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The Ministry of Defence has committed some additional developments to improve the invoicing 

process for all Learner Providers (Scheme Members) within the Enhanced Learning Credits (ELC) 

scheme. The new online invoicing process will provide Learner Providers with some significant 

benefits including; 

 improved control & flexibility for claim/invoice selection, tracking & generation including a 
facility to export data 

 a faster receipt of invoices to the MOD via a unique online invoicing portal 

 reduced labour & resourcing costs for stationery, print & postage 
 

Additional features available to Learner Providers will include: 

 a claim Tracking & CAN validation facility 

 improved control & itemisation of ELC claim details* 

 a facility to select & produce invoice backing sheets supporting all invoice claims 

 a function to invoice multiple Claim Authorisation Note’s  (CAN) on a single invoice 

electronically *  

 an invoice validation system enabling all associated claims to be quickly cleared & sent for 

MOD payment 

* System generated invoices will not span Armed Force services within Navy, Army & RAF 
 
Please note that this user guide has been designed to provide an overview for this mandatory 
change. The following key dates are: 
 
1. System released on 23 March 2015 

A password reminder email will be automatically generated for registered contacts providing 

User Login Details 

2. Transition deadline 1 June 2015 
 
The Ministry of Defence’s Enhanced Learning Credits Scheme is an initiative that promotes lifelong 
learning for members of the Armed Forces and your understanding and transition to this new 
process supports the delivery of this scheme. 
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User Overview 
CAN Tracking 
The CAN Tracking area can be accessed by clicking on the button on the navigation 
toolbar.  This will redirect you to the CAN Tracking page; see below. 
 

 
 

Adding a CAN to the CAN list 

At the top of the CAN tracking page are two input fields; CAN Number and Surname.  To add a CAN 

to the CAN list, insert the CAN number and surname of the delegate into relevant boxes, then click 

the button.   If no errors are found then the CAN will be added and the grid refreshed.  If 

any errors occur then a prompt will be shown; see below. 
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Filtering the CAN list 

The CAN list can be filtered at any time by selecting an option from the filter drop-down list; see 

below.  When selecting an option, the grid will be automatically refreshed, displaying only the CAN’s 

in the selected state. 

 

 

Exporting the CAN list to Excel 

The CAN list can be exported to Excel at any point by clicking on the export button .  If 

any filters have been applied the export will only display any CAN’s in the selected state. 

Viewing a copy of the CAN 

If required you may view a copy of the CAN by clicking on the button next to the CAN details in the 

list.  This action will generate a copy of the CAN that was submitted.  
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Invoice Processing 
The invoice processing area of the website can be accessed by clicking on the button 
on the navigation toolbar, within the CAN Tracking page.  This will transfer you to the Process 
Invoices page; see below. 
 

 
 

All available services are displayed on this page with the relevant button or text available, dependent 
on the invoice processing actions available.  If there are currently no CAN’s available for invoicing the 
text will read ‘No actions available’.  If there are CAN’s available to invoice and there is currently no 
invoice raised against the service, the button will be available.  If an invoice is 
currently in progress against the service the button will be available. 
 
Please note that only one invoice can be in progress against any given service at a time. 

Raising a new invoice 

Clicking on the button will initiate the creation of a new invoice against the given 

service, at which point the system will automatically redirect you to the Invoice Backsheet page.  

Please see the invoice backsheet section for details on this area. 

Continuing with a current invoice 

If you wish to continue with the processing of an invoice that has already been raised against a 

service, you will need to click on the button.  This action will redirect you to the Invoice 

Backsheet page. Please see the invoice backsheet section for details on this area. 
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Invoice Back-Sheet 
As described above the invoice backsheet area can only be accessed by clicking on the 
or  buttons on the Process Invoices page.  This page displays details of the service that 
the invoice belongs to, as well as the number of CAN’s associated with the invoice and the total 
value.  The page also displays a list of all CAN’s available to associate or associated with the invoice; 
see below. 

 
  
When a new invoice has been raised all CAN’s in the list will be automatically included on the invoice 
and individual CAN’s will need to be de-selected if required. If this page has been accessed for an 
invoice that is already in progress the list will display all associated and available CAN’s, with the 
associated CAN’s having a check against them.  The available CAN’s can be associated at this point if 
required. 

Altering the invoice value 

Whether accessing the invoice backsheet page for a new invoice or an invoice is currently in 

progress, the invoice value can be altered by selecting / de-selecting the CAN’s from the list.  To 

associate a CAN with or dis-associate a CAN from the invoice check or un-check the check box next 

to the relevant CAN in the list; see below. 

