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Supplier Contract Management
Portal
The Supplier Contract Management Portal allows your staff to perform all

aspects of periodic or financial reporting. This includes performance reports,

unspent funds, and milestones, as well as, allowing your staff to submit all Fin-

ancial Acquittals, including Annual Audited Financial Statements and Gen-

eral or Special Purpose Financial Statements.

Warning!: If you submit an performance report or financial report to the
Department and there are errors, you can request that your Contract Officer
reject your submission. This allows you to correct any errors and resubmit.
You cannot resubmit an acquittal via P2i that has been approved by the
Department.

Supplier Admin (Super User)

The Supplier Administrator (Super User) is responsible for setting up to con-

tracts in the supplier contract management portal. This includes assigning

roles to users and assigning users to contracts.

Note: One user can have multiple roles in the Supplier Contract Management
Portal, including the Supplier Administrator (Super User). This is important for
very small Service Outlets where there may be only one or two staff respons-
ible for all aspects of Acquittal reporting.

Warning!: It is recommended that you allocate a minimum of two different staff
members to each Service Outlet, so that the person responsible for submitting
reports is not the same as the person approving those reports.
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Supplier Contract Management Portal

Contract Management Portal Roles

There are four roles that require setting up in the contract management portal

in P2i:

Service outlet data entry - Day to day activities that involve periodic data
entry for performance based acquittals, and attaching milestone reports when

necessary.

Supplier budget and finance - Recording of unspent funds for performance
based acquittals, report financial acquittal statements and reporting audited

financial statements.

Service outlet manager - Endorse periodic performance data.

Supplier organisation director - Approver role for performance data and fin-
ancial acquittal statements.

Contract Management Portal Applications

Each of the users needs to be given access to appropriate applications within

the contract management portal. These applications are:

Annual Financial Statements (AFS) - Allows the user to upload annual fin-

ance statements

Contract Management Hub (CIS) - The Contract Management Hub lists all P2i

contracts that the Departments have with a funded organisation.

Home Page (CLP) - Provides access to the portal Home Page. If this is the

default page for a user, they can access other areas of the portal from here.

Special Purpose Financial Acquittals (FAS) - Allows the user to upload

quarterly profit and loss statements.
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Milestone (MSS) - This area of the portal lists all milestone reports that the

organisation is required to submit. These appear in the form of work items.

Social Service Fulfilment (SSF) - This area of the portal lists all performance

based acquittals that the organisation is required to report on. These appear

in the form of work items.

Supplier (SUP) - This area allows the user to map users to Service Outlets

and assign roles.
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Searching for contracts

Searching for contracts
All contracts are located in the Contract Management Hub on the Supplier

Contract Management Portal. To provide a user access to the Contract Man-

agement Hub, you will need to assign the Contract Management Hub applic-

ation when performing the contract setup.

To search for contracts:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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Searching for contracts

7. Click the Contract Management Hub tile.

8. Click the Contract Number.

Tip: Click the Filter button to search by Department Name, Contact
Number, Service Outlet Name, Service Outlet Number or Supplier

Admin (Super User). You can also filter by Contract Status.
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Note: From here you can view the Contract Details, Supplier
Details, Department Details and View the Payment and Report
Status.
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Searching for contracts

Assigning contract role allocations & assigning
roles to the contract in the Contract Management
hub

Assigning contract role allocations

A notification is sent to your organisation to inform you that your contract has

been activated in P2i. The first step for the Supplier Administrator (Super

User) is to assign roles to the users.

To assign roles to users:

1. Click the Supplier tile.

2. Click the Actions icon next to the user.

3. Click Assign Permissions.
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4. Click the Roles dropdown and select the role or roles that the user will
be able to perform in the Contract Management Portal.

Tip: A user can have more than one role assigned.

5. Click the Apps dropdown and select the applications that the user will
have access to in the Contract Management Portal.
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Searching for contracts

6. Select the Default App that the user will see when they login to the Con-

tract Management Portal.

7. Click Submit.

Note: Repeat the steps for all Service Outlet users.

Assigning roles to the contract in the contract management hub

Once the Supplier Admin (Super User) has assigned the roles to each user,

the next step is to complete the assignment details for each contract. This is

done in the Contract Management Hub.

To assign roles to the contract:
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1. Click the App Selector icon and select Contract Management Hub.

2. Click the Contract Number to view the details of the contract.

3. Click Assignment Details.
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Searching for contracts

4. For each Assignment, select the person you granted permissions to in
the previous section.

5. Click Save.

Note: Inform the Outlet Manager that roles have been set up for the

contract. The Outlet Manager needs to update the Associated Outlet

Details. Refer to the topic, Updating the associated outlet details in
the contract management hub.

- 15 -



Adding and maintaining contract out-
let details
One of the roles of the Outlet Manager is to update the details of the asso-

ciated service outlet to include contact details. This can occur once the Outlet

Manager has been mapped to the Service Outlet and assigned to the con-

tract.

To update the outlet details:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Adding and maintaining contract outlet details

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Contract Management Hub tile.

8. Click the Contract Number.

9. Click Associated Outlet Details.
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Adding and maintaining contract outlet details

10. Click Edit.

11. Enter details for Contact 1 and Contact 2 (if required).

12. Click Save.
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Note:With all of the outlet details updated, the Department's Contract Man-
ager can finalise the set up of the Contract.
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Viewing contract attachments

Viewing contract attachments
To view contract attachments there are different steps you need to take

depending on whether you are viewing attachments for contracts migrated

from OASIS or new contracts (not migrated from OASIS).

Viewing attachments for contracts migrated
from OASIS

To view contract attachments, you need to first locate the contract in the con-

tract register, which is accessible from the Main Dashboard.

