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	14/11/2018 – 15/11/2018

	Tasks completed:
	· 1-2-1 meeting with my placement provider, Neil Payne. 
· Introduced to the department that I will be working with 
· Started my online training, beginning with the course corporate induction.

	Reflection/ Learnt: 
	Within the 1-2-1 meeting we discussed what I want from this placement and how I would go about achieving this. My position within the company and what I will be working on which Is a project called Schools Oracle Access Project (SOAP). SOAP is a new project which I will be testing the new system so when it does go live there will be a smooth purchasing process for the schools without any errors also in connection to this I will be testing the new system for the “Suppliers early payment scheme”.                                                                            I received my ID badge which without I could not access the building as the badge allows you to open electronically locked doors and must be worn all times as part of helping maintain a safe working environment.
Completing the Corporate induction training gave me a lot of background information on the council and how it run, some of the information I learnt was that the council is responsible for delivering and implementing services and policies and is made up of several bodies: Councillors, The Cabinet (Executives) and day to day employees, employing over 10,000 staff across 3 directorates and 18 different service areas.




	Date:
	16/11/2018

	Tasks completed:
	· Shown the online platform Oracle and was explained how it works and who uses it. 
· Complete Training on I-Siop.
· Completed two more online training courses one being Cyber security and the second Health and safety.


	Reflection/ Learnt: 
	Oracle is the councils IT system which went live in 2006, it manages finance, purchasing, projects and HR processes.                                                                        “Oracle is the council's integrated HR, payroll, finance, procurement stores and job costing system. It is used in every service unit and has around 5,000 users” (http://www.swansea.gov.uk/staffnet/oracle).                                                  Through i-Siop employees can place a requisition for goods or services from a supplier, which a purchase order may be generated, requisitions have to show that the correct procedures have been followed in order for a purchase order to be issued to the supplier.
The courses taught me that Cyber security are preventative techniques to protect the integrity of networks, programs and data from attack and unauthorised access.                                                                                                                        Health and Safety should be taken seriously and everyone in the workplace makes a contribution to maintaining a safe working environment. 




	Date:
	21/11/2018

	Tasks completed:
	· Taught the process of Procedure to Process (P2P).
· Completed the courses Data Protection and security and Display screen equipment.


	Reflection/ Learnt: 
	Through use of an online video I learnt P2P. It’s made up of 9 steps which are 1. Material requirement Planning (Identify a shortage/requirement of material/service within a department).
2. Purchase Requisition (User department sends request to purchase department for procurement of material).
3. Request Quotation (Purchase department request quotation from open market from different vendors).
4. Vendor section (After receipt of quotation, relevant department select). Vendor on basis of quote).
5. Purchase order (Purchase department issue PO to selected vendor).
6. Goods receipt (Vendor issue goods/ PO).
7. Invoice verification and process (Check invoice and terms agreed).
8. Payment to vendor (finance department release payment to vendor).
9. Vendor evaluation and reporting (Scheduled time to evaluate vendors and report to management).
By carrying out research I now have a better understanding of how the process works and has made me feel more confident for the work I will have to do. This has demonstrated to me the importance of preparing myself for a situation that I will be in, as now I understand what my department does I feel a lot more comfortable to ask questions.



	Date:
	22/11/2018

	Tasks completed:
	· Shown how to pay in pensions and set up pension accounts by Sarah. 
· Completed the courses Cyber security and Equalities. 


	Reflection/ Learnt: 
	Through the use of Oracle I was able to create pension accounts, this was my first time using Oracle and I found once I was shown how to use the platform it was straightforward, although I made sure to ask questions if I did encounter a problem as here there can be large sums of money being transferred in to accounts so I understood the importance of making sure that I was typing in the correct names, addresses and bank details so that the correct recipient were receiving the correct funds. 
The course Cyber Security also stressed to me the importance of understanding and knowing how to identify anything suspicious that could cause unauthorised access to the councils system. 
I learnt that cyber security is a preventative technique used to protect the integrity of our networks, programs and data. Antivirus software runs continuous updates which protects the system from any threats and fire wall helps to block malware and those that don’t meet the criteria.




	Date:
	23/11/2018

	Tasks completed:
	· Provided with a list of all the schools within Swansea whom had sent us their invoices for the school year 2017-2018 which I had to condense down to make simpler to read.


