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Information

This guide takes you through the steps to complete your Contract Claim Form, which
can be used on various schemes.

The claim form will only be visible for Grant Awards that have been approved and
accepted via your RPW Online account.

Please refer to the relevant scheme guidance for information on scheme rules and
eligibility.

The Contract Claim Form must be completed via RPW Online in order to claim for
payments. Multiple claims can be submitted during the project window.

Supporting evidence, such as invoices, must be submitted for each Claim Item in
order to submit your claim.

Please note: For any problems with RPW Online you should contact the Customer
Contact Centre on 0300 062 5004.



Rural Payments Wales Online — Login

Log into your RPW Online Account - enter your User ID and Password in the boxes
and click the Sign in button.

&7 GOV.UK

=10 This is a new service — your feedback will help us to improve it

English | Cymraeg

Sign in using Government
Gateway

Government Gateway user ID
This could be up to 12 characters.

Password

Create sign in details

If you are encountering problems or are unable to access your online account,
please contact the RPW Online Helpdesk on 0300 062 5004.

Once logged in to your online account the RPW Online ‘Homepage’ will appear.
Rural Payments Wales Online — Home page

To access the claim form, click the Tab labelled ‘Contracts and Small Grants’ on the
RPW Online home screen, as shown below.

Taliadau Gwledig Cymru
Ar-Lein
Online

Rural Payments Wales

Cymraeg | Log Off

Home My Details ~ Land ~ Correspondence 4 ~ Forms Contracts and Small Grants ¥ Woodland Plans

To change the language at any time, click the button located in the top right hand
corner bar of the RPW Online information. This will allow you to choose the
language your WMFS General Funding Round Contract Claim form is displayed in.



Contracts and Small Grants Page

The list of active contracts available for you to start or continue a Contract Claim
form are listed on this page.

Wekh Govermment Rural Payments Wales

Cymraeg | Log Off

Home My Detfails ~ Land ~ Comespondence 2 = Forms Contracts and Small Grants ~  Woodland Plans

Contracts Small Grants Dooument Upload

Contracts

Your Contracts are listed below.
Contracts with a status of Cffered and an ‘Accept / Decline” button can be accepted or declined in RPW Online,

To view older versions of Contracts, search for them in your RPW Online Messages.

Contract Sign Off
Scheme Window Reference Version Status  Deadline

Active:

WMFS General Funding WMFS General Funding 1.01 Active Start Claim
Round Round £

Guidance Conftact Us Copyright Arcessibility
Documents Statement Statement

Getting Started

Once you have read the Guidance Booklets, you can start your claim form by
clicking on the Start Claim button.



Ar-Lein
Online

Rural Payments Wales

Contracts Small Grants Dooument Upload

Contracts

Your Contracts are listed below.

Scheme Window
Active:
WMFS General Funding WIMFS General Funding
Round Round 4
Guidance
Documents

To view older versions of Contracts, search for them in your RPW Online Messages.

Reference

Contact Us

Home My Detfails ~ Land ~ Comespondence 2 - Forms Confracts and Small Grants ~  Woodland Plans

Contract
Version

1.0

Copyright
Statement

Contracts with a status of Offered and an "Accept / Decline” button can be accepted or declined in RPW Online.

Sign Off
Status  Deadline

Active

Arcessibility
Statement

Cymraeg | Log Off

View | Start Claim

Continue Application

If you are mid-way through or paused a claim and want to continue, please select

Continue Claim from the Selection Page.
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VWekh Gowermment Rural Payments Wales

Cymraeg | Log Off

Home My Details ~ Land ~ Comespondence 2 - Forms Contracts and Small Grants ~ Woodland Plans

Contracts  Small Grants Document Upload

Contracts

Your Contracts are listed below.
Contracts with a status of Offered and an 'Accept / Decline” button can be accepted or declined in RPW Cnline,

To view older versions of Contracts, search for them in your RPW Online Messages.

Contract Sign Off
Scheme Window =ference Version Status  Deadline

Active:

WNFS General WMFS Genera 1,01 Active e Cauy| I—
Funding Round Funding Round 4

Guidance Caontact Us Copyright Accessibility
Documents Statement Statement

Delete Claim

To delete a claim form, click the Delete Claim button.