1. Click on the Sourcing icon, click Contracts, then Contract Register

2. Search for the contract that you are looking for and click on it in the list

(you will only see contracts assigned to your organisation in this list)

Tip:You can search on the con_ number if know or part of the contract

title.
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3. Click on the linked project code in the contract header information to open

the project container

4. Click on the Details, then click Attachments to display a list of the contract

attachments. You can open each attachment by clicking on it.

Tip:The number of available attachments for the contract will be displayed in
brackets.
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Viewing contract attachments

Viewing attachments for new contracts (not
migrated from OASIS)

To view contract attachments, you need to first locate the contract in the con-

tract register, which is accessible from the Main Dashboard.

1. Click on the Sourcing icon, click Contracts, then Contract Register
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2. Search for the contract that you are looking for and click on it in the list (you

will only see contracts assigned to your organisation in this list)

Tip:You can search on the con_ number if know or part of the contract title.

3. Click on the Details, then click Attachments to display a list of the contract

attachments. You can open each attachment by clicking on it.
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Viewing contract attachments

Tip:The number of available attachments for the contract will be displayed in
brackets.
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Viewing contract payment and
report status
The Payment and Report Status provides users that have been assigned to
the Service Outlet a view of the payments and reports have been scheduled

based on the details of the service agreement.

To access the Payment and Report Status:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Viewing contract payment and report status

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.

- 27 -



7. Click the Contract Management Hub tile.

8. Click the Contract Number.

9. Click View Payment and Report Status.
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Viewing contract payment and report status

1. Review the Payment and Report Status.

Note:
The Report Type can be Periodic or Non-Periodic.

The Payment Period is displayed in the 'date from - date to'

format. For example, 01/01/2020-31/03/2020.

The following statuses are displayed for reports:

Scheduled - Reports that are scheduled for submission to the

Department.

Open - Reports that are available for submission to the Depart-

ment.

Reported - Performance Based Acquittals that have been sub-

mitted by the Service Outlet Data Entry person.

Endorsed - Performance Based Acquittals that have been

endorsed by the Service Outlet Manager.

Unspent Funds Reported - Performance Based Acquittals that

have had unspent funds reported by the Supplier Budget and

Finance person.

Supplier Approved - Performance Based Acquittals that have

been approved by the Organisation Director.

Supplier Rejected - Performance Based Acquittals that have
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been rejected by the Service Outlet Manager or Organisation

Director.

Department Approved - Performance Based Acquittals that

have been approved by the Department.

Pending Director Approval - Annual Financial Statements and
Financial Acquittals that are waiting for approval by the Organ-

isation Director.

Rejected by Director - Annual Financial Statements and Fin-
ancial Acquittals that have been rejected by the Organisation

Director.

Submitted to Department - Annual Financial Statements and
Financial Acquittals that have been rejected by the Organisation

Director.

Accepted by Department - Annual Financial Statements and
Financial Acquittals that have been approved by the Organ-

isation Director

Submitted - Milestone reports that have been submitted by the

Service Outlet Data Entry person.

Acknowledged by Department - Client Management Reports
that have been received by the Department.

Rejected by Department - Milestones, Annual Financial State-
ments and Financial Acquittals that have been rejected by the

Department.

Department Rejected - Performance Based Acquittals that
have been rejected by the Department.

Approved by Department - Milestone reports that have been
approved by the Department.

The following statuses are displayed for payments:

Pending - Payment for the period has not been released.

Released - Payments for the period have been released.
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Viewing contract payment and report status
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Delegating Work Orders
The Supplier Administrator (Super User) has access to the delegation feature

in P2i that will enable them to reassign Performance Based Acquittal (PBA),

Financial Acquittal, Audited Financial Statement and Milestone Work Orders

assigned to a P2i User within their organisation to another person with the

same role. This becomes useful where the assigned staff member leaves an

organisation or takes long term leave.

Warning!: A person must be set up with the same role before they can
receive the delegated Work Order.

In the event that the User is not returning to the Organisation or will be absent
for a long time, the Supplier Administrator (Super User) is required to change
the User Assignments on all contracts that the User was assigned to. This is
important as all future Work Orders will be sent to the user assigned to the
contract. Refer to the topic Assigning contract role allocations.

To delegate a work order:

1. Access the P2i login service.

2. Click Agree and continue.
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Delegating Work Orders

3. Click the Funded Organisations link.

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.
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Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.

7. Click the Supplier Delegation Service tile on the Portal home page.

- 34 -



Delegating Work Orders

8. Select the Transaction Type from the drop down list.

9. Select the User from the drop down list.

Note: This is the User that is no longer available to complete the
pending performance report or financial acquittal.

10. Select the Role that the User was assigned to.

Note: Pending Work Orders assigned to the User are listed.
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11. Click Delegate next to the Work Order you want to delegate to another

user.

Tip: Tick multiple Work Orders and click Delegate to assign more
than one Work Order to another user.

12. Select the delegate from the drop down and click Delegate.
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Delegating Work Orders

13. The following notification will display at the bottom of the screen:

14. Verify the Work Order has delegated successfully

Note: Once the Work Order is delegated it appears only to the Deleg-

ated User. The Acquittals workflow will still remain the same and the

Delegated user will be able to work on it.
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Periodic Reporting (Performance
Reporting/Unspent Fund-
s/Milestones)
The Supplier Contract Management Portal allows your staff to submit per-

formance reports, report on unspent funds, and upload milestone reports.

The Supplier Contract Management Portal allows your staff to:

l Complete your Performance Reports for your service outlet manager to

endorse.
l Upload any Milestone reports and submit to the Department for

approval.
l Report on unspent funds.
l Approve and submit your Performance Reports to the Department.

Watch the video or follow the steps below.

- 38 -



Submitting Performance Reports

Submitting Performance Reports
Your organisation is required to collect data for each of the performance meas-

ures specified in the service agreement and submit this data in a performance

report, via the Supplier Contract Management Hub, to the department as per

the requirements in the service agreement. Data types include output, through-

put, demographic, outcome and other performance measurement data.

