (Standard Products) $ - $ -
Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $ - |8 -
Industrial Relations 7308 $ - s -
Payroll Services - Tier 1 7344 582646 [ $ 6,409.11
Payroll Services - Tier 2 7345 $ - s -
Tier 1 OHS Incident logging support 7344 $ - s -
Run Payroll 7310 $ - s -
Recruitment 7307 $ - |8 -
Criminal History Check 7329 $ - $ -
Position Development 7327 $ - s -
Establishment 7309 $ - $ -
Subtotal (Non-standard/ Quotable) $ 5826.46 [ $ 6,409.11
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Sub-total (Projects) $ - $ -
Total - HR Services Product Group $ 5,826.46 | $ 6,409.11
Financial Services  $tandard Product/Standard Price M etric Accounts Payable 7316 $ -8 -
Accounts Receivable 7317 $ - s -
Tax 7325 $ - s -
Other Financial Services 7318 $ - |8 -
Subtotal (Standard Products) $ - $ -
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $ - |8 -
Accounts Receivable 7317 $ - s -
Tax 7325 $ - s -
Other Financial Services 7318 $ - s -
Subtotal (Non-standard/ Quotable) $ - $ -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Sub-total (Projects) $ - $ -
Total - Financial Services Product Group $ - $ -
Business Services ~ §tandard Product/Standard Price Me  tric Physical Records Management 7311 $ -8 -
Fleet Management 7315 $ - s -
Printing Services 7314 $ - s -
Property Services 7312 $ - s -
Office Services 7313 $ 3945833 [ $ 43,404.17
Courier Services 7322 $ - s -
Subtotal (Standard Products) $ 30,458.33  $ 43,404.17
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $ - |8 -
Fleet Management 7315 $ - s -
Printing Services 7314 $ - s -
Property Services 7312 $ - s -
Office Services 7313 $ - s -
Courier Services 7322 $ - s -
Subtotal (Non-standard/ Quotable) $ - $ -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Sub-total (Projects) $ -
Total - Business Services Product Group $ 39,458.33 [ $ 43,404.17
Disbursements Total (All products) $ - $ -
GRAND TOTAL $ 128,618.13 [ $ 141,479.94
Recurrent Expenditure
Product $ 122,792
Non-Std Services $ 5,826
Projects $ -
FAAS (Funding as a service, monthly standing charge) 7372| $ 149,020 | $ 163,922.00
Total - Recurrent Expenditure $ 277,638 | $ 305,402




Community Services Summary of Services Schedule for

February 2011 (Standard & Non-Standard)

