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Extranet 

Abacus A4W Non residential payments system uses EXTRANET a web based 

provider portal to enable you to access the authorities payments made to you 

for customer contracted services. This facility offers you a secure login and 

the ability to view your customer payment information and to accept payments 

due without the requirement of paper invoicing.  

To enable access to the authorities Extranet system you must first complete 

and return the two forms attached (contact detail and data protection) to 

obtain a secure password for Extranet.                                 

Once you have received your personal login details you can access the 

system on the following link    

https://abacus.essexcc.gov.uk/AbacusExtranet/Apps/Security/Login.aspx 

 

Logging on 

 

 

Login:   

 

Enter the email address you previously provided on the security form 

 

Enter password 

 

Front page will appear 

 
 
Make sure you check for any messages on the welcome page below before using 
Extranet 

https://abacus.essexcc.gov.uk/AbacusExtranet/Apps/Security/Login.aspx
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Note: If there are any changes to your company’s bank account or address Extranet 
will be suspended and you will not be able to continue with the verification process 
until the Commercial team have authorised the amendments to be applied to all 
payment systems. 
 
 

 

 

Verification of Invoices 

Click on Payments – Payment Schedules – Payments Schedule 

 

 

 

 

 

 

Insert the invoicing period dates ‘From’ and ‘To’ using the date pad 
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Click on search 

 

Allow for loading of the relevant contracts to appear on the right hand side of the 

screen under Payment Schedules 

 

 

 

Double click on the first contract to produce the summary page below 

 

 

ABC 000000 

£££

£ 

££ 
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Double click on Service User name 

Note:  There may be more than one contract per Service User you can check this 
information in the Service Orders 

 

The below screen shows an example invoice that is populated with information from 
ECC’s current Service Order 

The Planned hours and Unit Cost must always be populated, never verify an 

invoice without either in the relevant boxes 

You can increase or decrease the ‘Delivered’ time by deleting the existing figure and 

replacing with the hours charged. 

(Daycare will be in Sessions) 

Note: If the hours / sessions exceed the package the invoice will automatically 

suspend and the cost in the end column will turn red.  

 

Any unwanted lines i.e those with zero planned and/or zero cost, can be deleted by 

clicking the red X. 

123456789                             Mrs ECC ££ 
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The following instructions are for frustrated visits if not applicable please skip to page 

14. 

(Non Attended for Daycare Providers is on page 12) 

 

 
Click the 0.00 under the ‘Non Delivery’ column against the week ending date where 

frustrated visits have occurred. 

 

The screen below will be produced 

 

Click on 'Add’ 
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Click on the drop down box on either Rostered (hours) and/or Duration (minutes) to 

select the time of the frustrated visit.  Round to the nearest 15(0.25), 30(0.5) or 

45(0.75) minutes 

Click on Occurrences if more than one frustrated visit in the week 

Click OK 

You will be taken back to the invoice detail page which shows the added frustrated 

visit  

The ‘Delivered’ column will need reducing by the amount of frustrated hours entered 

as the two combined need to equal the amount of hours for that week charged on 

the invoice.£ 

 

Click on Save 

 

38.50 

38.50 

 

38.50 

 

38.50 

 

36.50 
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Daycare Non Attended  

 

Click on ‘Add’ 

 

Select the required Service Outcome. Note: not all Service Outcome’s will pay the 

provider check the ‘Paid’ box for required outcome.   
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Click ‘OK’ - You will be taken back to the invoice detail page.  You will need to 

reduce the delivered by the amount of non-delivered as the two added together 

equals the total amount charged. 
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Enter your invoice number in the ‘Payment Ref’ field. Each payment reference has to 

be a unique number – NO duplications.  If issuing an amended invoice it is advisable 

to use the original invoice number suffixed with an ‘A’ or something similar. 

 

Enter the date of invoice using the selection pad 

Check invoice total 

Click ‘Verify’ 

 

 

 

Note: Before verifying an invoice, a private note or a note to the Council can be 

added by clicking on the ‘i’. The screen below will appear. 

 

Private notes are for your own record and cannot be seen by anyone else. A note to 

the council will be directed to the Non Residential Payment Team. 

 

 

 

After clicking on Verify 

123456789                     Mrs ECC 
££ 
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A message will inform you that the following invoice will be verified for payment.  

Click ‘Yes’ to continue. 

 

 

 

Note: the status of the invoice has changed to verified. If you wish to go back in to 
the invoice to make an amendment you will need to click on UnVerify to edit your 
entry.  
Remember to verify the invoice. 
 
Do not verify a zero invoice leave unverified. 
 
Click ‘back’ 
 

 

 

 

 

123456789                              

D Duck 

123456789                             Mrs ECC 

££

££ 
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The screen above gives you an overall picture of the status of the invoices, contract 

and invoice period 
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Click ‘Back’ to view the list of remaining payment schedules that need verifying. See 

screen below 

 

 

 

Double click on the next required contract to start the verification process again  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ABC 
ABC 
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Checking a Service Order (ECC’s planned package commitment) 

Back to menu page where you will be able to search for Service Orders 

 

Click on - Service Orders - the Service Order search screen will appear 

 

Delete the date 

Click ‘Search’ 

 

 

ABC 
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Click on Name, Filters 

 

on ‘Search’ to view Service Order for that individual. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Customer Address 

Field 

Mrs ECC 

C
u
s
to

m
e

r 
re

f 
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Retracting an Invoice Process 