These will then be:

l submitted to a service outlet manager for endorsement,
l submitted to your financial officer to report on unspent funds,
l submitted to your director for approval, and
l submitted to the Department for assessment.

A notification is sent to the Service Outlet Data Entry Officer when a per-

formance based acquittal is due for reporting.

Watch the video or follow the steps below.

To submit your performance reports:

1. Access the P2i login service.

2. Click Agree and continue.
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3. Click the Funded Organisations link.

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.
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Submitting Performance Reports

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.

7. Click the Social Service Fulfilment tile on the supplier portal home.
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Note: Performance Based Acquittals for each Service Outlet
appear in the Pending list with the Due Date and Status.

8. Click the Form Id number (i.e. WO0000XXX) next to the acquittal report

that you want to submit to your Outlet Manager for approval.

About the Performance Report

The performance report has four (4) sections to help you prepare your sub-

mission.

Overview - displays the Service Outlet and Organisation name, the Service

Outlet Number, Funding Schedule Number, Period Start and End Date and

the Status of the report.
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Submitting Performance Reports

Items - Each Service Type - Service User combination is listed. Clicking the
item expands it so that the report can be prepared. You can enter the com-

ments and values manually or upload them via an excel file. The excel file

template is included at the bottom of each Item.

Unspent Details - Any unspent funds are reported by the Service Outlet's fin-
ance officer.

Work Order Details - Displays details about the Department you are report-
ing to, your Organisation's details and the Contract Details under which the

report is being submitted.

Submitting the Peformance Report

To Submit the Performance Report for endorsement:

1. Click the Item that you want to report on.

2. Click View Previous Periods Data to make the data from previous

reporting periods available.
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3. Enter a value in the Achieved Value field or a response in the Com-
ments field for each Measure.

Note: Where the response is numeric, use whole numbers in the

'Achieved Value' field only. Where the response is text use the 'Com-

ments' field. Comments fields are limited to 1000 characters.
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Submitting Performance Reports

Tip: Hover over the Indicator icon for a more detailed description of
what is required in the Achieved Value field.

4. Add any comments in the Notes field.

5. Click Upload to add Case Files or Milestone reports to the Item.
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6. Click Browse and select the file you want to upload.

7. Select Case Study or Milestone from the Type field and add any Com-
ments.

8. Click Upload to finish.

9. Click Upload again to add more attachments.
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Submitting Performance Reports

Note: Up to three (3) attachments can be added to each Item.

l Valid file types that can be uploaded are PDF, Word Documents

(docx/doc), Images (png, jpeg,) Spreadsheets (xls/xlsx/csv)

and PowerPoint Presentations (ppt/pptx).
l A filesize limit of 10MB exists.

10. Continue to add Achieved Values, Comments, Notes and Attach-
ments to each Item.

Tip: You can click Download Measures to open an Excel spread-
sheet where you can enter the Achieved Values and Comments. After

you have entered the data, save the file and click Upload Measures.
The form will be populated with data entered in the spreadsheet.

11. Click Save at any time to save your work.

12. When you are ready to submit your work to your Service Outlet Man-

ager, click Preview.

Tip: This will allow you to make any changes before sending for

approval.

13. Click Preview.
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14. Click Edit to make any changes.

15. Click Send for Endorsement to submit the report to your Service Out-
let Manager.

16. Select your approver from the list.

17. Enter any Comments

18. Click Send for Endorsement.
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Submitting Performance Reports

Note: Your submission has been completed and is ready for approval

19. Click Go to Completed.

Note: The status of the line item will appear as Reported.
A notification is sent to the Service Outlet Manager to inform them that

the acquittal is due for endorsement.
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Note: The Service Outlet Manager can now endorse the Performance

Based Acquittal before it is sent to the Finance Officer and then

Organisation Director for submission to the Department. Refer to the

topic, Endorse a Performance Based Acquittal.
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Resubmitting Department Rejected Performance Reports

Resubmitting Department Rejected
Performance Reports
A notification is sent to the Service Outlet Data Entry Officer when a per-

formance based acquittal has been rejected by the Department.

The Service Outlet Data Entry Officer is required to correct any issues (or

leave if the issue is related to unspent funds) and send the report to the Outlet

Manager for endorsement. The Outlet Manager then sends it to the Budget

and Finance Officer to correct any issues with Unspent Funds (if required)

and then to the Organisation Director to approve and send through to the

Department for reassessment.

To resubmit your performance reports:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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Resubmitting Department Rejected Performance Reports

7. Click the Social Service Fulfilment tile on the supplier portal home.

Note: Performance Based Acquittals that have been rejected by
the Department appear in the Pending list with the Status as
Reopened.

8. Click Status link to view the comments added by the Department's Con-

tract Officer.
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9. Scroll down to the bottom of the Status View to see the Contract Officer's

comments and click Close when done.

Note: Follow the instructions provided by the Department’s Contract Officer.
Click the Work Order number to open the performance report. Update any
data or attachments as required and send through to the Outlet Manager for
endorsement.

Download the Performance Based
Acquittal for offline completion
Only one service outlet manager, supplier budget & finance officer and ser-

vice outlet data entry user can be assigned to a contract at any given time. If

multiple users want to complete the Performance Based Acquittal (PBA), the

service outlet data entry user assigned can download the measures in an

excel format which can be shared with users and completed offline. The com-
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Download the Performance Based Acquittal for offline completion

pleted measures spreadsheet can then be directly uploaded into P2i and then

submitted for approval by the assigned service outlet data entry user.

1. Click the Social Service Fulfilment tile on the supplier portal home.

Note: Performance Based Acquittals for each Service Outlet appear in the

Pending list with the Due Date and Status.