Product Group Revenue Classification Product Revenue Total
Centre
$
Information Standard Product/Standard Price Metric Client Specific Licences 7346/ $ N
Technology Application Support & Maintenance / HP Centre 7301 $ -
Siebel Support & Siebel CRM Support hours 7305 $ 83,333.33
Database Management 7340 $ -
Hosted Client Servers 7342 $ -
Network Services 7352 $ -
Desktop Services 7350 $ -
Email Services 7354 $ -
Telephony Services 7356 $ -
Printer Services Support 7358 $ -
Complete Print Service 7367 $ -
Remote Access 7364 $ -
Mobile Email 7366 $ -
WAN 7304 $ -
Data Storage 7324 $ -
RISC Services 7336 $ -
IT User Support 7303 $ -
Subtotal (Standard Products) $ 83,333.33
Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $ -
Application Support & Maintenance 7301 $ -
Siebel Support 7305 $ -
Database Management 7340 $ -
Hosted Client Servers 7342 $ -
Core Infrastructure 7302 $ -
WAN 7304 $ -
Data Storage 7324 $ -
RISC Services 7336 $ -
IT User Support 7303 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Capital (Invoiced at Month End) $ -
Subtotal (Projects) $ -
Total - Information Technology Product Group $ 83,333.33
Human Resources  $tandard Product/Standard Price Metr  ic Regional & Metro HR Centres 7306 $ -
Industrial Relations 7308 $ -
Payroll Services - Tier 1 7344 $ -
Payroll Services - Tier 2 7345 $ -
Run Payroll 7310 $ -
Tier 1 OHS Incident logging support 7344 $ -
Recruitment 7307 $ -
Criminal History Check 7329 $ -
Position Development 7327 $ -
Establishment 7328 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $ -
Industrial Relations 7308 $ -
Payroll Services - Tier 1 7344 $ -
Payroll Services - Tier 2 7345 $ -
Tier 1 OHS Incident logging support 7344 $ -
Run Payroll 7310 $ -
Recruitment 7307 $ -
Criminal History Check 7329 $ -
Position Development 7327 $ -
Establishment 7309 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects) $ -
Total - HR Services Product Group $ =
Financial Services Standard Product/Standard Price Metric Accounts Payable 7316 $ -
Accounts Receivable 7317 $ -
Tax 7325 $ -
Other Financial Services 7318 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $ -
Accounts Receivable 7317 $ -
Tax 7325 $ -
Other Financial Services 7318 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects) $ -
Total - Financial Services Product Group $ -
Business Services  $tandard Product/Standard Price Me  tric Physical Records Management 7311 $ -
Fleet Management 7315 $ -
Printing Services 7314 $ -
Property Services 7312 $ -
Office Services 7313 $ 32,875.00
Courier Services 7322 $ -
Subtotal (Standard Products) $ 32,875.00
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $ -
Fleet Management 7315 $ -
Printing Services 7314 $ -
Property Services 7312 $ -
Office Services 7313 $ -
Courier Services 7322 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects)
Total - Business Services Product Group $ 32,875.00
Disbursements Total (All products) $ -
GRAND TOTAL $ 116,208.33
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Home Care Summary of Services Schedule for February

2011 (Standard & Non-Standard)

Product Group Revenue Classification Product Revenue Total
Centre
$
Information Standard Product/Standard Price Metric Client Specific Licences 7346 $
Technology Application Support & Maintenance / HP Centre 7301 $
Siebel Support & Siebel CRM Support hours 7305 $
Database Management 7340 $
Hosted Client Servers 7342 $
Network Services 7352 $
Desktop Services 7350 $
Email Services 7354 $
Telephony Services 7356 $
Printer Services Support 7358 $
Complete Print Service 7367 $
Remote Access 7364 $
Mobile Email 7366 $
WAN 7304 $
Data Storage 7324 $
RISC Services 7336 $
IT User Support 7303 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $
Application Support & Maintenance 7301 $
Siebel Support 7305 $
Database Management 7340 $
Hosted Client Servers 7342 $
Core Infrastructure 7302 $
WAN 7304 $
Data Storage 7324 $
RISC Services 7336 $
IT User Support 7303 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Capital (Invoiced at Month End) $
Subtotal (Projects) $
Total - Information Technology Product Group $
Human Resources  $tandard Product/Standard Price Metr  ic Regional & Metro HR Centres 7306 $
Industrial Relations 7308 $
Payroll Services - Tier 1 7344 $
Payroll Services - Tier 2 7345 $
Run Payroll 7310 $
Tier 1 OHS Incident logging support 7344 $
Recruitment 7307 $
Criminal History Check 7329 $
Position Development 7327 $
Establishment 7328 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $
Industrial Relations 7308 $
Payroll Services - Tier 1 7344 $
Payroll Services - Tier 2 7345 $
Tier 1 OHS Incident logging support 7344 $
Run Payroll 7310 $
Recruitment 7307 $
Criminal History Check 7329 $
Position Development 7327 $
Establishment 7309 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Sub-total (Projects) $
Total - HR Services Product Group $
Financial Services Standard Product/Standard Price Metric Accounts Payable 7316 $
Accounts Receivable 7317 $
Tax 7325 $
Other Financial Services 7318 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $
Accounts Receivable 7317 $
Tax 7325 $
Other Financial Services 7318 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Sub-total (Projects) $
Total - Financial Services Product Group $
Business Services  Standard Product/Standard Price Me  tric Physical Records Management 7311 $
Fleet Management 7315 $
Printing Services 7314 $
Property Services 7312 $
Office Services 7313 $
Courier Services 7322 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $
Fleet Management 7315 $
Printing Services 7314 $
Property Services 7312 $
Office Services 7313 $
Courier Services 7322 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Sub-total (Projects)
Total - Business Services Product Group $
Disbursements Total (All products) $

