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Foreword

The Academic & Clinical Central Office for Research & Development (ACCORD) is a joint office comprising clinical research management staff from NHS Lothian (NHSL) and the University of Edinburgh (UoE).

This work instruction will be followed by the R&D Finance team to record and monitor requests for invoicing, and to match invoices to research activities on EDGE, to ensure accurate and timely sales ledger income recovery. 

Income is defined as external income as determined from the chart of accounts [0952]. Internal income journal and accrual activity is excluded from this workplace instruction.

Instructions

Tracking Invoices for Commercial Activity

To register an invoice request from a Sponsor, Contract Research Organisation (CRO) or Clinical Research Associate (CRA), follow the steps details below;
a) Open the EDGE Invoice Tracker spreadsheet saved in the "Research & Development\Finance\Debtors Requests\Invoice EDGE tracker.xlsx" in the R&D shared drive and save all changes once made.
b) Register the date that an invoice request, debtors request or purchase order is received by R&D Finance from the Sponsor, CRO or CRA. This is the date that the R&D Finance Management Accountant is in receipt of the invoice request e.g. the date received in any e-mail inbox, generic or specific to R&D Finance. If the invoice request is forwarded from a member of the study team, register the date R&D Finance receives the e-mail. The date is entered into column A of the Tracker.
c) Complete columns E “Protocol or Description” and column F “PI” (Principal Investigator).

Once the invoice has been raised, complete the following columns on the EDGE Invoice Tracker;
a) B - Invoice Date
b) D - Raised By
c) G - Invoice Number
d) I - Net Amount
e) J – VAT
f) L - Matched Amount
g) N – Comments (if applicable)

To match the invoice to activity on EDGE, follow the steps below;
a) If no matching has incurred at the time of raising the invoice and the study uses EDGE, enter £0 in column L of the Tracker.
b) When the activity from the invoice has been matched in EDGE, enter the amount in column L and the date matched in column M of the Tracker.
c) If no matching is required enter “not required” in column L of the Tracker.

Invoices for Commercial Set-Up Fees

As commercial trial set-up fees do not require an invoice request from the Sponsor, the date to use for column A is the date R&D Finance receive the Research Management Committee (RMC) update that publish studies granted management approval.

Retrospective Commercial Invoices

In column A, use the date that the income is received by treasury and has been coded by R&D.

Non-Commercial 

For non-commercial invoices, register the date of the invoice request e.g. PO from Customer (e.g. UoE, other HB, lead site), or for scheduled invoices e.g. quarterly salary invoices, the end date of the charge period (30th April 2026 for an invoice covering February – April 2026.)
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