2. Click the Form Id number (i.e. WO0000XXX) next to the acquittal report

3. Click on the Item that you want to report on
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4. Select Download Measures located towards the bottom of the screen and

repeat this step for other item codes as required

5. Open the excel file downloaded and a spreadsheet view of your measures

will display

6. Populate the Achieved Value field and Measure Comments if required.
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Download the Performance Based Acquittal for offline completion

Tip: Ensure that any numeric value fields are whole numbers and ensure that
there are no special characters (e.g. unnecessary spaces and long hyphens)
in the measure comments fields as you will not be able to save/submit your
PBA.

7. Save the file

8. Click the Social Service Fulfilmenttile on the supplier portal home and
then select Form Id number (i.e. WO0000XXX) next to the acquittal report

9. Select the Item that you want to report on and then select Upload Meas-
ures located towards the bottom of the screen
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10. Confirm that the measure responses uploaded have populated all

required measure fields for the selected Item

11. Repeat above step for other item codes as required

12. Select Save (if this button is greyed out, refer to step 7)

13. When you are ready to submit your work to your Service Outlet Manager,

click Preview

14. Click Send for Endorsement to submit the report to your Service Outlet

Manager.
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Download the Performance Based Acquittal for offline completion
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Endorse a Performance Report
Once the Performance Based Acquittals have been created and submitted for

endorsement, a Service Outlet Finance Officer of your organisation will be

required to endorse the performance report prior to any unspent funds being

reported.

A notification is sent to the Service Outlet Manager to inform them that they

can endorse the report.

Watch the video or follow the steps below.

To report on performance based acquittals:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Endorse a Performance Report

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Social Service Fulfilment tile on the supplier portal home.

Note: Performance Based Acquittals for each Service Outlet
appear in the Pending list with the Due Date and the Status of Repor-
ted.

8. Click the Form Id number (i.e. WO0000XXX) next to the acquittal report

that you want to endorse.
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Endorse a Performance Report

9. Click each Item to expand the submitted data for review.

10. Click View Previous Periods Data to make the data from previous

reporting periods available.

Tip: The View Previous Period Data icon becomes bold. Available
data displays when you hover over the icon.

11. Review the reported data and click Endorse when ready.
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Note: Click Reject to send it back to the Outlet Data Entry officer for
correction and resubmission. Clicking reject changes the status of the

report to Supplier Rejected.

12. Click the dropdown next to Select Approver and select the Finance
Officer that will report on Unspent Funds.

13. Add any Comments as required.

14. Click Endorse.

Note: Your submission has been completed.

Click Go To Completed.
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Endorse a Performance Report

Note: The submitted Performance Based Acquittal displays with a status of
Supplier Endorsed. A notification will be sent to your outlet’s finance officer to
inform that they can now report in unspent funds.

Note: The Organisation Finance Officer can now report on Unspent Funds.
Refer to the topic, Reporting on Unspent Funds.
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Unspent Funds Reporting
Once the Performance Report has been endorsed by the Outlet Manager, the

Outlet's Finance Officer can report on any unspent funds.

When a performance report has been endorsed by the Service Outlet Man-

ager, a notification is sent to the Outlet's Finance Officer to inform them that

they can report on any unspent funds.

Watch the video or follow the steps below.

Important

Note

To show that the unspent funds have increased, the

'Unspent Funds Movement During Period' figure is reported

as a positive during the period, then the Balance at the end

would be more (up) than the figure reported as Unspent

Funds Balance at (Previous) period.

To show the unspent funds have decreased, the 'Unspent

Funds Movement During Period' figure is reported as a neg-

ative during the period , then the Balance at the end would

be less (down) than the figure reported as Unspent Funds

Balance at (Previous) period

To report on unspent funds:

1. Access the P2i login service.

2. Click Agree and continue.
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Unspent Funds Reporting

3. Click the Funded Organisations link.

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.
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Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.

7. Click the Social Service Fulfilment tile on the supplier portal home.
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Unspent Funds Reporting

Note: Performance Based Acquittals for each Service Outlet
appear in the Pending list with the Due Date and the Status of Sup-
plier Endorsed.

8. Click the Form Id number (i.e. WO0000XXX) next to the acquittal report

that you want to report unspent funds.

9. Enter the Unspent Funds Balance At Period End (AUD) and the
Unspent Funds Movement During Period (AUD).

10. Click Save.

11. Click Preview when you are ready to submit.
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12. Click Send for Approval.

13. Click the dropdown next to Select Approver and select the Director that

will approve your submission.

14. Enter any Comments as required.

15. Click Send For Approval.

Note: Your submission has been completed and sent to your Organ-

isation Director for approval.

16. Click Go To Completed.

- 70 -



Unspent Funds Reporting

Note: The submitted Performance Based Acquittal will display with a status
of Unspent Funds Reported. A notification is sent to your organisation’s dir-
ector.

Note: The Organisation Director can now approve the Performance Based
Acquittal. Refer to the topic, Approving a Performance Base Acquittal.
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Submitting Milestone Reports
You are required to upload Milestone Reports through the Supplier Portal.

Departmental staff access and view the report and then reject or approve the

submission. Rejected submissions are returned to your organisation for

review and re-submission. When the Milestone is approved by the Depart-

ment, the status of the submission changes to Accepted by Department in the

Supplier Portal.

When a Milestone report is due a notification it is sent to the Service Outlet

Data Entry person with details of the contract number and the reporting

period.

Watch the video or follow the steps below.

To submit a Milestone Report:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Submitting Milestone Reports

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Milestone tile on the Portal home page.

Note: Milestone/Attachment for each Service Outlet appear in the
Pending list with the Due Date and Status.

8. Click the Form Id number (i.e. MS0000XXX) to upload your Milestone

report.
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Submitting Milestone Reports

9. Click View Previous Forms to see previous Milestone attachments sub-
mitted for this service outlet.

10. Enter any comments for the submission in the Comments section.

Note: Comments will be visible to the Department.

11. Click Upload.

12. Click Browse.
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13. Locate your Milestone document.

Tip: If you have selected the wrong document, click Browse to select

a new one.