	Reflection/ Learnt: 
	This was all carried out using Microsoft Excel. In the past I have not had a lot of experience using this so this gave me an opportunity to improve my IT skills specifically using Excel. A colleague Nia showed me how to condense the spreadsheets down which included getting rid of any blank spaces and repeated information. At the beginning it took 20 minutes to create a new spreadsheet for each school but as I got more confident using Excel and no longer needed to keep reverting back to the list of instructions I was able to halve the time it had taken me. I definitely feel more confident using Microsoft Excel and feel my knowledge has significantly grown including my confidence. 
Making my way through the list of schools I made notes on what schools I had completed and which ones had to yet send their invoice data to us. I also noticed a few errors within the spreadsheets so I notified my placement provider and we managed to rectify them. 
At the moment the schools in Swansea manage their own outgoings but we are trying to change this so that their purchases come through us instead, this would affect the Accounts Payable department as it would result in a huge increase in number of transactions that we would be taking care of. 




	Date:
	28/11/2018

	Tasks completed:
	· Received further invoice data from schools, which I continued to tidy and make spreadsheets for.
· Completed the courses Violence against women, domestic abuse and sexual violence (VAWDASV) and also completed Fire safety awareness.


	Reflection/ Learnt: 
	Many schools had not sent in their invoice data the week previously so there were still a lot of schools without completed spreadsheets, I continued tidying the ones that had sent emails to us and checked my previous work. This process has taught me to constantly revert back to my work which I have completed to search for any errors. This is good practise as saving incorrect work which other people have to access will make me look unprofessional and incapable of completing the work I have been given.
The online courses had taught me how to recognise the signs of abuse both physical and emotional and what steps I should take If I believe this is happening to a person around me. I also learnt what extinguishers should be used on different types of fires from the fire safety course. Although I can see how these affect me in work I can also use these skills outside of the work place which I believe will greatly benefit me and the people around me.




	Date:
	29/11/2018

	Tasks completed:
	· Shown how to set up suppliers on Oracle. 


	Reflection/ Learnt: 
	To set up a new supplier through Oracle I had to first search for the suppliers name to check they weren’t already on the system, if not I could then proceed to create a new account for them which included adding their name, business address, whether or not the pay tax and also their bank details. These details were all provided to us on a supplier registration form that is filled out on a secure platform (by supplier).
Once we had done this we would email the officer who is engaging in business with the supplier who can then inform the supplier that they are set up with Oracle and start to make purchases and also receive payments.
I found that this process was similar to setting up a pension so quickly picked up how to enter a new supplier in to the system.  



	Date:
	30/11/2018

	Tasks completed:
	· Shown how to create a new Purchase order (PO)/Requisition within iProcurement and in core.
· Successfully added credit and receipted orders.


	Reflection/ Learnt: 
	The purchasing process compromises of 4 stages; requesting your item, approving requisitions, checking the requisition status and receiving the requested items. To create a new PO/requisition I had to log in to Oracle and fill in the selected boxes which were Item type, Description, Category, quantity, unit of measure, unit price and supplier name. Once these boxes had been created you could then continue to view your cart, within this section you are able to leave a note to buyer and then continue to checkout.
Placing a requisition through oracle is similar to purchasing items online through websites such as Amazon as the layout makes it simple for the user to follow,  each page have only a couple of sections that the user have to fill out and so you are not filled with a feeling of bombardment on one page.
When an order is less than what is billed we have to add credit to the order before we go on to receipting it.                                                                                                As I have spent more time using the system I have built on my confidence. To support myself I took screen shots of each step and saved them in a word document so if I come to a stage and I am unsure I can just recap by looking at the document which has made me a lot more independent.



	Date:
	06/12/18

	Tasks completed:
	· Discovered why the Purchasing Team need to enforce spending restrictions and procurement rules.
· Learnt what ways the accounts department is trying tackle this situation.

	Reflection/ Learnt: 
	The Council currently finds its self in a financially difficult position, due to the mass output expenditure and lack of inflow of capital. 
This has led to rules being put in to place to limit overspending and also save on unnecessary costs, these rules must be applied and followed by all services and employees. 
Rules such as all non-pay orders must be agreed with selected members of the council depending on the cost, this approval also goes for employing any consultants, or other specialist.
The project that I will be helping to test run is a way of gaining capital for our department. The idea is if my department pays the supplier earlier, then we gain a percentage back of the expenditure. The percentage drops as the time it takes to pay the supplier lengthens. 



	Date:
	07/12/18

	Tasks completed:
	· Started testing the new scheme; Supplier early payment scheme.
 