¥ RPWEREH

Webh Goermment Rural Payments Wales

Cymraeg | Log Off

Home My Details ~ Land ~ Comespondence 2 ~ Forms Contracts and Small Grants ~  Woodland Pl

Decument Upload

Contra

Contracts
Your Contracts are listed below.
Contracts with a status of Offered and an "Accept / Decline’ button can be accepted or declined in RPW Online.

To view older versions of Contracts, search for them in your RPW Online Messages.

Contract Sign Off

Scheme Window Reference Version Status Deadline

Active:

WMFS General WIMFS Genera 1.01 Active AT Delete Claim
Funding Round Funding Round 4

Guidance Contact Us Copyright Accessibility
Documents Statement Statement

Introduction Page

This is the introduction page which provides information about the WMFS General
Funding Round Contract Claim form.

O sme  Neat

Contract Claim Form Introduction

- == o T

WNFS Genersl Funding Round

B Cloim tems x Please note the following key messages before progressing with your daim for grant:

x ® You can use this on-fine facility to claim the grant included in your contract
Llywodraeth Cymru

» ou can only use this form to make a grant claim for the contract shown abowe. If additional grant claims are required, start a separate claim form for each contract. You do not need to submit this daim
Welsh Government

B Simpiied Cost ltems

(S {Prcjeck pat - before starting a claim against another contract

i You can only dlaim once the contract has been signed and quotes approved.
i You must submit al supporting documentation where required otherwise your claim will not be valid and cannot be progressed, Each claim must inchude at least one supporting document.

Where appropriate. you mwst submit claims i fine with the dates provided on your Delivery Profile.

Where appropriate, you must take into account any Spacial Conditions when submitting your caim.

For non-standard costs you must provide evidence that services / items have been paid for (e.g. bank statement) along with your claim.

For help with completing your grant ciaim, please read the "How to Complete’ Guidance. Please see the Welsh Govemment website for information about the schemes:

https://gov.wales/rural-grants-payments

1 you have any problems completing your grant claim you can contact the Customer Contact Centre using your RPW Online account or on 0300 062 5004 for further guidance,




Once you have read the information click on the Next button.

Privacy Notice

Next you will see the Privacy Notice. Ensure you read the information in this section,
which states what the data provided is used for.

Once you have read the information click on the Next button.

Claim Items

Eligible claim items will be listed on the Claim Items tab. Eligible Claim Items will be
shown on each row on the tab, detailing the ID, Name/Description, and the Available
amount (£).



Contract Claim Form Claim Items Sivigre | ¢

1>
s o
Hel|
. s
This page s for claim t pt Simplified te
.
1 cf b id Ic
2. | id, c b
.
h k k th p’ but
.
>
x
] Name / Description Available (£)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) (&)
v F apital
the
1,000.00 El +Add
Claim
ac a - < ] >

To make a claim, choose the relevant row for the relevant Claim Item. You will need
to enter a unique Transaction ID in the Transaction ID box. This ID will need to start
with a letter, followed by one to six numbers without spaces. Please ensure all
supporting documentation submitted for the Claim Item is saved with Transaction ID
included in the naming convention of the saved document.

Contract Claim Form Claim Items & HideHelp < Pr B save  Next >
3 o
Hel)
- '
This page is for claiming against all items pt Simplified Cost items.
.
lly to avoid lo: put
.
u
™
> s
x
Id Name / Description Available () Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) (£)
v GFo0R Capital - Plant Machinery &  1,000.00
Other Equipment
1,000.00 456 . +Add
Claim
ac B sieHep € ® >

In the Payee box, enter the name of the company on the invoice for the relevant
ltem.

10



Contract Claim Form Claim Items L 1 < >
cr:/‘t:n'c:’ ‘N:'I Cost VAT (£) Complete?
For the Invoice Date, enter the date shown on the invoice for the relevant ltem.
Please note that the Invoice Date cannot be a date after the date of claim
submission.
Contract Claim Form Claim Items @ Hide H < ty
Id Name / Description Available (£) Transac tion Id Payee Invaice Date :::’ni“ ;\l.g‘\:::“ \E,I)\;-l[:; :;‘r:pl.“-‘
Cost (£) (£)

In the Net Invoice Cost box, enter the Net amount as shown on the Item invoice. If

the invoice includes costs not pertaining to the Item cost these should not be
deducted, the Item amount can be entered in the Eligible Net Cost box.