14. Click Upload.

15. Click Upload again to add more attachments

Note: Up to three (3) attachments can be added.

l Valid file types that can be uploaded are PDF, Word Documents

(docx/doc), Images (png, jpeg,) Spreadsheets (xls/xlsx/csv)
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Submitting Milestone Reports

and PowerPoint Presentations (ppt/pptx).
l A file size limit of 10MB exists.

16. Click Save and then click Submit when you are ready to submit the
Milestone.

Note: These comments are only visible to your organisation.

17. Click Submit.

- 77 -



Note: Your submission has been completed and sent to the Depart-
ment for assessment.

18. Click Go to Completed.

The status of the line item will appear as Submitted.

Note: A notification has been sent to the Contract Officer responsible for this
Service Outlet to inform them that the report has been submitted. When the
report has been approved (or if it has been rejected) a notification is sent to
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Submitting Milestone Reports

the Service Outlet Data Entry person informing them of the Department's
assessment.
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Resubmitting Department Rejected
Milestone Reports
A notification is sent to the Service Outlet Data Entry Officer when a milestone

report has been rejected by the Department.

The Service Outlet Data Entry Officer is required to correct any issues and

resubmit the milestone report. No approval is required by Outlet Manager or

Organisation Director

To resubmit your performance reports:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Resubmitting Department Rejected Milestone Reports

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Milestone tile on the supplier portal home.

Note: Milestones that have been rejected by the Department appear
in the Pending list with the Status as Rejected by Department.

8. Click Status link to view the comments added by the Department's Con-

tract Officer.
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Resubmitting Department Rejected Milestone Reports

9. Scroll down to the bottom of the Status View to see the Contract Officer's

comments and click Close when done.

Note: Follow the instructions provided by the Department’s Contract Officer.
Click the Milestone number to open the milestone report. Update any attach-
ments as required and send through to the Department for approval.
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Approve a Performance Report
As your organisation’s director you are required to approve the Service Out-

let's performance measures and prior to submission to the Department as part

of your performance reporting.

When a performance based acquittal has been reported by the Service Out-

let's Finance Officer, a notification is sent to the Organisation Director to

inform them that unspent funds have been reported and that the acquittal has

been endorsed by the Service Outlet Manager.

Watch the video or follow the steps below.

To approve (or reject) a Performance Based Acquittal:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Approve a Performance Report

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Social Service Fulfilment tile on the supplier portal home.

Note: Performance Based Acquittals for each Service Outlet
appear in the Pending list with the Due Date and the Status of

Unspent Funds Reported.

8. Tick the box next to the Form Id number (i.e. WO0000XXX) that you

want to approve (or reject).

Tip: To perform a bulk approval or rejection, tick the box next to the

Form Id column header to select all Performance Based Acquittals.
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Approve a Performance Report

You can then untick items that you want to exclude from the bulk

approval or rejection.

9. Click Approve.

Tip: Click Reject and select Reject Measure to send the report back
to the Outlet Data Entry officer for correction and resubmission. This

will require re-endorsement by the Outlet Manager and re-reporting of

unspent funds by the Finance Officer. A notification is sent to the Out-

let Data Entry officer to inform them of the rejection.

Click Reject and select Reject Amount to send the report back to the
Finance Officer for correction and resubmission of the unspent funds

to the Organisation Director for approval. A notification is sent to the

Finance officer to inform them of the rejection.
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10. Review the details that you are certifying on behalf of the organisation.

11. Add any Comments as required and click Approve.

Note: The acquittals report has been submitted to the Department for
assessment.

The approved Performance Based Acquittal will display with a status of Sup-

plier Approved.
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Approve a Performance Report

Note: A notification has been sent to the Contract Officer responsible for this
Service Outlet to inform them that the report has been submitted. When the
report has been approved (or if it has been rejected) a notification is sent to
the Service Outlet Data Entry person informing them of the Department's
assessment.
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Financial Acquittals
The Supplier Contract Management Portal allows your staff to submit all fin-

ancial acquittals, including Annual Audited Financial Statements at the Organ-

isation level and Annual Acquittal Statements at the Service Outlet level or

combined at the Service Outlet level (suitable for smaller organisations). You

can also submit General or Special Purpose Financial Acquitals.

The Supplier Contract Management Portal allows your staff to:

l Submit Annual Audited Financial Statements
l Approve Annual Audited Financial Statements
l Submit General or Special Purpose Financial Acquittals
l Approve General or Special Purpose Financial Acquittals
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Business Rules

Business Rules
You will be required to submit financial statements annually with due dates in

accordance with the lodgement period of your incorporating legislation, or, if

not otherwise stated, within 6 months of the end of your financial year.

For the Service Agreement, You, as an organisation, are considered by Us to

be a 'Reporting Entity' as set out in the Statement of Accounting Concepts

(SAC1), Definition of the Reporting Entity prepared by the Public Sector

Accounting Standards Board of the Australian Accounting Research Found-

ation and by the Accounting Standards Review Board.

Financial Statements: Requirement 1 of 2

You must provide the Department with an audited financial report as a Report-

ing Entity, for each financial year*, which has been prepared at an organ-

isation level and must be:

a. in the form of either a General Purpose Financial Report or a Special

Purpose Financial Report (see below), as determined to be appropriate

for You; and
b. prepared in accordance with the Australian Statements of Accounting

Concepts and Australian Accounting Standards.

Note: If the Service Agreement includes more than one Funding Schedule or
You have more than one Service Agreement with Us, You are only required
to submit one copy of Your General Purpose Financial Report or Special Pur-
pose Financial Report to Us for each financial year.

Any Special Purpose Financial Report must adopt the following as minimum

reporting standards:

a. accrual accounting;
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b. compliance with classification, recognition and measurement guidance

of the Australian Accounting Standards and other mandatory reporting

requirements; and
c. disclosure necessary to give a ‘true and fair view’ or ‘present fairly’ so

as to ensure financial reports are not misleading.