	Reflection/ Learnt: 
	We have to test run the new “Supplier early payment scheme” before we can start implementing it so we can fix any problems that we may encounter before the system goes live. 
To test the system I had to enter replica invoice data and validate them, once validated the invoice is classed as “paid” depending on what date the invoice has been set to, the right percentage of capital should be taken off. 
If the correct percentage was removed from the total cost, this indicates to us that the system is running properly. 
It is important that when the system goes live it doesn’t encounter problems as a poor performing scheme will only discourage suppliers from agreeing to joining and we want all our suppliers to be using this as the more people using it will create more money for the department, which overall helps accounts payable to increase self-sufficiency. 



	Date:
	12/12/18

	Tasks completed:
	· Updated supplier’s details on Oracle.


	Reflection/ Learnt: 
	In the last year the council has been unable to send email invoices to suppliers as there was a fault with the system. This meant that invoices had to be sent by post which costed the department time, money and also went against one of the councils aim to be as environmentally friendly as possible.                              Now the system is fixed suppliers email details have to be added, this task was very long and mundane as I had to search through a lot of files looking for suppliers who were currently receiving paper invoices, which were almost every supplier. 
This task developed my ability to search through large quantities of data and pick out specific fragments of information.



	Date:
	13/12/18

	Tasks completed:
	· set up suppliers through oracle 
· in test mode practised the whole process of purchase to pay


	Reflection/ Learnt: 
	Test mode allows me to practise the purchase to pay process.                        There are many stages to the process so doing it in test mode allows me to make mistakes that won’t affect the actual system.
As I went through the process I was able to create a step by step guide for myself, so when I’m in live mode if I have any queries I can refer back to the guide. In the future I hope that this will help me to avoid making mistakes. This has developed my skills to organise and multitask which is a big part of my job role as  there is a constant flow of new jobs coming in to the office so you have to learn to stay on top of your work or you could find yourself falling behind very quickly.



	Date:
	14/12/18 – 20/12/18

	Tasks completed:
	· Worked through school invoices, counting how many invoices were electrical.


	Reflection/ Learnt: 
	I Had to work through 95 spreadsheets one for each school in Swansea, searching for 21 specific suppliers. In the main SOAP spreadsheet I noted how many invoices were ordered from each supplier. This took quite a while due to the mass of information which I had to go through although I used filters to help me find the data I was searching for. This meant the information I was gathering was accurate as the filters were word specific. It also saved me a lot of time from scrolling through pages of information which could have resulted in missing invoices.


	
	Date:
	27/12/18 – 28/12/18

	Tasks completed:
	· Organised all invoices that we had received over the Christmas period.

	Reflection/ Learnt: 
	This week was very quiet In the office as a lot of people had choose to work from home.
To make sure suppliers would get paid as soon as possible after new year I had to organise all incoming invoices for each of the members within my department. All though this took me time, it helped my colleagues as it meant they could get on with paying suppliers. 
We also had a query in the previous week, I helped resolve this by finding over 100 invoices for the company by extracting them from our filling section. This taught me to always stay organised and to do a job correctly and with effort, as when I was finding the invoices as they were correctly placed away from me previously it made my current job a lot quicker and simpler.



	Date:
	03/01/19 – 04/01/19

	Tasks completed:
	· Sorted supplier’s invoices.

	Reflection/ Learnt: 
	After New year our department was inundated with requests for early payment from suppliers. 
This meant I had the task of sifting through files and files of invoices which we had received and place them In alphabetical order and then further order by date, dating newest to oldest. By doing this it has allowed us to see how many invoices one supplier had which needed to be paid.   
Once paid, the invoices then had to be filed back away. Each invoice is kept for 10 years. They are filed in order of invoice number. This allows us to easily locate the file if we may need it in the future.



	Date:
	09/01/19 - 11/01/19

	Tasks completed:
	· Continued testing the Supplier Early Payment Scheme

	Reflection/ Learnt: 
	In Oracle’s test environment I carried out 33 tests. As previously done, I was looking for whether the right percentage was being deducted from the suppliers total cost which depended on the date of pay. 
 Along with checking that we also had to change the amount of VAT in this test as some suppliers pay at a reduced VAT rate of 5%.  I found that the system was not yet capable of doing this so passed this information on to my superior who then looked in to a way of making this possible. 