GRAND TOTAL
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HNSW Summary of Services Schedule for February 2011  (Standard & Non-Standard)

Product Group Revenue Classification Product Revenue | Total +GST
Centre
\ s
Information Standard Product/Standard Price Metric Client Specific Licences 7346 $ . -
Technology Application Support & Maintenance / HP Centre 7301 $ - s -
Siebel Support & Siebel CRM Support hours 7305 $ - s -
Database Management 7340 $ - s -
Hosted Client Servers 7342 $ - s -
Network Services 7352 $ - s -
Desktop Services 7350 $ - s -
Email Services 7354 $ - s -
Telephony Services 7356 $ - s -
Printer Services Support 7358 $ - s -
Complete Print Service 7367 $ - s -
Remote Access 7364 $ - s -
Mobile Email 7366 $ - s -
WAN 7304 $ - s -
Data Storage 7324 $ - s -
RISC Services 7336 $ - s -
IT User Support 7303 $ - s -
Subtotal (Standard Products) $ - $ -
Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $ - $ -
Application Support & Maintenance 7301 $ - s -
Siebel Support 7305 $ - s -
Database Management 7340 $ - s -
Hosted Client Servers 7342 $ - s -
Core Infrastructure 7302 $ - s -
WAN 7304 $ - s -
Data Storage 7324 $ - s -
RISC Services 7336 $ - s -
IT User Support 7303 $ - s -
‘Subtotal (Non-standard/ Quotable) $ - s -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Capital (Invoiced at Month End) $ - s -
Subtotal (Projects) $ - $ -
Total - Information Technology Product Group ‘ $ - s -
Human Resources $tandard Product/Standard Price Metric Regional & Metro HR Centres 7306 $ - s -
Industrial Relations 7308 $ - s -
Payroll Services - Tier 1 7344 $ - s -
Payroll Services - Tier 2 7345 $ - s -
Run Payrol 7310 $ - s -
Tier 1 OHS Incident logging support 7344 $ - s -
Recruitment 7307 $ - s -
Criminal History Check 7329 $ - s -
Position Development 7327 $ - s -
Establishment 7328 $ - s -
Subtotal (Standard Products) $ - $ -
Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $ - s -
Industrial Relations 7308 $ - s -
Payroll Services - Tier 1 7344 $ - s -
Payroll Services - Tier 2 7345 $ - s -
Tier 1 OHS Incident logging support 7344 $ - s -
Run Payrol 7310 $ - s -
Recruitment 7307 $ - s -
Criminal History Check 7329 $ - s -
Position Development 7327 $ - s -
Establishment 7309 $ - s -
‘Subtotal (Non-standard/ Quotable) $ - s -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Sub-total (Projects) $ - $ -
Total - HR Services Product Group $ = s -
Financial Services [Standard Product/Standard Price Metric Accounts Payable 7316 $ - s -
Accounts Receivable 7317 $ - s -
Tax 7325 $ - s -
Other Financial Services 7318 $ - s -
Subtotal (Standard Products) $ - $ -
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $ - |8 -
Accounts Receivable 7317 $ - s -
Tax 7325 $ - s -
Other Financial Services 7318 $ - s -
‘Subtotal (Non-standard/ Quotable) $ - s -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Sub-total (Projects) $ - $ -
Total - Financial Services Product Group $ s -
Business Services tandard Product/Standard Price Metric Physical Records Management 7311 $ - s -
Fleet Management 7315 $ - s -
Printing Services 7314 $ - s -
Property Services 7312 $ - s -
Office Services 7313 $ - s -
Courier Services 7322 $ - s -
Subtotal (Standard Products) $ - $ -
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $ - $ -
Fleet Management 7315 $ - s -
Printing Services 7314 $ - s -
Property Services 7312 $ - s -
Office Services 7313 $ - s -
Courier Services 7322 $ - s -
Subtotal (Non-standard/ Quotable) $ - s -
Projects/Requiring Project Proposal $ -
Recurrent $ - |8 -
Sub-total (Projects) $ -
Total - Business Services Product Group $ -|s -
Disbursements Total (All products) $ - s -
GRAND TOTAL $ - -
Recurrent Expenditure
Product $ -
Non-Std Services $ -
Projects $ -
HOMES Service 7370| $ 629573 | $ 692,529.90
Total - Recurrent Expenditure $ 629573 | $ 692,530