11




Contract Claim Form Claim Items & Hide H < 8 s lext >

Help

1d Name / Description Available (£)  Transact tion Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) ®

If you are eligible to claim VAT, the VAT box will display on the claim form. Please
enter the VAT for the eligible Item in order to claim. The amount you enter of eligible
VAT cannot exceed 20% of the eligible net cost. If you do exceed the Eligible VAT
you will have to provide details of the VAT difference and overspend.

Contract Claim Form Claim Items & i < 8 sa lext >

Help

1d Name / Description Available (£)  Transac) tion Id Payee Invoice Date Net Eligible Eligible item
Invoice Net Cost VAT (£) Complete?
Cost (£) ®

Once you have submitted all claims for an Item you can select the Item Complete
box. If you are claiming in full on one line you must tick the Item Complete? box to
remove the overspend error message. If you intend to submit further claims for an
Item on separate claims, leave the box blank.

12



Contract Claim Form

Claim Items

B HideHelp < Prevo Swve  Net ¥
2
Help
This page is for claiming against all items except Simplified Cost items
1.1f you are entering a large number of claims on this page, click the ‘Save’ button accasionally to avoid losing your input
2. If you need to make multiple claims against the same Item Id, click the ‘Add Claim’ buttan.
3. VAT is not normally eligible to claim,
]
4.To hide this help text and make mare room on your screen, click the ‘Hide Help’ button.
Id Name / Description Available (£)  Transaction Id Payee Invoice Date Net Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) 03]
v v GROOS Capital - Plant Machinery & 1,000.00
Other Equipment
000 A 5 8 567 +Add
Claim
Reason for Overspend
o & Edt @ HideHelp € Previous & Net »
&
Contract Claim Form Claim Items & Hide € Previous B Save Nedt >
s
Hel,
™ Introduction P
This page is for claiming against all items except Simplified Cost items
. d
1. If you are entering a large number of claims on this page, click the ‘Save’ button o ally to avoid losing yaur input
2. 1f you need to make multiple claim: t the same Item Id, click the ‘Add Claim’ button.
3. VAT is not normally eligible to claim.
» Proje
4. To hide this help text and make more room on your screen, click the "Hide Help' button
& Supporting Docume
> Sub
! x
d Name / Description Available (€)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) (£
v v GFO08 Capital - Plant Machinery & 1,000.00
Other Equipment
000 Me Jone . +Add
Claim
& a < Previous B Save >

If you need to add an additional row to a Claim Item, you can click the Add Claim
button. This can be selected as many times as required.

13




Contract Claim Form Claim Items @ HideHelp € Prevous B Save  Newt >

Help

This page is for

ame Item Id, click the *Add Claim’ buttan.

een, click the 'Hide Help’ button.

[m L]
If you wish to remove the additional row, you can click the Delete Claim button.
The Available (£) figure will reduce to take into account the expenditure figure
entered.
Contract Claim Form Claim Items @ Hide Hel € Previous B Save  Nea ¥

If the Claimed Expenditure figure is 10% greater than the Available (£) amount
(based on delivery profile previously provided) you must provide an explanation for
the overspend.

14




Contract Claim Form Claim Items L . < B s Next >
a °
Hel)
Ll i
This page s for claiming against all items except Simplified Cost ite
L]
_ 100 ) f lick the [
= L ake (! click th k
-
aly
-
his help tex " K th "
L ]
x
d Name / Description Available (£)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) (6
v v
r rspend

If the Claimed Expenditure figure is 10% less than the Available (£) amount (based
on delivery profile previously provided), and you have ticked the Iltem Complete box
you must provide an explanation for the underspend.

Contract Claim Form Claim Items & Hide He < Previe B sa Hext ¥
s @
L]
.
ly lasing t
.
.
L]
>
x
d Mame / Description Available (£)  Transact tion Id Payee Invoice Date Net Eligible Eligible item
Invoice NetCost VAT (£) Complete?
Cost (£) 3]

v v GROO Capital - Plant Machinery &  1,000.00

Other Equipment
20000 23458 e osz0n |8 8000 . A
Claim

There are basic data integrity checks and mandatory fields built into this form, any
errors or information messages will appear once you either click ‘Save’ or ‘Next’ on
each page.

15



Contract Claim Form Claim Items & et < |4 »
. Help
. -
i o ick
i n W, 3
.
-
nide
.
x
Id Name / Description Avallable (£)  Transaction Id Payes Involce Date Mat Eligible Eligible item
Invoice NetCost VAT () Complete?
Cost (£) 0]
v v GR pial - Plant Machinery &
thet Equipment
a L < >

Once you have corrected any errors and answered all of the questions on each page
click on the Next button.