Any Special Purpose Financial Report must include:

a. statement of profit and loss;
b. statement of financial position;
c. statement of cashflows;
d. notes to and forming part of the financial statements;
e. directors’ statement/declaration;
f. a ‘basis of preparation’ note as per the recorded board resolution regard-

ing the basis of preparing financial reports, including all aspects of

accounting standards that have not been complied with; and
g. independent audit report.

Financial Statements: Requirement 2 of 2

You must also provide an Annual Acquittal Statement for the Funding

received from Us under this Funding Schedule during each financial year,

which acquittal must:

a. be in the form of a Special Purpose Financial Report*;
b. apply the Australian Statements of Accounting Concepts and Australian

Accounting Standards in the same manner to that used to satisfy the

requirements for annual financial reporting; and
c. include:

i. statement of profit and loss;
ii. statement of assets and liabilities;
iii. directors’ statement/declaration; and
iv. independent audit report.
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Business Rules

Refer to Our sample Special Purpose Financial Report available on our web-
site, which is, provided as a guide only.

If you are a local government, tertiary institution or a Queensland statutory

body you are only required to provide us with an Annual Acquittal Statement

(Financial Statements Requirement 2).
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Submit Annual Audited Financial
Statements
You are required to upload Annual Audited Financial Statements through the

Supplier Contract Management Portal. You have two options for doing so.

Option one: Submitting a combined Annual Audited Financial Statement
and Annual Acquittal Statement is to submit a combined Annual Audited
Financial Statement and Annual Acquittal Statement against each Service

Outlet. These are approved by the director of your organisation. Departmental

staff access and view the combined Annual Audited Financial Statement and

Annual Acquittal Statement and then reject or approve the submission. Rejec-

ted submissions are returned to your organisation for review and re-sub-

mission. When the the combined Annual Audited Financial Statement and

Annual Acquittal Statement is approved by the Department, the status of sub-

missions change to Accepted by Department in the Supplier Contract Man-

agement Portal.

Option two: Submitting a separate annual audited financial statement
and annual acquittal statement is to submit your Annual Acquittal State-
ment against each Service Outlet and one Annual Audited Financial State-

ment for the organisation. The Annual Acquittal Statements are approved by

the director of your organisation while there is no system approval for the

Annual Audited Financial Statement. Departmental staff access and view the

Annual Acquittal Statement and then confirm the submission of the Annual

Audited Financial Statement.

Watch the video or follow the steps below.
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Submit Annual Audited Financial Statements

Option one: Submitting a combined Annual
Audited Financial Statement and Annual Acquit-
tal Statement

To submit a combined Annual Audited Financial Statement and Annual

Acquittal Statement:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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Submit Annual Audited Financial Statements

7. Click the Annual Financial Statement tile on the Portal home page.

Note: Annual Finance Statements for each Service Outlet appear in
the Pending list with the Due Date and Status.

8. Click the Form Id number (i.e. FS0000XXX) against the appropriate line

item for the Annual Audited Financial Statement to be uploaded to.
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9. Click View Previous Forms to see previous Annual Audited Financial
Statements submitted for this service outlet.

10. Enter any comments for the submission in the Comments section.

Note: Comments will be visible to the Department.

11. Click Upload.

12. Click Browse.
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Submit Annual Audited Financial Statements

13. Locate your Annual Audited Financial Statement document.

Tip: If you have selected the wrong document, click Browse to select

a new one.

14. Click Upload.

Note:
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l Valid file types that can be uploaded are PDF, Word Documents

(docx/doc), Images (png, jpeg,) Spreadsheets (xls/xlsx/csv)

and PowerPoint Presentations (ppt/pptx).
l A filesize limit of 10MB exists.

15. Click Submit when you are ready to submit the AFS.

16. Select your Organisation Director. Add any comments you wish to make

(optional).

Note: These comments are only visible you the approver.

17. Click Send for Approval.

Note: Your submission has been completed and sent for approval.
A notification has been sent to the Organisation Director to inform that

the report is ready for approval.

18. Click Go to Completed.
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Submit Annual Audited Financial Statements

The status of the line item will appear as Pending Director Approval.

Note: The Organisation Director can now approve the Annual Audited Fin-
ancial Statement for submission to the Department. Refer to the topic,
Approve an Annual Audited Financial Statement.

Option two: Submitting a separate annual
audited financial statement and annual acquittal
statement

This option allows you to submit an Annual Audited Financial Statement at

the organisation level and Annual Acquittal Statements at the service outlet

level.

To submit a separate Annual Audited Financial Statement and Annual Acquit-

tal Statement:

1. Access the P2i login service.

2. Click Agree and continue.

- 101 -



3. Click the Funded Organisations link.

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.
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Submit Annual Audited Financial Statements

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Click the Manage Profile icon and then select Profile and then Exten-
ded Profile.

7. Click the Annual Financial Statements (AFS) link.
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8. Click Edit.

9. Click Click to attach file next to the financial period you want to report
on.
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Submit Annual Audited Financial Statements

10. Drag and drop your Annual Audited Financial Statement into the Drag
and Drop area or click Select a File to Upload.

11. Enter an Attachment Description and click Confirm.
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Tip: Click Replace Attachment to change the attached document.
Click Remove Attachment to remove the attached document.

12. Click Save and Continue.

Tip: Click the icon to change the attached document. Click the

to remove the attached document. Update the attachment descrip-

tion if required.
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Submit Annual Audited Financial Statements

13. Access the Acquittals Dashboard.

14. Click the Annual Financial Statement tile on the Portal home page.

Note: You are going to submit the Annual Acquittal Statement in
place of the Annual Audited Financial Statement
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Note: Annual Financial Statements for each Service Outlet appear in
the Pending list with the Due Date and Status.

15. Click the Form Id number (i.e. FS0000XXX) against the appropriate line

item for the Annual Acquittal Statement to be uploaded to.

