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Requesting Billing 
 

It is the responsibility of the Service Partner to request billing, there is no requirement to 

send invoices separately as Insight will only use Fieldglass as the only source of invoicing 

information. You can add your invoice to your billing request by clicking on +add attachment 

at the bottom of the page. 

 

The following instructions will help you to request billing: 

 

 

Requesting Billing for a Fee Based SOW 
 

Log in to Fieldglass: https://www.fieldglass.eu/ 
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Navigate to the relevant Statement of Work you want to log time/bill against. 

 

 

 

Click on Actions > Create Fee.  
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Input the effective date – this must be within the period stated – when you want to bill, 

ensure that the Site is the correct region where the work has taken place.  

 

 

 

 

 

 

 

 

 

 

 

Click on +Add Fees  

 

 

Select the relevant deliverable you want to bill from the drop-down menu.  
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Enter the quantity of units to be billed for this fee, then click on Calculate Fee Rate Amount. 

 

 

 

If you are wanting to bill more than one fee, you can click on + Add Multiple Fees  

 

 

 

 

 

 

 

Select the fees you want and click on Continue  
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Input the quantity that you want to invoice and then click Add  

 

 
 

Always click on Calculate Totals, this will calculate the total of what you have selected to 

invoice  

 

 

 

Input any information that you want Insight to know in the comments box. You can add any 

attachments by clicking on Add Attachments. Once content click on Continue.  
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This will take you to the Review and Submit page, you can scroll down and check the 

information you have provided, if you see an error or want to add something else, click on 

Make Changes.  

 

 

 

 

 

 

 

 

 

 

If content with the information in this section, click on Submit.  
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This will take you back to the summary page for this opportunity. You can see that the 

remaining budget has decreased to £10,000 and other Pending Spend has increased to 

£5,000 – the amount that has been requested to be invoiced.  

 

 

 

 

 

 

 

 

 

 

 

If you click on the Characteristics tab and scroll down, you can see the items pending 

approval. Once approved by Insight, this will change to invoiced.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