 

 

  

 
 

 
 
Note: CREDITS OR ADDITIONAL invoices will no longer be processed through 
Extranet, the RETRACTION (credit) process will need to be followed and the 
AMENDED invoice will be entered instead. 
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Select the contract you require  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The below screen will appear 
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Click Provider Invoice list 

A list of the Paid/Suspended invoices that have been verified will be produced 
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Click the aerial button to highlight the paid/suspended invoice that you need to 

retract 

Note: You can view the four weeks verified by clicking ‘Invoice Lines’ 

Click Retract  

 

 

 

This message will appear, click ok 
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Confirmation message will appear confirming that the invoice has been retracted 

Click ‘OK’ 

Click ‘Back’ 
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Click ‘Add’ to resubmit replacement invoice 

A message will appear informing that the Payment Request (replacement invoice) is 

going to be produced.  Click ‘OK’ 
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Note the message is not always populated with the service user names therefore 

you will need to click ‘cancel’ 

 

 

You will be taken back to the Summary page where you need to click ‘Add’ once 

again  

 

The below message will appear - Click ‘OK’ 

 

This should produce a provisional invoice back into the Payment Schedule ‘List’ for 

verification 
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Invoice is now waiting Verification. 

It may take a few minutes for the invoice to appear for verification 
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Adding a line into the invoice if there has been a change to an existing Service 

Order 

Open up the invoice 

 

Click on add 
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Fill in the following fields: 

Week ending date 

Rate Category – use the category stated in the main body of the invoice 

Unit Cost will automatically appear if the correct rate category has been selected or 

that the Service Order has been updated.  If the rate does not appear you need to 

contact the Non Residential Payment Team 

Click OK 



Maxine Dare 
 

27 

 

This will add in the line to include the amendment to the service order after the 

payments have been requested. 

You can remove the unwanted line(s) by clicking the red ‘x’  

No zero planned hours, zero cost or zero rate should be verified in an invoice. 

You will need to manually enter the hours in the ‘Delivered’ field 

Click on save 
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Adding in a Service Order after a payment schedule has been requested 

 

 

If a Service User is not found in the list of invoices but you can see a commitment in 

the Service Order the information will need to be added to the Payment Schedule 

Click Add 

 

 

The below form will appear with the Service User names listed that are to be added 

to the Payment Schedule 

 

Click OK 
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Note: If there are no names listed but there is a service order with commitment for the period 

of the payment schedule you will need to click cancel, add, ok.   

You will receive a confirmation message 

 

 

Click OK 

 

 

The invoice is now added to the list ready to follow the verification process 
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Creating a new Payment Schedule 

If there is a Payment Schedule missing a new one can be created if there is an 

active Service Order for the required period. 

 

Click New 

 

 

The above form will be produced and populated with the provider creditor reference 

and name 

Click on the contract selection pad 

  

Provider 
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Click on the aerial button for the relevant contract 

 

 

 

Enter the Reference number; this needs to be set out in the above format 

i.e. contract number, hyphen, period start date, hyphen, period end date (No gaps) 

Enter the ‘Payment From’ period.  The end date will need amending to the 4 week 

period end date. 

Click on save 

Provider 

Provider 
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A new payment schedule has been created. 

Click on add to produce a provisional invoice – see page 28  

 

 

 

 

 

 

 

 

 

 

 

Provider name 
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Trouble shooting 

 

 

Q. There is no Extranet provisional invoice in the Payment Schedule but there is a 

Service Order in place 

A. A new Service Order has been created after the schedules have been uploaded, 

the detail will need to be added into the Payment Schedule – follow instructions on 

page 28 

 

Q. There are zero planned hours, zero unit cost or both on any of the weeks on the 

Extranet provisional invoice 

A. The Service Order has been amended after the Extranet provisional invoice has 

been produced; the new weekly detail will need adding in – follow instructions on 

page 25 

 

Q. There is part of the care missing from the Extranet provisional invoice 

A. Check the Service Orders the package maybe split between two or more 

contracts 

 

Q. There is no Service Order or it is incorrect  

A. Check your paperwork received from the Service Placement Team and if missing 

contact them for the correct paperwork which needs to be sent onto the Non 

Residential Payment Team.  Alternatively contact the Payments Team who will be 

able to advise you of the next stage in the query process. 

 

Q. No Payment Schedule found covering the period of a Provider invoice 

A. A new Payment Schedule can be created via the Non Residential Payments 

Team. 

Q. Extranet provisional invoices are still being produced even though the Service 

User is no longer with the provider. 

A. Provider to inform the Service Placement Team  
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Q. Provider has an amended invoice that has already been paid or is suspended 

A. The incorrect invoice will need retracting and a new Extranet provisional invoice 

added to the Payment schedule – follow instructions on pages 17 to 24 

 

Q. There is a suspended invoice that needs releasing as the service Order has been 

updated 

A. The non-residential payment team regularly undertake a task to release all 

suspended invoices where the service order has been increased. 

 

Q. Provider has forgotten their password 

A. You can reset by clicking on ‘Forgotten your Password’ and enter your password. 

You will be sent an email containing the link to create a new password. Once you 

have clicked on the link you will be asked to fill in some details as well as a security 

question:  A memorable place - answer is Essex.  

If you still have trouble logging in you will need to contact the Income Systems team 

direct: Income.SystemsSupport@essex.gov.uk 

 

 

 

 

 

 

 

     

 

 