DHS Summary of Services Schedule for February 2011

(Standard & Non-Standard)

Product Group Revenue Classification | Product Revenue Total
Centre
$
Information Standard Product/Standard Price Metric Client Specific Licences 7346/ $ N
Technology Application Support & Maintenance / HP Centre 7301 $ -
Siebel Support & Siebel CRM Support hours 7305 $ -
Database Management 7340 $ -
Hosted Client Servers 7342 $ -
Network Services 7352 $ -
Desktop Services 7350 $ -
Email Services 7354 $ -
Telephony Services 7356 $ -
Printer Services Support 7358 $ -
Complete Print Service 7367 $ -
Remote Access 7364 $ -
Mobile Email 7366 $ -
WAN 7304 $ -
Data Storage 7324 $ -
RISC Services 7336 $ -
IT User Support 7303 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $ -
Application Support & Maintenance 7301 $ -
Siebel Support 7305 $ -
Database Management 7340 $ -
Hosted Client Servers 7342 $ -
Core Infrastructure 7302 $ -
WAN 7304 $ -
Data Storage 7324 $ -
RISC Services 7336 $ -
IT User Support 7303 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Capital (Invoiced at Month End) $ -
Subtotal (Projects) $ -
Total - Information Technology Product Group $ -
Human Resources  $tandard Product/Standard Price Metr  ic Regional & Metro HR Centres 7306 $ -
Industrial Relations 7308 $ -
Payroll Services - Tier 1 7344 $ -
Payroll Services - Tier 2 7345 $ -
Run Payroll 7310 $ -
Tier 1 OHS Incident logging support 7344 $ -
Recruitment 7307 $ -
Criminal History Check 7329 $ -
Position Development 7327 $ -
Establishment 7328 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $ -
Industrial Relations 7308 $ -
Payroll Services - Tier 1 7344 $ -
Payroll Services - Tier 2 7345 $ -
Tier 1 OHS Incident logging support 7344 $ -
Run Payroll 7310 $ -
Recruitment 7307 $ -
Criminal History Check 7329 $ -
Position Development 7327 $ -
Establishment 7309 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects) $ -
Total - HR Services Product Group $ =
Financial Services Standard Product/Standard Price Metric Accounts Payable 7316 $ -
Accounts Receivable 7317 $ -
Tax 7325 $ -
Other Financial Services 7318 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $ -
Accounts Receivable 7317 $ -
Tax 7325 $ -
Other Financial Services 7318 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects) $ -
Total - Financial Services Product Group $ -
Business Services  Standard Product/Standard Price Me  tric Physical Records Management 7311 $ -
Fleet Management 7315 $ -
Printing Services 7314 $ -
Property Services 7312 $ -
Office Services 7313 $ 8,416.67
Courier Services 7322 $ -
Subtotal (Standard Products) $ 8,416.67
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $ -
Fleet Management 7315 $ 1,800.00
Printing Services 7314 $ -
Property Services 7312 $ -
Office Services 7313 $ 1,116.67
Courier Services 7322 $ -
Subtotal (Non-standard/ Quotable) $ 2,916.67
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects)
Total - Business Services Product Group $ 11,333.33
Disbursements Total (All products) $ -
GRAND TOTAL $ 11,333.33