Claim Item - Examples

Please see example scenarios below for entering the Claim Item costs:

Full Amount Claimed

If you are submitting a claim for the full amount of funding available and the Net

Invoice Cost is the same as the Eligible Net Cost, enter the figures in the relevant
boxes as shown in the example below:

Contract Claim Form Claim Items B riderielp € Pevows B Sew Nest ¥
. °

- Help

. This page is for claiming against all items except Simplif

-
fain
.
v
*
i Name / Dascription Avallable () Transactionid  Payee Invoice Date Net Eigible Eligible tem
Invoice NetCost VAT (§) Complete?
cost() (@)
v v spital - Plant Machinery &
Other Equipment
8 +Add
Claim
= a e < >

16



The Available amount will reduce when you enter a value into the Eligible Net Cost
box. As you have entered the full amount, the Available amount has reduced to 0.00.
You will also see that the “Reason for Overspend” box will appear when the available
amount reduces to zero. This is because the Item Complete button has not been
selected. If you do not wish to make any further claims on an Item, you must select
the Item Complete button, as shown below:

i Hame / Description Avallable (£)  Transaction Id Payer Invoice Date Het Eligible Eligible em
Invoice MetCost VAT (D) Complate?
Cost (6) (&)

‘ B

Once the Item Complete button has been selected and the claim submitted, you will
not be able to submit any further claims for this Item.

Partial Item Claim

If you are submitting a claim for an Item, but not for the full amount, you can enter
the details as follows:

Contract Claim Form Claim Items @ HideHelp € Previous B Save  Next ¥

Help

This page is fo

d Name / Description Available (£)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) (£

28000 A12345 M Jone: wszo [@]  sonoo o
Claim

The Available amount will reduce to show the value remaining for that Iltem. You may
then claim the remaining amount on another claim.

17



Contract Claim Form Claim ltems & Hidetelp € Pre B S lea >

Help

id Name / Description Avallable (£)  Transaction id Payee nvoice Date Net Eligible Eligible Item
Invoice et Cost VAT (£) Complete?

Invoice Cost Higher than Item Cost — Full Amount Claimed

If the Net Invoice Cost is higher than the Eligible Net Cost, a dialog box will appear,
and comments must be added in order to complete your claim.

d Nama / Dascription Avallsble () Tramsactionid  Payes Involce Date et eligible Eligible tem
oica NetCost VAT (D) Complete?
Cost (6) )

In the Reason for Net Invoice Difference box, enter comments as to why the invoice
cost is higher that the Item cost. The example above states that there was an
additional item listed on the invoice. As the full amount has been claimed, you will
again see the Reason for Overspend box. This will remain until the Item Complete
box has been selected.

Invoice Cost Higher than Item Cost — Partial Amount Claimed
If the Net Invoice Cost is higher than the Eligible Net Cost on a partial claim for an

Item, the Reason for Net Invoice Difference box will appear. Comments must be
entered in the Reason for Net Invoice Difference box in order to complete your claim.

18



Contract Claim Form Claim Items & HideHelp € Previous B Save  Next >

Help
This page is for claiming against all items except Simplified Cost items.

1. 1f you are entering a large number of claims on this page, click the ‘Save’ button occasionally to avoid losing your input

2. If you need to make multiple claims against the same Item Id, click the ‘Add Claim’ button.

3. VAT is not normally eligible o claim

4.To hide this help text and make more room on your screen, click the 'Hide Help' button,

. x
>
Find tem: x
1d Name / Description Available (£)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT (£) Complete?
Cost (£) (£)
v v GFoog Capital - Plant Machinery &  1,000.00

Other Equipment

400.00 A123456 M Jones 16/08/2024 E‘ 60000 50000 10000 +add
Claim

Reason for Net Invoice Difference @

As only a partial claim has been submitted, the Reason for Overspend box will not
appear, and you will be able to submit a further claim for the remaining Available
amount.