16. Click View Previous Forms to see previous Annual Acquittal State-
ments submitted for this service outlet.

17. Enter any comments for the submission in the Comments section.

Note: Comments will be visible to the Department.

18. Click Upload.
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Submit Annual Audited Financial Statements

19. Click Browse.

20. Locate your Annual Acquittal Statement document.

Tip: If you have selected the wrong document, click Browse to select

a new one.

21. Click Upload.
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Note:

l Valid file types that can be uploaded are PDF, Word Documents

(docx/doc), Images (png, jpeg,) Spreadsheets (xls/xlsx/csv)

and PowerPoint Presentations (ppt/pptx).
l A filesize limit of 10MB exists.

22. Click Submit when you are ready to submit the Annual Acquittal State-
ment.

23. Select your Organisation Director. Add any comments you wish to make

(optional).

Note: These comments are only visible you the approver.

24. Click Send for Approval.

Note: Your submission has been completed and sent for approval.
A notification has been sent to the Organisation Director to inform that

the report is ready for approval.
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Submit Annual Audited Financial Statements

25. Click Go to Completed.
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Resubmitting Department Rejected
Annual Financial Statements
A notification is sent to the Budget and Finance Officer when an annual fin-

ancial statement has been rejected by the Department.

The Budget and Finance Officer is to correct any issues with the report and

then send it to the Organisation Director to approve and send through to the

Department for reassessment.

To resubmit your annual financial statement:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Resubmitting Department Rejected Annual Financial Statements

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Annual Financial Statement tile on the supplier portal home.

Note: Annual Financial Statements that have been rejected by the
Department appear in the Pending list with the Status as Rejected
By Department.

8. Click Status link to view the comments added by the Department's Fin-

ance Officer.
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Resubmitting Department Rejected Annual Financial Statements

9. Scroll down to the bottom of the Status View to see the Finance Officer's

comments and click Close when done.

Note: Follow the instructions provided by the Department’s Finance Officer.
Click the Annual Financial Statement number to open the report. Update any
attachments as required and send through to the Director for approval.
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Approve an Annual Audited Fin-
ancial Statement
As your organisation’s director you are required to approve your Annual

Audited Financial Statement prior to submission to the Department as part of

your acquittal reporting. You may also reject the submitted Annual Audited

Financial Statement and have the appropriate person in your organisation

resubmit it once any errors are corrected. When you have an Annual Fin-

ancial Statement waiting for approval , you will receive an email notification.

Alternatively, you can log in to P2i and access all submitted Annual Financial

Statements.

Watch the video or follow the steps below.

To approve or reject an Annual Financial Statement:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.
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Approve an Annual Audited Financial Statement

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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7. Click the Annual Financial Statement tile on the Portal home page.

Note: Annual Financial Statements for each Service Outlet appear
in the Pending list with the Due Date and the Status of Pending Dir-
ector Approval.

8. Tick the box next to the Form Id number (i.e. FS0000XXX) that you want

to approve (or reject).

Tip: To perform a bulk approval or rejection, tick the box next to the

Form Id column header to select all Annual Financial Statements.
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Approve an Annual Audited Financial Statement

You can then untick items that you want to exclude from the bulk

approval or rejection.

Click the link to access the uploaded Annual Financial Statement and

submit for approval (or rejection).

9. Click Approve.

Tip: Click Reject to return the submission to your Outlet Financial
Officer for review and resubmission. A notification is sent to them to

inform them of the rejection.

10. Add any Comments as required and click Approve.
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Note: The annual audited financial statement has been submitted to
the Department for assessment. A notification has been sent to the

Department to inform them that the report is ready for assessment.

The approved Audited Annual Financial Statements will display with a status

of Submitted to Department.
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Submit General or Special Purpose Financial Acquittals

Submit General or Special Purpose
Financial Acquittals
Your organisation may be required to submit Financial Acquittals through the

Supplier Portal. These financial acquittals can be submitted via the web form

or by attaching an Excel Spreadsheet to submission. The following topic cov-

ers the web form acquittal, with the Excel method covered beneath.

These submissions are required to be approved by your organisation’s dir-

ector.

Watch the video or follow the steps below.

Important

Note
An acquittal/payment can be received/approved for a pre-

vious quarter as long as it is within the current financial

year. Funded Organisations can submit acquittals for pre-

vious quarters. These can then be acquitted and a payment

recommendation made and approved.

To report on special purpose financial acquittals:

1. Access the P2i login service.

2. Click Agree and continue.
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3. Click the Funded Organisations link.

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.
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Submit General or Special Purpose Financial Acquittals

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.

7. Click the Special Purpose Financial Acquittal tile.
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8. Click the Form Id number (i.e. FA0000XXX) against the appropriate line

item for the Special Purpose Financial Acquittal to be submitted.

Note: Special Purpose Financial Acquittals for each Service Outlet
appear in the Pending list with the Due Date and Status.

9. Review the notes prior to completing the financial acquittal.
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Submit General or Special Purpose Financial Acquittals

10. Click View Previous Forms to see previous Special Purpose Financial
Acquittals submitted for this service outlet.

11. Enter the Annual Approved Funding Amount $ in the Preparer
Details section.

12. Enter the Income and Expenditure amounts in the Statement Of
Income And Expenditure section using whole dollar values only.

Tip: Refer to the Notes for guidance.
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13. Enter the Assets and Liabilities amounts in the Statement Of Assets
And Liabilities section using whole dollar values only.

Tip: Refer to the Notes for guidance.

14. Enter any notes in the Comments section.
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Submit General or Special Purpose Financial Acquittals

15. Upload any supporting documents in the Attachments section.

Note: Comments and Attachments will be visible to the Department.

16. Click Submit when you are ready to have the Financial Acquittal
approved by your Director.

Tip: Click Save to save your work if you are not ready to submit the
Financial Acquittal to your Director for approval.