o

$

'+ GST

9,258.33

9,258.33

1,980.00

1,228.33

3,208.33

12,466.67

12,466.67



Juvenile Justice Summary of Services Schedule for Febr uary 2011 (Standard & Non-Standard)

Product Group Revenue Classification Product Revenue | Total '+ GST
Centre
\ s

Information Standard Product/Standard Price Metric Client Specific Licences 7346 $ N
Technology Application Support & Maintenance / HP Centre 7301 $ E
Siebel Support & Siebel CRM Support hours 7305 $ -

Database Management 7340 $ -

Hosted Client Servers 7342 $ -

Network Services 7352 $ -

Desktop Services 7350 $ -

Emalil Services 7354 $ -

Telephony Services 7356 $ -

Printer Services Support 7358 $ -

Complete Print Service 7367 $ -

Remote Access 7364 $ -

Mobile Email 7366 $ -

WAN 7304 $ -

Data Storage 7324 $ -

RISC Services 7336 $ -

IT User Support 7303 $ -

Subtotal (Standard Products) $ -

Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $ -
Application Support & Maintenance 7301 $ -

Siebel Support 7305 $ -

Database Management 7340 $ -

Hosted Client Servers 7342 $ -

Core Infrastructure 7302 $ -

WAN 7304 $ -

Data Storage 7324 $ -

RISC Services 7336 $ -

IT User Support 7303 $ -

Subtotal (Non-standard/ Quotable) $ -

Projects/Requiring Project Proposal

Recurrent $ -
Capital (Invoiced at Month End) $ -
Subtotal (Projects) $ -

Total - Information Technology Product Group ‘ $ -
Human Resources  $tandard Product/Standard Price Metr  ic Regional & Metro HR Centres 7306 $ -
Industrial Relations 7308 $ -

Payroll Services - Tier 1 7344 $ -

Payroll Services - Tier 2 7345 $ -

Run Payroll 7310 $ -

Tier 1 OHS Incident logging support 7344 $ -

Recruitment 7307 $ -

Criminal History Check 7329 $ -

Position Development 7327 $ -

Establishment 7328 $ -

Subtotal (Standard Products) $ -

Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $ -
Industrial Relations 7308 $ -

Payroll Services - Tier 1 7344 -

Payroll Services - Tier 2 7345 $ -

Tier 1 OHS Incident logging support 7344 $ -

Run Payroll 7310 $ -

Recruitment 7307 $ -

Criminal History Check 7329 $ -

Position Development 7327 $ -

Establishment 7309 $ -

Subtotal (Non-standard/ Quotable) $ -

Projects/Requiring Project Proposal

Recurrent $ -
Sub-total (Projects) $ -
Total - HR Services Product Group ‘ $ =
Financial Services  $tandard Product/Standard Price M etric Accounts Payable 7316 $ -
Accounts Receivable 7317 $ -
Tax 7325 $ -
Other Financial Services 7318 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $ -
Accounts Receivable 7317 $ -
Tax 7325 $ -
Other Financial Services 7318 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects) $ -
Total - Financial Services Product Group ‘ $ -
Business Services ~ Standard Product/Standard Price Me tric Physical Records Management 7311 $ -
Fleet Management 7315 $ -
Printing Services 7314 $ -
Property Services 7312 $ -
Office Services 7313 $ -
Courier Services 7322 $ -
Subtotal (Standard Products) $ -
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $ -
Fleet Management 7315 $ -
Printing Services 7314 $ -
Property Services 7312 $ -
Office Services 7313 $ -
Courier Services 7322 $ -
Subtotal (Non-standard/ Quotable) $ -
Projects/Requiring Project Proposal
Recurrent $ -
Sub-total (Projects)
Total - Business Services Product Group ‘ ‘ $ -