Contract Claim Form Claim Items @ HideHelp € Previous B Save Next >
s »0
Help
This page is for claiming against all items except Simplified Cost items.
& entering a large number of claims on this page, click the ‘Save’ button occasionally to avoid losing your input
2. If you need to make multiple claims against the same Item Id, click the ‘Add Claim’ button.
. plifie en
3. VAT is not normally eligible to claim.
B Project Repor x
4.To hide this help text and make more room on your screen, click the ‘Hide Help’ button.
- ng umen
> Submission
’ i Iten x
id Name / Description Available (£)  Transaction|d  Payee Invoice Date Net Eligible Eligible Item
Invoice NetCost VAT (£) Complete?
Cost (£) ()
v v GFoos Capital - Plant Machinery &  1,000.00

Other Equipment

000 50000 +Add

Claim

Reason for Net Invoice Difference @ Additional item listed on the invoice

Delete
Claim

More than One Invoice for an ltem

If an Item has more than one invoice, you can select the Add Claim button to add an
additional row for the relevant Item.

19



Contract Claim Form Claim Items @ Ha <P B 5 >

Help

d Name / Description Avallable (£)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice Net Cost VAT () Complete?
Cost (£) (%

B

+Add
Claim

Once you have selected the Add Claim button, a new row will be available to add
details for the additional invoice. You can add as many rows as required for the Item.
To delete a row, select the Delete Claim button. If you have added all the required
invoices and the total eligible value has been claimed, select the ltem Complete
button.

Contract Claim Form Claim Items & worhep < B Soe  Nem 3

Help

i Name / Description Available (£)  Transaction Id Payee Invoice Date Net Eligible Eligible Item
Invoice NetCost VAT (§) Complete?
Cost (£) ®

v v GRS pital - Plant Machinery & 1,000.0¢
pment
i - : ; = m
. ﬂ

Partial Cost Claimed - Item Complete

If the total Item cost is less than expected, you can submit a claim for the reduced
amount and select the Item Complete box to confirm that no further claims will be
made for this Item.

20



Claim Items

.....

o Name / Description Avallable (€)  Transactionld  Payee Invoice Date Net Ehigible tigible  tem

Once you select the Item Complete box, the Reason for Underspend dialog box will
appear. Comments must be entered into this box to explain the reason for
underspend.

Overspend on Claim Item

If the total Item cost exceeds the available amount the Reason for Overspend box
will appear:

Claim Items

id Name / Description Available (£)  Transaction i d  Payee Invoice Date Net Eligible Eligible
Invoice Met Cast VAT (£) Complete?

Claim

If an overspend has been entered the amount available will decrease and display as
a minus figure. Funding can be reallocated if requested and can be entered in the
Reason for Overspend box. Comments must also be entered into this box to explain
the reason for the overspend. This will then be assessed during claim validation.

Sub-Items
Schemes which require procurement to take place after project approval will display

differently on the Contract Claim Form. Claim Items will become available after the
eligible items have been approved and will show on the Claim Form as Sub-Items.

21
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Sub-Items can contain multiple lines under the same Item row. This will be
dependent on whether there are multiple quotes required for different aspects of an
Item. For example, if an Item is listed for IT, multiple rows of Sub-ltems can be
added for Laptops and Hardware purchases.

Sub-Items can be completed with the same method as Claim Items. Please see the
Claim Items section above.

Important notes

» Sub-Items will not appear for schemes where quotes are provided prior to project
approval.

» For schemes where quotes are provided after approval, the Claim Items tab will not
populate until an Item has been approved.

Miscellaneous Items

Miscellaneous Items If an Item is under £500 or will have multiple payments under

£500, these will appear on the Claim Items tab as Miscellaneous Items. You will be
able to input multiple claims lower than the value of £500.

22
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Simplified Cost Items

Projects that have selected Simplified Cost Items will see the Job Roles listed on the
Simplified Cost Items screen.

Simplified Cost Items

LLLLLLLLL

Eligible Job Roles will be displayed on this page listing the Job Title, Start and End
Dates, the Available Hours, and the Rate (£) per hour.

To make a claim for a Simplified Cost Item you will need to enter a unique
Transaction ID in the Transaction ID box. This ID will need to start with a letter,
followed by one to six numbers without spaces. Please ensure all supporting
documentation submitted for the Simplified Cost Item is saved with Transaction ID
included in the naming convention of the saved document.

23



Contract Claim Form Simplified Cost Items 8 werep € freios B e Nt}

Help

In the Claimed Hours box, enter the number of hours you will be submitting a claim
for.

Contract Claim Form Simplified Cost Items @ roeten € Pevos | @ see | Net >

“e
Help

The number of Available Hours will reduce once an amount is entered in the Claimed
Hours box.

