Guidelines 
 VD-Kontrakt - SUPPLIER'S ENTERING INVOICE BILLS

This guide states how Vejdirektoratets advisers / consultants must enter hours, rates, expenses, etc. in VD-Kontrakt.
Once you have gained access to the VD-Kontrakt, you will be able to access the Danish Road Directorate's self-billing system VD-Kontrakt.
In the overview, you can either search for a simple purchase order by entering the last digits or select from the list by double-clicking on the purchase order
[image: ]
If you don’t see the entry screen, it could be caused by one of the following reasons
• The purchase order is not open, or the balance is 0.
• The purchase order is locked by another user.
A message will be displayed, and you must contact your contact person at Vejdirektoratet if you have any questions. 


ENTER INVOICE BASIS
The form for entering the invoice basis consists of an upper part with master information, and a lower part with purchase order lines that correspond to those created by Vejdirektoratet at the time in question.
The supplier enters spent hours, amounts for expenses, etc. as well as the information needed to settle their services.
In addition, the required documentation should be attached (documentation is mandatory). [image: ]
Note: The above is an example of a very simple purchase order (with only a few lines / items). In practice, considerably more elaborate purchase order structures can be used. As a starting point, reference is made to the specific assignment's further tender descriptions or similar.

Display consumption for P.O.
Total consumption is shown under Info. Icon button “show/hide consumption” should switched on in order to show/hide consumption for the individual line.
"Save as template" button
During invoicing, it is possible to save a draft and return and complete the invoicing at a later time.
"Save and end invoice Basis" button
After filling in the invoice basis, press "Save and end invoice Basis".


If the invoice basis cannot be saved, it can typically be due to one of the following issues:
• The total amount entered exceeds the available amount: If this applies to the purchase order, the invoice basis cannot be saved. Contact must be made with Vejdirektoratets purchasing order manager.
• E-mail: The address format is not valid (if anything is entered here).
• Completion rate: Must be an (true) integer between 0 and 100 (if field is active).
• Settlement date: Today's date or earlier date must be in the correct date format.
• Attachment of documentation / appendices: There is a requirement for attached documentation. Documentation can only be of the PDF type.
RECEIPT
When the invoice basis is correctly saved and completed, the receipt screen below is displayed.
 [image: ]
The supplier receives confirmation of entry via e-mail.
After sending the entry, the receipt email is sent from the system. The e-mail is sent to the e-mail address in the supplier master and to the e-mail address in the invoice basis, if one has been entered.
ACTIVITY LOG
The activity log is accessed from a tab on the invoice entry screen and shows all activity for the supplier's purchase orders.
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Explanations of the fields
	Field
	Description
	Fields to be filled in by the supplier
	Master data
	Validation


	Invoice - ID
	The supplier's invoice no. / Reference number. For the supplier's own use
	Yes
	No
	No

	E-mail

	E-mail address of the person from the supplier who must receive a receipt for reporting the invoice basis and settlement documents. By tapping the first icon, the login user's email will be transferred to the field. By pressing the envelope icon, any previously used (from a previous IO in the same session) email will be transferred to the field
	Yes, if desired
	No
	Yes (valid e-mail address)

	Note
	The supplier has the option of attaching remarks to the entire entry basis
	Yes, if desired
	No
	No

	Period
	Start- and end-date of the period on which the Invoicing concerns
Note: both start date and end date is selected in Date picker[image: ]
	Yes
	No
	No

	Settlement date
	Last day in the period eg 31.8.2020 for invoicing for the period August 2020 is selected via calendar [image: ]
	Yes
	No
	Yes (todays date or earlier)

	FIK-kode
	The supplier has the option of entering a FIK code (remember spaces after X)[image: ]
	Yes, if desired
	No
	Yes

	% complete
	The field for entering the completion percentage is displayed depending on whether the field is activated in IO. If the field is activated, it must be entered
	Yes, if active in IO
	No
	Yes (numbers between 0-100)

	Attach documentation
	Required documentation (pdf documents) must be attached
	Yes
	No
	Yes

	Settlement text
	The supplier could enter a note for the individual line
	Yes, if desired
	No
	No

	Quantity
	Number of units for each line
	Yes
	No
	No
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Self-billing, Vejdirektoratet

DEMO-FIRM (DE316970899)

Purchase Order Description PO responsible

4500010021 DEMO Purchase Order Pia Kristiansen (PIAKR) >
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Self-billing, Vejdirektoratet

Invoice basis
Purchase Order Contact Info
PO Description: DEMO Purchase Order PO responsible: Pia Kristiansen Document date: 16.09.2021
PONo.: 4500010021 Phone: +45 72443536 C PAYHENT DATE 1S BASED ON DOCUMENT DATE D
Contract name: DEMO contract eMail: piakr@vd.dk Total consump on P.O.: DKK 33,055.00
Contract no.: 4600004102 Total consump on PO. (hours): 7.50
Settlement
“Invoice ID: [ Enter your invoice number | *Period: [ dd.mm.yyyy -dd.mmyyyy [ |(E Browsefie] [ Upload File
*e-Mail: [ Enter your E-mail *Settiement date: | ddlmm.yyyy No data
Note: [ Notes for settlement | FIK Kode: | +71<00000000000000X +88888858
Z show / hide consumption
Categori Note Settlement text Quantity Unit Rate (in DKK) Amount  Internal Order ConsumpDKK ~ Consump Hours

Mr Demo Project
) Projectmanager M;n:g": rolect [ 7ext concerning expenses ] 0.00 | Hour 1000.00 0.00]| 1331-0k0 7500.00 750
€) Project assistant  Mr Demo assistant | Text concerning expenses ] 000 | Hour 750.00 000 1331-0k0 0.00 0.00
Daily rate Demo Rate prday | Text concerning expenses ] 000 | Days 10000.00 000 1331-0k0 20000.00 200
Fixed Price Demo rate [ 7ext concerning expenses ] 0.00 ] Piece 0.00]| 1331-0kO 0.00 0.00
Expenses Demo Travel —
(documented / e [ 7ext concerning expenses ] 000 | Piece 000 | 1331-0kO 5555.00 5555.00
type)

Total amount 000 DKK Total Consump ~ 33,055.00 DKK

Save as template | [ Save and end Invoice Basis.





image3.png
Success

Transaction document 10688500 created
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Self-billing, Vejdirektoratet

Aciviy Log

Type of action Activity time Task Purchase Order User Transaction document

Save Jul 2, 2021, 10:44:05 AM Save Settlement 4500010021 piakr@vd.dk 10688498

Load Jul 2, 2021, 10:30:27 AM Get Purchase Order 4500010021 piakr@vd.dk
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