17. Select your Organisation Director.

18. Add any Comments.

19. Click Send for Approval.
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Note: Your submission has been completed and sent for approval. A
notification is sent to the Organisation Director to inform that the

report is ready for approval.

20. Click Go to Completed.

21. The status of the line item will appear as Pending Director Approval.
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Submit General or Special Purpose Financial Acquittals

Note: The Organisation Director can now approve the Special Pur-

pose Financial Acquittal for submission to the Department. Refer to

the topic, Approve a Special Purpose Financial Acquittal.

Submitting an Excel Spreadsheet

In addition to the web form, you may also use an Excel Spreadsheet to submit

financial acquittals:

1. Select Excel Upload.

2. Click the Download Form button.

3. Open the form when prompted.

4. Enter all amounts using whole dollar values only.

5. Save the file to a location you can upload from (e.g. your Desktop).

6. Click Upload Form.
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7. Select the file from the save location and click Open.

8. Scroll down to review and amend the values if required.

9. Enter any explanatory notes in the Comments section.

10. Upload any supporting documents in the Attachments section.

Note:
l Valid file types that can be uploaded are PDF, Word Documents

(docx/doc), Images (png, jpeg,) Spreadsheets (xls/xlsx/csv)

and PowerPoint Presentations (ppt/pptx).
l A filesize limit of 10MB exists.

11. Click Submit when you are ready to submit the AFS.
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Submit General or Special Purpose Financial Acquittals

12. Select your Organisation Director. Add any comments you wish to make

(optional).

Note: These comments are only visible you the approver.

13. Click Send for Approval.

Note: Your submission has been completed and sent for approval.

14. Click Go to Completed.
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15. The status of the line item will appear as Pending Director Approval.

Note: The Organisation Director can now approve the Special Purpose Fin-
ancial Acquittal for submission to the Department. Refer to the topic, Approve
a Special Purpose Financial Acquittal.
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Resubmitting Department Rejected General or Special Purpose Financial

Resubmitting Department Rejected
General or Special Purpose Fin-
ancial Acquittals
A notification is sent to the Budget and Finance Officer when a general or spe-

cial purpose financial acquittal has been rejected by the Department.

The Budget and Finance Officer is to correct any issues with the report and

then send it to the Organisation Director to approve and send through to the

Department for reassessment.

To resubmit your general or special purpose financial acquittal:

1. Access the P2i login service.

2. Click Agree and continue.

3. Click the Funded Organisations link.

- 133 -



4. Enter your Username and Password in the Supplier Login area.

5. Click Login.

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.
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Resubmitting Department Rejected General or Special Purpose Financial

7. Click the Special Purpose Financial Acquittal tile on the supplier
portal home.

Note: General or Special Purpose Financial Acquittals that have
been rejected by the Department appear in the Pending list with the

Status as Rejected By Department.

8. Click Status link to view the comments added by the Department's Fin-

ance Officer.
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9. Scroll down to the bottom of the Status View to see the Finance Officer's

comments and click Close when done.

Note: Follow the instructions provided by the Department’s Finance Officer.
Click the Finance Acquittal number to open the acquittal report. Update any
data or attachments as required and send through to the Director for approval.
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Approve General or Special Purpose Financial Acquittals

Approve General or Special Purpose
Financial Acquittals
As your organisation’s director you are required to approve your financial

acquittals prior to submission to the Department as part of your acquittal

reporting. You may also reject the submitted financial acquittal and have the

appropriate person in your organisation resubmit it once any errors are cor-

rected. When you have a financial acquittal for approval waiting, you will

receive an email notification.

Watch the video or follow the steps below.

Important

Note

A report can be resubmitted to the department if it has not

already been approved by the department. The report must

be ‘rejected’ by the department first so that a new report can

be re-submitted. This report will maintain its data and will

flow back to the Data Entry allocation officer. The report

must be resubmitted via the work flow again starting with

Data Entry, Outlet Manager endorsement, Budget and Fin-

ance reported and finally Director approval.

To approve or reject a special purpose financial acquittal:

1. Access the P2i login service.

2. Click Agree and continue.
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3. Click the Funded Organisations link.

4. Enter your Username and Password in the Supplier Login area.

5. Click Login.
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Approve General or Special Purpose Financial Acquittals

Tip: If you have forgotten your Username or Password click For-
gotten you password?

6. Access the Acquittals Dashboard.

7. Click the Special Purpose Financial Acquittal tile on the supplier
portal home.
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Note: Special Purpose Financial Acquittals for each Service Out-
let appear in the Pending list with the Due Date and the Status of
Pending Director Approval.

8. Click the Form Id number (i.e. FA0000XXX) that you want to approve (or

reject).

Tip: To perform a bulk approval or rejection, click Bulk Review.
Review the Total Income($), Total Expenditure ($), Surplus/Loss ($)

and Repayable Funding ($) for each Acquittal.
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Approve General or Special Purpose Financial Acquittals

Tick the box next to the Funding Schedule Number to select all

Acquittals and untick the ones that you want to Approve or Reject.

9. Review any comments and attachments that have been added.

10. Click View Previous Forms to make previous Special Purpose Fin-
ancial Acquittal data available.

Tip: The View Previous Period Data icon becomes bold. Available
data displays when you hover over the icon.

11. Click Approve.

- 141 -



12. Read the declaration text and add any approval comments as required.

13. Click Approve.
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Approve General or Special Purpose Financial Acquittals

Note: The Special Purpose Financial Acquittal has been completed
and sent to the Department for review.

14. Click Go to Completed.

Note: The status of the line item will appear as Submitted to Department.

Note: A notification has been sent to the Department's Finance Officer
responsible for this Service Outlet to inform them that the report has been sub-
mitted. When the report has been approved (or if it has been rejected) a noti-
fication is sent to the Service Outlet Finance Officer informing them of the
Department's assessment
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