You will then need to enter the Start and End Dates for the Claimed Hours in the
Date From and Date To boxes. Please note that the dates used can only be within
the lifetime of the contract and you will not be able to input dates that are after the
date of claim form submission.

tract Claim Form Simplified Cost Items

Help

Jab Title Start Date End Date Auailoble Hours Rt (£) Transaction Id Claimed Hours  Date From Date To Eligible Expenditure  Jab Role
® Complete?

If there are no further claims to submit for a Job Role, select the Job Role Complete
box to confirm that no further claims will be submitted.

24



If additional claims are to be submitted for a Job Role, for example for different date
ranges, you can select the Add Claim button to add an additional row.

Simplified Cost ltems

nnnnnnnnnnnnnnnnnnnnn

3 e
iE

]
(3]
<

F] wwe  [5) w =2

If you wish to remove the Job Role, you can select the Delete Claim button.

If there are a number of Job Roles listed, you may use the Find Items bar to search
for a specific Job Role.

Job Title Start Date End Date Available Hours Rate (£) Transaction Id Claimed Hours Date From Date To Eligible Expenditure Job Role
[5) Complete?

Project Management Professionals 2600 3776 aammyy aamm, E 000 rye—

Simplified Cost Items - Examples

Please see example scenarios below for entering the Simplified Cost Items:

All Hours Claimed

If you are submitting a claim for all Available Hours for a Job Role, you will need to
enter the number of hours in the Claimed Hours box and select the required dates in

the Date From and Date To boxes. You will also need to select the Job Role
Complete box if no further claims are to be made for the Job Role.

25



Simplified Cost Items

ppppppppp

You will see the Available Hours will reduce to 0.00 once all available hours have
been claimed.

Partial Claim

If you are submitting a claim for a Job Role, but not for the full Available Hours, you
can enter the details as follows:

Contract Clsém Form Simplified Cost Items 8 Hoehen € Freves [ Sme

Help
This g for chakming ageines Srpliled Cost e

Ekgible Expenditure  Job Role
)

The amount of Available Hours will reduce, and you will be able to submit additional
claims for the remaining hours on a subsequent claim form.

Partial Hours Claimed — Job Role Complete
If the total number of hours is less than expected, you can submit a claim for the

reduced hours and select the Job Role Complete box to confirm that no further
claims will be made for this Job Role.

Contract Claim Form Simplified Cost ltems

Help

- |

[ (o [)

Job Title Start Date End Date Ausilable Hours  Rate (D) Transaction Id Csimed Hours  Date From DateTo Eigible Expenditure  Job Role
©

Once you select the Job Role Complete box, the Reason not all Approved Hours

claimed dialog box will appear. Comments must be entered into this box to explain
the reason for underspend.

26



Exceeding Approved Hours

If the total number of hours exceeds the Available Hours, the Reason for exceeding
Approved Hours box will appear:

Simplified Cost ltems

Comments must be entered into this box to explain the reason for exceeding the
Approved Hours. This will then be assessed during claim validation.

Project Report

You must indicate if you are submitting a final claim for the project or if you intend to
submit further claims.

If this claim is the final claim, select Yes.

s this the final claim for this contract? @ Yes® Mo

If you will be submitting further claims, select No.

27



= this the final claim for this contract? @ Yes Mo

If this claim is not your final claim, you must provide an update of the current status
of the project within the Progress of Project text box.

You can include reference to the following:

* Progress to date and work planned

« Community engagement or involvement undertaken

* Issues encountered and any risks identified that could affect meeting completion
» How issues/risks identified are being addressed.