	Date:
	16/01/19

	Tasks completed:
	· Completed a BACS run within the test environment on the previous investigation

	Reflection/ Learnt: 
	A BACS run in an electronic payment made to suppliers. I was taught the process of a payment run by my colleague Nia John. She showed me that we first had to run the discount request job before paying the supplier as if we didn’t do this the percentage would not be deducted from the payments. 
Once this was done we then continued on to the payment run where we confirmed the request and processed the payment. This was a lengthy process but Nia had created a step by step guide which I was able to follow. Once the payment process was complete we then had to run the second request job which was debiting. This then created a document which listed every item individually which was being paid. 
We found that in the test environment the system was not running successfully as when it came to the stage where the discount would have to be reinstated if a supplier requested a refund the system came back with “Error” and could not carry out this performance. 



	Date:
	17/01/19

	Tasks completed:
	· Joined a webinar on, “MasterCard Track: Increasing Visibility & Reducing Risk”, by the organisation BASWARE.

	Reflection/ Learnt: 
	The webinar took place in Dubai but people could connect all over the globe to listen. Due to the time difference I was not able to listen to it live so I could not ask questions but I got to listen to the recording and received contact information for any queries that I may have had. 
Track is a platform which simplifies the way global businesses work together.  
The webinar stated that it’s still globally costing businesses 58 trillion dollars in paper and this is what the MasterCard Track is helping to change.  It claims to “streamline and automate the procure to pay process enabling business to manage business compliance and payment ins a more efficient way”.



	Date:
	18/01/19

	Tasks completed:
	· Created and filled out the AP Metrics form for the past 2 years.

	Reflection/ Learnt: 
	This document contains numerous sheets of tables from the past 6 years. It contains data on all the transactions that have gone through AP and Purchasing department. For the past two years up until present the tables have not been filled and kept up to date so It was my job to fill in all the missing data. This did not take too long as the information was easily accessible and only simple calculations had to be used to obtain some of the missing data.




	Date:
	23/01/19

	Tasks completed:
	· Continue Early supplier payment testing 

	Reflection/ Learnt: 
	Continued testing as we have been given a date that we have to get the system live which is April and with errors still with the programme we have been told to “ramp up volumes and suppliers data in UAT3” and review the results in spreadsheets.
The testing gives everyone an understanding of how the new process will work. (Supplier Set Up/Order/Matching/Payment/ BACS Remittance/ Debit Memo.                                                                                                                          Purchasing supports by creating orders.



	Date:
	24/01/19

	Tasks completed:
	· Ran over 100 different tests with the Supplier early payment scheme

	Reflection/ Learnt: 
	The system can currently take off the correct discounts in the given dates, but still cannot complete a debit memo request. To fix this we had to log a report to an outside company who are creating the system. With the feedback they should be able to fix the system or inform us on how to avoid/prevent this problem from occurring again. 
The system once live will mostly appeal to smaller businesses such as taxi drivers and independent organisations as they will want a quicker cash flow, rather than larger organisations that are seeing thousands flow in and out of their business daily. On all payments we will be changing our terms from payment made within 14 days to payment will be made within 30 days. This will help to persuade organisations to join our new scheme although it is important that we target these larger organisations as they will be the ones who generate us the most revenue.
We also have to consider excluding parties such as those who are in the health and care sector and grants from the EU as we are not allowed to be making a profit from them.




	Date:
	25/01/19

	Tasks completed:
	· Contacted suppliers 

	Reflection/ Learnt: 
	I had the task of emailing suppliers that we are currently working with to inform them that our system is changing and if they were happy to change on to this system to let us know. With the suppliers that emailed me back I had to forward the information onto my colleague Sarah. The council has thousands of suppliers they work with so I spent all day doing this job. 
As it was my last day my colleagues surprised me with a card and a present. Working in this placement has improved many skills which I can use in any work environment I next go in such as analytical and problem solving skills, my ability to use excel and other computer programs has been greatly strengthened as before I have never had a chance to use any software so never understood the use of it and how important it is to companies. The placement has also really built my confidence as I was constantly meeting new people and put in to situations which I was unfamiliar with which forced me out of my comfort zone and thanks to those experiences I now feel a lot more confident in any situation I find myself as I learnt that it’s okay to make mistakes and it’s not embarrassing as I used to believe as from those mistakes you learn from them and grow.  From the placement I also made many friends which has made me look forward to starting a career after university as I enjoyed meeting new people on a weekly basis and have made important connections for the future. I also learnt that I understand new things quicker in a working environment rather than a non-working environment. 
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