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Select the PO Lines (Form 3)

Export the grid data to excel 
format

Work Done Request Creation 
(Form 4)

Certified Work Done Request 
Details

Only display the PO line with 
Last Status >= “290”, Next 

Status <=”400”, Open Amount 
<> 0, Order Type = “OS”

Enter: 
1*. Total Certified Work Done Amount
2*. Total Retention Amount
3. Total Contra Charge Amount
4*. EC (Y/N) (Auto Calcultate)
5*. Total Net Payment Amount (Auto Calculate)

Certified Work Done Amount 
<= PO Line Open Amount 

(System Check)
Generate Work Done Request

Last Approver
Approval Completed
(Approve / Reject)

Certified Work Done Request Automation - OS

AP Manager - Review and 
approval the batch.

Navigate to the Work Done 
Request Inquiry

No

Yes

1* Certified Work Done Amount should be less than or equal to the Reference Open Amount of the PO Line
2* Retention Amount should be less than or equal to 10 % less of the Certified Work Done Amount. (10% is configurable in the processing option) 
4* EC Amount is auto calculated as [Certified Work Done Amount * EC Percentage]
5* Net Certified Payment Amount is auto calculated as [Certified Work Done Amount – Retention Amount – Contra Charge Amount – EC Amount]

Authorized Approvers (Per 
Business Unit Approval Matrix

& Chubb HMC Approval Matrix)

Approval History

Searchable?
Order No. / Order Type / Order 

Co. / Sub-Con Address No. / Sub-
Con Alpha Name / Creator / Co. / 

Job No. / Job’s PM / Job’s 
Supervisor / Job’s Engineer / SV 

No. / SV Manager / SV 
Supervisor / SV Engineer

Yes

Notification from “HK FIN AP 
IN” will be sent to Sub-

Contractor and copy to “GP 
Chubb HK AP Invoice Copy” 
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Export to Excel?Yes

No

Sub-Contractor replies the 
email with invoice to the 
general email of AP team

Verification - 
Company Name / Date / 

Invoice No. / Amount / PO 
No. 

AP staff review and process, 
input data the invoice 

(Submission Status = A)

A
I No Yes

AP submit the batch to AP 
Manager for approval

YesPTP
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