Is this the final claim for this contract? @

Project Report - Indicators and Outcomes

For all claims, you must provide an update on how the project is currently meeting
the Indicators and Outcomes selected for your project shown on the Project Report
tab, even if you have completed the contract target.

~~~~~

Achieved ta Date

In each Achieved to Date box, enter a numeric figure according to progress against
the contract target.

In each Progress box you must enter text, describing how you are progressing in
meeting each agreed target.

28



Indicators and Outcomes
Text describing the outcome must be entered in the Progress box for all agreed
Indicators and Outcomes even where no progress has been made.

Indica and OQutcomes

Where progress has increased, enter the numeric cumulative total.

6600

Enter text in the Progress Box.

Cynnydd mewn gwerth gwerthiannau 6600 5000

Enter figures and text for each indicator listed.
Each agreed target must include an entry.

If no progress has been made, the Achieved to Date box and the Progress text box
must still be completed.

Indicators and Qutcomes

Previous Achieved to Date Achieved to Date Progress.
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Indicators and Outcomes

 provide detalls on progress made to date towards meeting the project indicators and outcomes.

Name / Description Contract Target Previous Achieved to Date Achieved to Date Progress

Check all entries are correct, then save.
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Once you have corrected any errors and answered all of the questions on each page
click on the Next button.

Supporting Documents

You must provide atleast one supporting document for each Claim Item you have
claimed for on the current claim form.

Each document submitted must include the Transaction ID in the naming convention
of the savea documents for that Item/Job Role so the documents can be easily
identified during claim validation.

To add a document in the Supporting Documents section, click the Add Documents
button.

0 Completed Uploads
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Select the relevant document from your saved documents folder and click Open. You
can choose to upload more than one document at once.

Once you have selected the document, the upload will show as pending while it is
being loaded.

Once the document is loaded it will be displayed in the Completed Uploads table.

mmmmmmmmmmmmmmmm

To remove the document, click the Delete button.

Click Next to proceed to the Submission screen.

Submission Page — Errors, Information and Summary

This gives a summary of the items you have selected and informs you of any errors
or information messages on your Contract Claim form.
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Contract Claim Form Errors, Information & Summary

s Help @

Important - Please review this summary. Please scroll down, if applicable.
& Introduction

B Privacy Notice
Y There are errors prasent on your form. Please review and correct any errors

B Claim ltems v

Contract Reference ype of Contract

WMFS General Funding Round

B Supporting Documents v

Claim Items
v Submission
No claims made
» Simplified Cost ltems
a No claims made

Project Report

Is this the final claim for this contract?. No

Progress of Project

Pages with errors will display
a red cross and you can
return to the pages to make
amendments by clicking here.

This is a mandatory question, please answer it

& meg & Exit

Once any errors have been corrected each section will have a green tick displayed.

Contract Claim Form Errors, Information & Summary
s Help @

Important - Please review this summary. Please scroll down, if applicable.
B Introduction

& P y Notice
Gt No Errors or Information Messages identified

& Claim ltems v
B Simplified Cost items = Contract Reference Type of Contract
B Project Report v WMFS General Funding Round
B Supporting Documents v
Claim Items

v Submission

e (TR No claims made
L

Summary
g Declarations and Simplified Cost ltems

Undertakings
= No claims made

Project Report

Is this the final claim for this contract?. Ne
Progress of Project

Please input answer

8 Print Cymrae: & Exit

< Previous B Save Next >

Form Reference

9935042

< Previous B Save Next >

Click Next to proceed to the Declarations and Undertakings screen.

£ Previous B Save  Mext ¥
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Submission Page — Declarations and Undertakings

You must read the Declarations and Undertakings and tick the box to confirm you
have read and agreed them.

Declarations and Undertakings

Click Next to proceed to the Submit screen.

Submission Page — Submit

To submit your WMFS General Funding Round Contract Claim form click on the
Submit button.
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Once submitted, you will receive a confirmation which you can print for your own
records.

Contract Claim Form Submission Confirmation

jour Contract Claim form which has been submitted to the Welsh Governmes

Click the Print this utton to
Print this Screen Exit

A summary of your completed WMFS General Funding Round Contract Claim form
will be added to the ‘Messages’ page on your RPW Online account under the title
“‘Documents received by RPW”. Ensure you check the information submitted
thoroughly. If any of the information shown is incorrect, please reply to the Message
detailing your concerns. You should do this as soon as you discover any incorrect
information.

Additional Claims

If you did not select the Final Claim button when submitting your claim, you will be
able to submit additional claims by returning to your RPW Online account and
proceeding to the Contracts tab.

The relevant contract will again show the Start Claim button to allow you to submit
an additional claim.
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Contracts

Your Contracts are listed below.

Contracts with a status of Offered and an ‘Accept / Decline’ button can be accepted or declined in RPW Online.

To view older versions of Contracts, search for them in your RPW Online Messages.

Contract Sign Off
Scheme Window Reference Version Status  Deadline

Active:

WMFS General Funding WMFS General Funding 1.01 Active Start Claim
Round Round 4

Guidance Contact Us Copyright Accessibility
Documents Statement Statement

If you are encountering problems or are unable to access our website, please
contact the RPW Online Helpdesk on 0300 062 5004.
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