Disbursements Total (All products) ‘ ‘ $ -
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AHO Summary of Services Schedule for February 2011 (Sta

ndard & Non-Standard)

Product Group Revenue Classification | Product Revenue | Total
Centre
\ s
Information Standard Product/Standard Price Metric Client Specific Licences 7346 $
Technology Application Support & Maintenance / HP Centre 7301 $
Siebel Support & Siebel CRM Support hours 7305 $
Database Management 7340 $
Hosted Client Servers 7342 $
Network Services 7352 $
Desktop Services 7350 $
Email Services 7354 $
Telephony Services 7356 $
Printer Services Support 7358 $
Complete Print Service 7367 $
Remote Access 7364 $
Mobile Email 7366 $
WAN 7304 $
Data Storage 7324 $
RISC Services 7336 $
IT User Support 7303 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $
Application Support & Maintenance 7301 $
Siebel Support 7305 $
Database Management 7340 $
Hosted Client Servers 7342 $
Core Infrastructure 7302 $
WAN 7304 $
Data Storage 7324 $
RISC Services 7336 $
IT User Support 7303 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Capital (Invoiced at Month End) $
Subtotal (Projects) $
Total - Information Technology Product Group ‘ $
Human Resources  $tandard Product/Standard Price Metr  ic Regional & Metro HR Centres 7306 $
Industrial Relations 7308 $
Payroll Services - Tier 1 7344 $
Payroll Services - Tier 2 7345 $
Run Payroll 7310 $
Tier 1 OHS Incident logging support 7344 $
Recruitment 7307 $
Criminal History Check 7329 $
Position Development 7327 $
Establishment 7328 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Regional & Metro HR Centres 7306 $
Industrial Relations 7308 $
Payroll Services - Tier 1 7344
Payroll Services - Tier 2 7345 $
Tier 1 OHS Incident logging support 7344 $
Run Payroll 7310 $
Recruitment 7307 $
Criminal History Check 7329 $
Position Development 7327 $
Establishment 7309 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Sub-total (Projects) $
Total - HR Services Product Group ‘ $
Financial Services  $tandard Product/Standard Price M etric Accounts Payable 7316 $
Accounts Receivable 7317 $
Tax 7325 $
Other Financial Services 7318 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Accounts Payable 7316 $
Accounts Receivable 7317 $
Tax 7325 $
Other Financial Services 7318 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Sub-total (Projects) $
Total - Financial Services Product Group ‘ $
Business Services  §tandard Product/Standard Price Me  tric Physical Records Management 7311 $
Fleet Management 7315 $
Printing Services 7314 $
Property Services 7312 $
Office Services 7313 $
Courier Services 7322 $
Subtotal (Standard Products) $
Non-Standard/Requiring Service Request Form Physical Records Management 7311 $
Fleet Management 7315 $
Printing Services 7314 $
Property Services 7312 $
Office Services 7313 $
Courier Services 7322 $
Subtotal (Non-standard/ Quotable) $
Projects/Requiring Project Proposal
Recurrent $
Sub-total (Projects)
Total - Business Services Product Group ‘ ‘ $

Disbursements Total (All products)

GRAND TOTAL
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Aboriginal Affairs NSW Summary of Services Schedule for

February 2011 (Standard & Non-Standard)

Product Group Revenue Classification Product Revenue | Total
Centre
\ s

Information Standard Product/Standard Price Metric Client Specific Licences 7346 $
Technology Application Support & Maintenance / HP Centre 7301 $
Siebel Support & Siebel CRM Support hours 7305 $