 

This action will either set or clear the tick in the check box and you will notice that the number in the 

CAN’s field, as well as the value in the Gross Grant field will update automatically. At least one CAN 

needs to be associated with the invoice; if you attempt to un-check all check boxes the prompt 

below will appear when you attempt to remove the last CAN. 
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Exporting the backsheet 

Once you have finished altering the invoice you should export the backsheet.  This can be carried out 

by clicking on the button above the grid.  This action will create a pdf document for 

you to download, which details all CAN’s associated with the invoice, giving the total value. 

Completing the invoice 

Once you are ready to complete the invoice you can access the Invoice CheckSheet page by clicking 

on the button.  When clicking this button you will see the prompt below.  Click 

Cancel to prevent any action or OK to continue to the Invoice CheckSheet page.  See the invoice 

checksheet section for details on completing this page. 
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Invoice Check-Sheet 
The invoice check-sheet area of the website is the final step in the invoice process and should be 

accessed when you are ready to close off the invoice; see below for an example of the screen. 

 

This area allows you to enter the details of the invoice, which will then be validated once submitted.  

If you are re-entering this screen having submitted the invoice with validation failures, all fields will 

contain the information that was previously entered. 

Entering / Clearing the invoice date 

The invoice date is automatically set to the current date when first entering the invoice check-sheet 

screen.  If you wish to change this date, click on the button next to the invoice date field. This 

will open the date picker shown below. 

 

Select the date by clicking on the relevant date in the calendar.  This will automatically enter the 

selected date in the invoice date field. 

If you wish to clear the invoice date at any point then click the button next to the invoice date 

field.  

Please note that you can navigate through months and years on the date picker by clicking the 

header.  Clicking once will give you the month view for the current year, whilst clicking twice will give 

you the year view. 

Uploading the invoice file 

It is a mandatory requirement that the invoice file is uploaded as part of the submission of the 

invoice on the invoice check-sheet page.  To upload the invoice, click on the button. This 
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will open the file upload dialog from which you can select your invoice file and click on the open 

button.  The upload file dialog will close and the file name will be visible next to the 

button.  To upload the file, click on the Upload button, which will upload the file and refresh the 

page.  The Invoice Uploaded check box will now be checked and the View Invoice document button 

will be visible.  Clicking the button and this will open the invoice document that is currently 

associated with the invoice. 

You may upload an updated invoice document at any time by following the same process above, but 

please be aware that this action will overwrite the currently associated invoice document. 

Submitting the invoice 

Once you have entered all of the invoice details you can click on the button.  This 

action will validate your entry against the details in the database.   If any validation failures are 

found they will be output above the input fields in red text; see below.  

 

If no validation errors are found then the invoice details will be saved and a message will appear 

advising that the submission was successful.  At this point you will now be able to raise another 

invoice for this service if CAN’s exist. 

Attendance Statistics 
The Attendance Statistics area can be accessed via the button on the navigation 

toolbar.  This will redirect you to the Attendance Statistics page; see below. 
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This page will show a list of all students that require attendance details to be set against them, with 

any overdue ones highlighted in red at the top of the list. 

Submitting the attendance details 

The attendance details can be set against each student by selecting one of the Complete, 

Partial or Non-Attendance radio buttons, under the course attendance section to the right of the list.  

This list will allow you to set one or more of the attendance details before clicking on the button.  

You will be prompted to continue; see below. 

 

If you click Cancel there will be no action, whilst clicking OK will submit all the attendance details and 

you will received a prompt advising of the success; see below.

 

Clicking OK will refresh the page, displaying only those students that still require their attendance 

details to be set in the list. 
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Evaluation Feedback 

The evaluation feedback area can be accessed via the  button on the navigation toolbar.  

This will redirect you to the Evaluation Feedback page; see below. 

 

This page displays a list of all feedback that has been received in the last 12 months, where the 

student has chosen to share the evaluation with the learning provider. 
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View a printable version of the evaluation 

If you wish to view a printable version of any individual evaluation you can click on the button in the 

leftmost column of the grid.  This action will download a pdf version of the evaluation for you to 

open; see below. 
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View an online version of the evaluation form 

If you wish to view an online read-only version of any individual evaluation form, you can click on the 

button in the rightmost column of the grid.  This action will open the online evaluation form 

in a separate window; see below. 

 

Export a list of all shared evaluation 

At any point you may choose to export a summary report of all shared evaluation from the past 12 

months.  To do this, click on the button above the grid.  This action will 

download a pdf document for you open; see below. 

 