Database Management 7340 $

Hosted Client Servers 7342 $

Network Services 7352 $

Desktop Services 7350 $

Emalil Services 7354 $

Telephony Services 7356 $

Printer Services Support 7358 $

Complete Print Service 7367 $

Remote Access 7364 $

Mobile Email 7366 $

WAN 7304 $

Data Storage 7324 $

RISC Services 7336 $

IT User Support 7303 $

Subtotal (Standard Products) $

Non-Standard/Requiring Service Request Form Client Specific Licences 7346 $
Application Support & Maintenance 7301 $

Siebel Support 7305 $

Database Management 7340 $

Hosted Client Servers 7342 $

Core Infrastructure 7302 $

WAN 7304 $

Data Storage 7324 $

RISC Services 7336 $

IT User Support 7303 $

Subtotal (Non-standard/ Quotable) $

Projects/Requiring Project Proposal
Recurrent
Capital (Invoiced at Month End)

Total - Information Technology Product Group
$tandard Product/Standard Price Metr

Human Resources

Cc

Non-Standard/Requiring Service Request Form

Projects/Requiring Project Proposal
Recurrent

$

$
Subtotal (Projects) $
‘ $
Regional & Metro HR Centres 7306 $
Industrial Relations 7308 $
Payroll Services - Tier 1 7344 $
Payroll Services - Tier 2 7345 $
Run Payroll 7310 $
Tier 1 OHS Incident logging support 7344 $
Recruitment 7307 $
Criminal History Check 7329 $
Position Development 7327 $
Establishment 7328 $
Subtotal (Standard Products) $
Regional & Metro HR Centres 7306 $
Industrial Relations 7308 $
Payroll Services - Tier 1 7344
Payroll Services - Tier 2 7345 $
Tier 1 OHS Incident logging support 7344 $
Run Payroll 7310 $
Recruitment 7307 $
Criminal History Check 7329 $
Position Development 7327 $
Establishment 7309 $
Subtotal (Non-standard/ Quotable) $

Total - HR Services Product Group
Standard Product/Standard Price Metric

Financial Services

Non-Standard/Requiring Service Request Form

Projects/Requiring Project Proposal
Recurrent

Total - Financial Services Product Group
Business Services

Non-Standard/Requiring Service Request Form

Projects/Requiring Project Proposal
Recurrent

Total - Business Services Product Group

$
Sub-total (Projects) $
‘ $
Accounts Payable 7316 $
Accounts Receivable 7317 $
Tax 7325 $
Other Financial Services 7318 $
Subtotal (Standard Products) $
‘Accounts Payable 7316 $
Accounts Receivable 7317 $
Tax 7325 $
Other Financial Services 7318 $
Subtotal (Non-standard/ Quotable) $

$
Sub-total (Projects) $
‘ $
Physical Records Management 7311 $
Fleet Management 7315 $
Printing Services 7314 $
Property Services 7312 $
Office Services 7313 $
Courier Services 7322 $
Subtotal (Standard Products) $
Physical Records Management 7311 $
Fleet Management 7315 $
Printing Services 7314 $
Property Services 7312 $
Office Services 7313 $
Courier Services 7322 $
Subtotal (Non-standard/ Quotable) $

$
Sub-total (Projects)
[ [E

Disbursements Total (All products)

GRAND TOTAL
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State Property Authority Summary of Services Schedu

le for February 2011

Product Group | Revenue Classification Product Feb-11 Adjustment Total Notes
$ $ $

Government Service | Standard Product/Standard Price Metric Shared Network Service $ 1377833 | $ $ 13,778.33
Centre Shared Telephone Service $ 8,722.75 | $ $  8,722.75
Shared Applications Service $ 3,708.75 | $ $ 3,708.75

Shared Communications Service $ 8,840.58 | $ $ 8,840.58

IT Service Desk Support $ -1 $ $ -

Call Charges $ -1 $ $ -

Subtotal (Standard Products) $ 35,050.42 | $ $ 35,050.42

Total - Information Technology Product Group $ 35,050.42 | $ $ 35,050.42

Commercial in Confidence



